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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 Employee Relations 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
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e Serve as a standard document for FCI employees to gain experience in adopting the
HRMS

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

e 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
e FCl Officers and FCI Employees

2 Overview

Employee Relations, as a function, is an integral part of PE division and responsible for employee
communications, employee engagement activities, grievances management, employee
disciplinary  actions, issuance of NOCs, compassionate ground appointments,
superannuation/retirement related activities, prevention of sexual harassment (POSH), policies
related communications, employee events including sports and cultural events and more. All the
above functions are manually done as per stipulated government and FCl policies.

3 User Access and Permissions

3.1 Set Up Consideration

0OS Compatibility: Microsoft Windows 7 and above

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

Minimum Software Requirements: |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, 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
E; It will allow editing a record.
1= 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 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
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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 Access 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 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.

Login screen:
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\y FCI HRMS

Sign into your Account Download User manual

LoginiD:

284308

Password : Forgot Passward?

........ ®

897267 =

Entar Captcha As Shown Above

‘ Cardex Application Link - ’

Figure 3-1 Login Screen

Enter Login credentials, Captcha (Enter number here as shown in Figure 3-1) and Click on mto
Log in to the system.
Post Login, employee will land on the Home Page as shown in Figure 3-2.
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¢ FClIHRMS T - |ER e S

HAPPY NEW YEAR 2021 @ @

Welcome AMIT KUMAR

S

Y

Dashboard - . Reimbursement

Directory + Performanca

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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Figure 3-3 Employee Dashboard

e |f an employee has been assigned the roles and responsibilities of a manager or competent

shown in Figure 3-3, the employee with the permissions of a manager shall navigate to the
MSS — Manager Dashboard as shown in Figure 3-4.

authority, then by clicking the link on the top right corner of the HRMS application as

Manager Self Service (MSS Manager Dashboard)
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Figure 3.4 Manager Dashboard

3.5 Exiting the System

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

Sign Out

on to log out of the system as shown in Figure 3-5
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Dashboard > Attendance

My Profile

Change Password

s

Training Policies And Circulars —

nflﬁ

Directory : = Performance

Pawered by Kennect (Kellten Tech)

Figure 3-5 Sign Out

e The user shall navigate to Login Page as shown in Figure 3-1 on successful sign out.
e An employee shall automatically logout from the application if it remains idle due to
inactivity for a longer period of time (approx. 1 Hour)

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.

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

These are timeout settings implemented at Key cloak IAM interface.
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4

Using the System

Employee Relations, as a function, is an integral part of PE division and responsible for employee
communications, employee engagement activities, grievances management, employee
disciplinary  actions, issuance of NOCs, compassionate ground appointments,
superannuation/retirement related activities, prevention of sexual harassment (POSH), policies
related communications, employee events including sports and cultural events and more. All the
above functions are manually done as per stipulated government and FCl policies.

4.1 Employee Relation Masters

In this process we are creating the master depending upon the process requirement, this shall
allow the user to create a system wherein competencies can be added and modified as per
requirement.

The following masters shall be used in HRMS from Employee Relation perspective:

e Grievance Category Master

e Complaint Category Master

e Complaint Sub Category Master
e University Master

e Action Master

e Event Master

e Empanelled Hospital Master

4.1.1 Complaint Category Master

Complaint Category Master is a list of different Complaint Category Master that will be used
in FCl. Complaint Category master in place, HRMS admin shall be able to create, update and
manage this specific list of Complaint Category master as per requirements from time to time.

4.1.1.1 Navigation

Left Navigation: Employee Relation >> Masters >> Complaint Category Master
4.1.1.2 SLA

NA
4.1.1.3 Landing Page

User shall traverse the navigation as mentioned in Section 4.1.1.1 to reach the Complaint
Category Landing Page as shown in Figure 4-1
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Figure 4-1: Complaint Category Master

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

e C(lickon to apply the available filters.

e Clickon "~ to export the table records in Excel or PDF as per table
columns.
Search:
e C(lickon 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 Mext .
e C(lickon to navigate table records

e Clickon “to add a new complaint Category in the table as

mentioned in Section 4.1.1.4 — Add Complaint Category.

.

e Clickon = to edit an existing complaint category in the table as mentioned in Section
4.1.1.5 - Edit Complaint Category.
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4.1.1.4 Add Complaint Category

- -
Click on to open the Add Complaint Category popup as shown

in Figure 4-2

Add Complaint Category

Complaint Category *

Vigilance 2

Supportive Document *

Figure 4-2: Add Complaint Category

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

Complaint Category Landing Page for addition of a new record in the table as shown in Figure 4-3

- WES FCLHRMS &a 2 Aa ran  [EEEE - ARIT KUMAR  Joe

Complaint Category Master

O Vigilance 2

Figure 4-3: New Complaint Category Added

The success message will be displayed as

sycmesl [Hecarg Add aeeshallyl
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4.1.1.5 Edit Complaint Category

Click on Ef‘to open Edit Complaint Category popup as shown in Figure 4-4

Edit Compiaint Category

Complaint Category o *

Compglaint Category *

Supportive Document *  Atachimant

Figure 4-4: Edit Complaint Category

Enter the details and click on © " such that a success message will be shown in
the Complaint Category Master Landing Page for updating the existing record in the table as
shown in Figure 4-5.

= \'!_f FCI HRMS 3 An m -;-o AMIT KURAR *.

Complaint Catogory Master

Figure 4-5: Existing Complaint Category Detail Updated
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The success message will be displayed as shown

Successl  Fecord e e paled secoefusy

4.1.2 Complaint Sub Category Master

Complaint Sub Category Master is a list of different Complaint Sub Category Master that will
be used in FCl. Complaint Sub Category master in place, HRMS admin shall be able to create,
update and manage this specific list of Complaint Sub Category master as per requirements
from time to time.

4.1.2.1 Navigation

Left Navigation: Employee Relation >> Masters >> Complaint Sub Category Master
4.1.2.2 SLA

NA
4.1.2.3 Landing Page

User shall traverse the navigation as mentioned in Section 4.1.2.1 to reach the Complaint
Sub Category Landing Page as shown in Figure 4-6

%/ FCIHRMS an Aa ESS m ;.ﬂ AL AMITRUMAR g

Complaint Sub Category Master

Camgiaing Category Complaint Sub Cat=gory s Active

com Aaministrative Active '

Figure 4-6: Complaint Sub Category Master
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User shall be able to perform the following activities from the landing page:

e C(lickon mto apply the available filters.

Excel

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

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

the table records.

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

Previous 1 Mext

e Clickon to navigate table records

Add Complaint Sub Category
e C(lick on to add a new complaint sub Category in

the table as mentioned in Section 4.1.2.4 — Add Complaint Sub Category.

e C(lick on IEto edit an existing complaint sub category in the table as mentioned in
Section 4.1.2.5 — Edit Complaint Sub Category.

4.1.2.4 Add Complaint Sub Category

Add Complaint Sub Category
Click on to open the Add Complaint Sub Category

popup as shown in Figure 4-7

Add Complaint Sub Category

Complaint Sub Category *

Complaint Categary *

Figure 4-7: Add Complaint Sub Category

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

Sub Category Landing Page for addition of a new record in the table as shown in Figure 4-8
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Figure 4-8: New Complaint Sub Category Added

The success message will be displayed as

sapmemsl lroearnd Al eyl

4.1.2.5 Edit Complaint Sub Category

Click on Ef‘to open Edit Complaint Sub Category popup as shown in Figure 4-9

Complaint Sub Category id *

CEIDe

Coamplaint Sub Categery *

=2 Edned

Complaint Category 1d*

Camplaint Category *

Suppenive Dacurment *  Artacnmant

Figure 4-9: Edit Complaint Sub Category
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Enter the details and click on " such that a success message will be shown in
the Complaint Sub Category Master Landing Page for updating the existing record in the
table as shown in Figure 4-10

= Wi/ FCIHRMS mooad o s e [ P HLAMITKUMAR

Complaint Sub Category Master

Campiaint Catenory Camplaint Sub Category is Aetive

Search:
COMPLANT SUB CATEGOR COMPLANT CATEGORY (0 COMBLAINT CATEGOR REF. DOCUMEN TIVE

CSCiD, CCiD Administrative % T Active = I
Cl W &
{»1} @
] 4
CSCID4 g CIn Vg #
CsCiD o f g
[sohedlence [ alled] Agminkstrative Active rs

1 Lats ol Adgminkstrative Aclive (g E

Figure 4-10: Existing Complaint Sub Category Detail Updated

The success message will be displayed as shown

Scowinl  Fecond 1 e e apgaleg secnnshusy

4.1.3 University Master

University Master is a list of different Universities that will be UGC approved. University
master in place, HRMS admin shall be able to create, update and manage this specific list of
University master as per requirements from time to time.

4.1.3.1 Navigation

Left Navigation: Employee Relation >> Masters >> University Master
4.1.3.2 SLA

NA
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4.1.3.3 Landing Page

User shall traverse the navigation as mentioned in Section 4.1.3.1 to reach the University
Master Landing Page as shown in Figure 4-11

a0 Aa ESS ;ﬂ AL AMITRUMAR g

University Mastar

Uiniversity Mame State/UT District ity

Shew 10 w entries Exportta:
: ? | Al

1 c D REF i 1
UNILEL23 s Not Avaliable Active
UMNIDE4ZE NA Now Available 1w r 4
UrIDeE22] 640E Moz Avaiiable ive g
UMIDE420 6405 Tadepalligudem tive E
UMNIDEATS EHE No ailatl Activ I 4
UMNIDE4TE N3 Mot Avaliat i 7
- ZPH SCHOOL

UNIDEST? 40 Mot Avaliak Bt z

ULt =]
UNIDESTS ZPHHIGH 50HO0L B4 Not Available Actlve =

PONNUR =
UMIDESTS 840 B ailat thye 7
UMIDES1D b ot Availat e

HINMAVALTAIR
Mg 10« enti

Figure 4-11: University Master

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

e C(lickon to apply the available filters.

e Clickon to export the table records in Excel or CSV 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 Mext

e C(lickon to navigate table records
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e Click on to add a new university in the table as mentioned in Section

4.1.3.4 — Add University.

e Clickon = toeditan existing universities in the table as mentioned in Section 4.1.3.5 —
Edit University.

4.1.3.4 Add University

Click on to open the Add University popup as shown in Figure 4-12

= AL/ FClHRMS Aa - Aa— ga eSS P HOAMITKUMAR R

Add University

University Name. * University Registration |d

City = Supportive Document *

Figure 4-12: Add University

Enter the details and click on msuch that a success message will be shown in the University
Landing Page for addition of a new record in the table as shown in Figure 4-13
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Figure 4-13: New University Added

The success message will be displayed as

syscmesl [Hecarg Add aeshallyl

4.1.3.5 Edit University

Click on |3~to open Edit University popup as shown in Figure 4-14
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= Wi FCIHRMS M- My ESS IEIP

Edit University

University kd University Name *

Supportive Documant * I5 Active *

Figure 4-14: Edit University

Enter the details and click on S such that a success message will be shown in the
University Master Landing Page for updating the existing record in the table as shown in
Figure 4-15
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Figure 4-15: Existing University Detail Updated

The success message will be displayed as shown

Sutcinal | Recond s G updalicd fucoeiihdly

4.1.4 Event Master

Event Master is a list of different Events that will be organized in FCI. Event master in place,
HRMS admin shall be able to create, update and manage this specific list of Event master as
per requirements from time to time.

4.1.4.1 Navigation

Left Navigation: Employee Relation >> Masters >> Event Master
4.1.4.2 SLA

NA
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4.1.4.3 Landing Page

User shall traverse the navigation as mentioned in Section 4.1.4.1 to reach the Event
Master Landing Page as shown in Figure 4-16

= Wi/ FCIHRMS moaeopa s [ P ik &

Event Master

a
=]
Figure 4-16: Event Master

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

e C(lickon to apply the available filters.

e Clickon o export the table records in Excel or CSV as per table

columns.
Search:
e C(lickon 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 Mext .
e Clickon to navigate table records

e Clickon mto add a new event in the table as mentioned in Section 4.1.4.4 —
Add Event.

e Clickon ~ to editan existing Event in the table as mentioned in Section 4.1.4.5 — Edit
Event.
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4.1.4.4 Add Event

Click on mto open the Add Event popup as shown in Figure 4-17

= Wi/ FCIHRMS moaeopa s [ P ik &

Event Add

O &
®
m ‘ Cancel
Figure 4-17: Event Add
==
Enter the details and click on such that a success message will be shown in the Event
Landing Page for addition of a new record in the table as shown in Figure 4-18
= Wiy - o ”
= Wi/ FCIHRMS moheopa oess [ O AMIT KUMAR b
Event Master
a
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Figure 4-18: Event Added

The success message will be displayed as

spremeel Bearg Al fusesahallyl

4.1.4.5 Edit Event

Click on IE.to open Edit Event popup as shown in Figure 4-19
AMIT KUMAR b

= Wi/ FCIHRMS moaeopa s [

Edit Event

e ‘

Figure 4-19: Edit Event

Enter the details and click on " ““““Usych that a success message will be shown in the
University Master Landing Page for updating the existing record in the table as shown in
Figure 4-20
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= Xi/ FCiHRMS An Aa Aa ESS

Event Master

Figure 4-20: Existing Event Detail Updated

The success message will be displayed as shown

Svccmmal ' Facord 1 s Deees updilid sucoeiluly

4.1.5 Action Master

Action Master is a list of different Action Master that will be used in FCI. Action master in
place, HRMS admin shall be able to create, update and manage this specific list of Action
master as per requirements from time to time.

4.1.5.1 Navigation

Left Navigation: Employee Relation >> Masters >> Action Master
4.1.5.2 SLA

NA
4.1.5.3 Landing Page

User shall traverse the navigation as mentioned in Section 4.1.5.1 to reach the Action
Master Landing Page as shown in Figure 4-21
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= Xi/ FCiHRMS An Aa Az ESS m I...o

Action Master

Figure 4-21: Action Master

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

e C(lickon to apply the available filters.

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

the table records.

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

) Frevious - 2 Mext .
e Clickon to navigate table records

e C(Clickon mto add a new action in the table as mentioned in Section 4.1.5.4 —
Add Action.

e Clickon = toeditan existing Action in the table as mentioned in Section 4.1.5.5 — Edit
Action.

4.1.5.4 Add Action

Click on to open the Add Action popup as shown in Figure 4-22

Copyright © 2020 HRMS All Rights Reserved to FCI Page 35 of 175



Employee Relations
User Manual Version 2.2

Add Action

Figure 4-22: Add Action

Submit
Enter the details and click on - such that a success message will be shown in the Action
Landing Page for addition of a new record in the table as shown in Figure 4-23

- 0
= £/ FClIHUMAM RESOURCE MANAGEMENT SYSTEM e ha Aa 55 &
\;; @ B AMIT KUMAR

w

Action Master

Type Of Acticn 13 Active
A v v GatResults
Sh i E: to: Eeel POF int
aw 0 v entries wport to Exce L int Search:
P i REF. DOCUME S ACTIVE |
Leave and Attendance TAID3 Interim Reply From Complainant Active (g
TAIDZ Takan Ug With Division Active g
TAIDT Clarification From Complianant Active g

Showing 1o 3of 3 entrles

Figure 4-23: New Action Added
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The success message will be displayed as

sapmemsl lroearnd Al eyl

4.1.5.5 Edit Action
Click on = to open Edit Action popup as shown in Figure 4-24

Edit Action

o Action g

Figure 4-24: Edit Action

Enter the details and click on such that a success message will be shown in the
Action Master Landing Page for updating the existing record in the table as shown in Figure
4-25,
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= Wi/ FCIHRMS moaeopa s [ P ik &

Action Master

Troe Of Action

Figure 4-25: Existing Action Detail Updated

The success message will be displayed as shown

Sutcinal | Recond s G updalicd fucoeiihdly

4.1.6 Empanelled Hospital Master

Empanelment of Hospital Master is a list of different Hospital empaneled with FCI.
Empanelment of Hospital master in place, HRMS admin shall be able to create, update and
manage this specific list of Empanelment of Hospital master as per requirements from time to
time.

4.1.6.1 Navigation

Left Navigation: Employee Relation >> Masters >> Empanelment of Hospital
4.1.6.2 SLA

10 Days
4.1.6.3 Landing Page

User shall traverse the navigation as mentioned in Section 4.1.6.1 to reach the
Empanelment of Hospital Master Landing Page as shown in Figure 4-26.
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Ni/ FCIHRMS woom b s R ® o

Empanelled Hospital - Admin Listing

° o

» &
Figure 4-26: Empaneled Hospital- Admin Listing

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

e Clickon to apply the available filters.

e Clickon  to export the table records in Excel or CSV 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 Mext
e C(lickon to navigate table records
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e C(lick on u.to add a new hospital in the table as mentioned in Section 4.1.6.4 —
Add

4.1.6.4 Add

Click on n.to open the Empanelled Hospital Master as shown in Figure 4-27

N/ FCIHRMS moom ohe s [P ko

Empansalled Hospital kaster — Admin

@

Figure 4-27: Empanelled Hospital Master- Admin

Submit
Enter the details and click on -such that a success message will be shown in the
Empanelled Hospital Landing Page for addition of a new record in the table as shown in Figure 4-28
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R/ FCl HRMS

Empanelled Hospital - Admin Listing

Figure 4-28: New Hospital Added
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The success message will be displayed as

sapmemsl lroearnd Al eyl

4.2 Employee Relation Requests

4.2.1 Higher Studies

Employees seeking higher studies will submit their applications in the prescribed format
along with the course details, to their reporting manager. Reporting managers will
recommend the request to personnel section. Personnel section verifies the application and
submits it further for approval to the Approval Authority. In case, the Approval Authority
approves or disapproves the request, intimation is sent to employees for the same.

Step 1: Employee will raise a request for the permission of higher studies with the required
information and supportive document.

Step 2: Once the request has been raised, reviewing authority (Reporting Officer and
Establishment 1/Establishment 2) will receive the email notification for preceding the
further steps.

Step 3: Reviewing authority review request for the permission of higher studies and submit
the appropriate decision remarks base on the request.

Step 4: Once the request has been reviewed and forwarded, approving authority will receive
the notification for the approval of the request.

Step 5: Approving authority will review the request and provide recommendations and on
approval, Personnel Division shall issue an order of NOC for higher studies. However,
Reason for Revert the request shall terminate wit

Step 6: Once the request approved, Employee will receive an approval email notification.
4.2.1.1 Navigation
Left Navigation: Employee Relation >> Higher Studies Request
4.2.1.2 SLA
15 Days
4.2.1.3 Landing Page

User shall traverse the navigation as mentioned in Section 4.2.1.1 to reach the Higher
Studies Landing Page as shown in Figure 4-29
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Figure 4-29: Higher Studies

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

Excel FOF Print
e Clickon to export the table records in Excel, PDF and Print as

per table columns.

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

the table records.
e C(lickon to sort the table records in ascending order or descending order of entries.
Frevious 1 Mext

e C(lickon to navigate table records

e Click on n to add a new Higher Studies Request in the table as mentioned in
Section 4.2.1.4 — Add

4.2.1.4 Add

Click on n,to open the Higher Studies request form as shown in Figure 4-30.
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. 4
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Figure 4-30: Higher Studies Request

Submit
Enter the details and click on -such that a success message will be shown in the Landing
Page for addition of a new record in the table as shown in Figure 4-31
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= Wi/ FelIHRMS aooaa na [ ves o

Higher Studies -Employee Listing

Show 10w entres Exportto: Ews

HISTUDIES 155 orioarzom Pending Review w

HESTUDIES 158 08/01/2021 Fanding Review @ |

Figure 4-31: Higher Studies Request Added

The success message will be displayed as

spremeel Bearg Al fusesahallyl

4.2.1.5 Higher Studies Reviewer Landing
The submitted request will be forwarded to the Reviewer’s landing screen as shown
in Figure 4-32
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Figure 4-32 Higher Studies Reviewer Landing

Click on ™ as shown in Figure 4-32, to land on Higher Studies Review screen as shown in
Figure 4-33.

4.2.1.6 Higher Studies Dispatch
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HO-Delh ok
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Higher Studies Previously Sanctioned for any course
REGUESTED DATE NAME OF THE COUREE UNIVERSITY/INSTITUTION COUNSE STATUS
NOC
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Dispatchet Remarks *
Reviewss Remarks
r
Document Name Supportive Document
DOCUMENT NAME SUPFORTIVE DOCUMERT ACTION

Add Reviewer - Selactive Revert el

Figure 4-33: Higher Studies Dispatch

Dispatcher shall be able to perform the following activities from the Dispatch Page:

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

Figure 4-33.
e Add Reviewer link functionality has been explained in Common Functionalities. [Please
Refer Section 5.1.1 for Add Reviewer]

Revert
e Click on - to revert the request back to the initiator, this request will be listed
in the landing page of Initiator with “Reverted” status.

ceon ., e
e Clickon to dispatch the request and a success message will be displayed
as per below image

Regquest has been dispatched successfully.

4.2.1.7 Higher Studies Review
The submitted request will be listed in the Reviewer’s landing screen as shown in Figure 4-34.
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Higher Studies -Reviewer
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Previcusiy Sanctioned for any course
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View Action Histary
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Figure 4-34: Higher Studies Review

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

View Action History

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

in Figure 4-34.

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

displayed as shown in Figure 4.35.

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

listed in the landing page of Initiator.
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Figure 4-35: Higher Studies Review successful

The success message will be displayed as

Sucoess Roquesl has Deon reviswed SuCoassiusy.

4.2.1.8 Higher Studies Approver Landing
The request will be forwarded to the approver’s landing page as shown in Figure 4-36
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Figure 4-36: Higher Studies Approver Landing

Clickon ¥ as shown in Figure 4-36, to land on Approve Request as shown in Figure 4-37.
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4.2.1.9 Higher Studies Approve

= KL/ FCIHRMS ook oA oess [ o . RAJESH KUMAR
& -
Higher Studies -Approver
sy A =
2 Dt
o
Roguls
Offlc
Previcusiy Sanctioned for any course
o a8
Viaw Action History

Figure 4-37: Higher Studies Approve

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

View Action History

e Clickon
Figure 4-37.

to view the action taken on the request as shown in

e C(lick on m to approve the request, and a success message will be shown

in the Approver Landing Screen for approving the record as shown in Figure 4-37.

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.
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= WK FCIHRMS An k& - pa  EsS m P . RAJESH KUMAR
Vs s

Higher Studies -Approver Listing

Figure 4-38: Higher Studies Approve successful

The success will be displayed as

Successl dequet has besh apgroved siessfully

4.2.2 NOC for Passport

As an initiator (employee), there must be a provision to raise a request for NOC for any of
the following:

. Request for Passport
So that the request is submitted for recommendations of reviewing authority

As reviewing authority (Reporting Manager, AGM, DGM, GM (P) and ED (P)), there must be
a provision to validate the employee request for NOC coming through the proper channel or
not and if so then there should be a provision to mark it as reviewed and forward it for
recommendation of approving authority. However, on rejection the request will terminate
and the employee will receive an email notification.

As an approving authority (MD, ED Zone, GM Zone, GM Region and DM), there must be
provision to review the recommendation submitted by reviewing authority for the NOC
request application and on approving the request, Personnel Division shall issue the relevant
NOC order. However on rejection the request shall terminate.

Step 1: Employee will submit the request for NOC related to Passport through the proper
channel as per requirement.

Step 2: Once the request submitted, reviewing authority (Reporting Manager and Personnel
Division) will receive an email notification to review the employee request.
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Step 3: Reviewing authority (Reporting Manager and Personnel Division) will validate the
information and forward it to approving authority as a part of review. However on
rejection the process terminates

Step 4: Approving authority will go through reviewer remarks and provides the
recommendations to the request raised by employee.

Step 5: On approval of request employee and personnel division receive the confirmation
notification and issue NOC order. However on rejection the process terminates.

4.2.2.1 Navigation

Left Navigation: Employee Relation >> NOC >> NOC for Passport
4.2.2.2 SLA

15 Days
4.2.2.3 Landing Page

User shall traverse the navigation as mentioned in Section 4.2.2.1 to reach the NOC for
Passport Landing Page as shown in Figure 4-39

= R/ FCIHRMS A Aa Aa Mss AMITKUMAR 30
s -
Passport Employee -Listing
STID REQUESTED DATE STATL D ACTION
NOCPASS14] 18/12/2020 Pending Review
NOCPARS1A2 18/12/2020 Pending Review F-Y
nsation and Bel ts
M F 4 15/12/Z0Z0 i o
MOCPASSIST 2/2020 Pandl A
& Pa s 28M212( ii Lo d
)

Figure 4-39: NOC for Passport
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User shall be able to perform the following activities from the landing page:

Excal PDF Frimt
e C(lickon to export the table records in Excel, CSV or print 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 Mext .
e C(lickon to navigate table records

e Click on n to add a new Passport Request in the table as mentioned in Section
4.2.2.4 - Add

4.2.2.4 Add

Click on n to open the NOC for Passport request form as shown in Figure 4-40

Ni#/ FClHRMS fa - Aa - Aa MSS |..° AMITKUMAR 30

NOC For Passport

Fequested Dats Employes Numher Employes Name Cesignation

Usar Manual

80572 AMIT KUMAR Manage
Father Name Date of Birth (DOR) Date of Joining(DOJ) FCI Prasent Address E
AHENDRA SINGH 4/04/1989 6042015 15T FLODR, F-623 LADO SARA|

Permanent Address Category Division Office

H, HE-108 NALIKAPURA COLONY CAT Persgnne O Dait
Qffice Typa

HG
Passport Application *
Supportive Document Upload Phato *

= o~

In this connection, | may also assure you that | woulkd leave the country only with the prior approval of the competent autharity in the food corporation of E

india, Howaver, In case | proceed without the prior approval of tha Managemant, the Management may treat that | have volunterlly abandoned my duties
from the food corporation of india and it will be free to strike off my name from the rells of the Corporation. | would have no claim or right on the service of
thiz corporation thereafter

NOC for Pas:

There |5 no vigilance and Pelice case going on against me

Initlator femarks *

EST TEST TEST TEST TEST TEST TEST TEST TEST TEST TEST TEST

Caonnect +

Copyright © 2020 HRMS All Rights Reserved to FCI Page 54 of 175



Employee Relations
User Manual Version 2.2

Figure 4-40: NOC for Passport Request

Enter the details and click on msuch that a success message will be shown in the Landing
Page for addition of a new record in the table as shown in Figure 4-41

= R/ FCIHRMS A Aa Aa Mss AMITKUMAR 30
- ~
Passport Employee -Listing
Show 10 v entries  Exportto Exce PO Prim Sgarch: E
. GUEST ID AEQUESTED DATE ACTION
Directory
NOCPAS514] 18/12/2020 Pending Review @
Cora HR
NOCPAZE142 18/12/2020 Pending Review @
MNOCPASEIAY 18/12/2020 Panding Review -
NOCPASE1SY 21/12]2020 Panding Review Lol
NOCPASSIS2 28122020 Pending Review o
NOCPASS1GS DE/01/2021 Pending Review @« |
Showing 112 6 of & entries H

Connect +

Policies

Retin

Figure 4-41: NOC for Passport Request Added

The success message will be displayed as

sapocme| frocard Add Gusesahuliyi

4.2.2.5 NOC for Passport Request Reviewer Landing
The submitted request will be forwarded to the Reviewer’s landing screen as shown
in Figure 4-42
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= Nif FCIHRMS PPl - -y

Pavspert Rpviemer -Listmg

Figure 4-42 NOC for Passport Reviewer Landing

Clickon ™ asshownin Figure 4-42, to land on Review NOC for Passport request screen as
shown in Figure 4-43.
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4.2.2.6 NOC for Passport Dispatch

2 \'J' EC| HRRS Ly Ad m n R G
-

REZ For Passpeat -Revawer

Denpiichur Beemaris

aosert ams T i Dasiemaer

Figure 4-43: NOC for Passport Dispatch

Dispatcher shall be able to perform the following activities from the Dispatch Page:

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

Figure 4-43.
e Add Reviewer link functionality has been explained in Common Functionalities. [Please
Refer Section 5.1.1 for Add Reviewer]

Revert
e C(lickon - to revert the request back to the initiator, this request will be listed
in the landing page of Initiator with “Reverted” status.
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o N ., e
e C(lickon to dispatch the request and a success message will be displayed
as per below image.

Request has been dispatched successfully.

4.2.2.7 NOC for Passport Review

= Wi/ FCIHRMS As e — ess [N _9 S| MUKESH SINGH
-

NOC For Passport -Reviewer

curmen
heto
Al
=
H, NE- 108 NALKAFLRIA COLONY, LAKKS GHATIFUR
car
Drvinion
Pur 1
a
HaT
TN | WAl BBYE The COGNTr BNl WK T Brior 8RR 01 TN SOMBATANT AUTNSATY IN AR 600 EAPOTATON of INd1a HEWEYE!, 1 285 | DIBEED WANGUT T pror AppInslof The
11| N VI ey B S0AGADE My AUt O 104 000 COMPOTATON O INdia A0 11 #d e Free-t ST OTF M1 NAME o 10 e TF TN COMOTATION., |Wodd Nave na ciam o rignt
0 agminat me
View Action History
v m e Rt
" portive D t

e et m m | i

Figure 4-44: NOC for Passport Review

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

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

Figure 4-44.

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

displayed as shown in Figure 4.44.
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e C(lick on m to revert the request back to the initiator, this request will be

listed in the landing page of Initiator.

o
= FCI HRM Al A A Ess I O < MUKESHSINGH |
'\é_f c ] = i A - »

Passport Reviewer -Listing

| | oner (]

otiea Catngory

280872 LT KUMER #2-Dal H cat Faranna: Maragel

Figure 4-45: NOC for Passport Review successful

The success message will be displayed as

4.2.2.8 NOC for Passport Request Approver Landing
The request will be forwarded to the approver’s landing page as shown in Figure 4-46
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= Wi/ FCIHRMS As A3 A3 ESS m P . RAJESH KUMAR
N .

Passport Appraver -Listing

Figure 4-46: NOC for Passport Approver Landing

Click on ¥ as shown in Figure 4-44, to land on Approve Request as shown in Figure 4-47.
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4.2.2.9 NOC for Passport Approve

= AL/ FCl HRMS A3 A3 Aa ESS m _o RAJESH KUMAR

&

NOC For Passport -Approver

a
a

Viaw Action History
o |8

Figure 4-47: NOC for Passport Approve

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

View Action History

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

in Figure 4-47.

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

in the Approver Landing Screen for approving the record as shown in Figure 4-47.

Reject
e C(lickon - to reject the request back to the initiator, this request will be
listed in the landing page of Initiator with “Rejected” status.
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Figure 4-48: NOC for Passport Approve successful

The success message is displayed as shown

Surcwssl Ut hs basn spgeoved sy

4.2.3 NOC for Visa

As an initiator (employee), there must be a provision to raise a request for NOC for any of
the following:

o Request for Visa
So that the request is submitted for recommendations of reviewing authority

As reviewing authority (Reporting Manager, AGM, DGM, GM (P) and ED (P)), there must be
a provision to validate the employee request for NOC coming through the proper channel or
not and if so then there should be a provision to mark it as reviewed and forward it for
recommendation of approving authority. However, on rejection the request will terminate
and the employee will receive an email notification.

As an approving authority (MD, ED Zone, GM Zone, GM Region and DM), there must be
provision to review the recommendation submitted by reviewing authority for the NOC
request application and on approving the request, Personnel Division shall issue the relevant
NOC order. However on rejection the request shall terminate.
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Step 1: Employee will submit the request for NOC related to Visa through the proper channel
as per requirement.

Step 2: Once the request submitted, reviewing authority (Reporting Manager and Personnel
Division) will receive an email notification to review the employee request.

Step 3: Reviewing authority (Reporting Manager and Personnel Division) will validate the
information and forward it to approving authority as a part of review. However on
rejection the process terminates

Step 4: Approving authority will go through reviewer remarks and provides the
recommendations to the request raised by employee.

Step 5: On approval of request employee and personnel division receive the confirmation
notification and issue NOC order. However on rejection the process terminates.

4.2.3.1 Navigation
Left Navigation: Employee Relation >> Transactions >> NOC>> NOC for Visa
4.2.3.2 SLA
15 Days
4.2.3.3 Landing Page

User shall traverse the navigation as mentioned in Section 4.2.3.1 to reach the NOC for
Visa Landing Page as shown in Figure 4-49.
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Figure 4-49: NOC for Visa
User shall be able to perform the following activities from the landing page:
_ Excl  PDF  Print ‘
e Clickon to export the table records in Excel, CSV format or
print as per table columns.
Search:
e C(lickon 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 Mext .
e Clickon to navigate table records
e Clickon n to add a new NOC for Visa Request in the table as mentioned in
Section 4.2.3.4 — Add
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4.2.3.4 Add

Click on =.to open the NOC for Visa request form as shown in Figure 4-50

Xi/ FClIHRMS a Aa Aa M55 |° AMIT KUMAR b

&

NOC For Visa

Requested Date Employes Numbear Empiloyes Name DCesignation
290572 AMIT KUMAR Ianager
Father Name Date of Birth (DOE) Date of Joining (DOJ) FCI Present Address a

MAHENDRA SINGH 41041085 D

1STFLOOR, F-823AD0 S

Parmanent Address Catagory Division QOffice
H, NO-108 N/ APURA COLUNY CAT-N Personmel HQ Dalh

Office Typa
HO

Payro . = .
N Passpart Mumber Issu=d Date * Expiry Date *

R1058504 o 202 i:] 10012021 =

Visa Details

From Country * To Country * Proposae From Date ¥ Proposa To Date * E

ndia w Australia v V310772021 D BI01021 =

Reason

TEST TEST TEST TEST TEST TEST TEST TEST TEST TEST TEST TEST TEST TEST TEST TEST

REASODN DELE
ST TEST TEST TEST TEST TEST TEST TEST TEST TEST :
ndlia Australia 137012021 28/01/2021 i bR s (]
TEST TEST TEST
Supportive Documant Uplzad Phaota E
In this connection, | may also assure you that | would leave the country only with the prior approval of the competent authority in the food corporation of
India, However, In case | proceed without the prier approval of the Management, the Management may treat that | have volunterily abandoned my duties E

from the food corporation of india and it will be free to strike off my name from the rolls of the Corporation. | would have no claim or right on the service of
this corparation thereafter

nitiator Remarks

TEST TEST TEST TEST TEST TEST TEST TES EST TEST TEST TEST TEST TEST TEST TEST TEST TEST TE

Figure 4-50: NOC for Visa Request

Submit
Enter the details and click on -such that a success message will be shown in the Landing
Page for addition of a new record in the table as shown in Figure 4-51
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= R/ FCIHRMS A Aa Aa Mss AMITKUMAR 30
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Show 10 v entries Eprr[ 1o Exce PO F 1 Sgarch: E
STID REQUESTED DATE TATUS ACTION
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Figure 4-51: NOC for Visa Request Added

The success message will be displayed as

syoemes! Frocard Add usesahaliyi

4.2.3.5 NOC for Visa Reviewer Landing
The submitted request will be forwarded to the Reviewer’s landing screen as shown
in Figure 4-52
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Figure 4-52 NOC for Visa Reviewer Landing

Clickon ™ asshownin Figure 4-52, to land on Review NOC for Visa request screen as
shown in Figure 4-53.
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4.2.3.6 NOC for Visa Dispatch

s N/ FCIHRMS vomome s BB P - maroncer

Noc For Vs -Rovewor

Visa Details

Oizpatcher Ramanks *

Totument Name Supportve Documend

Figure 4-53 NOC for Visa Dispatch

Dispatcher shall be able to perform the following activities from the Dispatch Page:

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

Figure 4-53.
e Add Reviewer link functionality has been explained in Common Functionalities. [Please
Refer Section 5.1.1 for Add Reviewer]

Revert
e C(lickon - to revert the request back to the initiator, this request will be listed
in the landing page of Initiator with “Reverted” status.
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eor N .., .
e C(lickon to dispatch the request and a success message will be

displayed as per below image.

Request has been dispatched successfully. x

4.2.3.7 NOC for Visa Review

AL/ FCl HRMS AZ - Aa - Aa S8 _9 < SANJAY PANDEY
V2 1

Noc For Visa -Reviewer

o2
wMawe 1 sipwow
i o
A S
LA : £ L rest
E TESTTESTT E E
= V0B KAUKAP LT ol
)
Visa Details
¢ Est 1esr ¢ e e
View Action History
®

Figure 4-54: NOC for Visa Review

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

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

Figure 4-54.
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e Click on m to review the request and a success message will be

displayed as shown in Figure 4-54.

e C(lick on m to revert the request back to the initiator, this request will be

listed in the landing page of Initiator.

W&/ FCIHRMS ] ha o oaa s [ER ? H1, SANJAY PANDEY
£

NOC For Visa -Reviewer Listing

333333 t 0 F Ta Dt
A | B -
=1 s Dasignarian
- Export to F Search;
NODVISAIED 200572 AMIT KUMAR WI-Dehl  HO ATl Parsanris Manege 1eizoz) Pentfing Riden @ 5
1 AMIT KLMAZR Hi ™ X @ |

Figure 4-55: NOC for Visa Review successful

The success message will be displayed as

4.2.3.8 NOC for Visa Approver Landing
The request will be forwarded to the approver’s landing page as shown in Figure 4-56
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Figure 4-56: NOC for Visa Approver Landing

Click on ¥ as shown in Figure 4-56, to land on Approve Request as shown in Figure 4-57.
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4.2.3.9 NOC for Visa Approve

= Wi/ FCIHRMS Ai —INB—i5a, Ess EP

A RAJESH KUMAR

Moc For Visa -Appraver
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In this connection, | may alse assure you that | would leave the country only with the peior approval of the competent authority in the food corporation af indla, Howevar, in case |
procesd without the prior approval of tha Management, the Manasgement may treat that | have valunterlly abandansd my duties from the food corporation of india and it will be
free to strike off my name frem the rolls of the Corporation. | woild have na claim or right on the service of this corporation theeeafter

Approver Remarks

Dacument Name Supportive Document

Figure 4-57: NOC for Visa Approve

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

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

in Figure 4-57.

e C(lickon m to approve the request, and a success message will be shown

in the Approver Landing Screen for approving the record as shown in Figure 4-57.
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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.

= Wi/ FCIHRMS Ai  As  pa ESS EP

A RAJESH KUMAR

MOC For Visa -Approver Listing

Figure 4-58: NOC for Visa Approve successful

The success will be displayed as

Succmss Rl has besn approted siccssfiily

4.2.4 NOCto Leave Country

As an initiator (employee), there must be a provision to raise a request for NOC for any of
the following:

. Request for Leave Country
So that the request is submitted for recommendations of reviewing authority

As reviewing authority (Reporting Manager, AGM, DGM, GM (P) and ED (P)), there must be
a provision to validate the employee request for NOC coming through the proper channel or
not and if so then there should be a provision to mark it as reviewed and forward it for
recommendation of approving authority. However, on rejection the request will terminate
and the employee will receive an email notification.

As an approving authority (MD, ED Zone, GM Zone, GM Region and DM), there must be
provision to review the recommendation submitted by reviewing authority for the NOC
request application and on approving the request, Personnel Division shall issue the relevant
NOC order. However on rejection the request shall terminate.
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Step 1: Employee will submit the request for NOC related to Leave Country through the proper
channel as per requirement.

Step 2: Once the request submitted, reviewing authority (Reporting Manager and Personnel
Division) will receive an email notification to review the employee request.

Step 3: Reviewing authority (Reporting Manager and Personnel Division) will validate the
information and forward it to approving authority as a part of review. However on
rejection the process terminates

Step 4: Approving authority will go through reviewer remarks and provides the
recommendations to the request raised by employee.

Step 5: On approval of request employee and personnel division receive the confirmation
notification and issue NOC order. However on rejection the process terminates.

4.2.4.1 Navigation
Left Navigation: Employee Relation >> NOC>> NOC to Leave Country
4.2.4.2 SLA
21 Days
4.2.4.3 Landing Page

User shall traverse the navigation as mentioned in Section 4.2.4.1 to reach the NOC to Leave
Country Landing Page as shown in Figure 4-59
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= %i/ FClIHRMS A Az Az MSs5

NOC To Leave Country -Employee Listing

Homae

) show| 10 |entrcs Eeportin —
My o E
Dheao REQUEST ID REQUESTED DATE I:I STATU T
MNOCCOUNTRI44 24/12/2020 Panding Review E
Cl:lmpe1se-“ I I . . Showing iC ) entries
a
=]
Figure 4-59: NOC to Leave Country
User shall be able to perform the following activities from the landing page:
_ Excel POF Print ]
e Click on to export the table records in Excel, CSV format or
Print as per table columns.
Search:
e C(lick 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 Mext .
e C(lickon to navigate table records

e Click on = to add a new NOC for Leave Country Request in the table as
mentioned in Section 4.2.4.4 — Add
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4.2.4.4 Add

Click on =.to open the NOC to Leave Country request form as shown in Figure 4-59

\i/ FCIHRMS

Home

Requested Date

Father Name

MAHENDRA SINGH

Directory

Division

Passpart Humbar

NOC To Leave Country - Employes

Employes Number

Dffice

HO-Dalhi

Employes Name

AMIT KUMAR

Desigaation

Offica Type

AMIT KUMAR b

Category E

GAT=I|

Passport issuad Date *

Passport Expiry Date ™

R1DSE! 09/1/2021 1 202 |
Leave Sanctioned
From Date * To Date *

ojoj2021 ]| sionzoez £

VISA Details

Wisa Mumber *

From Country *

To Country =

‘iza |ssued Data *

v GEDIZ02)

Visa Expiry Date * From Date * To Date =
{ INTRY £xp
ASAS1Z3 Irictia Australia 09/01/2021 15/01/2021 IE]

Supportive Decument

thia corporation theseatter.

In this connaction, | may also assure you that | would leave the country only with the prior approval of the competent authority in the food corparation of
india, However, in case | proceed without the prior approval of the Management, the Management may treat that | have volunterily abandoned my duties
fram the food corporation of india and it will be free to strike off my name from the rolls of the Corporation. | would have no claim or right on the service of

Initiator Remarks

Figure 4-60: NOC to Leave Country Request

Submit
Enter the details and click on -such that a success message will be shown in the Landing
Page for addition of a new record in the table as shown in Figure 4-61
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= R/ FCIHRMS A Aa Aa Mss AMITKUMAR 30
- -
NOC To Leave Country -Employee Listing
Show 10 v entries  Exportto Exce PO P 1 Sgarch:
5T ID REQUESTED DATE STATUS ACTION E
Directory
NOCCOUNTR144 24122020 Pending Review ®
NOCCOUNTRI4S DB/01/2021 Pending Review @ |
Shawling 110 2 of 2 entrie:
ous

Connect +

Policies

Figure 4-61: NOC to Leave Country Request Added

The success message will be displayed as

sapocme| frocard Add Gusesahuliyi

4.2.4.5 NOC to Leave Country Reviewer Landing
The submitted request will be forwarded to the Reviewer’s landing screen as shown
in Figure 4-62
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N/ FCIHRMS T T - L Je——
- -

MOC To Leave Country -Reviewsr Listing

quust Fram Salu Ia Dat Cifice {yjw
Gities categery  Divisie g
v .
tatus n
® |
@ |
w w entries Ewportios u i
! WPLOVEE + A AT ACTION
: -
NOCCOUNTRI44 290572 AMIT KUMAR 2 HE CAT-i Persanne Sanagat 24/12/2020
L o
COUNTRIZS 290572 AMIT KUMAR HE CAT-I Sersannel Sanaga 202 o

Figure 4-62 NOC to Leave Country Reviewer Landing

Clickon ®* asshown in Figure 4-62, to land on NOC to Leave Country Review screen as
shown in Figure 4-63.
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4.2.4.6 NOC to Leave Country Dispatch

o
i/ FCIMAME . s e - | i e §

Htse T L Csariry - Rarvit

Ledve Sanchanid

VISHA Dutnibs

Cunprichuer Remain

acarert Hars Bapport o Dogumed

Figure 4-63 NOC for Leave Country Dispatcher

Dispatcher shall be able to perform the following activities from the Dispatch Page:

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

Figure 4-63.

e Add Reviewer link functionality has been explained in Common Functionalities. [Please
Refer Section 5.1.1 for Add Reviewer]
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Revert
e Click on - to revert the request back to the initiator, this request will be listed
in the landing page of Initiator with “Reverted” status.

Dispatch
e C(lickon ‘ to dispatch the request and a success message will be displayed

as per below image.

Request has been dispatched successfully.

4.2.4.7 NOC to Leave Country Review

N/ FClHRMS T . LT

Maoe To Leave Country -Reviewsr

i
mer
o
G- Dol
g
Ha
Leave Sanctioned
210yz
VISA Details
i Surma F4M12(203C E2 M Ll e g 242/3070 M0
In this cennaction, | ey alse axs had | auld leavie fhis counby enly wilh the pos appraval af e compatunt sithorty i the lad earparatian of india, Howaui, i cise | pracesd witheo tha prior
aporoval of iha Managamant, the ment may troat that | have volunterly abandoned my dutics from tho food corperation of india and A will bo freo 1o strike off my namae from the rolls of tha Corporation |

weatsbdl v o claim or right on B & of this corpimition thamafte

= o

Daoumant Hame Supportive Document

Figure 4-64: NOC to Leave Country Review

Reviewer shall be able to perform the following activities from the Review Page.
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e C(lickon to view the action taken on the request as shown in

Figure 4-64.

i i i
e C(lick on to review the request and a success message will be

displayed as shown in Figure 4-64.

Revert
e C(lick on - to revert the request back to the initiator, this request will be

listed in the landing page of Initiator.

A/ FClHRMS As A Aa ESS m 0 MUKESH SINGH |

MOC To Leave Country -Reviewsr Listing

= Catagary Divisies Dunignatian

1 E 1
JUNTRIEE 290572 AMIT KLIAR 0 11+ CAT-ii Rersonne taanagar 2401202020 i w |

SCOOUNTRIAS  2EnsTE AMIT EUMAR ple HE CAT-lI Parsonng Maragar Qainz02 it bl

Figure 4-65: NOC to Leave Country Review successful

The success message will be displayed as

BUCOISE BEQuUEsT NG DOON FEVRDWED SUCCesEiusy.

4.2.4.8 NOC to Leave Country Approver Landing
The request will be forwarded to the approver’s landing page as shown in Figure 4-66
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\i/ FClHRMS wom oae oo P e

MOC To Leave Country - Appraver Listing

e -
allice Calugory Divisicn Ducignatian
...... - Fip ) |
= £ EMFLOTEENAME | OFACE | OFFICETYPE 5:;;.D D=E s
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Figure 4-66: NOC to Leave Country Approver Landing

Click on v as shown in Figure 4-66, to land on Approve Request as shown in Figure 4-67.
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4.2.4.9 NOC to Leave Country Approve

-..Io RAJESH KUMAR

>
1

m
)

%i/ FClIHRMS i

-

Noc To Leave Country -Approver

31/01/2021

Initiator Remarks

AMIT KUMAR ok
Fathar Mame Attachment

MAHENDRA SINGH stachmant

Leave and Attendance

Divisior
Personng
Office
HQ-Delhi
Office Type
HQ

Declare

Declare

Leave Sanctioned

Alr Trawel

dentity

DATE EROM DATE 0 DATE

Ifmi02

o120z

In thiz connection, | may also assure you that | would leave the country anly with the prior approval of the competent authority in the food corporation of
india, However, in case | proceed without the prior approval of the Managemant, the Managemant may traat that | have voluniarily abandoned my duties
from the food corporation of india and it will be free to strike off my name from the rolls of the Corporation. | would have no claim or right on the service of
thie corporation therealter.

View Action History

Approver Remarks

Document Name Supportive Document

Enter Document Mame ) Do n

Add Reviewer Selective Revert m Cancel ‘

Figure 4-67: NOC to Leave Country Approve

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

e Clickon
Figure 4-67.

to view the action taken on the request as shown in

e C(lick on m to approve the request, and a success message will be shown

in the Approver Landing Screen for approving the record as shown in Figure 4-68.

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.

D
= FCI HRM A A ESS . . RAJESHKUMAR 0
N/ FCIHRMS a [ ss I .

MOC To Leave Country -Approver Listing

Figure 4-68: NOC to Leave Country Approve successful

The success will be displayed as

Sistewanl eUenT s basn apgeoied wisdehlly

4.2.5 Movable Property Declaration

Award of Permission for Acquisition of Movable by FCI Employee-At the hour of
arrangement, employees are required to present all assets and liabilities in the endorsed
Performa, giving full points of interest with respect to movable properties acquired, claimed
or procured by them, either in their own name or in the name of any Member of his family,
and offers, debentures, and money, including bank stores acquired by them. In case, an
employee wants to purchase or dispose of any movable property, then the permission must
be taken from the concerned authority before completing any such action. If there should be
an occurrence of such movable properties earlier, authorization isn't required if the worth
doesn't surpass the sum determined in the guidelines given every once in a while. Be that as
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it may, earlier consent is required when the other individual engaged with the exchange has
official dealings with the Government Servant, or when the buy isn't being produced using a
rumored vendor of the thing.

Step 1: Employee will declare the movable and immovable of property in the system with the
required information on an annual basis.

Step 2: Once the employee has declared the property, reviewing authority (Manager
Personnel Division) will receive the email notification for the review of the request.

Step 3: Reviewing Authority will review the declaration form submitted by employee and
forward the request for the further recommendation of approving authority.
However, reviewing authority may revert the request in case of discrepancies in the
request.

Step 4: Approving authority will receive an email notification to review the recommendations
of the reviewing authority on property declaration made by the employee. On
approval, the service book of the employee shall be updated with recent declaration
details. However in case of rejection, the request shall terminate.

4.2.5.1 Navigation

Left Navigation: Employee Relation >> Property>> Movable Property Request
4.2.5.2 SLA

21 Days
4.2.5.3 Landing Page

User shall traverse the navigation as mentioned in Section 4.2.5.1 to reach the Declare
Movable Property Landing Page as shown in Figure 4-69
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AES FClIHUMAN RESOURCE MANAGEMENT SYSTEM

Declare Movabile Property - Employes Listing

Movable Poparty Regquest

Figure 4-69: Movable Property Declaration

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

Excal FDF Primt
e Click on to export the table records in Excel, CSV format or

print as per table columns.

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

the table records.
e C(lickon to sort the table records in ascending order or descending order of entries.
Previous 1 Mext

e C(lickon : to navigate table records

e C(lickon n to add a new Movable Property Request in the table as mentioned in
Section 4.2.5.4 — Add

4.2.5.4 Add

Click on n.to open the Movable Property request form as shown in Figure 4-70
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- Ai/S FCl HRMS

Declare Movable Property - Employes

AL Ay GETSE el TAET W T palleant may an
T 1 T T TE T TEST TE | T TTE
15, Ramar:
T r v T T T TE T T P T T
MO TE:

1. b0 the above farm, difforsnt partions may be wsesd sccording o reoguinmment.

DECLARATION
] | ere !

oR
i | nerat i !

12, in case of acquIEItion of Qitt wnathar sanction ie alEo required undar regulation 480V of FTI (Statt) Roguiations, 1671

1 Aenuest Tyt 2. Requast Date 3, Hame of the Employes ana
F a1 T )
Scale of Pay &, Prosant |
1 L
g " apr far vy v e
TEST T TEST TTE T T ¥ T T
& Wihatr ey s Delng acoul 1 ofr
T TEST TEAT rrEsT 4 YEST TEST TEST TEST T TEST TEAT TE TEST TEST TEAT
A, (a] Probable date of acoulsition/disposal of prog
TEST TEST ESTT T T TEST TE T T TE E T
B, (b If the property o almedy scouired! dispos el of e ate of 1 '
T L =TT TEST TIE P T TE [ T
©. (bl Model of acquinition/disponal (purchass/ salo/gift, mortanas Ioass or otharwine)
TEST TEST TE EST TEST TE TEET TEST TEST TEST TEST TEST TEST TE TEST TEST TEST TEET TES
10 Sale/Purenase prica of tha property (Market vaiue in the case of gifn).
. it 1 v T 10 v T T ' i
' " L < v T T
12, In the case of diEEOSI Of PIOPErty, WG FEqUIEIte sancon/intimation obtanad fpven tor is acquisition. |& copy of the sanchion/ ack, should o sttachod

or throuqgh friends and reiotives, Full

" e [l v 1
2. Where previous sanction is asked for, the application should be submitted at lenst 30 days betors the proposed date of the transaction

Figure 4-70: Movable Property Declaration Request

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

Page for addition of a new record in the table as shown in Figure 4-70

Copyright © 2020 HRMS All Rights Reserved to FCI

Page 87 of 175




Employee Relations
User Manual Version 2.2

= R/ FCIHRMS A Aa Aa s @ auroike &

Declare Movable Property - Employee Listing

Show 10 w entries  Exportio Exce PO Prim Search:
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Property

Movable Prope

Medical

Connect +
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Figure 4-71: Movable Property Declaration Request Added

The success message will be displayed as

syoemes! Frocard Add usesahaliyi

4.2.5.5 Movable Property Request Reviewer Landing
The submitted request will be forwarded to the Reviewer’s landing screen as shown
in Figure 4-72
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s Nl FCiHRMS FROETY m o R

Declre Moyabie Prope ty — Revlevwes Ligtang,

Figure 4-72: Movable Property Declaration Reviewer Landing

Clickon ™ asshownin Figure 4-72, to land on Review Movable Property Declaration
request screen as shown in Figure 4-73.

4.2.5.6 Movable Property Declaration Dispatch
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Figure 4-74 Movable Property Declaration Dispatch

Dispatcher shall be able to perform the following activities from the Dispatch Page:

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

Figure 4-74.
e Add Reviewer link functionality has been explained in Common Functionalities. [Please
Refer Section 5.1.1 for Add Reviewer]

Revert
e C(lickon - to revert the request back to the initiator, this request will be listed
in the landing page of Initiator with “Reverted” status.
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o N ., e
e C(lickon to dispatch the request and a success message will be displayed
as per below image.

Request has been dispatched successfully.

4.2.5.7 Movable Property Declaration Review

o
= FCI HRM Al A A Ess I O < MUKESHSINGH |
\ FeiHRMS o oa e ([ o
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Figure 4-75: Movable Property Declaration Review

Reviewer shall be able to perform the following activities from the Review Page:
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e C(lickon to view the action taken on the request as shown in

Figure 4-75.

i i i
e C(lick on to review the request and a success message will be

displayed as shown in Figure 4-75.

Revert
e C(lick on - to revert the request back to the initiator, this request will be

listed in the landing page of Initiator.

-3
= b FCI HEM AB Ar A ESS MES & i MUKESH SINGH |
N/ Fe s 1 da s = s

Declare Movahle Property = Reviewer Listing

Figure 4-76: Movable Property Declaration Review successful

The success will be displayed as

4.2.5.8 Movable Property Declaration Request Approver Landing
The request will be forwarded to the approver’s landing page as shown in Figure 4-77
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Figure 4-77: Movable Property Declaration Approver Landing

Click on ¥ as shown in Figure 4-77, to land on Approve Request as shown in Figure 4-78.
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4.2.5.9 Movable Property Declaration Approve
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Figure 4-78: Movable Property Declaration Approve

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

View Action History

e Clickon
Figure 4-78.

to view the action taken on the request as shown in

e C(lick on m to approve the request, and a success message will be shown
in the Approver Landing Screen for approving the record as shown in Figure 4-78.

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.
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Figure 4-79: Immovable Property Declaration Approve successful

The success will be displayed as

Rurrmssl gl has bpsmn spgroved wicesfuily

4.2.6 Immovable Property Declaration

FCI employees must submit/take permission from the concerned department before
purchasing or disposing any immovable property such as Land, House, and more. No
representative will, aside from with the past information on the recommended position, gain
or discard any steadfast property, by rent, contract, buy, deal, blessing or generally either in
his/her own name or for the sake of any Member in his/her family.

Step 1: Employee will declare the immovable property in the system with the required
information on an annual basis.

Step 2: Once the employee has declared the property, reviewing authority (Manager
Personnel Division) will receive the email notification for the review of the request.

Step 3: Reviewing Authority will review the declaration form submitted by employee and
forward the request for the further recommendation of approving authority.
However, reviewing authority may revert the request in case of discrepancies in the
request.

Step 4: Approving authority will receive an email notification to review the recommendations
of the reviewing authority on property declaration made by the employee. On
approval, the service book of the employee shall be updated with recent declaration
details. However in case of rejection, the request shall terminate.

Copyright © 2020 HRMS All Rights Reserved to FCI Page 95 of 175



Employee Relations
User Manual Version 2.2

4.2.6.1 Navigation
Left Navigation: Employee Relation >> Property>> Immovable Property Request
4.2.6.2 Landing Page

User shall traverse the navigation as mentioned in Section 4.2.6.1 to reach the Immovable
Property Landing Page as shown in Figure 4-80

= AL/ FCl HUMAN RESOURCE MANAGEMENT SYSTEM a @ s - PARAS PAIIWANI

Immovable Proparty Declaration = Employes Listng

Figure 4-81: Immovable Property Declaration- Employee Listing

User shall be able to perform the following activities from the landing page:
_ Excel ~ PDF  Print _
e Click on to export the table records in Excel, CSV format or
print as per table columns.
Search:
e Click on to enter a search query that shall search
the table records.
e C(lickon to sort the table records in ascending order or descending order of entries.
Previous 1 Mext

e Clickon B to navigate table records

e C(lickon n to add a new Immovable Property Request in the table as mentioned
in Section 4.2.6.3 — Add
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4.2.6.3 Add

Click on n.to open the Immovable Property form as shown in Figure 4-82

L I

Figure 4-82: Inmovable Property Declaration Request

Submit
Enter the details and click on - such that a success message will be shown in the Landing
Page for addition of a new record in the table as shown in Figure 4-83
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Figure 4-83: Immovable Property Declaration Request Added

The success message will be displayed as

spremeel Bearg Al fusesahallyl

4.2.6.4 Immovable Property Request Reviewer Landing
The submitted request will be forwarded to the Reviewer’s landing screen as shown in Figure 4-84
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Figure 4-84 Immovable Property Declaration Reviewer Landing

Click on ™ as shown in Figure 4-84, to land on Review Immovable Property Declaration
request screen as shown in Figure 4-85.

4.2.6.5 Immovable Property Declaration Dispatch
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Figure 4-85 Immovable Property Declaration Dispatch

Dispatcher shall be able to perform the following activities from the Dispatch Page:
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View Action History
e C(lick on to view the action taken on the request as shown in

Figure 4-85.
e Add Reviewer link functionality has been explained in Common Functionalities. [Please
Refer Section 5.1.1 for Add Reviewer]

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

Dis; tch
e Clickon ‘ to dispatch the request and a success message will be displayed
as per below image.

Request has been dispatched successiully.

4.2.6.6 Immovable Property Declaration Review
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Reviewer Remarks *

Document Name Supportive Document

e

Figure 4-86: Immovable Property Declaration Review

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

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

Figure 4-86.
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e Click on m to review the request and a success message will be

displayed as shown in Figure 4.86.

e C(lick on m to revert the request back to the initiator, this request will be

listed in the landing page of Initiator.

[}

= NI/ FCIHUMAN RESOURCE MANAGEMENT SYSTEM o v @ moess B C SHEELAEDUNE TIGoA (@)

Immovable Property Declaration - Reviewer Listing

Request 10 From Date To Date Office Type

Show 10 v entrles Exportio

Figure 4-87: Immovable Property Declaration Review successful

The success will be displayed as

4.2.6.7 Immovable Property Declaration Request Approver Landing
The request will be forwarded to the approver’s landing page as shown in Figure 4-88
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Figure 4-88: Immovable Property Declaration Approver Landing

Click on v as shown in Figure 4-88, to land on Approve Request as shown in Figure 4-89.
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4.2.6.8 Immovable Property Declaration Approve

= NI/ FCIHUMAN RESOURCE MANAGEMENT SYSTEM o @ s oess [ hass | o rasesHkovar

Immovable Property - Approver
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Na r spr ¥
¥ n
Compensation and Beneft nogar
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lo of F
Payroll 40000 - 60000
Present 4 3 with Iy
Legve and Attendance €83080 Br
t gec 1 ) L
Employes Retation hel rivate age: o [
rice ai
I v T
ip
n i ) !
" ) ¥ 3
o
20 e
< t bk
Oumt by ative 1)
Deciare Movobs it
il " )
Declare IM-Mousbie Property ich .
" r
Medicai Aut
P 1 il or pa
Medical identity a s
a
L ¢ t th v
t e
e e e - ke e case
1 1
¥ ank/Financial | s
DECLARATION

I PARVATI hereby intimate the proposes acquisiton/disposal of property by me as detailed above. | declora thet the particulars given above are true

OR

1 PARVATI hersby intimate the proposad aquisition/disposal of property by me as detailed above declars thiat the particulars given above are true

Approver Remarks *

Document Name Supportive Documant

Figure 4-89: Immovable Property Declaration Approve

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

e Clickon
Figure 4-89.

to view the action taken on the request as shown in

e C(lick on m to approve the request, and a success message will be shown

in the Approver Landing Screen for approving the record as shown in Figure 4-89.

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.

=]
= Nl FCIHUMAN RESOURCE MANAGEMENT SYSTEM e o @ A es rasesHiman (@)

Immovable Property Declaration - Approver Listing

Request 1D Erom Date To Date Office Type

Figure 4-90: Immovable Property Declaration Approved successfully

The success will be displayed as

Surcwssl U his basn spgroed sl

4.2.7 Medical Identity Card

Medical Identity Card shall issue to the employees and departmental laborers for availing
medical facility at FCI empaneled hospitals. The card consists of group photograph of solely
dependent family members with Name, DOB and their relationship with the FCI
employee/departmental laborers. Employee needs to submit the application with 3 Family
group photograph along with above details based on that three cards will be issued, one will
be sent to official concerned, second will be attached with service book and third one will be
kept by authorized signatory for verification at the time of issuing authorization letter. For
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CAT Ill & IV Medical identity card are issued by District office. [Circular No. EP-12 -2005-37
dated 09/12/2005]

Step 1: Employee will submit the request for medical identity card with required information
and along with required document like (Photo Graphs and employee id).

Step 2: Once the request placed, reviewing authority will review the request and forward it
for further proceeding.

Step 3: Once the request reviewed by reviewer, approver authority will provide the final
approval.

Step 4: On request approved, system will send the email notification retired employee.
4.2.7.1 Navigation
Left Navigation: Employee Relation >> Medical>> Medical Identity Card

4.2.7.2 Landing Page

User shall traverse the navigation as mentioned in Section 4.2.7.1 to reach the Medical
Identity Card Landing Page as shown in Figure 4-91

‘ ~
s AL/ FCLMUMAN RESOURCE MANAGEMENT SYSTEM @ . o Ay m ¢ PAALS PAALIAM

El

Madical isentty - Emplopee Latng

i =]

Figure 4-91: Medical Identity- Employee Listing
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User shall be able to perform the following activities from the landing page:

Excel PDF  Print
e Click on to export the table records in Excel, CSV format or

print 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.
Frevious 1 Mext

e C(lickon to navigate table records

e Clickon = to add a new Medical Identity Card Request in the table as mentioned
in Section 4.2.7.3 — Add

4.2.7.3 Add

Click on = to open the Medical Identity Card request form as shown in Figure 4-92
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= NI/ FCIHUMAN RESOURCE MANAGEMENT SYSTEM T . e PARAS PANLIWAN

Medical Identity Card - Employes

Dinted Employes Number

Division Category Basic Pay of Employes

PARAS PAN IWAN alf aBEaN 5

Initiator Reimarks *

Uiplaad Famity Phote *

Figure 4-92: Medical Identity Card Request

Submit
Enter the details and click on -such that a success message will be shown in the Landing
Page for addition of a new record in the table as shown in Figure 4-92
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]
= \l/ FCIHUMAN RESOURCE MANAGEMENT SYSTEM o n @ mss & PARAS PANWANI

Medical Identity - Employee Listing

Show 10 v entries Exportio: .
P Search

@ MED251 R 20/02/2021

Figure 4-93: Medical Identity Card Request Added

The success message will be displayed as

syscmesl [Hecarg Add aeshallyl

4.2.7.4 Medical Identity Card Reviewer Landing
The submitted request will be forwarded to the Reviewer’s landing screen as shown
in Figure 4-94
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SHEELA EDLINE TIGGA

NI/ FCI HUMAN RESOURCE MANAGEMENT SYSTEM @ w @ aa

=

Medical ldentity - Reviewer Listing

Request D From Date To Date Dffice Type
Offica Category Division Designation
Satus

Show ) v errie: E T
ol 36 e S T S | |“’“’°”' |I

MEDZST P Si S0EstE BAN AN Dol

Figure 4-94 Medical Identity Card Reviewer Landing

Clickon ™ asshownin Figure 4-94, to land on Medical Identity Card Review screen as
shown in Figure 4-95.

4.2.7.5 Medical Identity Card Dispatch
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= Nl FCLHUMAN BESOURCE MANAGEMENT SYSTEM G v @ s om B - SeEELA e T

Madical Mentty Card - Revewer

Eeapartich B

Ceapuicher Bemarki

Duxrrent Harm Suportive Dl

Figure 4-95 Medical Identity Card Dispatch

Dispatcher shall be able to perform the following activities from the Dispatch Page:

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

Figure 4-95.
e Add Reviewer link functionality has been explained in Common Functionalities. [Please
Refer Section 5.1.1 for Add Reviewer]

Revert
e Click on - to revert the request back to the initiator, this request will be listed
in the landing page of Initiator with “Reverted” status.

ceon ., e
e Clickon to dispatch the request and a success message will be displayed
as per below image.

Request has been dispatched successfully. X
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4.2.7.6 Medical Identity Card Review

= NI/ FCIHUMAN RESOURCE MANAGEMENT SYSTEM Q o @ e Y2 SHEELA EDUINE TicoA ()

Medical Identity Card -Reviewer

Reguest ID netiator Remark

[F=ricwer nemare -

Docunent Name Supportive Documant

Figure 4-96: Medical Identity Card Review

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

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

Figure 4-96.

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

displayed as shown in Figure 4-97.

e C(lick on m to revert the request back to the initiator, this request will be

listed in the landing page of Initiator.
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= N\ FCIHUMAN RESOURCE MANAGEMENT SYSTEM 0 «w @ » w2 i EAvE 7008 @)

Figure 4-97: Medical Identity Card Review successful

4.2.7.7 Medical Identity Card Approver Landing

The request will be forwarded to the approver’s landing page as shown in Figure 4-98

8 NI/ FCIHUMAN RESOURCE MANAGEMENT SYSTEM 0 v @ & o O

Medical identity « Approvet Listing

Bequet 10

0
L, Y. T E === J|

Figure 4-98: Medical Identity Card Approver Landing

Click on v as shown in Figure 4-98, to land on Approve Request as shown in Figure 4-99
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4.2.7.8 Medical Identity Card Approver

=]
= ! FCI HUMAN RESOURCE MANAGEMENT SYSTEM e Aa A ESS (= RAIESH KLIMAR
W SOURCE MANAGEMEN o 0

Medical Identity Card - Approver

NAN Seif DA/05N953

Approver Remarks *

Document Namo Supportive Decumant

Figure 4-99: Medical Identity Card Approve

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

View Action History

e Clickon
Figure 4-99.

to view the action taken on the request as shown in

e C(lick on m to approve the request, and a success message will be shown

in the Approver Landing Screen for approving the record as shown in Figure 4-100.

[

e Clickon to reject the request back to the initiator, this request will be listed

in the landing page of Initiator with “Rejected” status.
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e N/ POl HUMAMN RESOURCE MANADEMEMT SYSTEM g w @ m - a0

Medital idenity - Approwur Liating

P v ey e

Figure 4-100: Medical Identity Card Approved successfully

The success will be displayed as

Sistewanl eUenT s basn apgeoied wisdehlly

4.2.8 Medical Authorization Service Employee

In this process, any serving employees can request for medical authorization letter to IRS
division to avail medical facility at empaneled hospital for any dependent. IRS division checks
for FAR issued by hospital and employee scale pay along with amount that employees are
eligible for.

Step 1: Employee will raise a request for medical authorization with the required information
and documents.

Step 2: Once the request raised, reviewing authority will review the request submitted by
employee and update his/her comments into the system and forward for the further
preceding.

Step 3: Once the request has been reviewed by reviewer, approving authority will review and
share approval on the same.
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Step 4: On approval of the request, system will send the email notification.
4.2.8.1 Navigation

Left Navigation: Employee Relation >> Medical >> Medical Authorization Service
Employee

4.2.8.2 Landing Page

User shall traverse the navigation as mentioned in Section 4.2.8.1 to reach the Medical
Authorization Service Employee Landing Page as shown in Figure 4-101.

= ‘~|:_,-' ECH HUMAN BESOURCE MANAGEMENT SYSTEM @ et cl &i m l:| paxtaen conan i

Madieal Autserifation = Empleyee Listing

Figure 4-101: Medical Authorization Service Employee

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

Excal FDF Primt
e C(Click on to export the table records in Excel, CSV format or

print 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.
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Frevious 1 Mext
e Clickon to navigate table records

e C(lick on n to add a new Medical Authorization Request in the table as
mentioned in Section 4.2.8.3 — Add

4.2.8.3 Add

Click on n.to open the Medical Authorization request form as shown in Figure 4-102

=]

= A/ FCIHUMAN RESOURCE MANAGEMENT SYSTEM e As Q Aa Mss o AvTaBH KkuMAR I
Medical Authorization - Service Employee
Reguested Date Category Divisior Designation
'
Employee Numbes Employes Name Bassic Pay of Employes
TABH KUMAR
Whether entitied for medical facilties from FCE
Q Yes No
FCI Medical Health loentity Card No Name of the Patient * Relationship with Member Member Date of Birtr

Select Hospital *

Name of the Disesse/sutfering from (Attach MO s rocommandation/Hospitad pra-authorization Regort) *

Initator Remarks *

ecore

Upload Pre-Authorization Formn *

Figure 4-102: Medical Authorization Service Employee Request

Enter the details and click on msuch that a success message will be shown in the Landing
Page for addition of a new record in the table as shown in Figure 4-103
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= NI/ FECIHUMAN RESOURCE MANAGEMENT SYSTEM o As @ Aa _0

Medical Authorization - Employee Listing

She 10 t E 1to:
ow 10 v entries Exportto Search

® ERLS264 R 26/11/2020
@ ERLS267 2021
@ ERLS275 v 2/02/201

Figure 4-103: Medical Authorization Request Added

The success message will be displayed as

sapocme| frocard Add Gusesahuliyi

4.2.8.4 Medical Authorization Service Employee Reviewer Landing

The submitted request will be forwarded to the Reviewer’s landing screen as shown
in Figure 4-104
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= NI/ FCIHUMAN RESOURCE MANAGEMENT SYSTEM @ oo @ a2 ess PN LAIN
Medical Authorizatien - Reviewer Listing
Request D From Date To Date Dffice Type
- —
Office Category Division Designation I

; Assista
= ALS 7S bedeegiing 15277 AMDACY iy I 1sannel Genara i}
=) EmSE bl KUMAR Deit e, b i el
T Manag

Sports And Cultural

Figure 4-104 Medical Authorization for Service Employee Reviewer Landing

Clickon ™ asshownin Figure 4-104, to land on Medical Authorization Review screen as
shown in Figure 4-105.

4.2.8.5 Medical Authorization Service Employee Dispatch
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2 Wi FCIHUMAN RESOURCE MANAGEMENT SYSTEM a. s D A e PRI U

Fevarw Medical Aufhoripalion

Eviparich fa

Cénparichar Bemarin

Cacanart Hame Suppariive Docures

Figure 4-105 Medical Authorization Service Employee Dispatch

Dispatcher shall be able to perform the following activities from the Dispatch Page:

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

Figure 4-105.
e Add Reviewer link functionality has been explained in Common Functionalities. [Please
Refer Section 5.1.1 for Add Reviewer]

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

o I, e
e Clickon to dispatch the request and a success message will be displayed
as per below image.

Request has been dispatched successfully. x
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4.2.8.6 Medical Authorization Service Employee Review

o
= FCI HUMANM RESOURCE MANAGEMENT SYSTEM @ A Y ES: & PRMNKAL LA
W SOURCE MAN @ a :

Review Medical Authorization

AMITAEH KUMAFR

Basic Pay of Employes

Raondewer Romarks *

Document Name Supportive Docurment

Figure 4-106: Medical Authorization Service Review

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

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

Figure 4-106.

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

displayed as shown in Figure 4. 106.

e C(lick on m to revert the request back to the initiator, this request will be

listed in the landing page of Initiator.
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= NI/ FCIHUMAN RESOURCE MANAGEMENT SYSTEM o 4a Q Aa  ES —Q

PANKAJ JAIN
Medical Authorization - Reviewer Listing
Request 1D From Date To Date Office Type
stio Q| oomwvy By oon 5 v
Office Category Division Designation
. . .
Stat

:

Show 10 v entries Exportlo:
Xpe Search:

No Data Available In Table

Figure 4-107: Medical Authorization Service Reviewed successfully

The success will be displayed as

4.2.8.7 Medical Authorization Service Employee Approver Landing
The request will be forwarded to the approver’s landing page as shown in Figure 4-107
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Figure 4-108: Medical Authorization Approver Landing

Click on v as shown in Figure 4-108, to land on Approve Request as shown in Figure 4-109.
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4.2.8.8 Medical Authorization Service Employee Approve

[}
\l/ FCIHUMAN RESOURCE MANAGEMENT SYSTEM e o @ A oess m g SANGEET VERMA

Approve Medical Authorization

ERLS27S ANIKA JHA

Approver Remarks *

Document Name Supportive Document

A Revidwar Setaciive Revers m m

Figure 4-109: Medical Authorization Approve

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

View Action History

e C(lickon
Figure 4-109.

to view the action taken on the request as shown in

e C(lick on m to approve the request, and a success message will be shown

in the Approver Landing Screen for approving the record as shown in Figure 4-109

[

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

in the landing page of Initiator with “Rejected” status.
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Medical Authorization - Approver Listing

Request I From Date To Date Mice Type

Show 10 Vv entres Exportio . l
Search

Figure 4-110: Medical Authorization Approve successful

The success will be displayed as

Rurrmssl gl has bpsmn spgroved wicesfuily

4.2.9 Gift Noting

In this process, employee needs to send the intimation for Gift value worth more than Rupees
50,000 to Personnel Department (E2). Personnel Department will verify the request for gift
received and update the employee personnel records and service book.

Step 1: Employee will raise a request for Gift with the supportive document.

Step 2: Once the request has been raised, system will send email notification to reviewer for
the further preceding.

Step 3: Reviewer will review the request and submit the final recommendation and send it for
further proceeding.

Step 4: Once the reviewing authority submitted the recommendation, Approval Authority will
receive an email notification for further proceeding.

Copyright © 2020 HRMS All Rights Reserved to FCI Page 126 of 175



Employee Relations
User Manual Version 2.2

Step 5: Approval Authority approves the request based on reviewer recommendation.
4.2.9.1 Navigation

Left Navigation: Employee Relation >> Gift Noting
4.2.9.2 Landing Page

User shall traverse the navigation as mentioned in Section 4.2.9.1 to reach the Gift Noting
Landing Page as shown in Figure 4-111

»

PARAS PANTWANI

Al FClIlHUMAN RESOURCE MANAGEMENT SYSTEM

Gift Noting -Employee Listing

TR AT : | ©
Search

Figure 4-111: Gift Noting

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

Excal  POF Print
e Clickon to export the table records in Excel, CSV or print as per

table columns.

Copyright © 2020 HRMS All Rights Reserved to FCI Page 127 of 175



Employee Relations

User Manual Version 2.2

Search:
e C(lick on
the table records.
e Clickon
e Clickon "

Mext

to navigate table records

to enter a search query that shall search

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

e C(lickon n to add a new gift noting request in the table as mentioned in Section

4.2.9.3 - Add

4.2.9.3 Add

Click on n to open the Gift Noting request form as shown in Figure 4-112

-. 2
= Wi/ FCIHUMAN RESOURCE MANAGEMENT SYSTEM PARAS PANIWANI
- =
Gift Noting -Employee
Employee Numbes Requested Dale Evrgoyes Marme Designation
0G| 3 JIWANL
Categery Diiwiskan Office Emiail el I
e ik RO
Gifted Date * Beast Wishes From * elationship With Gifter * Amount *

Payment Type *

GHt Description *

IriitEator Roimarks *

Supportive Document
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Enter the details and click on msuch that a success message will be shown in the Gift
Noting Landing Page for addition of a new record in the table as shown in Figure 4-113

]
= W\l FCIHUMAN RESOURCE MANAGEMENT SYSTEM o n @ s mss @ PARAS BANJWANI

Gift Noting -Employee Listing

Show 10 v entries Exportlo:

Figure 4-113: New Gift Noting Request Added

The success message will be displayed as

sapmemsl lroearnd Al eyl

4.2.9.4 Gift Noting Request Reviewer Landing

The submitted request will be listed in the Reviewer’s landing screen as shown in Figure 4-
114
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= N\ FCIHUMAN RESOURCE MANAGEMENT SYSTEM @ ~ @ &~ = B3 - [}

Gt Noting -Roviewer Listing

Requenl 10

Figure 4-114 Gift Noting Reviewer Landing

B 35 shown in Figure 4-114, to land on Review gift Noting request screen as

Click on
shown in Figure 4-115.

4.2.9.5 Gift Noting Dispatch

Copyright © 2020 HRMS All Rights Reserved to FCI Page 130 of 175



Employee Relations
User Manual Version 2.2

= Wiy FCIHUMAN RESOURCE MANAGEMENT SYSTEM a v @ & m -

Qi Moting -Honewer

Eripaich B

Ceupaicter Fumnsin

Cocamant Hama Tupgrort e Docormesi

Figure 4-115 Gift Noting Dispatch

Dispatcher shall be able to perform the following activities from the Dispatch Page:

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

Figure 4-115.
e Add Reviewer link functionality has been explained in Common Functionalities. [Please
Refer Section 5.1.1 for Add Reviewer]

Revert
e Click on - to revert the request back to the initiator, this request will be listed
in the landing page of Initiator with “Reverted” status.

o N, s
e C(lickon to dispatch the request and a success message will be displayed
as per below image.

Request has been dispatched successfully. x
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4.2.9.6 Gift Noting- Review

Q
= I/ FCIHUMAN RESOURCE MANAGEMENT SYSTEM Q A Aa  Ess i o aumamn s
A soL N © (]

Gift Noting -Reviewer

Reviewer Femarks *
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Figure 4-116: Gift Noting Review

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

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

Figure 4-116.

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

displayed as shown in Figure 4.117.

e C(lick on m to revert the request back to the initiator, this request will be

listed in the landing page of Initiator.
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Figure 4-117: Gift Noting Request Reviewed
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4.2.9.7 Gift Noting Approver Landing
The request will be forwarded to the approver’s landing page as shown in Figure 4-118
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Figure 4-119 Gift Noting Approver Landing

Click on v as shown in Figure 4-119, to land on Approve Request as shown in Figure 4-120.
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4.2.9.8 Gift Noting Approve

= I/ FCIHUMAN RESOURCE MANAGEMENT SYSTEM @ #a Az EsS ™ RAM REI MEENA
A Q [f)

BGift Noting -Approver

Approver Remarks *
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Figure 4-120: Gift Noting Approve

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

View Action History

e C(lickon
Figure 4-120.

e Click on m to approve the request, and a success message will be shown

in the Gift Noting Approver Landing Screen for approving the record as shown in Figure
4-120

to view the action taken on the request as shown in

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.
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Figure 4-121: Gift Noting Approved

The success will be displayed as

Surcwssl U hs basn spgeoed sl

4.2.10 Participation in Sports and Cultural Activity

In this process, the employee at FCl whether posted at Headquarters, Zonal Office, Regional
office or at District office needs to seek prior permission from the concern division for
participating in any culture or sports event. Sports and culture activities are governed and
managed by the Sports promotion board at Headquarters, Zonal Office, and Regional office.
On declaring any sports or culture activity, they seek applicants from their offices for
participation.

Step 1: Employee will submit the request for the participation sport and cultural activities.

Step 2: Once the request has been submitted, reviewer will review the request and submit
his/her recommendation.
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Step 3: Once the request reviewed, approval authority will review the request and approved
based on recommendation given by reviewer.

4.2.10.1Navigation

Left Navigation: Employee Relation >> Participation in Sports and Cultural Activity

4.2.10.2 Landing Page
User shall traverse the navigation as mentioned in Section 4.2.10.1 to reach the Sports and
Cultural Participation Landing Page as shown in Figure 4-122

»

PARAS PANTWANI

AL/ FClI HUMAN RESOURCE MANAGEMENT SYSTEM
"

Sports Culture -Emplayee Listing

ol e i 5’?“"‘“: e
Search

Figure 4-122: Sports and Cultural Participation

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

e Clickon to apply the available filters.

e Clickon = 'to export the table records in Excel or CSV as per table columns.
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Search:
e Click on to enter a search query that shall search
the table records.
e C(lickon to sort the table records in ascending order or descending order of entries.
e Clickon T navigate table records

e C(lickon n to add a new Sports and cultural participation request in the table
as mentioned in Section 4.2.10.3 — Add

4.2.10.3 Add

Click on =_to open the Sports and cultural participation form as shown in Figure 4-

=, ]
= NI/ FCIHUMAN RESOURCE MANAGEMENT SYSTEM T . e PARAS PANLIWAN
'« =
Sports Culture - Employes
Ruguested Dale MName of the Even? * Event Start Date Evertt End Date
Ehgiility Criletia Event Venus Ermployes Number Employee Narme I

Designation Category Division

Initiator Ramarks *

Supportive Document

Figure 4-123: Sports and Cultural Participation Request
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Enter the details and click on msuch that a success message will be shown in the Sports
and cultural participation Landing Page for addition of a new record in the table as shown in Figure
4-124,

. ]
= FCI HUMAN RESOURCE MANAGEMENT SYSTEM e A ha | WSS PARAS PANTWANI
v ©

Sports Culture -Emplayee Listing

Show 10 entries Exportio:

Figure 4-124: Sports and Cultural Participation Request Added

The success message will be displayed as

sapocwel Procard Add Gusesahiliy!

4.2.10.4 Sports and Cultural Participation Request Approver Landing
The submitted request will be listed in the Approver’s landing screen as shown in Figure
4-125
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= Al FCLHUKAN REZOURCE MANAGEWMENT SW3ETIM @ m A m s A Tl s i

Soortd Cudtare - Approves Listing

Figure 4-125 Sports Culture- Approver Listing

Click on v as shown in Figure 4-125, to land on approve Sports and Cultural Participation
request screen as shown in Figure 4-126.
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4.2.10.5 Sports and Cultural Participation - Approver

\l/ FCI HUMAN RESOURCE MANAGEMENT SYSTEM e 2 @ aa ks ey

Sperts Culture - Approver

Approver Remarks *

Document Name Supportive Document

Figure 4-126: Sports and Cultural Participation- Approver

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

View Action History

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

Figure 4-126.

e C(lickon to review the request and a success message will be displayed

as shown in Figure 4. 126.

[

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

in the landing page of Initiator.
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[
\l/ FClIHUMAN RESOURCE MANAGEMENT SYSTEM 0 @ A s d AMITABH KUMAR

Sports Culture -Approver Listing

Request ID From Date To Date Office Type

Show 10 v entries Exportto:

le In Table

Figure 4-127: Sports and Cultural Participation Request Approved

The success message will be displayed as

Rurrmssl gl has bpsmn spgroved wicesfuily

4.2.11Air Travel

In this process, employees who are not entitled for air travel for any official tour can request
for air travel sanction with proper documents. If the personnel section considers the request
genuine, the request will be forwarded to the approval authority and once they approve, air
travel will stand sanctioned for employees.

Step 1: Employee will raise a request for the air travel with the supportive document.

Step 2: Once the request has been raised, system will send email notification to reviewer for
the further processing.

Step 3: Reviewer will review the request and submit the final recommendation and send it for
further proceeding with approving authority. However it may be revert the request in
case of discrepancies.

Step 4: Once the reviewing authority submitted the recommendation, Approving authority
will receive an email notification for further proceeding.

Step 5: Approving authority on approving the request based on reviewer recommendation
shall lead to issue of NOC order from Personnel Division and the service book is
updated. However, on rejection the request is terminated.
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4.2.11.1 Navigation

Left Navigation: Employee Relation >> Air Travel Request

4.2.11.2 Landing Page
User shall traverse the navigation as mentioned in Section 4.2.11.1 to reach the Air Travel
Landing Page as shown in Figure 4-128

»

PARAS PANTWANI

Al FClIlHUMAN RESOURCE MANAGEMENT SYSTEM

Request For Air Travel -Emplayee Listing

il B Bt 3’?0"101: e
Search

Figure 4-128: Air Travel

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

Excal POF Print
e Click on to export the table records in Excel, CSV format or

print as per table columns.

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

the table records.
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e C(lickon to sort the table records in ascending order or descending order of entries.
Frevious 1 Mext

e Clickon to navigate table records

e C(lickon u to add a new Air Travel Request in the table as mentioned in Section
4.2.11.3-Add

4.2.11.3 Add

Click on n.to open the Air Travel request form as shown in Figure 4-129

2 -]
= NI/ FCIHUMAN RESOURCE MANAGEMENT SYSTEM T . e PARAS PANLIWAN
s =t
Request For Air Travel - Employes
Erripicyees Nunibes Requested Dale Designation
G 3 = NO202 PARAS PANJWAR
Categery Diiwiskan Office Emiail el I
Pe
Travel Details
From Date * To Date ¢ From Location * To Location *

Purposa of Vit Estimatad Travel Cost *

Initiator Rermarks

Suppartive Documant *

Figure 4-129: Air Travel Request

Submit
Enter the details and click on -such that a success message will be shown in the Landing
Page for addition of a new record in the table as shown in Figure 4-130
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[}
= NI/ FECIHUMAN RESOURCE MANAGEMENT SYSTEM Q Az Q Aa mss & PARAS PANJWANI

Request For Air Travel -Employee Listing

Show 10 v eniries Exportio:
0 P Search

Figure 4-130: Air Travel Request Added

The success message will be displayed as

sapocwel Procard Add Gusesahiliy!

4.2.11.4 Air Travel Reviewer Landing
The submitted request will be forwarded to the Reviewer’s landing screen as shown
in Figure 4-131
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@ h
= I/ FCIHUMAN RESOURCE MANAGEMENT SYSTEM @ As Aa ESS L5 o AMITABH KLMAR 1]
\ © [ wss | ¢

Air Travel -Reviewer Listing

Request ID From Date To Date Office Type
- =

Offica Calegery Division Designation

Sratul

Shao! 1 w el Ex; tho |
o i e i : i

AMRTRAV3E 308518

i

20/02/x

Figure 4-131 Air Travel Reviewer Landing

B+ a5 shown in Figure 4-131, to land on Air Travel Review screen as shown in

Click on
Figure 4-132.
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4.2.11.5 Air Travel Dispatch

= Al FCIHUMAN RESOURCE MANAGEMENT SYSTEM 0 v D =3

Air Travel Sgviram

Travel Datails

Benpoh 1s

Cotpeicher Bemari

Docament bame Sapoori e Docurmest

Figure 4-132: Air Travel Dispatch

Dispatcher shall be able to perform the following activities from the Dispatch Page:

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

Figure 4-142.
e Add Reviewer link functionality has been explained in Common Functionalities. [Please
Refer Section 5.1.1 for Add Reviewer]

Revert
e Click on - to revert the request back to the initiator, this request will be listed
in the landing page of Initiator with “Reverted” status.

o N, e
e C(lickon to dispatch the request and a success message will be displayed
as per below image.
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Request has been dispatched successfully. x

4.2.11.6 Air Travel Review

- FCI HUMAN RESOURCE MANAGEMENT SYSTEM e As Ra e 14 AMITABH KMAR ]
W Q@ = = (3 ¢

Air Travel -Reviewer

Request ID ffice

AIRTRAVIE HQ-Delry

Goa Veha

Purprse of Vish Extlrruited Travel Co

Official 20000

View Action History

Haviewer Remanks *

Docunent Name Supportive Document

E. I;!I . m m it

Figure 4-133: Air Travel Review

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

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

Figure 4-133

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

displayed as shown in Figure 4-134
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e C(lick on m to revert the request back to the initiator, this request will be

listed in the landing page of Initiator.

= NI/ FClHUMAN RESOURCE MANAGEMENT SYSTEM 0 w @ A oess P ammagHkuMAR

Air Travel -Reviewer Listing

Request ID From Date To Date Office Type

Office Category Division Designation

Show 10 v entries Exportta:
Search:

able In Table

Figure 4-134: Air Travel Review successful

The success will be displayed as

4.2.11.7 Air Travel Approver Listing

The request will be forwarded to the approver’s landing page as shown in Figure 4-
135
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o
= I/ FCIHUMAN RESOURCE MANAGEMENT SYSTEM A Aa  gss SANIV KUMAR
\ : o [ ess |

Air Travel -Approver Listing

Request ID From Date To Date Office Type

Office Categery Division Designaticn

Soarch

PARAS HO: . . Assistant
PARIWANI Dedn ) Graga - i

Figure 4-135: Air Travel- Approver Listing

Click on v as shown in Figure 4-135, to land on Approve Request as shown in Figure 4-136.
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4.2.11.8 Air Travel Approve

= I/ FCIHUMAN RESOURCE MANAGEMENT SYSTEM Aa ax ess R S SANIV KUMAR
\ D ~ ©

Air Travel -Approver

R i
Reguest i

HQ-Delry

Travel Details

Approver Remarks *

Document Name Supportive Docurment

Figure 4-136: Air Travel Approve
Approver shall be able to perform the following activities from the Approve Page.

View Action History

e C(lickon
Figure 4-136.

e Click on m to approve the request, and a success message will be shown

in the Approver Landing Screen for approving the record as shown in Figure 4-137.

to view the action taken on the request as shown in

Reject
e C(lickon - to reject the request back to the initiator, this request will be listed
in the landing page of Initiator with “Rejected” status.
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- 0
= NI/ FCI HUMAN RESOURCE MANAGEMENT SYSTEM e o @ A s o SANAV KUMAR

Air Travel -Approver Listing

Request 0 From Diste To Date Office Type

Show 10w eniries Export o

Figure 4-137: Air Travel Approve successful

The success will be displayed as

Rurrmssl gl has bpsmn oo wicesfuily

4.2.12 NOC for Other Examination

As an initiator (employee), there must be a provision to raise a request for NOC for any of
the following:

o Request for Other Examination
So that the request is submitted for recommendations of reviewing authority

As reviewing authority (Reporting Manager, AGM, DGM, GM (P) and ED (P)), there must be
a provision to validate the employee request for NOC coming through the proper channel or
not and if so then there should be a provision to mark it as reviewed and forward it for
recommendation of approving authority. However, on rejection the request will terminate
and the employee will receive an email notification.

As an approving authority (MD, ED Zone, GM Zone, GM Region and DM), there must be
provision to review the recommendation submitted by reviewing authority for the NOC
request application and on approving the request, Personnel Division shall issue the relevant
NOC order. However on rejection the request shall terminate.

4.2.12.1 Navigation

Left Navigation: Employee Relation >> NOC>> NOC for Other Examination
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4.2.12.2 Landing Page

User shall traverse the navigation as mentioned in Section 4.2.12.1 to reach the NOC for
Other Examination Landing Page as shown in Figure 4-138

2 NS PG HUMAM RESOURGCE MANAGEMENT SYSTEM g T - IR ER - PRI AT

dhet Lrameaban -Empliyee Liatng

[

Figure 4-138: NOC for Other Examination

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

Excal FDF Primt

e C(lickon to export the table records in Excel, CSV or Print as per

table columns.
Search:

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

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

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

e Click on u to add a new NOC for Other Examination Request in the table as
mentioned in Section 4.2.12.3 — Add.
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4.2.12.3 Add

Click on n_to open the NOC for Other Examination request form as shown in Figure

= 2
= NI/ FCIHUMAN RESOURCE MANAGEMENT SYSTEM T . e PARAS PAMLIWAN
- =}
NOC For Other Examinations
Rac Employes Numbes Dhmsige 1
s
Father Mame Deate of Birth (DOB Date of Jonng{DOJ) FCI Presant Addiess I
KISH.
Parmanent Address Category Division Office

Offica Type
Orgarization * Exammation Mame *
826 | (HSE000

Bost HNutification/Vacancy Humbe

t
Last date of application sut

02/ ,

Wheathar Experiencs Cartificate raquired * it

Initiator Remorks *

Figure 4-139: NOC for Other Examination Request

Submit
Enter the details and click on -such that a success message will be shown in the Landing
Page for addition of a new record in the table as shown in Figure 4-140.
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D
= NI/ FECIHUMAN RESOURCE MANAGEMENT SYSTEM Q As @ Aa mss & PARAS PANJWANI

Other Examination -Employee Listing

Sh 10 t E 1to:
ow 10 v entries Exportto Search

Figure 4-140: NOC for Other Examination Request Added

The success message will be displayed as

sapmemsl lroearnd Al eyl

4.2.12.4 NOC for Other Examination Reviewer Landing

The submitted request will be forwarded to the Reviewer’s landing screen as shown
in Figure 4-141
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o] .
= NI/ FCIHUMAN RESOURCE MANAGEMENT SYSTEM Q e @ ra ks R 5 - simeiams

NOC For Other Examination -Reviewer Listing

Rt 1D From Dete To Date Office Type
Office Category Division Designation
Status Racruitment Typa
Parformancs Managemant
Show 1 v eririe: E T
T . - [
Lasrriing and Developmnt D :
“ore HA @ x =,
NOE3 290572 AMIT KLIMAR HQ CAT-il Persannel Manager
1 Review Gl g
@ g
SOED o HE AT Fersonnel 18/03/2¢
o elh
]

C For Cther Examinations) 2

Figure 4-141 NOC for Other Examination Reviewer Landing

Click on L= as shown in Figure 4-141, to land on NOC for Other Examination Review screen

as shown in Figure 4-142.
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4.2.12.5 NOC for Other Examination

8 NI/ FCUHUMAN RESOURCE MANAGEMENT SYSTEM © ~ 0O & = RS - s g

MNOC P Other Daamination -Revigwes

Ciapaatcher Bemarky

| ——— Sepporiive Dosumant

Figure 4-142: NOC for Other Examination

Dispatcher shall be able to perform the following activities from the Dispatch Page:

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

Figure 4-142.
e Add Reviewer link functionality has been explained in Common Functionalities. [Please
Refer Section 5.1.1 for Add Reviewer]

Revert
e C(lickon - to revert the request back to the initiator, this request will be listed
in the landing page of Initiator with “Reverted” status.
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o N ., e
e C(lickon to dispatch the request and a success message will be displayed
as per below image.

Request has been dispatched successfully. x

4.2.12.6 NOC for Other Examination Review

\l/ FCl HUMAN RESOURCE MANAGEMENT SYSTEM Q ~ @ s . %

NOC For Other Examination -Reviewer

athon Mame I

Employee Murribe

30E518

PARAS PANJWANI CBSEMQQDIMIM

Reviewer Remarks *

esting Recard

Document Name Supportive Document

wey BosumanL i m u

Figure 4-143: NOC for Other Examination Review

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

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

Figure 4-143.
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e Click on m to review the request and a success message will be

displayed as shown in Figure 4-144.

e C(lick on m to revert the request back to the initiator, this request will be

listed in the landing page of Initiator.

= W/ FClIHUMAN RESOURCE MANAGEMENT SYSTEM © ~» © ~» = E3 o o AnaTaBH KumaR I

NOC For Other Examination -Reviewor Listing

Baguest 0 From Date To Dot

Figure 4-144: NOC for Other Examination Review successful

The success will be displayed as

4.2.12.7 NOC for Other Examination Approver Landing
The request will be forwarded to the approver’s landing page as shown in Figure 4-145.
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\l/ FClHUMAN RESOURCE MANAGEMENT SYSTEM Q m @ e s B3 ® BUAY KUMAR SINGH

NOC For Other Examination -Reviewer Listing

Reguest 1D Freem Date To Date Office Type

Figure 4-145: NOC for other Examination Approver Landing

Click on v as shown in Figure 4-145, to land on Approve Request as shown in Figure 4-146.
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4.2.12.8 NOC for Other Examination Approve
M/ FClHUMAN RESOURCE MANAGEMENT SYSTEM e o @ A s o BIJAY KUMAR SINGH

NOC For Other Examination -Approver

J0es18 Manager

PARAS P,

View Action Histor

Approver Remarks *

Dacument Mame Suppactive Document

Figure 4-146: NOC for Other Examination Approve

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

View Action History
e Clickon

Figure 4-146.

to view the action taken on the request as shown in

e C(lick on m to approve the request, and a success message will be shown

in the Approver Landing Screen for approving the record as shown in Figure 4-147

[

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

in the landing page of Initiator with “Rejected” status.
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= N/ FCl HUMAM RESOURCE MANAGEMENT SYSTEM Q aa (as] An ' =3 - BLIAY KUMASR SINGH

Figure 4-147: NOC for Other Examination Approve successful

The success will be displayed as

Sucewssl et has bast approted wicesasfully

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 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
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= AES FClI HUMAN RESOURCE MANAGEMENT SYSTEM

MITA SAHA

Medical ldentity Card -Reviewer

Plea ate medical card

MICM171401

SAAT AMIMA RAJBANEH]
RSHA AAJBANSH: Chiig) 2510712000

PRATHAM RAJBANSHI Chid D&}

GOBINDA RAJBANSHI Self 19/09/1974

Medical A

Medical identity

Reviewer Remarks *

Medical ldantity Card

Document Name Suppaortive Document

Figure 5-148: Initiate Add Reviewer

As the user clicks on Add Reviewer link as shown in Figure 4-148, then the user will navigate to the
add reviewer detail page as shown in Figure 4-149
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User Manual
Show 10~ entries Search:
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o lovable Property
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Air Trave|

Gift Noting
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Medical identity

Medical identity Card

Medical identity Card
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Figure 5-149: Add Reviewer

Enter the details of the concerned authority for clarification/recommendations and click on

m 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 4-150
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Figure 5-150: Reviewer Added Successfully

The success message will be displayed as:

Revlewer 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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= W7 FCI HUMAN RESOURCE MANAGEMENT SYSTEM @ o @ A ess 4 MTASAHA

Medical Identity Card -Reviewer

Usar Maral litiator Remarks

Plz intiate my medical Card

Video Tutorlal

Manager D

283507

MISHANT PRAKASH Seff 28/08M852

Reviewer Remarks *

Beviewer Remarks

Document Mame Supportive Document

Add Reviewer

Figure 5-151: 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 4-152 and provide the remarks to justify the selective revert and click on

button.
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RE/ FCIHUMAN RESOURCE MANAGEMENT SYSTEM e n @ he
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Figure 5-152: Selective Revert

On Click of revert the reviewing or approving authority will navigate to the landing page along with a
success message. Hence the application will be pending for review with the selected authority for
further perusal which will also reflect in action history.

The success message will be as displayed as

Request has been reverted.

5.1.3 E-Sign for Medical Card

E-Sign is an online electronic signature service to digitally sign the Medical Identity Card letter. The
following are the steps defined:

e Respective Officer needs to Go To MSS -> Employee Relation -> Medical Identity -> Medical
Identity Card Letter.
e On Click of Medical Identity Card Letter List of employees will be open with Action Column

=

Generate Letter Icon

Copyright © 2020 HRMS All Rights Reserved to FCI Page 167 of 175



Employee Relations
User Manual Version 2.2

AL/ FCIHUMAN RESOURCE MANAGEMENT SYSTEM g v @ o s 3 g s kunan (@

n

Medical identity - Letter Listing

Request | From Oate To Date Office Type
~ 2 =
Office Category Division Designatior
Sy 10 v entries  Export i
ow jes  Export1o o~
ning and Deve y AMITABH
@ MED186 52770 HQ-Dalh CAT Personnal 26112020

Compensation and Bensfit

® MED200 0878 K “’ ‘1 : . RO CAT-Hl Pereonnz| Managear 6/01/2021
SHARM ANCHKULA
ind vical
- MED19€ 89 R CAT )6/01)2021
3 PAN ULA
=Y ED203 22871 :' i RO T Engineering 2 08/01/202
AN
o R !
P 5 J 0 R T }
= ED2 € KUMAR SHAW BENGALURL i ik 19/01202
. NOD RAN R ali
Vi £ T Manager
=Y EC 1 Y aia PR ¢ oy Mznag 19/01
s £D232 a AD RAM : 2 0 R 1 Manager 02
ANC g
AMITASH 3 a o N1
@ MED205 152770 K re HQ-Dalh HQ CAT-1 ersonna| 1oz
= MED2 DO SITAPUR o CAT-1I ,""{'":I 7/0/20!

Medical Identity Card

Medical Identty Card 3
Letter

Raports

Figure 5-153: E-Sign for Medical Card

e On Click of Generate Letter Icon, FCI Letter format will be open with Print Button.
e Respective Officer needs to click on Print button.

Copyright © 2020 HRMS All Rights Reserved to FCI Page 168 of 175



Employee Relations
User Manual Version 2.2

= NI/ FCIHUMAN RESOURCE MANAGEMENT SYSTEM 0 mw @ s ess £ ammasoner (i

Medical Identity Card

¢
s

! 5(((((('
: (((((r‘

s'

{

FOOD CORPORATION OF INDIA
MEDICAL IDENTITY CARD

(For Dependents not staying with the empioyee/worker)

MIC: MIC-152770;

Details of family,

[ submitbivision )

S nitial -~
Rs S T
-

Distributions

Figure 5-154: Medical Identity Card

e On click of Print Button, Respective Officer will be routed to E - Sign Screen where respective
officer need to enter the Aadhaar Number and click on Get OTP.

e On clicking, OTP will be received on the registered mobile number, linked with the Aadhaar
number.

e Enter the OTP in “Enter your Aadhaar OTP” textbox and click on Submit button.
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G Digital India

You are currently using C-DAC eSign Senvice and have been redwected from

Aadhaar Based e-Authentication

Get Virtual 1D

Figure 5-155: Aadhaar Authentication

e On successful submission, Medical Identity Card Letter PDF copy will be attached to
Employee Service Book detail order column.

6 Troubleshooting and Support

6.1.1 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
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9 301 Moved The requested page has moved to a new url.

Permanently
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
6.1.2 Frequently Asked Question
This section shall address some of the frequently asked questions which may arise in the
HRMS application under different circumstances as mentioned in Table 5-2

S.No Circumstance Next Step
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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 Motzilla 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 [0S 12 and above

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

11

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

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

e Permission or Role not assigned for the employee.

e Information has not been migrated into the HRMS application

e Information has been modified after scheduled maintenance of HRMS
application

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

12

Information visibility as per
organization hierarchy

Employee posted in HQ shall be able to view the information of all employees
posted in different FCl offices till DO level. However an employee posted in a
Z0 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.

e HRMS mobile application shall receive regular updates only in the event of any reported issues

which have been fixed.
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7 Helpdesk

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