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1. Introduction

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

1.1. Objective

The following objectives shall be fulfilled with the user manual

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

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

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

1.2.  Target Audience
e  FCl Officers and FCl Employees

2. Overview

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

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

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

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

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
Eq It will allow editing a record.
o It will allow reviewing the submitted record/request.
o It will allow approving the submitted record/request.
v It will allow viewing the details of the record/request in readable form.
(V] It will allow processing a request like Annual Increment of the employee.
+ It will allow defining the employee compensation i.e. salary break-up of new
joined employee’s.
¥ It will allow viewing the uploaded document.

Table 3.1 Icons

3.3.  User Access and Permissions

HRMS user access and permissions is managed by a specialized workflow management
system that is further supplemented with roles and permissions. The User Management
Process (SRS_HRMS CH 02) has been coined as the centralized access manager where
employees are provided various roles and permissions to access different set of features.
Table 3.2 showcases the permission and user access provisions in general to HRMS

Processes
User Profile Employee Self Service Manager Self Service
Permissions View Add* View Add/Edit Approval
HRMS Admin Yes Yes Yes Yes No
Employee (ESS) Yes Yes No No No
Manager (MSS) No No Yes Yes Yes**
Competent Authority No No Yes No Yes

Table 3.2: User Profile and Permissions

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

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

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

Table 3.3 User Profile and Roles

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

3.4. Accessing the system / System Organization and Navigation (Login, ESS and
MSS)
e User shall access the HRMS application as per the shared website address
(https://www.hrmsfci.in/login) and provide the credentials in the form Login ID (Employee
Number) and Password as shared by FCI Computer/IT section as shown in Figure 3-1

&
MY rciHRms
Sign into your Account Download User manual

LoginID *

281808

Password Forgot Password?

’ Cardex Application Link - ’

Figure 3.1 Login Screen

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

[ s Log in to the system.

e Post Login, employee will land on the Home Page as shown in Figure 3.2
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w FCl HRMS fa Aa Az E M55 & I AMIT KUMAR b

HAPPY NEW YEAR 2021 @ @

Welcome AMIT KUMAR

®

=7

Reimbursement

fioe il

Training > Reports Paolicies And Circulars —

il

Directory : > Performance

wyright & 2020 Food Sorporation of Indla | Powsred by iennact (Keliten Tech)

Figure 3.2 Home Page

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

Employee Self Service (ESS) - Employee Dashboard
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®

= Riy FClHUMAN RESOURCE MANAGEMENT SYSTEM

=1 My Pending Requests

her
My Team Reimbursements & Claims Policies & Ciroutars Leaves
26
FEE
FEBRUARY 2021
@ Ansndance
Last Infout Time
; . > ; s . =]
3 Check in Check Out
Alssent |absent Absant Ahsent Abzent Week-o
8 5 16 5 5 .:\ 00 it
8 Decembe
ot Atsent Abzant -0 430
15 18 18 18 20 .
LLansent |Lansem Abisent k-

L Happy Birthday!l

22 23 24 25 26 27

|Lansen |Latsen |Lpesen |Leesem
. = = HUKLM CHAND
7 ; " Fi & i MEENA

GEORGE MIN.J
v @ Abzan za Weakonds @ Attandanco @) Holiday @ Lste Comng

Figure 3.3 ESS - Employee Dashboard

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

Manager Self Service (MSS Manager Dashboard)
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il
P
o
L

FCl HRMS Aa Aa ESS m 9 1l AMIT KUMAR b

Reminders For Pending Requests To-Da-List

Mo Record found

Dus Date Expired I

Calender Blometric

JANUARY 2021 m| Organization

Legends

@ Lemie

oliday

Figure 3.4 Manager Dashboard
3.5. Exiting the System

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

Sign Out

click on to log out of the system as shown in Figure 3.5
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N FClI HRMS A Aa A MsS JP AMIT KUMAR
\é“ ) 3 a E 5 b
AMIT KUMAR
En yeie 1D - 200572
Divisicn : Personnal
Welcome AMIT KUMAR Preferred Language  English

My Profile

BT
&
Dashboard

Change Passward

e il

Training 3 Reports Policies And Circulars —

@ E il

Directory 3 Performance

Figure 3.5 : Sign Out

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

3.6. HRMS Login Configuration

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

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

These are timeout settings implemented at Key cloak IAM interface.

4. Using the System

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

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

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

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

4.1. Annual Assessment

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

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

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

= Wiy FClHUMAN RESOURCE MANAGEMENT SYSTEM m @ as 9 HEHASHARMA
Property Listing

Year Status

Get Results

Show 10 - antrie: xport to
e [— ||

AT Tachrical fesictant Grade <11 278239 MEHA SHARMA 2020 Punding =]

Figure 4-1: Annual Assessment

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

e Clickon to apply the available filters.
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CHCe

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

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

search the table records.

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

4.1.3 — Edit Annual Assessment.

4.1.3. Edit Annual Assessment

4
Click on to open Edit Annual Assessment popup as shown in Figure 4-2
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4.1.4.

= %{/ FClHUMAN RESOURCE MANAGEMENT SYSTEM =~ @ ~ B3 2 KAVITA KUMARI

agement

and CHculars

etiremen Be

Immovable Property Decleration

statement of immovable property since appointment till the year of assessment

Mame of the officer (in (Wl and service ta which ne/she belongs) Frasent Pay
KAVITA KUMARL 34350

asent post held Da

Technical Assistant Grade - Il

Mame OF District , Sub-Division, Taluk And Villags In Which Property e Situsted

Mame of district | sub-dhlsion, Taluk and vilage in which preperty is siuated

Mame And Detaile Of Property , Housing, & Other Present Building, Land Value

raamme and detaliz of property | Housmag, & other pressnt cullding and valus

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

558 awned/acouired o inherited in the nams of dependent)tiood relation indicate hisher relationship with the Gout, servant
How i By , Lease Mortage Gift Or Otherwise Date OF izition And Name With Detalls Of Perscn From Whom
Acguired,

acrjuired whaathar by purchase, laase rtage , inheritance, gift or ctherwiss data of acquisit and name with details of parson from whom acguined

Annual income From The Property

Annual incame from the property
Remarks

Hote: The declaration form is required to be filled in and i by every af the cor ion under ion 48 of the staff regulations on first
appointment to the service and thereafter at the interval of avery 12 months giving particulars of all | bl property on i or by him or

hald by him on lease or martage sither in his own nama or any mambar of his family or in the name of any other parson.

Signature
Date : 27/07/2021

In Caze Where it Is Ta A The Value The Value In Redation To Present Conditions My Be Indicated

case whara it 15 possipls 1o assess2 1ha value accurately the aporaximata value In refation 1o prasant conditions my b indicated

HOTE:Inapplicable Clause To Be Struck Out

MOTEIncluded Short Term Loass Also

Supportive Document

Figure 4-2: Edit Annual Assessment

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

Sucoessl Recerd hae beon submittad succeselully

Reporting Annual Assessment

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

figure 4-3.
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= %/ FCIHUMAN RESOURCE MANAGEMENT SYSTEM o @ ne oess W ANUI PANWAR
=
Reporting Officer
Office Type Office Categary Cadre
Ligar Manual
s s ' W
Designation Employas Mumbar Employes Nama Year E
R h'd W '

Show 10 v onlries Exportto:

Search:
! {rls vl YEE NUMBE L E T
Do o By ool —_— NEHA e =
wing Officer wannaL oA Contral A1E238 SHARMA Gl @
Figure 4-3: Annual Assessment Review
Click on = to open the Review form as shown in Figure 4-6
= i/ FClHUMAN RESOURCE MANAGEMENT SYSTEM mo @ e oess PR
Annual Performance Assessment Report
FOOD CORPORATION OF INDIA
Annual Performance Assessment Report
PERFORMA Il (FOR CATEGORY - Il EMPLOYEES) E

INSTRUCTIONS

7 i3 not an immediate office

©. The remarks column at the end may be used for ar

7. The appropriate boxes need 10 be ticked only.

ding “Fai means “performs duties st

wol mean “Unfit* or “below minimum standards

sesgmenliemarks oo

Core HR m

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

5 muist b

Employee will click on the nbutton and will land on the figure 4-5.
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= Wiy FCIHUMAN RESOURCE MANAGEMENT SYSTEM na @ As ess o AN PANWAR

Immaovable Property Decleration

STATEMENT OF IMMOVABLE PROPERTY SINCE APPOINTMEMNT TILL THE YEAR OF ASSESSMENT

Marr

MEHA SHARMA

Kame Of District , Sub-Division, Taluk And Village In Which Property Is Sitluated

State Ful ,_ E

In Case Owned/Acquired Or Inherited In The Name Of D {Blood Relathon Indicate His/Her Relath ip With The Oovl. Servant

How Acquired Whaather By Purchase, Lease,Mortage , Inheritance, Gift Or Otherwise Date OF Aoquisition And Mama With Details Of Parson From Wham
Acquired,

Annual ncome From The Property

MNote: The daclaration form is regquired to ba fillad in and By avary of tha under A8 of tha FCI staff regulations on
first appointment to the service and thereafter at the interval of every 12 months giving particulars of all immovable property on acquired o inherited by him
or held by him on lease or morlage either in his own name of any member of his family or in the name of any other pergon.

Signature :
Date - 2101202

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

Straet

1, Masjfid Bunder |west]

NOTEInapplicabie Clause To Be Struck Out

NOTEIncluded Short Term Leage Also

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

Employee will click on the nbutton and will land on the figure 4-6.
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= Wiy FClI HUMAM RESOURCE MAMAGEMENT SYSTEM o P cox  [JEEER <

Annual Performancs Azsossment Boport

FERFORMA I (FOR CATEGORY - Il EMPLOYEES)

Annusl A Fspor Feom 010 R0E0 To D10ER0E0

PART - |

TP el ¥ b Stennarepiy i Tyeingd For P end Tyeiete sl
Vary Gooo Caad Far Inadequats

B ERrAnTHEES (R . T T BT ]

T T T TS SR .

3 il follow we

18, Maintenancs of Registars, Dinres and submission of paper sto. (For Typiet) Asslstants and Pas o)

A Futios Wor ke Wants To Be Oulted At Cach Stsa

4. Bl e ke A R Ol Ans s e

Figure 4-6 Annual Assessment Reporting Officer Review (Grading)

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

The success message shall be displayed as:

Suceses] Rocors hat boen submitted successtully

4.1.5. Reviewing Annual Assessment

Click on © to open the Review form as shown in Figure 4-6
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%/ FCl HUMAMN RESOURCE MANAGEMENT SYSTEM A @ Aa ES5 m .P AMOL VASANTRAD SADANANDE

Reviewing Officer

Office Typs Offica Categary Cadra
- w s w
Designation Employes Number Employee Name Year
Get Results.
Show 10w entries  Exparfto: "
N E EE M. F T L

oo

: HEHA
KARNAL

SHARMA

CAT-IN

Figure 4-7 Reviewing Annual Assessment Reviewing Officer Landing

On clicking the screen shall be displayed as figure 4-8.

= W®i/ FClI HUMAN RESOURCE MANAGEMENT SYSTEM o @ Ra s L.o AMOL VASANTRAD SADANANDE

Annual Performance Assessment Report

FOOD CORPORATION OF INDIA

Annual Performance Assessment Report
PERFORMA Il (FOR CATEGORY - lll EMPLOYEES)

INSTRUCTIONS

4. Cnly one item

n immadiate officer and has no persona

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

Employee will click on the ﬂbutton and will land on the figure 4-9.
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= Wi/ ECI HUMAN RESOURGE MAMNAGEMENT SYSTEM o @ aa AMOL VASANTRAO SADANANDE
>

Immovable Property Decleration

STATEMENT OF IMMOVABLE PROPERTY SINCE APPOINTMENT TILL THE YEAR OF ASSESSMENT

Name of the otficer(in full and service to which heishe belongs)

MEHA SHARMA

Mame Of District , Sub-Division, Taluk And Village In Which Property s Situatad

it, tasic B

Full

Name And Details Of Proparty | Mousing, £ Gther Present Buliding,Land Valua

ek Chambera, Kazi Sayed 5t Masjic Bor

hambers, Ka

MUMb&E .
Stata Full

How Acquired Wheather By Purchace, Lease Mortage | Inheritance, Gift Or Otharwice Date Of Acquisition And Nama With Details Of Person From Whem
Acqguired,

Annual Income From The Property

Remarks

Noto: Tha declaration form is requirad to be fillad in and submittad by avery employoe of the corparation under reguiation 42 of the FCI staff regulations on
first appointment to the service and thereafter at the interval of every 12 months giving particulars of all immovable property on acquired or inherited by him
of held by him on lease or mortage either in his own name or any member of his family or in the name of any other person,

Sighature

Date - 21/01/20F1

In Case Where It Is Possibla To Assesse The Value Accurately The Approwimata Value In Relation To Prasont Conditions My Ea Indicated

1, Masiid Bundar {wast)

NOTE:napplicable Clause To B Struck Out

NOTE:Includad Short Term Loase Also

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

Employee will click on the ﬂbutton and will land on the figure 4-10.
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= Ry  FOI HUMAN RESOURCE MANAGEMENT SYSTERM P - - T can  EEEE & AR ADANTIAD BADANANDE
Annun RParfarmance Assessment Bepart
PERFORMA I (FOR CATESORY - Il EMPLOYEES)

Annusl Farformancs Assesament ReEart Crom 010 1HE0E0 Te 01022020 =]

PART .1

PART 1
T EBHOUET AMD BEHAVIEUR | (T s hie a e o s, jusber o o soile e
B BN M MOAALE EHER DR el s skl S i, mEarte far hie improu st sy meenan
B L r— - an ]
- e o gt Bl g s R b s e ]
1 SRR L BT IR AP ESHA TIRECS | 3 R PGB SRR R ST I AR ST e LT A e |
P Praficlenay In atencarmpng snd Tyaing(Foer PAs snd Tysiata only)
N ERARTHESS (S e Frir B G G S S i

B, Patarite ao Pttty (S dames | Slmerearon s e Soteeiubs ot )

TH e AR R T L WE LTI [V 8 R £ LT G R T S S A S 1 S PR 3

1B Powar of Exprassion (Written snd wsrbal presantation of issws unambiguous terma)

VR GV R N SO I R

A3 Wi e T b, Do (s el masbed b el g b e Ty Ao i e b v P i)

B T TR

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

Employee will click on the nbutton and will land on the figure 4-11.
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= %Ri/ FClIHUMAN RESOURCE MANAGEMENT SYSTEM @ Aa ESS 19 AMOL VASANTRAO SADANANDE

'w

Annual Performance Assessment Report

PERFORMA - |11

{To be filled in by the Reviewing Officer)

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

Z. Your views regarding overall assessment

Very Good Guood Fair ") Paor
3. The Assessee Has Worked Under The Reporting Officer From | 01/01/2020 o |01/02/2020
Signature of the Reviewing officer
Hame
AMOL VASANTRAD SADANANDE
Designation
letant Ge [ e
Admin Dt

i Attendance

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

Enter the details and click on . such that a success message will be shown.
The success message shall be displayed as:

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

= Wi/ FCIHUMAN RESOURCE MANAGEMENT SYSTEM w @ s s BB & sraveer s

Accepting Officer

office Type aiffica Categary Cacdra

Dresignation Employes Numbar Employas Mame ‘Year i

(ale}
KARMNAL

MNEHA
SHARMA

CAT-IN

Submitted

Admir

Figure 4-12 Accepting Annual Assessment Review (Landing page)
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%47 FCl HUMAN RESOURCE MANAGEMENT SYSTEM o D

Aa ESS m J? PRADEEP SINGH
Annual Perfarmance Assessment Report
FOOD CORPORATION OF INDIA

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

INSTRUCTIONS

1. This form showld be forwarded to the authority concemed

@ ratings raflact typical normal

explanation s Tegarding spacial aptitudes or qualitias.

100 mean "Unlit or “below minimum standards,

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

Employee will click on the ﬂbutton and will land on the figure 4-14.
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[ = ]
= %is FCl HUMAN RESOURCE MAMNAGEMENT SYSTEM s @ aa ess (I © PRADEEP SINGH
e

Immovable Property Decleration

statement of immovable property since appointment till the year of assessment

name of the officer(in full and serv

MEHA SHARMA

ion and Benefit

Hame And Details Of Froperty | Housing, & Other Present Building, Land Valus

How Acquired Wheather By Purchass, Leass Mortage | Inh. ™ , Gift Or rerwise Date OF A ition And Name With Details Of Person From Whom
Acquired

t1am Manek Chambers, kazi Saved 51, Maslia Bunder | wast)

Annual Income From The Property

400

Remarks

b
Note: The declaration form is reguired 1o be filled in and ittend by every e f o under ion 48 of the staff ions on first
appointmant 1o the ssrvice and thereafter st the interval of svery 12 monthe giving particutans of a1l property an acqui af by himor

Nl by him en laaee or mortage either in his own name o any member of hig family oFin the name of any sther pareon,

In Cage Where It |8 Possible To Assesse The Value Accurately The Approximate Value In Relation To Present Conditions My Be Indicated

74§ Utiam Man sk Ghiambars, Kazl Saved 51, Maslio Bu e

Siate Ful
HNOTEInapplicable Clause To Be Struck Out

HOTEMnoluded Short Term Lease Also

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

Employee will click on the nbutton and will land on the figure 4-15.
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€O

= L1 P4 FCl HUMAMN RESOURCE MAMHACEMENT SYSTERM o [~ e CEEE o e FRADECR OO
A Al Berfarmance Asxsecemeng Bepoes
PERFORMA I (FOR CATEGORY - Il EMPLOYEES)

Annual Perfonmance Assessment Fenort Eoom 000012020 To 01/0&@020

PART -1

FART -1

ey fLmmus o o i A L e e ke

2. CONDUGT ANG BEHAVIGUN « (Tova s s supsrio s, junbors s selies guss)

IO KM OWLEDOE © (st arc bl thels U tiliaation, sfferts fo his by

A CUIALITY OF WORK | Uheoursoy, T e -

D L T T e e

e L % e of camne HTor AmsiEtsnts sni
7. PG T WY ST CHETIRIE TEE TEIAGLO R O TR A
B SRAARTHESS (S — Fear Ui Asiation G SIarf e cuntion st

B ottty e Pty GAN T sn e | Gl e Sttt st

1O IMTECRITY fHomsaty, Frankness, Dirsctness and bntelestust Honesty)

L S — (Wi " - bt Pt sl

13, B GF EMRreainn (WITEen s wenal e aEa an oF ISaie Lnsmas s Tenme |

12 A S O B S A B O

TAARITIATIVE - {Gmif- atas g & resourcel ulne ==}

18, Ganerat And Ovarai

ShanATe of the reporing ofesr

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

Employee will click on the ﬂbutton and will land on the figure 4-16.
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= i/ FClIHUMAN RESOURCE MANAGEMENT SYSTEM m @ sa eSS ® |\ snsoses sien

Annual Performance Assessment Report
PERFORMA - 11l

(To be filled in by the Reviewing Officer}

1. Do You Agres With The Attributes Assessment Of The Reporting Officer 7 yoc |

Talent Management

2. Wour views regarding overall azsessment

ery Good
Parformani

3. The Assessee Has Worked Under The Reporting Officer From | 01/01/2020 To | DV/02/2020

Signatura of the Reviewing officer

Designation

Assistant Gensral Manager

Date

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

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

= i/ FClI HUMAN RESOURCE MANAGEMENT SYSTEM o @ me s 3 . SR —
i

Annual Performance Assessment Report

PERFORMA - IV
1. Overall Grading
very Good ) Gooo Fair i | Poor E

2. Remarks Of The Accapting Authority

Signature of the Accepting officer

Mame

PRADEEP SMGH

Designation

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

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

The success message shall be displayed as:

Suceses] Rocors hat boen submitted successtully
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4.2. My APAR

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

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

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

= Wi/ FCIHUMAN RESOURCE MANAGEMENT SYSTEM 0 w B w B3 4 [T ol

Figure 4-18 My APAR

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

e C(Clickon to apply the available filters.
e Clickon  to export the table records in Excel as per table columns.
Search:
e C(lick on to enter a search query that shall

search the table records.

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

Clickon ** to take the particular step on the APAR report as shown in figure 4-19.
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= \|/ FCI HUMAN RESOURCE MANAGEMENT SYSTEM a

iew
PERFORMA I (FOR CATEGORY - Il EMPLOYEES)

Asnunl Perf el g From 01012084 To 31023621

SART-|
i
PART 1)
Reporting Officer
' =
21
1A
FPERFCRMA - 11
(Tt filled in by the Reviewing Offices)
Enviswing Céficor
i

FERFORMA - IV

Arceping Cificer

Figure 4-19 My APAR(Appeal/Reject)

On clicking ‘ - ‘ button, the employee will accept the remarks and the APAR for
that particular employee will be closed.

On clicking button, the employee will be able to appeal for that particular
report.
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4.2.3. Represent

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

A\l FCIHUMAN RESOURCE MANAGEMENT SYSTEM e Aa Q Aa o EHM EAM

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

Click on ©to add the Represent on the APAR report as shown in figure 4-21.
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= \|/ FCI HUMAN RESOURCE MANAGEMENT SYSTEM e
Wiew
PERFORMA Il {FOR CATEGORY - lll EMPLOYEES)
Asnunt Fog ot Fram 04012084 T 39020021
SART- |
1
PART -1l
Reparting Officer
' =
21
T
FERFORMA - 11
(T b flledd in by the Reniewing Officer
Faviawing Officer
2]
in
FERFORMA - IV
Aecening Officar
a

Emplores Agar Stitus

Figure 4-21 Represent

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

Suesassl Renond has been submitied succesaiully x

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

4.3. Probation Flow

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

4.3.1. Navigation

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

4.3.2. Reporting Officer

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

= NI FCIMUMAN RESOURCE MANAGEMENT SYSTEM e.\.. 0 o =3 ° ASHWAN TUMAR

Repcrting Dfficer

Figure 4-22 Reporting Officer

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

Get Resuits
e Clickon to apply the available filters.

LAk

e C(lickon ~ to export the table records in Excel as per table columns.

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

e C(Click on to sort the table records in ascending order or descending order
of entries.
Frevious 1 2 MNext
e Clickon to navigate table records.
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The reporting officer will click on the ® icon to initiate the request
4.3.3. Reporting Officer Remarks

=

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

\l/ FCIHUMAN RESOURCE MANASEMENT SYSTEM e D [ wss | ° ASHNAN KUBAR
i

CAT-II Prooation Repart
CAT-lll Probation Report

INSTRUCTIONS

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

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

The success message will be displayed as:

4.3.4. Reviewing Officer

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

okl S MEESA

L - ACLAEAE FEETE o
FCIHUMAN RESOURCE MANAGEMENT SYSTEM A .
\i/ FCIHUMAN RESOURCE MANAGEME 1 o w B e [ wss |

Reviewing Officer

offioe Trese o camoy

Figure 4-25 Reviewing Officer

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

Get Results
e C(lickon to apply the available filters.

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

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

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

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

On clicking the = icon reporting officer will add the remarks as shown in figure 4-26.
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= Ni/ FCIHUMAN RESCURCE MANAGEMENT SYSTEM 0 o @t oz [ E - - rwruness

CAT-Il Preatios Report
CAT-Hll Probation Report

TRUCTH

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

Employee will click on the nbutton and will land on the figure 4-27.
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(=)

Figure 4-27 CAT-Ill Probation Report (Reporting Officer Remarks Screen)

Employee will click on the nbutton and will land on the figure 4-28.
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NI/ FCIHUMAN RESOURCE MANAGEMENT SYSTEM e w (B
i

sz e (BN o BLIY KLIMAR SINGH
CATHN Probation Repart
THE FOOD CORPORATION OF INDIA
CAT-Il Probation Repon

Erobabon Hepert lor the period From DSIUS020 To DRG0

Rurniehs OF Rividwing Oficir ©

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

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

The screen shall be displayed as:

4.3.6. Accepting Officer

Employee shall traverse the navigation as MSS>> Performance Management >>

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

9
FCIHUMAN RESOURCE MANAGEMENT &' ¥ i A o i
A/ FCIHUMAN RES E MANABEMENT SYSTEM e | o [ s | SN |

Ascepting Officer

Sesgratios Empioyen MumDer Enploroa Hane

)
<
3
I
x
3 T
I
m

Figure 4-29 Reviewing Officer

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

Get Results
e C(lickon to apply the available filters.

C A

e C(lickon to export the table records in Excel as per table columns.
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Search:
e (Click on
search the table records.

to enter a search query that shall

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

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

4.3.7. Accepting Officer Remarks

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

= Nl FCIMUMAN RESOURCE MANAGEMENT SYSTEM 0 w @ s o mo SARLIV KLIMAR
ATl Probation Repert
CAT-l Probation Repart

IHSTRICTICHE

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

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

Wi/ FCiHUMAN RESDURCE MANADEMENT SYSTEM
CAT-H Probation Report
THE FOOD CORPORATION GF INDIA
CAT-IIl Probation Report

Probtinn Repart for the penod From 08060 To DRG0

Emteyen Hang. Dusignaien

Dot from whion o SectionTape. in whish empteyed

20040028

GENERAL {for 2il categories|
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Far Receiptionis!

115 SPOE SITS T 11T oo £ Uy 0 00 TG 1w vl

= EncHLl i iy et ke il eat rwitor

Far Library Assistants

Waaging of Deas B in tidy eosaiion
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Knawierige ol pescedires i regularion
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Detecte maticed fay
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Aotian tkee by the repormng offces b gk

2o T3¢m0 1ha rapamrg cificer in et
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Sultamifvy fur the precer job
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scin o el gt paie
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Hama.

ANT UM
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b

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

Employee will click on the mbutton and will land on the figure 4-32.
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\q;t FCIHUMAN RESOURCE MANAGEMENT SYSTEM Q PR - R T [ s | o SNV RLNAR
CAT-IF Pronatios Beport
THE FOOD CORPORATION OF INDIA
GAT-lll Probation Report

foe e period Frodm 06082020 To 06062021

Renaris O Reviowing Odicer

8
Figure 4-32 CAT-lll Probation Report (Reviewing Officer Remarks Screen)
Employee will click on the nbutton and will land on the figure 4-33.
NI/ FOIHUMAN RESOURGE MANAGEMENT SYSTEM o . B s o= B ' PP a8
caT Probatis oo
THE FOOD CORPORATION OF INDIA
CAT-I1 Probaticn Reporl
r-mna:ur\thnmlau Ine pened From 05082021 Te 08082021

a

U

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

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

The screen shall be displayed as:

4.4, CAT-IV Special Report

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

4.4.1. Navigation

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

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

N/ FTIHUMAN RESOURCE MANAGEMENT SYSTEM e PP . R U m_c uuuuuuuuu

Figure 4-34 Reporting Officer

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

e C(Clickon to apply the available filters.

cCxCe

e C(Clickon ~ toexportthe table records in Excel as per table columns.

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

search the table records.

e C(Click on to sort the table records in ascending order or descending order
of entries.
Frevious 1 2 Mext
e C(Clickon to navigate table records

Click on mto generate the special report as shown in figure 4-35.
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Figure 4-35 Special Report
Reporting officer will search for that Category-IV employee and add the relevant remarks and
click on the button.
On clicking the success message will be displayed as:
4.5. Employee Probation (Confirmation)

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

4.5.1. Navigation

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

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

i/ FOIHUMAN BESOURCE MANAEMENT SYSTIM Q- 0 » « EB T scrmmen

Probationary Smployoes

SHfize Type offce Lrpyen Mamises sty tame.

Figure 4-36 Probationary Employee

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

e C(Clickon to apply the available filters.
e Clickon  to export the table records in Excel as per table columns.
Search:
e C(lick on to enter a search query that shall

search the table records.

e C(Click on to sort the table records in ascending order or descending order
of entries.
Frevious 1 2 Mext
e C(Clickon to navigate table records.

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

On clicking the * icon, the request will be initiated as shown in figure 4-37.
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Figure 4-37 Add Probationary Employee

On adding the remarks, the manager (personnel) shall add the remarks and click on the

Mbutton.

On clicking the submit button the success message shall be displayed as:

Buocoss] Fadquedt hat bean submilled sustasthuly

4.5.4. Dispatch Request for probationary employee-Landing

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

4.38

A\ FOIHUMAN RESOURCE MANAGEMENT SYSTEM o
i

Probaticnary Emplorees

of%es Trss

Figure 4-38 Probationary Employee Dispatcher Landing

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

\|/ FCIHUMAN RESOURCE MANAGEMENT SYSTEM Q@+ 0O & =« [ P . shspanmman

Emperyen bama Desgnasion Lanet Jaking

Stk Dudamant

Figure 4-39 Probationary Employee Dispatch request

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

e Clickon to view the action.

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

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

The success message will be displayed as:

Request has been dispatched successfully. <

4.5.6. Review Request for probationary employee-Landing

The submitted request will be listed in the Reviewer’s landing screen as shown in figure
4.40.
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4.5.7.

Copyright © 2020 HRMS All Rights Reserved to FCI
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Figure 4-40 Probationary Employee Reviewer Landing

Click on L= to land on dispatch the request as shown in figure 4.41

Review Request for probationary employee

N[/ FGIHUMAN RESOURGE MANAGEMENT SYSTEM o P . T =
Prabaticnary Emptarees

Emeyon Mamosr Emperyen bama

Prabation Report

araring CHferaanans

[r—
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@.'
=B
Figure 4-41 Probationary Employee Review request.
Reviewer shall be able to perform the following activities from the Review Page.
e C(Clickon to view the action taken on the request.
e Add Reviewer link functionality has been explained in Common Functionalities.
[Please Refer Section 5.1.1 for Add Reviewer]
e Selective Revert link functionality has been explained in Common
Functionalities. [Please Refer Section 5.1.2 for Selective Revert]
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Review
e C(lickon to review the request.

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

will be listed in the landing page of Initiator.

The success message will be displayed as:

4.5.8. Approve Request for probationary employee-Landing

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

o
E FCIHUMAN RESOURCE MANAGEMENT S¥YSTEM An & ESE I e WAl
A @ Q- 0 - s | s §

Pratuticaany Prslogaes

Erkiyon Murebar Emsiyas e ar

Figure 4-42 Probationary Employee Approver Landing

Clickon ¥ toland on dispatch the request as shown in figure 4.43
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4.5.9. Approve Request for probationary employee

\|/ FCIHUMAN RESOURCE MANAGEMENT SYSTEM @0 ~ = X3 @ ., sesomns

Probaticnary Emplorees

Emeyon Mamosr Emperyen bama Desgnasion Lanet Jaking

Figure 4-43 Probationary Employee Approve request.

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

e C(lickon to view the action taken on the request.

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

e Selective Revert link functionality has been explained in Common
Functionalities. [Please Refer Section 5.1.2 for Selective Revert]

Approve
e C(lickon to approve the request.

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

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

The success message will be displayed as:

Success] Request has been approved successfullly.

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

4.5.10. Employee Probation Letter Landing

On the approving of the request, the request shall be displayed to the manager
(Personnel) for the generation of the letter as shown in the figure 4-44.
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Figure 4-44 Probation Employee Letter Listing
On clicking the = icon, manager shall be able to generate the letter
4.5.11. Employee Probation Letter Generation

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

= NI/ FCIHUMAN RESDURCE MANAGEMENT SYSTEM o s B A o 23 © | seeammenons
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Dffice Drdlag

coprte

Figure 4-45 Generate Office Order

On filling the relevant information, the manager shall click on the nbutton. On
clicking the manager will be redirected to the Aadhaar screen as shown in the figure 4-46.
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4.6.

4.6.1.

4.6.2.

ia.@if-"fﬂr’-"ff#i"

enily using C-DAC eSign Senvice and have been iedrecied from

R

EAAry s Baien

Aadhaar Based e-Authenticetion

Figure 4-46 Aadhaar Information

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

On clicking the success message shall be displayed as:

Employes Prodation Letier crested sucosssiuly =

Define Probation Workflow

In case any of the probationary employees have wrong reporting, reviewing or accepting
officer allocated there in the workflow, the correct one can be added or updated using
this process.

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

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

-]

A/ FCIHUMAN RESOURCE MANAGEMENT SYSTEM s . o o @ o [ C AT
Workflow For Probation/APAR Period
s T o - s
i
Sy 5
i - u I: _

Figure 4-47 Probation Workflow

HRMS Employee shall be able to perform the following activities from the landing page:
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e C(Clickon to apply the available filters.
e Clickon  to export the table records in Excel as per table columns.
Search:
e Click on to enter a search query that shall

search the table records.

e Click on to sort the table records in ascending order or descending order
of entries.
Previous 1 2 MNext
e C(Click on to navigate table records

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

Kb/ FCIHUMAN RESOURCE MANAGEMENT SYSTEM 3 - o a @ o s R - AneT

Define Workfow For Probation/APAR Period

Gifice Tyaa * Oftica * Empicyue Numbar [Emgloysd Mamd Catogory

Reporting Officar

Prosatin Fariod Waoikilon
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Accepting Officer

Figure 4-48 Define Probation Workflow

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

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

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

Mo data available in table

updation.Are you sure?

Figure 4-49 Alert Message

On clicking the success message will be displayed as:

Success! Tha changes will be refiected in the officers login after 24 hours of the updation. -

5. Common Functionalities
5.1.1. Add Reviewer

Add reviewer is the functionality by which the competent authority can add an officer in
case of additional recommendations or remarks while processing the requests initiated,
either by an employee or on administrative grounds. The benefit of this functionality is
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that within a fixed delegation of power FCI 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

S AR T A RN AR ©- @ ~ = g ? e

Leave Appreval Aequeat

' =B
Figure 5-50: Initiate Add Reviewer
As the user clicks on Add Reviewer link as shown in Figure 5-47, then the user will
navigate to the add reviewer detail page as shown in Figure 5-48
= By TO!NUMAN AEIOURCE MANAGEMENT SYITEW ° - @ o o= 2 B i inin

Searn

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

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

= Nl 7SI MUMAN RESOUNGE MANAGEMENT STITEM Q- @ ~ = EE T mmovmn g

Leave Appraval

PRrisrlavesr hast been acded sucesssfully. *

Frm = Statis Ereypttnpen NuiTes

Figure 5-52: Reviewer Added Successfully

The success message will be displayed as:

Reviewer has been added succassiully,

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

5.1.2. Selective Revert

Selective revert is the functionality by which competent authority can send back (Revert)
the request to a specific authority who has already taken an action and is a part of the
application review and approval process as per DoP. However, any authority who have
been added as an additional reviewer will not able to perform this action. To revert the
application to a previous authority click on select click on the Selective Revert link as
shown below.
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Figure 5-53: Initiate Selective Revert
The reviewing or approving authority will select the concerned user to whom the request
is to be reverted as shown in Figure 5-51 and provide the remarks to justify the selective
revert and click on button.
= W TOLTMAN REIOUSTE MANAREMNT 3T ITEN ° w @ oA e = L
- =
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Figure 5-54: Selective Revert

On Click of revert the reviewing or approving authority will navigate to the landing page
along with a success message as shown in Figure 4-52. Hence the application will be
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pending for review with the selected authority for further perusal which will also reflect
in action history.

= Wi/ FCiHUMAN

AEEOURCE MANAGEMENT SYETEM Q-0 ~ =

Figure 5-55: Selective Revert Successful

The success message will be displayed as:

Request has been reverted. 5

6. Troubleshooting and Support

6.1.

Error Messages

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

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

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

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

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

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

| am unable to see my profile
information in HRMS application

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

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

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

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

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

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

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

| am unable to upload the
documents in the HRMS application

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

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

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

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

e Internet Explorer 11 and above

e Google Chrome ver. 44 and above

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

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

13

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

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

Unable to export or print the
information in the HRMS Application

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

15

Biometric device is unable to
recognize employee fingerprint.

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

16

The leave details in the HRMS
application is incorrect

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

17

Unable to generate MPIN for HRMS
Mobile Application

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

18

Unable to view my scanned service
book in HRMS application

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

19

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

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

20

| have lost/damaged my mobile or
PC.

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

Table 6.2: Troubleshooting and Next Steps

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

matrix.

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

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

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

7. 6 Helpdesk

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