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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 Talent Management processes identified and documented in System Requirement
Specification document in the form of a user manual.

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

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

1.2 Target Audience

FCI Officers and FCl Employees

2 Overview

Talent Management functions such as talent identification with respect to employee competencies,
manpower planning, pooling/movement of employees to optimize talent, employee engagement,
succession management, and more will be taken care either through the government’s directives or
through internal policies. However, Talent Management does not exist currently, it will be a
completely new process to help FCl towards manpower planning and career and succession planning
of employees. The goal of the HRMS application is to help streamline processes such as recruitment,
performance management, learning and development, and workforce planning and to make them
more efficient as well as user-friendly.

3 Getting Started
3.1 Set Up Consideration

0OS Compatibility: Microsoft Windows 7 and above

Browsers Supported: |E 9, 10+, Firefox 3.6+, Chrome 12+ on Windows, Firefox 3.6+, and 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)

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

Firefox 3.6+, Safari 4+ on Mac 10.5.7+
3.2 Know Your Icons

Table 1 reflects the set of icons that have been used in HRMS application

Copyright © 2020 HRMS All Rights Reserved to FCI
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Icons Descriptions
[# It will allow editing a record.
= It will allow reviewing the submitted record/request.
o It will allow approving the submitted record/request.
- It will allow viewing the details of the record/request in readable form.
(] It will allow processing a request like Annual Increment of the
employee.
¥ It will allow viewing the uploaded document.
& It will allow editing a Master (Configuration)/Transactions (Activities)
records.

3.3 User Access and Permissions

Table 3-1 Icons

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 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 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 2 combines with user roles toallow
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)

Copyright © 2020 HRMS All Rights Reserved to FCI
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3.4 Accessing the system / System Organization and Navigation (Login, ESS and MSS)
e User shall access the HRMS application as per the shared website address
(https://www.hrmsfci.in/login) and provide the credentials in the form Login ID (Employee
Number) and Password as shared by FCI Computer/IT section as shown in Figure 3-1.

\y FCIHRMS

SO0 ints your Ascount Downioad Uter masual

Lopa 1D

734009
Pataword Farget Pasawerd®

........

897267 o
i
SIGN N

Cardar Apgication Link

Figure 3-1 Login Screen

e Enter Login credentials, Captcha (Enter number here as shown in Figure 3-1) and Click on

BT . o the system.

e Post Login, employee will land on the Home Page as shown in Figure 3-2

Copyright © 2020 HRMS All Rights Reserved to FCI
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Az

Nz FeiHRMS

Aa

Welcome AMIT KUMAR

Attendance

fhse

Training

=@

Dashboard

Reports

il

Performance

Directory

= | Powerad by Konneset (Kellton Tech)

Figure 3-2 Home Page

Aa m & Hi. AMIT KUMAR b
-

HAPPY NEW YEAR 2021 @ @

®

=

Reimbursement

@

Policies And Circulars

=

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

Copyright © 2020 HRMS All Rights Reserved to FCI
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%17 FCl HRMS Aa Aa Aa MSS AMIT KUMAR $

X E-Notice &= My Pending Requests
User Manual e New HOAZ FQUEST NAM
My Dashboard > STUDIES174 Higher Studies Request
. ) 1 AMme nent legulat { na ( f (Staft)
egulations;, 1< S uploaged L6 House On Lease Request E
Directory
e Thisis for Test 5 loaded R7( Local Travel Allowance Request

T f He Tasting leav cular i sl one STUDIES172 Higher Studies Reguest

. |l | .

Compensation and Benefits
v LED153 LTC-Bharat Darshan/Hometown/Encashment

- 1
Performance Management
Leave Management v 4 Happy Birthday!!

My Time My Team My Reimbursements and Claims Policies and Circular
Payroll ~ % [:] KUSUM LATA
Employee Relations v JANUARY 2021
" Makar Sankranti/ AJIT SINGH
Talent Management AV 14
Magha Bihu/
ATy agha /
Learning and Development 27 28 29 30 31 1 2 Ponga!
it . W CHANDRA
osen veeX
. l— e PRAKASH
Connect + O Attendance
Palicies and Circulars | absent [ absent [apsent | week- Last In/Out Time
oif E
Retirement Benefit Calculator Check In Check Out
10 hl 12 13 15 16
03:17:00 04:51:00
Week- l Absent I Absent I Absent I Absent
off
17 18 18 20 2 22 23
v
Legends
@ Leave @ Today @ Absence Weekends @ Attendance
Holiday @ Late Coming

Figure 3-3 ESS - Employee Dashboard

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

as shown in Figure 3-2, the employee with the permissions of a manager shall navigate to

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

the MSS — Manager Dashboard as shown in Figure 3-4.

Copyright © 2020 HRMS All Rights Reserved to FCI
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%/ FCl HRMS i e = 25

v

Reminders For Pending Requests To-Do-List

Due Today

No Record found
User Manual

Due Date Appraaching
Manager Dashboard Dus Date Expired 1 E

Talent Management

Leave and Attendance

Performance Management

Calender Biometric
- ) JANUARY 2021 Organization
Compensation and Benefit N
Payroll
27 ) )0 o~ 21
Talent Acquisition \ = 2 &3 30 = 1 2
| Absent | Week-
off
Learning and Development
3 4 7 8 9
; |An-.m |Ab:cm | Absent |Amm Week
Employee Relation \ off o
B
10 n 12 13 14 B8
Week: || Absent [ Absant [Assent [ Asent
Off n
ESE BS E
17 18 19 20 2 22 23
- 0 ) 0
Legends
@ Leave @ Today @ Absence Weekends @ Attendance

Holiday @@ Late Coming

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

Copyright © 2020 HRMS All Rights Reserved to FCI
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Riy FClIHRMS Aa Aa Aa [EEE wmss ? I AMITKUMAR  Jgr
-

AMIT KUMAR

Employee ID 1 290572

Division - Personnel

Welcome AMIT KUMAR Preferred Language English

My Profile

Change Password

Training > Reports Policies And Circulars —

Directory ) - Performance

Copyright & 2020 Foca Corperation of India | Powered by Kennect |Kellton Tech)

Figure 3-5 : Home Page — Sign Out

e The user shall navigate to Login Page as shown in Figure 3-1 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.

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

Talent Management functions such as talent identification with respect to employee competencies,
manpower planning, pooling/movement of employees to optimize talent, employee engagement, and
more will be taken care either through the government’s directives or through internal policies.
However, Talent Management does not exist currently; it will be a completely new process to help FCI
towards manpower planning and career planning of employees. The goal of the HRMS application is to
help streamline processes such as recruitment, performance management, learning and development,
and workforce planning and to make them more efficient as well as user-friendly.

4.1 Competency Type Master

Competency Type Master will allow the Personnel division to set up the competency types.
Competency types are created to make a broader unit for different competencies to fit in so
as to fulfill the work expectations in the FCI. This will allow the user to create a system wherein
the competency types can be added.

4.1.1 Navigation

Left Navigation: Talent Management >>Masters >> Competency Type Master
412 SLA

NA
4.1.3 Landing Page

HRMS administrator shall traverse the navigation as mentioned in Section 4.1.1 to reach the
Competency Type Master Landing Page as shown in Figure 4.1

il

47 FCl HRMS A aa  Aa ess [REE - o AMITKUMAR  Jr

Competency Type Master

User Manual Status

Mansger Dashboard

Talent Management

Show 10 v entries Exportio: I % f l l J
Search

3 Interpersor tiv
Competency Mapping
coT7 Functiona Active A @ &
Designation Wise Planning
COT15 Production Active prov @® (F
cOoT8 Technical Inactive A £ ® (&
coT14 Communicatior Active i @®
coT13 Dependency Active A o @ (=
coTn Data Inaclive A @ &
1 Ad o tiv @ (7
cOoT8 Administratior Active Approve @ (7
coT8 Depot Inactive ¥ ® (@

Copyright © 2020 HRMS All Rights Reserved to FCI
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Figure 4-1: Competency Type Master

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

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

PDF

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

Add Competency Type
e C(Click on _to add a new record in the table as mentioned

in Section 4.1.4 — Add Competency Type.

e C(Click on T4 to edit an existing record in the table as mentioned in Section 4.1.5 -
Edit Competency Type.

4.1.4 Add Competency Type

Add Competency Type
Click on _to open the Add Competency Type as shown in Figure 4-2

Add Competency Type

Is Active *

Campetency Type *

Enter Competency Type

Figure 4-2: Add Competency Type

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

Competency Type Master Landing Page for addition of a new record in the table as shown in
Figure 4-3

Copyright © 2020 HRMS All Rights Reserved to FCI
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= \i# FCIHRMS Aa Az Aa  ESS m LP AMITKUMAR g

~

Competency Type Master

e

Status

User Manual

Manager Dashboard
v Get Results E

Talent Manage

Masters Add Competency Type

Competency Type

Show 10 v entries Exportto:

Search:
Competency Master
COMPETENCY TYPE ID COMPETENCY TYPE S ACTIVE STATUS ACTION
Competency Mapping
I COoT16 Administrator Active A\pproved ® 7 |
Designation Wis
Master COTS Interpersona Active Approved @® 7
Designation Wise Planning CoT7 Functional Active @® 7
Sanction Caiculation -
z COT15 Production Active Log 4
DR and PR Bifurcation
o719 achnica Inactive Approved 7
DR and PR Calculation Master COT3 Technical nagtive o * &
CcOT14 Communication Active Approved ® =
coT Data Inactive Approved ® 7
coT12 Admirmo Active Approved ® 7
Leave and Attendance =
COT6 Administration Active Approved ® @
Performance Management
Showing 1to 10 of 13 entries
Compensation and Benefit Pravious 1 2 Next

Payroll

Figure 4-3: New Competency Type Added
4.1.5 Edit Competency Type
&

Click on to open Edit Competency Type as shown in Figure 4-4

Edit Competency Type

Competency Type ID

Is Active

Inactive

Competency Type

Adminlstrato

Copyright © 2020 HRMS All Rights Reserved to FCI
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Figure 4-4: Edit Competency Type

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

Competency Type Master Landing Page for updating the existing record in the table as shown
in Figure 4-5

= %i7 FClI HRMS Aa A Aa ESS l‘.xo AMIT KUMAR ‘b

o~

Competency Type Master

Home

User Manual

Status
Manager Dashboard
v
Talent Management
Masters 1 /Add Compstency Type
Competency Type
Snow 10 v entries Exportto: N
Search:
Competency Master
COMPETENCY TYPE ID COMPETENCY TYPE IS ACTIVE STATUS ACTION
Competency Mapping
COT16 Administrator Inactive Approved ®
Dasignation Wise Planning
COTS Interpersonal Active Approved ®
stion Wise Planning coT7 Functional Active Approved ® =
on Calcuiation
. COoT15 Production Active Approved ® @
DR and PR Bifurcation
DR and PR Caiculation Master cormi4 Communication Active Approved ® (7
Transactions . CcOoT13 Dependency Active Approved @ (F
Core HR - comn Data Inactive Approved @ &
coT12 Admin10 Active Approved ®
Leave and Attendance
cOoT6 Administration Active Approved @® 7
Performance Management
Showing 1 to 10 of 13 entries
Compensation and Benefit % Previcus 1 2 Nex

Payroll

Figure 4-5: Existing Competency Type Detail Updated

4.2 Competency Master

Competency Master will allow the Personnel division to set up the competency/skills, i.e.,
characteristics that would be required to fulfill the work expectations of various designations
in the FCI. This will allow the user to create a system wherein competencies can be added
according to their types. The various competencies existing will further be mapped with the
designations in the FCI.

4.2.1 Navigation

Left Navigation: Talent Management >>Masters >> Competency Type Master
422 SLA
NA

Copyright © 2020 HRMS All Rights Reserved to FCI
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4.2.3 Landing Page

HRMS administrator shall traverse the navigation as mentioned in Section 4.2.1 to reach the
Competency Master Landing Page as shown in Figure 4-6

[}

\i# FCIHRMS A Aa Aa  ESS ® o ¥

v

Competency Master
User Manual Competency Type Competency Name Status
7 Competency name

Manager Dashboard

Talent Management

Masters 2

Show 10 v entries Exportio: ’:] !
Search

Competency Type

Competency Master | 3

cOoMa1l Food Preservation Active Approved @
Competency Mapping
COM412 Food Movement Active Approved ® 7
Designation Wisa Planning
Master . . N
COM413 Food Storage Active Approved ® @7
COoM414 Food Quality Control Active Approved ® 7
DR and PR Bifurcation COMAa1s Food Distribution Active Approved ® 7
DR and PR Calcutation Master COM418 Depot Management Active Approved ® 7 E
Transactions COM4a17 Public Relations Active Apt ed ® 7
COM418 Vigilance Administration Active Approved ©® 7
COM419 APAR Administration Active Approved ® [7
Leave and Attendance
comMaz0 Housakeeping Active Approvad ® 7
Performance Management -
Showing 1 to 10 of 63 entries
Compensation and Benefit Previous 1 2 3 4 S 6 7 Next

Payroll

Figure 4-6: Competency Master

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

. CIickonoapplytheavailablefilters.

e Clickon ~ to export the table records in Excel or CSV 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.

Copyright © 2020 HRMS All Rights Reserved to FCI
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Previous 1 2 Mext
e C(lickon to navigate table records
Add Competency
e C(Click on to add a new record in the table as mentioned in
Section 4.2.4 — Add Competency.
4

e C(Click on to edit an existing record in the table as mentioned in Section 4.2.5 —

Edit Competency.
4.2.4 Add Competency

Add Competency
Click on to open the Add Competency as shown in Figure 4-7

Add Competency

Competency Type *

Compatency Name *

Is Active *

Description *

Description

Figure 4-7: Add Competency

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

Competency Master Landing Page for addition of a new record in the table as shown in Figure
4-8

Copyright © 2020 HRMS All Rights Reserved to FCI
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Add Competency

I compet=ncy master has been created successuly

Competency Type *

Behavioral

Competency Name *

B1

Is Active *

Active

Description

Behavioral competency

Figure 4-8: New Competency Added

4.2.5 Edit Competency

Click on 4 to open Edit Competency as shown in Figure 4-9

Edit Competency

Competency Type ID

COM411

Competency Type *

Behavioral

Competency Name *

Food Praservation

Is Active *

Active

Description *

Functional nature of skill

Copyright © 2020 HRMS All Rights Reserved to FCI
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Figure 4-9: Edit Competency

Update

Enter the details and click on - such that a success message will be shown in the
Competency Master Landing Page for updating the existing record in the table asshown
in Figure 4-10

Edit Competency

Competency master has been updated successiully.

Competency Type ID

coMan

Compatancy Type *

Behavioral

Competency Name *

Food Preservation

Is Active *

Active

Description *

Functional nature of skil

Figure 4-10: Existing Competency Detail Updated

4.3 Competency Mapping

Designation and Competency Type Mapping will allow the Personnel division to map the
competencies with competency types as per the designations in various offices. The
competencies created in the competency master are mapped with competency types in
competency type master.

4.3.1 Navigation

Left Navigation: Talent Management >>Masters >> Competency Mapping
43.2 SLA

NA
4.3.3 Landing Page

HRMS administrator shall traverse the navigation as mentioned in Section 4.3.1 to reach the
Competency Mapping Master Landing Page as shown in Figure 4.11

Copyright © 2020 HRMS All Rights Reserved to FCI
Page 21 of 50



FCI HRMS
User Manual Version 2.2

= \&/ FCIHRMS Aa Az Aa ESS

Designation And Competency Type Mapping
User Manual Offce Type Office Name Divisier Category
Manager Dashboard

Cadre Desgnaticn Competency Type Status

Talent Management

Masters | D E

Competency Type
\ ‘ Get Results

Competency Master

Competency Mapping 3 >

gty PR R Om : Search:
Master earc
Designation Wise Plarning MAPPING D MAPPED COMPETENCY T D 0

Sanction Calculation

MAP 2 iQ QL Eoard Cell AT Gerera Active @\
'd PR Bifurcation
DR and PR Calcuiation Mastar Do
2 D0 o AT Genera Active e =
DIMAPUR
Transactions
mport & =
AAPA 2 1Q HQ-Delh = CAT-1 Engineering e
Core HR v Export
Leave and Altandance o form A
o] nformatio 7
AAP 2 . S AT- General A ® 7
S DN i
Performance Management
A 1 R R L Eng T neerin: ® F
Compensation and Banefit
Payr v - - - ®
2yrob 1ap . JBar CAT-1 int A ® ¢
Talent Acquisition
AAP 1 S S iz CAT Ti 3 A e
Learning and Developmant cu
Employee Relation
MARY 1 DO DO AIZANL Boara Call CAT- tMovement A ® 7
AR FS SURGAON F AT: Active ® 7
CGURGALT
1P 2 F Finan AT- 1 i Act @® 7

Figure 4-11: Competency Mapping

HRMS administrator 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 or CSV as per table
columns.

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

search the table records.
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Page 22 of 50



B/

User Manual

Manager Dashboard

Talent Management

Masters

Competency Type ‘

FCI HRMS
User Manual Version 2.2

e Click on to sort the table records in ascending order or descending order of
entries.
Previous 1 Z Mext
e Clickon to navigate table records
e (Click on to add a new record in the table as mentioned in

Section 4.3.4 — Create Mapping.

re
e C(Click on (2 to edit an existing record in the table as mentioned in Section 4.3.5 —

Edit Mapping.

4.3.4 Create Mapping

Click on “%to open the Create Mapping as shown in Figure 4-12

FClI HRMS Az Aa ESS ?

Create Mapping

AMIT KUMAR fb

Office Type * Office Name * Division * Category *

Cadre * Designation * Competency Type * Is Active *

v v plect Active

Competency Master

Competency Mapping

Designation Wise Planning
Master

Designation Wise Planning
Sanction Calculation

DR and PR Bifurcation

Figure 4-12: Create Mapping

Enter the details and click on such that a success message will be shown in the
Competency Mapping Master Landing Page for addition of a new record in the table.

4.3.5 Edit Competency Mapping

ry
Click on (2 to open Edit Competency Mapping as shown in Figure 4-13
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= X&' FCIHRMS Aa Aa
& g
EditMapping
User Manual Mapping D Office Type Office Name Division
MAF3 HQ e HQ-Delhi v Board Cel v
Manager Dashboard
Category Cadre Designation Competency Type
[ General v Assistart General Manager Lvs
Masters
s Active
Competency Type
S

Competency Master

Cancel

Competency Mapping

tion Wise Planning

Figure 4-13: Edit Competency Mapping

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

4.4 Designation Wise Planning Master

Designation Wise Planning master shall allow the Personnel division to plan the designations
in accordance with the quantum of reservations for SC, ST, OBCs, EWS and Unreserved
sections.

4.4.1 Navigation

Left Navigation: Talent Management >>Masters >> Designation Wise Planning Master
442 SLA

NA
4.4.3 Landing Page

HRMS administrator shall traverse the navigation as mentioned in Section 4.4.1 to reach the
Designation Wise Planning Master Landing Page as shown in Figure 4.14
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Designation Wise Planning Master

Office Type Office Division Cadre
User Manual
v V v v
Manager Dashboard
Category Designation Status Planning ID
Talent Management A v v v Enter Flarning 10

Masters | 2

S e

Competency Master

Competency Mapping

Show 10 v entries Exportto: : S
Designation Wise Planning | )

Master

gnation Wise Planning

DR and PR Bifurcation

DR and PR Calculation Master

ral Active Approved ® 7
Transactions % \ger 0% 0% 0% 0% 20 B60% 0% 0% 0% 10% 0%

Core HR
tant ( § f A I \
ral Active Approved @ (¥
Leave and Attendance \qer 10%

rmance Management

Active \pproved ® 7
Compensation and Benefit \ * 10% 10% 10% 10% 20% 60! 10% 10% 10 10% 40%

ral Active -4
Talent Acquisition v \ger 10% 10% 10% 10% 30% 80% 5% 5% 5% 5 20%

Leaming and Development

tant
ral
Empioyee Relation ger 10% 10% 10% 10% 4 80% 5% 5% 5% p i

ral Active pproved ® 7

tant
ral Active Approved ® 7

iger 10% 10% 0% 10% 40% 80% 5% 5% 59 20%

tant f
ral Active ADRIOVEC ® 7

ger 10% 0% 10% 10%

ywing 1to 10 of 20 entrie

Figure 4-14: Designation Wise Planning Master
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HRMS administrator shall be able to perform the following activities from the landing page:

GetRes
o Click onto apply the available filters.

e Clickon ~ to export the table records in Excel or CSV 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.
Previous 1 2 Next
e C(lickon to navigate table records

e C(Clickon to add a new record in the table as mentioned in Section

4.4.4 — Add Planning
&

Edit Planning.

e Click on to edit an existing record in the table as mentioned in Section 4.4.5 —

4.4.4 Add Designation Wise Planning

Click on e g o open the Add Planning as shown in Figure 4-15

FCl HRMS A Az Aa ESS m 9 AMIT KUMAR e

1}
w
@ furme
™,

Add Designation Wise Planning

Office Type * Office * Division * Cadre *
User Manual
. ~ v v
Manager Dashboard
Cataqory * Designation * Is Active *
Talent Management ~ v ~ v

Masters

Sanctioned Reserved/Unreserved

Competency Type

SC * ST ¢ OBC * EWS *
Competeancy Master Enter % Foer Enter —
Competency Mapping UR *
Designation Wise Pianning er
Master
Designation Wise Planning Sanctioned PwBD
Sanction Calculation

At B~ S D&E -
DR and PR Bifurcation »

enter % Ente Enter Ents

DR and PR Calculation Master

Ref. Document Number * Ref. Document * E

Transactions v Enter Ref. Document Number m

Leave and Attendance

Figure 4-15: Add Designation wise Planning
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Enter the details and click on wlsuch that a success message will be shown in the
Designation Wise Planning Master Landing Page for addition of a new record in the table.

4.4.5 Edit Designation Wise Planning

Click on ?to open Edit Designation Wise Planning as shown in Figure 4-16

= Ni# FClHRMS Aa Aa Aa ESS 9 AMIT KUMAR ‘b
Homs Edit Designation Wise Planning
Planning 1D Office Type Office Division
User Manual
PLNZ2 RO RO DIMAPUF 30ard Cel
Manager Dashboard
Cadra Category Designation is Active =
Talent Management ~ Administratio CAT-I Assistant Grade Active ~
Masters
Sanctioned Reserved/Unreserved
Competency Type
SC ST aBC EWS
Competency Master a ” 2
Competency Mapping UR
Designation Wise Planning
n Wise Planning Sanctioned PwBD
A B C DSE
DR and PR Bifurcation
2 2 1
DR and PR Calculation Master
Ref. Document Number Ref. Document Attachme E

Core HR n Update ancel
Bl - g

Leave and Attendance

Figure 4-16: Edit Designation Wise Planning

Enter the details and click on “l such that a success message will be shown in the
Designation Wise Planning Master Landing Page for updating the existing record in the table.

4.5 Designation Wise Planning Sanction Calculation

Designation Wise Planning Sanction Calculation shall allow the Personnel division to calculate
the designations in accordance with the defined sanctioned Strength.

4.5.1 Navigation

Left Navigation: Talent Management >>Masters >> Designation Wise Planning Sanction
Calculation

452 SLA
NA
4.5.3 Landing Page

HRMS administrator shall traverse the navigation as mentioned in Section 4.5.1 to reach the
Designation Wise Planning Sanction Calculation Master Landing Page as shown in Figure 4.21
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= M\iZ FCIHRMS As :  Aa

Designation Wise Planning Sanction Calculation

Office Type Olfice Division Cacre
Usar Manual
Manager Deshboard

Category Desigration Panning 10 Frocessing 1D
Talant Managemant v k

Masters 2 ~ Sratus E

Competency Type ’

Competency Master

Compatency Mapping

Show 10 Vv entdes Eqportto: = =
D ion Wise Planning Search

Desigration Wise Planning

Sarction Calculation 3
Eoard =
s Arc ar-1 ®
DR and PR Bifurcation La a a 24
€ 2 35 5 2
DR and PR Calculation Mastes
Eoard =
Transactions \ Cel A AT=1 @ [
C e 8 4
Boord 1an A
Eoar N
Acc AT 1 | e 7

Laave and Attendance

Parformance Managament

Compensation and Benaflt el Techrical car-1 Senera
Ce farise 3 1 3
Assislan
rd s . = @ (7
Talent Acquisition i achric CAT-IY General A -
o Anager F a 2 3 2 2 2 B
Laarning and Developmant
3 A 1A
Eoa - i —
Employse Relation 4 = Accourt CAT1 General @ 7
KAsnaasr .
Board tan =
5 0ra AT-1 ® 7
- 5 5 15 4 !
posisi g
figiia F ® [
ariag e " 4
Board . e . @ 7
1
Boad ®

Figure 4-17: Designation Wise Sanction Calculation Master

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

Add ion Calculatic
e (Click on Senction Cs fon o add a new record in the table as mentioned

in Section 4.5.4 — Add Sanction Calculation.

r e
(2 to edit an existing record in the table as mentioned in Section 4.5.5 —
Edit Sanction Calculation.

e Click on

4.5.4 Add Sanction Calculation

Add ion Calculatic
Click on Setation Cs fon to open the Add Sanction Calculation as shown inFigure

= Wi FCIHRMS o @ Aa  ESE ® o @
& ~
Add Sanction Calculation
Office Type * Office * Division * Cadre *
User Manual
N N el v
Manager Dashboard
Category * Dasignation * Planning 1D
Talent Management v v
Masters A Ref. Document Number * Ref, Document * Sanctioned Count *
Competency Type Enter Ref. Document Number | u Enter Sanction Count

Competency Master

Competency Mapping

Designation Wise Planning
Master

Designation Wise Planning
Sanction Calculstion

DR and PR Bifurcation

Figure 4-18: Add Sanction Calculation

Calculate

Enter the details and click on such that a success message will be shown in the
Sanction Calculation Master Landing Page for addition of a new record in the table as shown
in Figure 4-19.

4.5.5 Edit Sanction Calculation

s
Click on (2 to open Edit Sanction Calculation as shown in Figure 4-19
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Edit Designation Wise Sanction Calculation

Office Typa Office Division Cadre
User Manual
RO RO ITANAGAR 8oard Cell Accounts
Manager Dashboard
Category Designation Planning ID Processing ID
Talent Management ~ CAT+1 Assistant Ganeral Manager AN21 PRS15
Masters A Ref. Document Number * Ref. Document Attachime Sanctioned Count *

Competency Type Helte m = -

Competency Master

Competency Mapping

tion Wise Planning
M

Designation Wise Planning
Sanction Caiculation

Figure 4-19: Edit Sanction Calculation

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

Designation Wise Sanction Calculation Master Landing Page for updating the existing record
in the table.

4.6 DR and PR Bifurcation Master

DR and PR Bifurcation Master will allow the Personnel division to define the reservation to
be given on different recruitment types like Promotional, Direct and both recruitments for
various designations across FCl.

4.6.1 Navigation

Left Navigation: Talent Management >>Masters >> DR PR Bifurcation Master
46.2 SLA

NA
4.6.3 Landing Page

HRMS administrator shall traverse the navigation as mentioned in Section 4.6.1 to reach the
DR PR Bifurcation Master Landing Page as shown in Figure 4.20
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Figure 4-20: DR PR Bifurcation Master

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

e Click on_to apply the available filters.

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

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

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

e C(Click on to add a new record in the table as mentioned in
Section 4.6.4 — Add Bifurcation.

e
e C(Click on [ to edit an existing record in the table as mentioned in Section 4.6.5 —
Edit Bifurcation.

4.6.4 Add DR PR Bifurcation

Click on to open the Add Bifurcation as shown in Figure 4-21.
= £ FCl|HRMS Az Aa ESS MSS .,o AMIT KUMAR
\ s | »
Add Bifurcation

Office Type * Office * Division * Cadre *

User Manual
v v Ve v

Manager Dashboard

Category * Designation * Is Active * DR(%) * l
Talent Management ect v t v act v DRI%

Masters PR(%) * Ref, Document Number * Ref. Document *
Competency Type PR(%) Rel. documeant number m

Competency Master | Submit Cancel ‘

Competency Mapping

Designation Wise Planning
Master

Designation Wise Planning
Sanction Calculation

DR and PR Bifurcation

Figure 4-21: Add DR PR Bifurcation

Enter the details and click on such that a success message will be shown in
the DR PR Bifurcation Master Landing Page for addition of a new record in the table.

4.6.5 Edit DR PR Bifurcation

s
Click on [ to open Edit DR PR Bifurcation as shown in Figure 4-22.
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= %8’ FCl HRMS Aa Aa Aa
~
Horie Edit DR-PR Bifurcation
Office Type Office Division Cadre
User Manual
alo] DO DIMARPUR Board Cel Accounts
Manager Dashboard
Category Designation Bifurcation ID s Active *
Talent Management A CAT-1 Assistant Genaral Manager BIR17 Active s
Masters A DR(%) * PR(%] * Ref. Document Number * Ref. Document Viaw Attachment
20 80 ga
Competency Type

Competency Master ‘ > ‘
Cancel

Competency Mapping

Designation Wise Planning
Master

Designation Wise Planning

Sanction Caiculation

DR and PR Bifurcation

Figure 4-22: Edit DR PR Bifurcation

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

4.7 DR and PR Calculation Master

DR and PR Calculation Master will allow the Personnel division to calculate the reservation
on the basis of the sanctioned count to be given on different recruitment types like
Promotional and Direct recruitments for various designations across FCI.

4.7.1 Navigation

Left Navigation: Talent Management >>Masters >> DR PR Calculation Master
472 SLA

NA
4.7.3 Landing Page

HRMS administrator shall traverse the navigation as mentioned in Section 4.7.1 to reach the
DR PR Calculation Master Landing Page as shown in Figure 4.23
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Figure 4-23: DR PR Calculation 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 CSV as per table
columns.
Search:
e Click on to enter a search query that shall

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

e Fill in the details in the row to add a new record in the table as mentioned in
Section 4.7.4 — Add DR PR Calculation.

4.7.4 Add DR PR Calculation

Fill in the details to add DR PR Calculation as shown in Figure 4-24.

%8¢ FClIHRMS Aa Aa Aa ESS [ny AMIT KUMAR b

Add DR-PR Calculation

Cffice Type * Office * Division * Cadre *
User Manual
v v v v
Manager Dashboard
Category * Designation * Planning ID Bifurcation ID E
Talent Management v v
Masters Sanctioned Caunt DR % PR % Is Active *
Competency Type v
Competiency Masier Ref. Document Number * Ref. Document *
Enter Ref ) rent Numbe |
Competency Mapping

b=———— 1
Designation Wise Planning Cancel ‘

DR and PR Bifurcation

DR and PR Calculation Master

Figure 4-24: Add DR PR Calculation

Enter the details and click on such that a success message will be shown in
the DR PR Calculation Master Landing Page for addition of a new record in the table.

4.7.5 Edit DR PR Calculation

e
Click on (2 to open Edit DR PR Bifurcation as shown in Figure 4-25.
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Edit DR-PR Calculation

Office Type Office Division Cadre
User Manual
Q HQ-Delhi Bogrd Cel Accounts
Mangger Dashboard
Category Designation Pltanning 1D Sanction |ID
Assistent General Manasger PLN2 SACZ

Talent Management CA

Masters

Competency Type

Bifurcation 1D

Sanctioned Count

DR %

PR %

G

s Active

Ref. Document Number *

Ref. Document Attachment

Competency Master

~ o ) m

Competency Mapping

Designation Wise Planning
Master

Designation Wise Planning
Sanction Calculation

DR and PR Bifurcation

DR and PR Caiculation Master

Figure 4-25: Edit DR PR Calculation

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

4.8 Manpower Planning

Manpower Planning will allow estimating the optimum number of people required to hire
for goal achievement within time. Manpower planning includes parameters like number of
employees and required strength of the employees in FCI.

4.8.1 Navigation

Left Navigation: Talent Management >> Transactions >> Manpower Planning
4.8.2 SLA

NA
4.8.3 Landing Page

HRMS administrator shall traverse the navigation as mentioned in Section 4.8.1 to reach the
Manpower Planning Landing Page as shown in Figure 4.26
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Figure 4-26: Manpower Planning

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

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

Initiate Manpower Planning

e Click on to add a new record in the table as
mentioned in Section 4.8.4 — Initiate Manpower Planning.

r
e C(Click on (2 to edit an existing record in the table as mentioned in Section 4.8.5 —
Edit Manpower Planning.
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4.8.4 Initiate Manpower Planning

Initiate Manpower Planning

Click on
Figure 4-27.

to open the Initiate Manpower Planning as shown in

= Ni/ FClHRMS Aa a  Aa  ESS a3 AMITKUMAR
Home Initiate Manpower Planning

Office Type * Zone * Region * Office *
User Manua

" ™ ™ .

Manager Dashboard

Cadre * Category * Designation
s . : , -

Masters
T F WER

Transactions
Manpower Planning

Career Planning
Office Order *

CoIs HR - m

Inifiator Remarks *
Leave and Attendance

Performance Management

Compeansation and Benefit

m ‘ el
Payrol |

Talent Acquisition

Leaming and Development

Employee Relation

Figure 4-27: Initiate Manpower Planning

Enter the details and click on such that a success message will be shown in
the Manpower Planning Landing Page for addition of a new record in the table.

4.8.5 Edit Manpower Planning
E4

Click on to open Edit Manpower Planning as shown in Figure 4-28.
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User Manual
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Manager Dashboard
Cadre * Category * Designation

Talent Managemen Dapot L s Managar ~

Manpower Planning

Carger Planning e
Office Order Altachmant

nitiator Remar ks *

Compensation and Benefit

Payroll

Talent Acquisition

Figure 4-28: Edit Manpower Planning

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

4.9 Career Planning

Career Planning is an ongoing process to explore the interests and abilities of the
employees; strategically plan the career goals; and create the future work success by
designing learning and action plans to help the employee achieve their goals.

4.9.1 Navigation

Left Navigation: Talent Management >> Transactions >> Career Planning
49.2 SLA

NA
493 Landing Page

HRMS administrator shall traverse the navigation as mentioned in Section 4.9.1 to reach the
Career Planning Landing Page as shown in Figure 4.29
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User Manual
My Dashboard
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Search:
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SUBMISSION DATE D COAL RATING ACTIVITY RATING STATUS ACTION

Leave Management

CARS2 4/01/2021 very Good Very Goed Approved @
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Leaming and Deavalopment CAR4Y /0172021 Good Falr Approved @ 2
< CAR4E 11/01/2021 Excellent? Very Good Approved ® X
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! 9 entr

Figure 4-29: Career Planning

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

Get Resuits
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 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.
Previous 1 2 Mext
e Clickon to navigate table records

e Click on to add a new record in the table as mentioned in
Section 4.9.4 — Initiate Career Plan.

e C(lickon & to download an existing record in the table.
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49.4 Initiate Career Plan

to open the Initiate Career Plan as shown in Figure 4-40.

= Wi/ FCIHRMS Az ha Aa MSS uo AMITKUMAR g

Initiate Career Plan

Submission Date Employee Number Latest APAR Rating Primary Reporting Manager
User Manual
5012021 290572 AMITAEH KUMAR

My Dashboard
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Compensation and Benefits
Performance Management
Kindly Justify Your Career Achisvernents Across Last 3 Years in FCI *
Leave Management
Payrol

Employee Relations List Down Any 5 Short Term Goals That You Can Achieve Within A Year In FCI *
Talent Management
Leaming and Development
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Connact +
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Retirement Benefit Calculator

List Down Any One Long Term Goats That You Can Achieve Within 7-10 Years In FCI *

please enter the competencies you feel that are important in your career development

Show 10 v enirles Exportto
Search

No Data Available In Table

Have You Attended Any Tralning/Workshop/Seminar Conducted By FCIOr IFS In Last 6 Months

e Attach Latest Participation Certificate *

P ——

Figure 4-30: Initiate Career Plan

Enter the details and click on such that a success message will be shown in
the Career Plan Landing Page for addition of a new record in the table.
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4.9.5 Approve Career Plan

The reviewed request will be forwarded to the approver’s landing page as shown in Figure 4-
42.

N\ FClIHRMS Aa na Aa ESS ,P AMITABH KUMAR ‘ﬁ.

£ v

Career Plan Review/Approve

Designation Status From Date * ToDate *
User Manual

(D
(D

v v DDIMM/YYYY

Manager Dashboard

Shew 10 Vv entries Exportto: : Soarch I
S
Manpower Planning
Career Planning 3 ) D

Talent Management

Transactions 2

CAR53 15/01/2021 Pending Revie ® v
2ave and Attendance

CAR44 11/01/2021 Very Good Fair Approved ®
Parformance Management

CAR45 11/01/2021 Excellent1 Good Approved @
Core HR CAR4B 11/01/2021 Excellent Very Goad Approved @
Compensation and Benefit v CAR47 11/01/2021 Good Fair pproved ®
Talent Acquisition CAR4S 12/01/2021 Very Good Good Approved @
eaming and Development CAR49 12/01/2021 Excetient Excetlent] APF °q ®
_ CAR50 13/01/2021 Excellent] Excellentl pproved ®
Employee Relation

CARSY 13/01/2021 3o0d Pao Reject @

CARS2 1410172021 very Good very Good pproved @

Figure 4.31: Career Planning Approver’s Landing

o
Click on as shown in Figure 4-31, to land on Approve Travel Allowance as shown in
Figure 4-32.
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Figure 4-32: Approve Career Plan
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Approver shall be able to perform the following activities from the Approve Page.
e Clickon to view the action taken on the request as shown in
Figure 4-32.

i i
e C(Click on to approve the request, and a success message will be

shown in the Career Plan Approver Landing Screen for approving the record.

e C(Click on to reject the request back to the initiator, this request will be

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

49.6 View Action History

View Action History

Click on as shown in Figure 4-32, to navigate to View Action
History page as shown in Figure 4-33.

= NEi/f FCIHRMS Aa  Aa  Aa  ESS 9 AMITABHKUMAR
L v
Home Action History
Version From Data To Date
e N Y j ‘ ' j
ID CTARA4 Action History Report
Show 10w entries 2
Tatent Management Search E
OF ACTION VERSION ACTION TAKEN EMPLOYFE NAME DESIGNATION DIVISION AUTHORITY REMARKS ACTION
17012021 squest
1 . 2 1 Initiated AMIT KUMAR Manager Personnel ritiator Retpias <«
9:00:59 PM " Initiated
Career Planning Al
11/01/2021 3 4 . AMITABH Seaidess i i ! i o
pproy Genera rsonnel Approve approved
..... 11 PM RIS KUMAR Janeral ersonn pprover approved E
Manager
Leave and Attendance 2
to2 2envie
Performance Management > vlou 1 Next
Cora HR 2
Competent Authority
Compensation and Benefit
DIVISION DESION. ION ATECOR SECTION EMPLC EL NAME
Talent Acquisition :
HQ-Delhi ‘ersonne Assistant General Manager CAT-II Fersonnel Establishment AMITABH KUMAR

Leamning and Development

Employee Relation

Figure 4-33: Action History

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

e C(Clickon to apply the available filters.

e C(Clickon o to view the particular detail of the record as shown in Figure 4-34.
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Figure 4-34: Action History View

5 Troubleshooting and Support

5.1.1 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
9 301 Moved The requested page has moved to a new url.
Permanently
10 igzi'lr'sgporary 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.
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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 5-1: HTTP Status Error Codes
5.1.2 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
1 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 Managementmodule. In case
roles are assigned and the issue persists then please drop anemail along with
the employee number, employee name and office to hrmssupport.fci@gov.in
2 | am able to access the HRMS Please contact the nodal officer in the HRMS application who shall
application but unable to access crosscheck the roles and permissions assigned in the User Management
respective menu links 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
3 | am unable to see my profile Please contact the nodal officer, whether the data for the concerned
information in HRMS application 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
4 | am unable to submit a request due | Please contact the nodal officer in the HRMS application who shall

to “Bad API Error”

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
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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

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
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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.

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, employeename 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
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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 Managementmodaule. In case
roles are assigned and the issue persists then please drop anemail 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 5-2: 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.

6 Helpdesk

Email ID: support-hrms@kelltontech.com
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