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YT TIUnTHTE dFeddy A R&E &7 3e¥aa / Updation of records in HFMS
Software
gyRua / CIRCULAR

The development of web based portal HFMS, to cater the activities of Human
Resource Planning, Personal Information, Administration, Finance and Inventory
Management of BIS is under process.

2. In this connection, all the HoDs are requested to upload the balance of regular
leaves at the credit as on 31.12.2019 in respect of each of the employee working
under them on the Leave Module of HFMS Software, as per the process prescribed in
the Video available on the URL “http://164.100.105.198:8098/BISBlog/leave-
balance/”. HRD Department, vide their Circular Ref. No. HRD/HFMS/2020 dated
10.01.2020 on the captioned subject, had already informed all the officers to keep
their leave balance updated upto 31.12.2019.

3. It is requested to ensure that the above information may be uploaded on the
portal and Establishment Deptt./HRD Department may be informed accordingly
Jatest by 31st January, 2020 through email so that the details of leaves in respect of
cach employee can be validated by Establishment Department/HRD Department.

4. Further, in order to update employee database in HFMS Software, all
employees are required to login and update their personal records in the database
like Qualification Details, Contact Details, Previous Experience, Experience Details,
Family Member Details, Nominee Details, Languages Known, Identification Details
and Official Details. To facilitate the same, Login Credentials have been generated for
all employees which is mentioned below:

Login ID: Employee No. of the employee beginning with O
Password: 123456

Note: Employees who were provided credentials previously may login with
their existing credentials. In case any employee has forgotten password,
he/she may request ITSD to reset the same. Kindly mention your
employee number for all communication related to HFMS.

Steps to be followed for updating personal record in HFMS:

a) Log in to the system (https://iconnect.manakonline.in) using your
credentials.

b) On first time login, user will be prompted to change password. Change
password and proceed.

c) Step-wise procedure for updating personal records i.e. Qualification

Details, Contact Details, Previous Experience, Experience Details,
Family Member Details, Nominee Details, Languages Known,
Identification Details and Official Details is given in Annexure-1. Upload
Document feature has also been provided to upload the relevant
documents related to personal records.
The above information needs to be furnished latest by 07t February,
2020.



-0 -

5. It is informed that implementation of HFMS in BIS has been accorded highest
priority. Therefore, the updation/furnishing of information should be completed in a
time bound manner. In case of any further queries/complaints employees are

required to contact ITS Deptt.
oAl
2 (1/ o{/,’?o’( o
(T 1)
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HQs/ NITS/ ROs/ BOs/ Labs through BIS Intranet
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2. Employee Desk

Path: Services> Human Resource>Employee Desk
Employee can see all his/her details updated by Admin.

1. Click on the Employee Desk sub menu under Personnel Record menu, a new
screen will open, as shown below:

Jmmq‘ﬂ' Welcome, Bis Admin Lod8 g o o) a8
T [ Tndian Standarily
— r;‘,;.m:gﬂ:ml,:;;a;;nxﬂ Monday, 05-Jun-2017 15:24
Payroll Hm &mﬁ Control Panel Role Creator FTs Desk Inventory. Pension Global
{ Home Menu It Admin Desk x |
Administrative Desk L |

Employee Details

*Emp. No. s *Emp. Name ankit / *Designation Scientist B *Branch/Dept./Lab Administration \; No.
068381 © 2
fra Image

rz 8090
EfE DL: 01-0u-2019

© CENTER FOR DEVELOPMENT OF ADVANCED COMPUTING

Employee will login from his User ID and can edit and fill incomplete or missing
information available in office record.

e This desk will consist of different tiles related to employee service book details,
which are as follows:-

. Personnel Details

. Personal Details Contd.
. Pay Details

. Contact Details

. Qualification Details

. Prev. Exp. Details

. Family Member Details
. Nominee Details

03N N KW
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9. Identification Details
10. Languages Known
11. Official Details

12. Document Upload

2.1. Personnel Details

1. When user will hover mouse over Personnel Details Tile, view link will become
visible ,click on that view link ,a new window will open as shown below:
(] i

Administrative Desk

-3

Employee Details
*Branch/Dept./Lab LAB @ No

HEmp. No. ps9195 *Emp. Name V RAVI CHANDAR / *Designation Scientist-E
Image

Personnel Details
No Record Found.

Add Record: Click on Add Record button, to add details for the new employee
Back To Desk: This is used to go back to the employee desk.

2. This tile will contain personnel information related to employees.
"o

[- 3

Administrative Desk

Employee Details
*Emp. Name V RAVI CHANDAR / *Designation Sclentist-E *Branch/Dept./Lab LAB b No
Image

*Emp. No. 57196 %,

Appellation 2

Personnel Defails (Unverified)
*# Appellation 1

* Nature Of Job

* Emp. Full Name. {y pay| CHANDAR i

l

* Emp. Short Name [ i |
Suffix * Date of Birth ‘@ o Birth Place ‘—‘
* Blood Group Height{In Cms) [ Weight (In Kg) ‘—
! Marital Status * Gender S
* Differently Abled
* Physical Mark ‘7 * Category * Mother Tongue
* Nationality * Religion

Minority Community ‘—‘

I S

This form saves the personnel details for a new employee.
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Buttons:-

e Save: When save is clicked, all the data gets saved for the employee, if all the
mandatory fields have been entered.

[98)

shown below:

Clear: This is used to reset the form.

After saving the details for the first time, user will be able to edit the details, as

%
Emp. No. 41520000127 %

Home Menu |~ Admin Desk « |

Employee Details

*Emp. Name ABHINAY KAPOOR /
T T

Administrative Desk

*Designation Drugs Inspector

HE& = =
[

*Division Biological

Persannel Details (Verified}
— ™ Nature Of Job permanent
“Emp. Full Name ABHINAV KAPOOR sfime 57

“Emp. Short Name 4 KAPOOR oz

Suffix
*Blood Group 4+
"Marital Status Married

*Differently Abled 5

*Physical Mark SCAR ON RIGHT EYE BROW
Minority Community pa

“View Support Document (5eect Value v ‘2'

+~ Back To Desk |

“Appellation 1,

“Date of Birth 14-0ct-1982
Height(In Cms) 17s

“Gender Malz

“Caste General

*Nationality INDIAN

[Edit] [Report]
Appellation 2

“Birth Place UDHIANA
Weight (In Kg)

*Mother Tongue Hindj

*Religion Hinduism

Click on Edit option to do changes:-

1. Nature Of Job
2. Appellation 1

3. Appellation 2

4. Emp. Full Name
5. Emp. Short Name
6. Suffix

7. Date of Birth

8. Birth Place

9. Blood Group

10. Height(In Cms)
11. Weight (In Kg)
12. Marital Status
13. Gender

14. Differently Able

. Physical Mark
. Caste

Copyright CDAC@2017
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17. Mother Tongue
18. Minority Community
19. Nationality
20. Religion
Enter values and save.

Links:-

e Edit: This is used to open the update page to update the employee details for the
selected employee.

e Report: This is used to open the Personnel details report for the selected
employee.

Buttons:-
e Back To Desk: This is used to go back to the employee desk.

4. After clicking on Edit link, a new screen will open as shown below:

Administrative Desk o
Employee Details ﬂ'
*Emp. No. ggs7gy % *Emp. Name ABHISHEK PAL / *Designation Scientist B *Branch/Dept./Lab CED L N
Image
Personnel Details (Verified) [Cancel]
* Nature Of Job * Appellation 1 Appellation 2
* Emp. Full Name hBHBHEK PAL ‘ [ ‘
%
Emp. Short Name [ I ‘
Suffix (gelect\ v * Date of Birth 08-Aug-1989 i Birth Place [ |
* Blood Group Height(In Cms) ‘ ‘ Weight (In Kg) ‘ ‘
* Marital Status (SelectVae v * Gender M
* Differently Abled [Salect| v
* Physical Mark ‘ ‘ * Category (Sefect Value [} * Mother Tongue (SalectValie v
Minority Community [NA ‘ * Nationality * Religion

A

Buttons:-
e Update : This is used to update the personnel details of the employee.

e Clear: This is used to reset the form.
e Back To Desk: This is used to go back to the employee desk.

Copyright CDAC@2017 Page 14 of 70




W Sh

BIS-HFMS PIS User Manual V 1.0 Canc

ney

2.2. Personal Details Contd.

1. When user will hover mouse over Personal Details Contd. Tile, view link will
become visible ,click on that view link ,a new window will open as shown

below:
Administrative Desk N
Employee Details 6'
¥Emp. No. 057126 ¥ ¥Emp. Name V RAVI CHANDAR / #Designation Scientist-£ *Branch/Dept./Lab LB |.n No
Image
Personal Details Contd.

No Record Found.

4. Add Record | + Back To Desk

e Add Record: Click on Add Record button, to add details for the new employee.
e Back to Desk: This is used to go back to the employee desk.

2. This tile will contain Posting information related to employees.

Administrative Desk 11
Employee Details

*Emp. No. 057126 *Emp. Name V RAVI CHANDAR / *Designation Scientist-E *Branch/Dept./Lab LAB \.n No
Tmage

-3

Personal Defails Contd. (Unverified)

*Recruitment Src. *File No. ‘7‘ *Dealing Office
s e “osipaton
*Branch/Dept./Lab *Cadre *Emp. Class
*Appointment Date (g jnoni7 [ “Joining Date g jynont7 [ F *Joining Time s gycr 00 afternoon
#fetrement Date 2 *Next Increment Date :[ o
“Place Of Posting (gigHa v ‘Posting Date og_jnon7  [F
Status Details
*Status *Status Date [71 -
*Final Status *Final Status Date W[-"

10 0

This form saves the posting details for a new employee.
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Buttons:-

e Save: When save is clicked, all the data gets saved for the employee, if all the
mandatory fields have been entered.

e Clear: This is used to reset the form.

e Back To Desk: This is used to go back to the employee desk.

3. After saving the details for the first time, user will be able to edit the details, as
shown below:

Administrative Desk [ad) [ . |
Employee Details 6‘
XEmp. No. ges7ap % *Emp. Name ABHISHEK PAL/ *Designation Scientist B *#Branch/Dept./Lab CED s Mo
Image
Personal Details Contd. (Verified) [Edit] [Report]
*Recruitment Src. DIRECT *File No. test *Dealing Office Administration
“Esth. Sec. BISHQ *Ser. Grp. B(Gazetted) “Designation Scientist B
*Branch/Dept./Lab CED *Cadre Central General Services “Emp. Class 4TS
*Appointment Date p5-May-2017 *Joining Date 05-May-2017 *Joining Time Forenoon
*Retirement Date 31-May-2017 #Next Increment Date  31-May-2018
*Place Of Posting g15-HQ *Posting Date 05-May-2017
Status Details
*Status Confirmed *Status Date  31-May-2017
*Final Status In Service *Final Status Date 31-Mar-2017

& Back To Desk

Click on Edit to do necessary changes:
1. Recruitment Src.

File No.
Dealing Office
Estb. Sec.

Ser. Grp
Designation
Department
Cadre

9. Emp. Class

10. Appointment Date
11. Joining Date

12. Joining Time
13. From Date

14. To Date

15. Retirement Date

N kW
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16. Next Increment Date

Links:-

e Edit: This is used to open the update page to update the employee details for the

selected employee.
e Report: This is used to open the Personal Details Contd. report for the selected

employee.

Buttons:-
e Back To Desk: This is used to go back to the employee desk.

4. After clicking on Edit link, a new screen will open as shown below:

Administrative Desk & (3] [ I |
Employee Details 6‘

¥Em. No. gs7g7 % ¥Emp. Name ABHISHEK PAL / *Designation Scientist B *Branch/Dept./Lab CED L Mo
Image
Personal Details Contd. (Verified) [Cancel]

*Recruitment Src. #File No. F‘ *Dealing Office

*Esth. Sec. *Ser. Grp. *Designation

*Branch/Dept./Lab *Cadre “Emp. Class

* Appointment Date ‘W[ - *Joining Date th-‘ *Joining Time 4 Eorenoo @ Aftarrioon

*Retirement Date ‘.31 -May-2017 | :"' *Next Increment Date ‘31 -May-2018 ’ e

*Place Of Posting “Posting Date ‘65_“‘1“_2017 |‘J
Status Details
st *StatusDate 31 hMay. 2017 i
*Final Status “Final Status Date [31-Mar-2017 ’;‘
#; Update ¢ Back To Desk
Buttons:-

e Update : This is used to update the personnel details of the employee.

e Clear: This is used to reset the form.
e Back To Desk: This is used to go back to the employee desk.
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2.3. Pay Details

1. When user will hover mouse over Pay Details Tile, view link will become visible
,click on that view link ,a new window will open as shown below:

' Employee Details f
*Emp.No. yo a0t *Emp. Name ;;m;quénarf *Desiqnation Assistant Drugs Confroler (1) *Division Bilogecal
Pay Defails
No Record Found.
¢- Add Record § * Back To Desk

e Add Record: Click on Add Record button, to add details for the new employee.
e Back To Desk: This is used to go back to the employee desk.

2. This tile will contain Pay information related to employees.

Employee Details ﬁ

*Emp. No. 101780100001 % *Emp. Name :l;mg’_:#r{ﬂar/ *Designation Assistant Drugs Controller (T) #Division Biological

I Pay Details (Unverified)

* Salary Type [select Value v Categary Revision /A Pay Scale /A
Pay Scale Effective Date /3 Pay in Pay Band /A Pay /A

*Pay Effective Date IOI-}an-ZOIJ ’ -'

This form saves the Pay details for a new employee.
Buttons:-
e Save: When save is clicked, all the data gets saved for the employee, if all the
mandatory fields have been entered.

e Clear: This is used to reset the form.
e Back To Desk: This is used to go back to the employee desk.
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3. After saving the details for the first time, user will be able to edit the details, as
shown below:

Employee Details ﬂ
*Emp. No. 19700000 % *Emp. Name Ram Kumar / *Designation Assistant Drugs Controler (1) *Division Biological
THFm
Pay Details (Unverified) [Edit] [Report]
* Salary Type Grage *Category Revision Central Goverment - Gth Pay #Pay Scale 37400-67000 + 8900
Commission
*Pay Scale Effective Date g5-33n-2012 *Pay in Pay Band 37409 *BasicPay 45300

*Pay Effective Date (1-Jan-2012

& Back To Desk

Links:-
e Edit: This is used to open the update page to update the employee details for the
selected employee.
e Report: This is used to open the Pay details report for the selected employee.
Buttons:-
e Back To Desk: This is used to go back to the employee desk.

4. After clicking on Edit link, a new screen will open as shown below:

Employee Details

B

*Emp. No. 45780000001 % *Emp. Name Ram Kumar / *Designation Assistant Drugs Controller (1) *Division Biological
RUETY

Pay Details (Unverified) [Cancel] |
* Salary Type *Category Revision M *Pay Scale
*Pay Scale Effective Date \05-13n—2012 [ ! *Pay in Pay Band ‘37400 ‘ *BasicPay 46300

*Pay Effective Date ‘01'}3“‘2013 ’ .

Buttons:-
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e Update : This is used to update the Pay details of the employee.
e Clear: This is used to reset the form.
e Back To Desk: This is used to go back to the employee desk.

2.4.Contact Details

1. When user will hover mouse over Contact Details Tile, view link will become
visible ,click on that view link ,a new window will open as shown below:

Employee Details n‘
*Emp. No. 191780100001 % *Emp. Name Ram Kumar / *Designation Assistant Drugs Controller (1) *Division Biclogical
T IR
Address Detail List
Basic Details
No Record Found.
4- Add Record
Address Detail List 0 I
S.No.* Type Distt. State Contact No Validation Support Document * Add New
- | Ja | = i umi| [l Jx | = [ Jx | = | | x
s 1 Page [|0H @ No records to view
+ Back To Desk
Buttons:-

e Add Record: Click on Add Record button, to add details for the new employee.
e Back To Desk: This is used to go back to the employee desk.
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2. This tile will contain Contact detail information related to employees.

Employee Details d
*Emp. No. 101780100001 % *Emp. Name Ram Kumar / *Designation Assistant Drugs Controller (1) *Division Biological
TR
Address Detail List |
Basic Details (Unverified) [Edit] [Report]
*Email I ram12kumar@gmail.com * Mobile No. g587065598 FaxNe 23235973
Office Ph. No. 23216357 Office Ext. No.
I Address Detail List -] I
S.No.* Type Distt. State Contact No Validation Support Document # Add New
= Jx |~ | x| = J Jitd e Jx |~ | | x
X Q Page[\oﬂ No records to view
= Back To Desk

This form saves the contact details for a new employee.
Buttons:-
e Save: When save is clicked, all the data gets saved for the employee, if all the
mandatory fields have been entered.

e Clear: This is used to reset the form.
e Back To Desk: This is used to go back to the employee desk.
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3. After saving the details for the first time, user will be able to edit the details, as
shown below:

’ Employee Details 6
*Emp. No. 101760100001 B *Emp. Name Ram Kumar / *Designation Assistant Drugs Controller (1) *Division Biological
IR
Address Detail List |
Basic Details (Unverified) [Edit] [Report]
*Email Id ram12kumar@gmail.com # Mabile No. 8587065598 FaxNo 23236973
Office Ph. No. 73216367 Office Ext. No.
I Address Detail List 0 |
S.No.* Type Distt. State Contact No Validation Support Document g AddNew
~ | Jx = | i Jx - x| Jx | = | |x
Page ['\ of 1 @ No records to view

 Back To Desk

Links:-
e Edit: This is used to open the update page to update the employee details for the
selected employee.
¢ Report: This is used to open the contact details report for the selected employee.

Buttons:-

e Back To Desk: This is used to go back to the employee desk.
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4. After clicking on Edit link, a new screen will open as shown below:

Employee Details

>

*Emp. No. 141780100001 % *Emp. Name Ram Kumar / *Designation Assistant Drugs Controller (I) *Division Biological
T FHR

Basic Details (Unverified) [Cancel]
* Email 1d [:] * Mobile No. :] Faxho | ‘

Office Ph. No. | ‘ Office Ext. No. ‘ ‘

Address Detail List

S.No. Type Distt. State Contact No Validation Support Document * Add New
- | Jx  ~ Jx = | Jx = | [x ~ | - )i ;
| Page [\ of 1 No records to view

 Back To Desk

Buttons:-

e Update : This is used to update the contact details of the employee.
e Clear: This is used to reset the form.
e Back To Desk: This is used to go back to the employee desk.

Links:-
e Cancel: This is used to cancel the editing of record.

5. Click on Add New link under Address Detail List tab to add new address, as
shown below:

Employee Details

>

*Emp. No. 101780100001 & *Emp. Name Ram Kumar / *Designation Assistant Drugs Controller () *#Division Biological
TR

Address Detail List

Basic Details

No Record Found.

- Add Record

Address Detail List

S.No. * Type Distt. State Contact No Validation Support Document nJ‘ii Add New
- x| = Jx o~ Jx |~ ( Jx - | Jx =~ )
Page [\ of 1 No records to view

 Back To Desk
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6. After clicking on Add New link, a new screen will open ,as shown below:

Employee Details

H
#*Emp. Name Ram Kumar /

*Emp. No. 101780100001 % *Designation Assistant Drugs Controller (T} #Division Biological
¥H FHR

"
* Address Type
* House No. ‘7“ Street ‘7‘/ * Locality ‘7‘/
\ J \ \ \ \
O village ® city City Name | |/

*state (golocivalue |v *District [galact value v

* Post Office [ ]/ * Pin Code ‘ ‘
\ J \ |

Fax No \ ‘

* county

Thana [ V

Telephone No. ‘7‘ . \7‘ = ‘ |

Nearest Railway Stn [ | Nearest Airport ‘ |

Upload/View Support Document {}

+- Add Record

Buttons:-

Add Record: Click on Add Record button, to add address details for the new
employee.

7. After clicking on Add Record, a screen will open with record populated in the
list, as shown below:

Employee Details o‘

FEmp. No. 191780100001 % *Emp. Name Ram Kumar /

IR

*Designation Assistant Drugs Controller () *Division Biological

Address Detail List

Basic Details (Unverified)

[Edit] [Report]
*Email1d  rami2kumar@gmail.com * Mobile No. 8587065598 FaxNo 23236973
office Ph. No. 73216367 Office Ext. No.
Address Detail List (Unverified) [Report] -] I
5. No. * Type Distt. State Contact No Validation Support Document ﬂ} Add New
- | Jx | = Jx | = Jx |~ i x| = x
1 Current Palamu Jharkhand N Pending K o
Fage[\aﬂ View1-1of |

& Back To Desk

e Multiple Addresses can be added by clicking on Add New link.

User can view,edit and delete record by clicking on view icon, edit icon and
delete icon.
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2.5.Qualification Details

1. When user will hover mouse over Qualification Details Tile, view link will
become visible ,click on that view link ,a new window will open as shown below:

Employee Details o’
*Emp. No. R #Emp. Name Ram Kumar / *Designation Assistant Drugs Controller (I) *Division Biological
T
Qualification List [Report] ]
SLNo.*  Exam/Course/Degree Subject/Stream Name of School /College Score Validation ~ Support Document * Add New
Al X« [ - | Jx o el
R A Pageh:]ofl o records to vew
|
* Back To Desk
2. Click on Add New link under Qualification List tab to add new details, as shown
below:
Employee Details ﬂ"
*Emp.No. 151780100001 & *Emp. Name Ram Kumar / *Designation Assistant Drugs Contrallr (T) *Division Biological
W
Qualification List [Report] -} |
SLNo.* Exam)/Course/Degree Subject/Stream Name of School/College Score Validation Support Document # Add New
- | fx - | jx - fr - | J x| [x | X
a9k Page@ufl [T_;J Na records to view
|
 Back To Desk

Links:-
e Report: This is used to open the Qualification details report for the selected
employee.

Buttons:-
e Back To Desk: This is used to go back to the employee desk.
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Employee Details

#Emp. No. 191750100001 %

*Emp. Name Ram Kumar /

3. After clicking on Add New link, a new screen will open ,as shown below:

*Designation Assistant Drugs Controller (1) #Division Biological

T PER

Qualification Details

*Exam/Course/Degree (cglact value v
*Board/University |[sqlect valye L

[Cancel]
*Name of School/College ‘ |

*Subject/Stream (gglact value v

*StartDate (14500016 | *EndDate (143009016 i

*Score ‘D

*Type of Score [select Value v

l Sanction Order Date

*School/College Address

Sanction No. ‘

upload/View Support Document {}

[Report]

Qualification List
& Add New

Exam/Course/Degree Subject/Stream Name of School/College Score Validation Support Document

L | J x

Jx |~ | Jx  ~ [ Jx  ~ | x

rage(i Jof1 No records to vie |,

Buttons:-

Save: When save is clicked, all the data gets saved for the employee, if all the
mandatory fields have been entered.

e Clear: This is used to reset the form.

Cancel: This is used to go back to the previous page.

Back To Desk: This is used to go back to the employee desk.

4. After clicking on Add Record, a screen will open with record populated in the
list, as shown below:

Copyright CDAC@2017

Employee Details
*Emp. No. 11780100001 * *Emp. Name Ram Kumar / *Designation Assistant Drugs Controller (1) *Division Biological
TFHR
I Previous Experience Detail List (Unverified) [Report] e
§I. No. Employer Type Employer Name From Date To Date Validation Support Document @ Add New
= [l [v]x = Akl % | = | 7 S |x
1| Prvate Sun harma 122012 DA N Pending i

o Page { Jof1 @ View] -1 of

|
# Back To Desk

Multiple previous experience details can be added by clicking on Add New link.
User can view and edit record by clicking on view icon, edit icon.
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Buttons:-

e Back To Desk: This is used to go back to the employee desk.

2.6.Prev. Exp. Details

1. When user will hover mouse over Prev. Exp. Details Tile, view link will become
visible ,click on that view link ,a new window will open as shown below:

Employee Details d
*Emp. No. tomzs0iooot B *Emp. Name Ram Kumar / *Designation Assistant Drugs Contraller (I) *Division Biological
T
Qualification List [Report] ] I
SLNo.*  Exam/Course/Degree Subject/Stream Name of School/College Score Validation Support Document @ Add New
a  ha JraE [Zibal Prdal el X
PG Fage Jof1 No ecords o iew
|
* Back To Desk
2. Click on Add New link under Previous Experience Details List tab to add new
details, as shown below:
Employee Details d'
*Emp. No. 41780100001 & *Emp. Name Ram Kumar | *Desigation Assistznt Drugs Controller (I) *Division Biological
TEm
Qualification List [Report] ] I
§l. No. * Exam/Course/Degree Subject/Stream Name of School/College Score Validation Stupport Document # Add New
s Jr e e i3 febel el
vl | Page[i:\oii E] Na records to view
|
# Back To Desk
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Links:-
e Report: This is used to open the previous experience details report for the
selected employee.
Buttons:-

e Back To Desk: This is used to go back to the employee desk.

3. After clicking on Add New link, a new screen will open ,as shown below:

Employee Details

*Emp. No. 151780100001 % *Emp. Name Ram Kumar / *Designation Assistant Drugs Controller (I) #Division Biological
TH PAR

Previous Experience Details

>

*Employer Name | | *Employer Type (Sglect value v *Designation | |
*FromDate (143302016 i1 *ToDate (143302016 |

*Job Description ‘ *Employer Address ‘ Remarks

Upload/View Support Document {}

Sl. No. Employer Type Employer Name From Date To Date validation Support Document % Add New
= [ Jx o~ Yk i Jx  ~ Jx o~ Jx
Pagei_jof1 (B0 No records to vie

Employer Type

Employer Name

From Date

To Date

Support document

Add New — Use this to add more employers in this form.

AN

Buttons:-

e Save: When save is clicked, all the data gets saved for the employee, if all the
mandatory fields have been entered.

e Clear: This is used to reset the form.
Cancel: This is used to go back to the previous page.

e Back To Desk: This is used to go back to the employee desk.
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4. After clicking on Add Record, a screen will open with record populated in the
list, as shown below:

Employee Details ﬁ‘
*Emp. No. 105780100001 *Emp. Name Ram Kumar / *Designation Assistant Drugs Controller (1) *Division Biological
THTHR
Previous Experience Detail List (Unverified) [Report] 0 I
Sl No. Employer Type Employer Name From Date To Date Validation Support Document # Add New
= Al vjx - | 5 = 2 - Jx = %

N

1 e Sun Pharma 1242012 War2015 | N Pending i
16 PaefiJof1 o (5] View1-1f

| * Back To Desk |

e Multiple Qualification details can be added by clicking on Add New link.
e User can view,edit record by clicking on view icon, edit icon.

Buttons:-

e Back To Desk: This is used to go back to the employee desk.
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2.7.Family Member Details

1. When user will hover mouse over Family Member Details Tile, view link will
become visible ,click on that view link ,a new window will open as shown below:

Employee Details 6

#Emp.No. ygy7aniqoont *Emp. Name ;;m?:tglar/ *Designation Assistznt Drugs Controler (1 #Division Biologcal

Famify Member Details |

SMo Menmber Name Gender Relation Support Document Validation Status View/ Edit
No Record Found.
|
- Add New Record | % Back to Desk
e Add Record: Click on Add Record button, to add details for the new family
member.
e Back To Desk: This is used to go back to the employee desk
2. This tile will contain family member information related to employees.
Employee Details 6
*Emp. No. 151780100001 % *Emp. Name Ram Kumar / *Designation Assistant Drugs Controller (I) #pivision Biological
T AR
e ———— ¢
*Member Name ‘7‘ *Name (Ofﬁcia)l ‘7| *Gender
- Language)
*Relation *Nationality umNe. [ |
*#Marital Status Marriage Date [ | BirthPlace [ |
*Date of Birth Type *Birth Date/Age(In Yrs) ‘—; al ‘_‘ *Occupation
*Live Status Is Dependent [J o
Medical Category 1s Head of Family []
Ts Differently Abled [] 1s Same Organisation [ |
office Adrress [ | *Present/Communication *permanent Adrress
‘ Adrress ‘ [ same As communication ‘
— [ same as Emp. current Adrress
Adrress
Remarks [ | Upload Member \—| & Upload Support Document [ | &
Photograph —_—
I = Save | 4 Clear | * Cancel o

This form saves the family member details for a new employee.

1. Member Name
2. Gender
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Butt

Relation

Live Status

Is Dependent

Address (Present/Permanent)
Upload Photograph

Support document

© NN kW

ons:-

e Save: When save is clicked, all the data gets saved for the employee, if all the

mandatory fields have been entered.

e Clear: This is used to reset the form.
e Cancel: This is used to go back to the previous screen.

3. After saving the details for the first time, user will be able to edit and view the

details, as shown below:

Employee Detils ﬂ'
*Emp. No, otzantooon: *Emp. Name Ram Kumar | *Desiqnation Assistznt Drugs Controler {1 *Division Biologica
IR
Family Member Details (Unverified) [Report] |
5o Member Name Gender Relation Support Document Validation Status View Edit
! fiya Female Daughter Pending Pending |E\ @
l
- Add New Record § = Backfo Desk

Note:
e Multiple family member details can be added by clicking on Add Record Button.
Links:-
e View: This is used to view the employee family member details.
e Edit: This is used to open the update page to update the family member details
for the selected employee.
e Report: This is used to open the family member details report for the selected

employee.
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Buttons:-

e Back To Desk: This is used to go back to the employee desk.

4. After clicking on Edit icon, a new screen will open as shown below:

Employee Details
*Emp. Name Ram Kumar / *Designation Assistant Drugs Controller (I) *Division Biclogical

W FAR

Famity Member Details: Edit A
*Name (Official [ | *Gender

*Member Name Rjya
Language)

*Relation |Daughter 5 *Nationality | mDIAN v

*Emp. No. 103780100001 %

UID No. l

*Marital Status Marriage Date BirthPlace [ |

*Date of Birth Type *Birth Date/Age(In Yrs) (01 Jan-1996 | /20 | *Occupation
*Live Status Is Dependent [] T

Medical Category Is Head of Family []

Is Differently Abled [] Is Same Organisation [

Noida

*Present/Communication *permanent Adrress Noida ‘

office Adrress
Adrress [ same As communication
[ same As Emp. current Adrress
Adrress
Remarks Upload Member | | reflie] Upload Support Document | | L =

Photograph

:
I )

Buttons:-

e Update : This is used to update the family member details of the employee.
e Cancel: This is used to cancel the update process.
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2.8.Nominee Details

1. When user will hover mouse over Nominee Details Tile, view link will become
visible ,click on that view link ,a new window will open as shown below:

Entployee Detalls n'
*Emp.No. gt b *Emp. Name ;a;qm%gwarf * Desiqation Assistant Crugs Controler (1 *Division Bilogica
Nomines Details
Ho Record Found,
|
- Add Record | & Back To Desk

e Add Record: Click on Add Record button, to add details for the new employee.
e Back To Desk: This is used to go back to the employee desk

2. This tile will contain Nominee member details related to employees.

Employee Details ﬁ

*Emp. No. 101760100001 % *Emp. Name ;;m%;l;?ar/ *Designation Assistant Drugs Controller (1) *Division Biological

Nominee Details: Add |

sMo Member Name GPF(%) PF(%h)
r ) B ) b
Grand Total ‘—| ‘—|
*Dedlaration Date [{5.Jan2016 | Remarks

|

1. Member Name
2. GPF(%)
3. PF(%)

This form saves the nominee member details for a new employee.
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Note:
e Nominee details will contain only those members, whose information is entered in
family member details tile.

Buttons:-
e Save: When save is clicked, all the data gets saved for the employee, if all the

mandatory fields have been entered.
e Cancel: This is used to go back to the previous screen.

3. After saving the details for the first time, user will be able to edit and view the
details, as shown below:

Employee Details [
*Emp. No. 11730100001 *Emp. Name Ram Kumar / *Designation Assistant Drugs Controler (1) *Division Biological
TH AR
Nominee Details [Unverified] [Edit] [Report] |
S.No Member Name GPF(%) PF(%)

1 DEVI 100 100

Grand Total 100 100

*Declaration Date (1-)an-2015 Remarks - Nominated

+ Back To Desk

Links:-
e Edit: This is used to open the update page to update the nominee details for the
selected employee.
e Report: This is used to open the nominee details report for the selected employee.
Buttons:-

e Back To Desk: This is used to go back to the employee desk.

4. After clicking on Edit link, a new screen will open as shown below:
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| Employee Details ﬁ
FEmp. No. 10780100001 % *Emp. Name Ram Kumar / *Designation Assistant Drugs Contraller (I) *Division Biological
TH PR
Nominee Details [Unverified] [Cancel] I
5.No Member Name GPF(%) PF(%)
1 pEa | & foo | oo |
& | & o o | @
Grand Total oo | 00 |
*Declaration Date {01._13,-,_2015 [ 3 Remarks [Nominated
| 1
Note:

e Multiple nominee details can be added by clicking on Highlighted plus sign.
Buttons:-

e Update : This is used to update the nominee details of the employee.
e Cancel: This is used to cancel the update process.
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2.9.1dentification Details

1. When user will hover mouse over Identification Details Tile, view link will
become visible ,click on that view link ,a new window will open as shown

below:
[Z P .'1
Employee Details 0
#Emp. No. 1017a0100001 #Emp. Name Ram Kumar / *Designation Assistant Drugs Controller (1) *Division Biohgical
ek
Identification Detail List [Report] <} |
Sl. No. Identification Type Value Validation Support Document q’il Add New
~ | & S Jx -] %
| Page\_[ Jof1 @ Norecords to view
|
 Back To Desk

2. Click on Add New link under Identification Details List tab to add new
details, as shown below:

"4

r
Employee Details d
*Emp. No. 101760100001 * *Emp. Name Ram Kumar / *Designation Assistant Drugs Controller (I) *Division Biological
TR
Identification Detail List [Report] -] I
Sl.No. Identification Type Value Validation Support Decument g Add New
~ | |t e[ el Jx
) KO Page [\ofl [E] No records 10 view
|
“ Back To Desk
Links:-

e Report: This is used to open the identification details report for the selected
employee.

Buttons:-
e Back To Desk: This is used to go back to the employee desk.
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3. After clicking on Add New link, a new screen will open ,as shown below:

Employee Details

*Emp. No. 101780100001 % *Emp. Name Ram Kumar / *Designation Assistant Drugs Controller (I) *Division Biological

W FIR

Identification Details
*Identification Type Value | | Remarks ‘

Upload/View Support Document ﬁ

Identification Detail List [Report] (-]
Sl. No. Identification Type Value Validation Support Document g Add New
= Jou i x|~ ) %
Page 1 Jof 1 ()] No records to view

Enter values and save.
1. Identification Type
Value
Validation (Status will be validated if details have been validated)
Support document
Add new (Use this to add more identifications).

Al o

Buttons:-

e Save: When save is clicked, all the data gets saved for the employee, if all the
mandatory fields have been entered.

e Clear: This is used to reset the form.
Cancel: This is used to go back to the previous page.
e Back To Desk: This is used to go back to the employee desk.
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4. After clicking on Save button, a screen will open with record populated in the list,
as shown below:

Employee Details ﬂ'
*Emp. No. 1py7g0100001 % *Emp. Name Ram Kumar / *Designation Assistant Drugs Contraller (1) #Division Biological
THFHR
Identfﬁcation Detail List (Unverified) [Report] 0 I
Sk No. Identification Type Value Validation Support Document nﬂl Add New
~ | x| R |«
1 DL DL1225478 N Pending H B
Page(lJof1 - [5]y) View -1 0f

+ Back To Desk

e Multiple identification details can be added by clicking on Add New link.
e User can view, edit record by clicking on view icon, edit icon.

Buttons:-

. Back To Desk: This is used to go back to the employee desk.
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2.10. Languages Known Details

1. When user will hover mouse over Languages Known Details Tile, view link will
become visible ,click on that view link ,a new window will open as shown

below:
Employee Details 6‘
*Emp. No. 1p17an00000 % *Emp. Name Ram Kumar / *Designation Assistant Drugs Controlle (1) *Division Biolagical
RAELA
Languages Known List [Report] ] I
Sl.No. * Language Can Read Can Write Can Speak Validation Support Document # Add New
=(a Vo= s 5 | )= bt
A ! Page\[\of! No records to view
|

2. Click on Add New link under Languages Known Details List tab to add new
details, as shown below:

Employee Details I
FEmp. No. 1p17a0100001 % *Emp. Name Ram Kumar / *Designation Assistant Drugs Controller (1) *Division Biological
TR
Languages Known List [Report] 0 I
SI.No.* Language Can Read Can Write Can Speak Validation Support Document ﬂl Add New
=(ul Vo= Ju - | I x| Ju < Jx
) 1 Page[lof 1 No records to view
|

Links:-

e Report: This is used to open the languages known details report for the selected
employee.

Buttons:-

e Back To Desk: This is used to go back to the employee desk.
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3. After clicking on Add New link, a new screen will open ,as shown below:

Employee Details ﬁ

*Emp. No. 101780100001 % *Emp. Name Ram Kumar / #Designation Assistant Drugs Controller (I) *Division Biological
IH FHR

o e
*Language Read Write Speak Upload/View Support Document
n| n| o &
sl. No.* Language Can Read Can Write Can Speak validation Support Document % Add New
= (Al voxo = Jx = | Jx = Jx | Jx
. : Page(i Jof 1 No records to view
| |
Enter values and save.
1. Language
2. Can Read
3. Can Write
4. Can Speak
5. Validation (Status will be validated if details have been validated)
6. Support document
7. Add new (Use this to add more languages)

Buttons:-

e Save: When save is clicked, all the data gets saved for the employee, if all the
mandatory fields have been entered.

e Clear: This is used to reset the form.

e Cancel: This is used to go back to the previous page.

e Back To Desk: This is used to go back to the employee desk.
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4. After clicking on Save button, a screen will open with record populated in the
list, as shown below:

Employee Details ﬁ'

*Emp. No. wi7a0t00001 % *Emp. Name Ram Kumar / *Designation Assistant Drugs Contraller (1) *Division Bological

TR

Languages Known List (Unverified) [Report] 0 I
§l. No.* Language Can Read Can Write Can Speak Validation Support Document ﬂ Add New

=M PR & | k| ke Ix

1 English ¥ ¥ ¥ N Pending _ K G
pE R Page 1 Jof | View?-10f1
|
# Back To Desk

e Multiple languages details can be added by clicking on Add New link.
e User can view, edit record by clicking on view icon, edit icon.

Buttons:-

e Back To Desk: This is used to go back to the employee desk.
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2.11. Official Details

1. When user will hover mouse over official details Tile, view link will become
visible ,click on that view link ,a new window will open as shown below:

Employea Details n‘
“Emp.No. g7m0100001 *Emp. Name Ram Kumar | *Designation Assstant Drugs Controler (1 #Division Bological
THER
Official Detail Lis Reprt] 0|
§l.No.*  Official No. Type Is Salary Account ~ Number Validation Support Document # Add New
= EaEs S e 1
DhEo Pa\ge[\nﬂ @ No records 0 vew
|
# Back To Desk

2. Click on Add New link under Official Details List tab to add new details, as
shown below:

Employee Details ﬁl
*Emp. No. 1p178010000 B *Emp. Name Ram Kumar / *Designation Assistant Drugs Controler (I) *Division Biological
W
icial Detail Lis! apol
Official Detail List [Report] 4
Sl No. *  Official No. Type Is Salary Account  Number Validation Support Document * Add New
== (Al v[x o~ x| = x = |
Page [\ ofl No records to view
|
* Back To Desk

Links:-
e Report: This is used to open the official details report for the selected employee.
Buttons:-

e Back To Desk: This is used to go back to the employee desk.

Copyright CDAC@2017 Page 42 of 70




HSh

BIS-HFMS PIS User Manual V 1.0 Canc

3. After clicking on Add New link, a new screen will open ,as shown below:

Employee Details “

*Emp. No. 191730100001 % *Emp. Name ;im Kumar / *Designation Assistant Drugs Controller (I) *Division Biclogical

[mployee Official Details I
*Official Detail IsSalaryAccount Bank Branch *0fficial No Remarks Upload /View Support
Document

[Select Value | select value J | | ‘ ‘ iid

Official Detail List [Report] (-]
Sl. No. = Official No. Type Is Salary Account Number Validation Support Document g Add New
= |Al vlx o~ Jx | =~ | Jox | = | x
o Page(1"Jof 1 N records to view

|  Back To Desk |

Enter values and save.

Official No. Type
Is Salary account
Number
Validation
Support document

Nk v =

Buttons:-

e Save: When save is clicked, all the data gets saved for the employee, if all the
mandatory fields have been entered.
Clear: This is used to reset the form.

e Cancel: This is used to go back to the previous page.
Back To Desk: This is used to go back to the employee desk.
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4. After clicking on Save button, a screen will open with record populated in the
list, as shown below:

| Employee Details |

“Emp. No. 101780100001 % *Emp. Name Ram Kumar / *Dasignation Assistant Drugs Controller (1) *Division Biclogical

THPR
I Official Detail List (Unverified) [Report] 0
Sl No. * Official No. Type Is Salary Account ~ Number Validation Support Document # Add New
= (A PR b= Jx s Jx
1 LICNo. N LIC56432718 N Pending \;‘
) 4 Pl afl (5] View -1 of1

|  Back To Desk

e Multiple official details can be added by clicking on Add New link.
e User can view ,edit record by clicking on view icon, edit icon.

Buttons:-

e Back To Desk: This is used to go back to the employee desk.
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2.12. Document Upload Details

1. When user will hover mouse over document upload details Tile, view link will
become visible ,click on that view link ,a new window will open as shown

Employee Details d
*Emp. No. 101780100001 % *Emp. Name Ram Kumar / *Designation Assistant Drugs Controller {I) *Division Biological
TH FHR
Employee Document Upload A
Pe!sonal
Personal Detail List -]
Id No Type Value Status E
- ) x o~ B S b ] x
1 Birth Date 23-May-2069 Not Uploaded B @
2| Birth Place CUDDAPAN Not Uploaded g
3 Marital Status Married Not Uploaded U ﬁ
4 Differently Abled No Not Uploaded B ﬁ
5| Blood Group NA Not Uploaded B ﬂ
6 Physical Mark A mole on right side of collar Not Uploaded " :| ﬂ
7| Caste General Not Uploaded ;l ﬁ
Page 1 Jof 1 View 17 0f 7
I & Back To Desk v
Buttons:-
.

e Back To Desk: This is used to go back to the employee desk.
e C(Click on view icon to view the uploaded document.
e (lick on upload icon to upload the document

2. Click on upload icon, a new screen will open to upload documents as shown
below:

“File Name | prowsa  No file selected.

e C(Click on Browse Button and select the path where document is stored, and then
click on Attach button.
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e C(Click on Close button to close the opened window.
e If there is no document uploaded, then file not uploaded message will appear.

Note:
e  Only GIF/JPG/JPEG/PDF file formats are supported.

3. Leave

» Leave Request - Emp:
Path: BIS-HFMS Services—>Leave->Leave Request - Emp
1. Click on Leave Request - Emp, a new screen will open ,as shown below:

Hieri II'FlﬁTn‘Iﬁ Welcome, RamanSingh ~~ © & () P .

Bureau of Indian Standarils
ey The sl St Dot o

Tuesday, 13-Jun-2017 11:35

|/ Home Ve .}: Leave Request - Emp x|
Leave Comm. Reg. No. * Emp. No. Emp. Name Leave Applcation Date Leave From Date Leave To Date Leave Status Pending Far —’ —;
- | Ja Jx Ju = Jxa Jx o« % | =[a DERE v X
) 1000000003 101930400003 | Raman Singh 31-May-2017 O1-ur2017 03un2017 Lancelled NA E
k 1000000004/ 101990400003 Raman Singh 31-May-2017 0Jur-2017 16Jun-2017 Apnroved . NA I;
0 " IOGOOOOOUS‘ )039@0500003‘ Raman Singh I 014un-2017 ” 0lur2017 ” 02un2017 | Approved . NA ‘ ::
' 1000000007 101990400003 Raman Singh 0E-Jun-2017 28ur2017 28une2017 . Cancelled . NA |:_:‘
! 1000000008 101990400003 Raman Singh 062017 22017 W 2017 Aporaied .NA 0
L 100000000¢ 101990400003 Raman Singn 06-Jun-2017 30un-2017 30un2017 Approved . NA |E
RN iage@aﬂ View1-6of6
Note:

e This screen displays Requested Leaves.
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