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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: 

 

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

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

          1. Personnel Details 
          2. Personal Details Contd. 
          3. Pay Details 
          4. Contact Details 
          5. Qualification Details 
          6. Prev. Exp. Details 
          7. Family Member Details 
          8. Nominee Details 
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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: 

 

 
 

 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. 

 

 
 

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

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

shown below: 
 

 
 

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 
15. Physical Mark 
16. Caste 
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17. Mother Tongue 
18. Minority Community 
19. Nationality 
20. Religion 

Enter values and save. 
 
Links:- 

 
 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 Personnel details report for the selected 

employee. 
 
Buttons:-  

 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: 
 

 
 

Buttons:- 
 

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

 

 
 

 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 Posting information related to employees. 

 

 
 

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

 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. 
 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: 
 

 
 

Click on Edit to do necessary changes: 
1. Recruitment Src. 
2. File No. 
3. Dealing Office 
4. Estb. Sec. 
5. Ser. Grp 
6. Designation 
7. Department 
8. Cadre 
9. Emp. Class 
10. Appointment Date 
11. Joining Date 
12. Joining Time 
13. From Date 
14. To Date 
15. Retirement Date 
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16. Next Increment Date 

Links:- 
 
 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 Personal Details Contd. report for the selected 

employee. 
 
 
Buttons:- 

 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: 
 

 
 

Buttons:- 
 

 Update :  This is used to update the personnel details of the employee. 
 Clear:  This is used to reset the form. 
 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: 

 

 
 

 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 Pay information related to employees. 

 

 
 

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

 
 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. 
 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: 
 

 
 

Links:- 
 
 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 Pay details report for the selected employee. 

 
Buttons:- 
  

 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: 
 

 
Buttons:- 
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 Update :  This is used to update the Pay details of the employee. 
 Clear:  This is used to reset the form. 
 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: 

 

 
 
Buttons:- 
  

 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. 
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2. This tile will contain Contact detail information related to employees. 
 

 
 

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

 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. 
 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: 

 

 
 

Links:- 
 
 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:- 
 

 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: 
 

 
 

Buttons:- 
 

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

 
Links:- 

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

 
 
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: 
 

 
 

 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: 

 

 
 

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

 

 
 
Links:- 

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

 
Buttons:- 

 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: 
 

 
 
Buttons:- 
 

 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. 
 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: 
 

 
 

 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:- 
 

 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: 

 

 
 

2. Click on Add New link under Previous Experience Details List tab to add new 
details, as shown below:  
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Links:- 
 
 Report: This is used to open the previous experience details report for the 

selected employee. 
  
Buttons:- 
 

 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: 
 

 
 

1. Employer Type 
2. Employer Name 
3. From Date 
4. To Date 
5. Support document 
6. Add New  Use this to add more employers in this form. 

Buttons:- 
 

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

 

 
 

 Multiple Qualification details can be added by clicking on Add New link.  
 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. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

Copyright CDAC@2017                                                                            Page 30 of 70 
 
 

 

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: 

 

 
 

 
 Add Record:  Click on Add Record button, to add details for the new family 

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

 
2. This tile will contain family member information related to employees. 

 

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

1. Member Name 
2. Gender 
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3. Relation 
4. Live Status 
5. Is Dependent 
6. Address (Present/Permanent) 
7. Upload Photograph 
8. Support document 

Buttons:- 
 

 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. 
 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: 

 

 
 

Note: 
 Multiple family member details can be added by clicking on Add Record Button. 

 
Links:- 

 View: This is used to view the employee family member details. 
 Edit:  This is used to open the update page to update the family member details 

for the selected employee. 
 Report: This is used to open the family member details report for the selected 

employee. 
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Buttons:- 
 

 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: 
 

 
 
Buttons:- 
 

 Update :  This is used to update the family member details of the employee. 
 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: 

 

 
 

 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 Nominee member details related to employees. 
 

 
 

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

This form saves the nominee member details for a new employee. 
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Note: 

 Nominee details will contain only those members, whose information is entered in 
family member details tile. 

 
Buttons:- 
  

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

 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: 

 

 
 

Links:- 
 

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

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

Buttons:- 
 
 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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Note: 

 Multiple nominee details can be added by clicking on Highlighted plus sign. 
 

Buttons:- 
 

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

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

Copyright CDAC@2017                                                                            Page 36 of 70 
 
 

 

2.9. Identification 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: 

 

 
 

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

 

 
 
 Links:- 

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

employee. 
 
 Buttons:- 
 

 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: 
 

 
 
Enter values and save. 

1. Identification Type 
2. Value 
3. Validation (Status will be validated if details have been validated) 
4. Support document 
5. Add new (Use this to add more identifications). 

 Buttons:- 
 

 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. 
 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: 
 

 
 

 Multiple identification details can be added by clicking on Add New link.  
 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: 

 

 
 

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

 

 
 
  Links:- 

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

employee. 
 
  Buttons:- 
 

 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: 
 

 
 
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:- 
 

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

 
 
 
 
 
 
 
 
 
 
 



 

Copyright CDAC@2017                                                                            Page 41 of 70 
 
 

 

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

 

 
 

 Multiple languages details can be added by clicking on Add New link.  
 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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2.11. 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: 

 

 
 

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

 

 
 
Links:- 

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

 
Buttons:- 
 

 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: 

 
 
Enter values and save. 
 

1. Official No. Type 
2. Is Salary account 
3. Number 
4. Validation 
5. Support document 

Buttons:- 
 

 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. 
 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: 

 

 
 

 Multiple official details can be added by clicking on Add New link.  
 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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2.12.  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 
below: 

 

 
Buttons:- 
 

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

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

below: 
 

 
 

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

 
 
Note: 

 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: 
 

 
 

Note: 
 This screen displays Requested Leaves. 


