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1 Logging into Oracle Applications

Navigation e Open the link for the Oracle Instance

icarerp.iasri.res.in
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Screenshots
Steps

and

Enter the Username and Password as provided (individual user name/password to be used). Password need to
be changed on first time login.

On logging into the application, a new page consisting of the responsibilities assigned to the user and the active
notifications for the user will open up.

DI
ICAR

e i (T

(example: michael.james.smith)

*Password [
(cxample: 4u9v23) Password

Login | Cancelil

ICAR-ERP User Support and IBM Helpdesk

Please contact at IASRI, Library Avenue, Pusa, New Delhi -110012

Email - support.erp@icar.gov.in

Phone - 011-25842274, 011-25842275,011-25842276 (Timing - 9:30 AM to 5:00 PM - Working Days )

-y ICAR ERP

A &

Login Assistance
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Application Home Page

From Subject Sent
There are no notifications in this view.

“TIP Vacation Rules - Redirect or auto-respond to notifications.

“TIP Worklist Access - Specify which users can view and act upon your notifications.

| Personalize |

] IASRI Emﬁﬁee Self Service IASRI Establishment & Personnel Section
] Open Employee Service Record

£ IASRI Projects

[ IASRI Purchasing Requisitioner
£ ICAR ALl REPORTS

1 ICAR Transfer

Check Leave Balance

List Employees by Leave Type

View Employee Professional Details
Employee Pay Details

Create Vacancy Requisition

Batch Flement Entry

BEE Summary

Add Salary Component

Mass Update of Employee Assignments

El &l E & E e E E S E
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File Edit View Folder Tools Window Help

BY0 OE8SP I RIBLA LB D E?

A Mavigatar - 1ASRI HRMS Manager

Functions | Documents

Open Employee Senice Record

Open Employee Service Record

Employee Pay Details

To

p Ten List

/

? Create Wacancy Requisition
| + Hun Reports & Processes ﬂ
— |+ Payroll Click here to enter
& Basic Details
¥ A
4+
=
Upen
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1.1 Basics of Oracle Screens

Menus

File Edit “iew Folder Tools Window Help

PO SRS P L O =l YO N e a———
N = ) | Attachment |

New\ Find \‘ Save Clear Record Delete Record

New: Use this icon to create a new invoice. Alternative navigation: File->New

Find: Use this icon to invoke find (query) screen. The keyboard short cut is F11 key.

Save: Use this icon to save the record. Alternative navigation: File->Save or press CTRL + S

Clear Record: Use this icon to clear the current (selected) record. This however does not delete a record that has
already been saved. Alternative navigation: Edit->Clear->Record
5. Delete Record: Use this icon to delete the current (selected) record. Alternative navigation: Edit->Delete
6. Attachment: Use this icon to attach text files or other files if required.

LRSS

Keyboard Shortcuts | Important Keyboard shortcut

Function/Purpose Keyboard Shortcut
Enter into query mode F11

Query with partial information Prefix or suffix with %
Execute query CTRL + F11

Close/Exit screen F4

Invoke List of Values CTRL + L

Insert duplicate field SHIFT +F5

Insert duplicate record SHIFT +F6

To query the form:
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1.

For query, first press F11.

2. Give partial information on screen like partial employee name, and prefix or suffix with %.

3.

Execute the query by pressing CTRL and F11.

List of Value (LOV)

LOV facilitates the completion of a text entry field when there are numerous values that may be assigned. LOVs are a
useful alternative to drop-down lists, particularly in cases where displaying a long list of selections in a drop-down list
would require excessive scrolling.

Search within LOV list

1
2.
3.
4

o o

Click on the LOV icon.

The list of LOV is displayed.

If short list then scroll and select the required value. Press OK.

If the LOV list is long, then enter any partial/full value and suffix with the ‘%’ in the Find field. The ‘%’ as prefix and
suffix is also used where the subsequent word(s) of the total value is used for query.

Then click Find button.

This displays a shortened list of values that will match the query submitted.

Select the value desired and click OK. The original text entry screen is populated.
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1.2 Creating a New Employee

as below

1. Click on the | where they need to be put

Follow the simple steps
This section will help us to know the steps to create a new employee. The steps will also tell you what details need to be put and

New button to create
a new employee =]

— (OO =
Mame
Gender Unknown ...~ Action -
Lt Persan Type for Action
First Ferszon Types
Title
= “lol=
A Employee Mame
. Search by number
Type |Employee -
Employee f Applicant
Mumber
Co Clear e | | Find
Effective Dates
From 19-AUG-2013 To ICAR Jaining Date [ 1
Address FPicture Service Details FPersonal Details Others. ..
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2. Fill  in the
details as required (
PAN detail is
mandatory and
system wont save
unless you put this
correctly)

O Emplovee Basic Details
ame

Last |Chander

First |Mahesh

Gender |MH|E -

Action | "’|

Person Type for Action |

Fersan Types

Title |Mr.

Middle |Kurnar

FPersonal l Ermail

Deceased Date

[dentification

PAN Benefit Details

Date of Birth

11 -J.20-1990

Haome Town |Karna|

Country of Birth |India

Age IE

Marital Status |Sing|e

Nationality |Indian

Registered Disabled |N|:|

Effective Dates

From [19-AUG-2013

T|:||

ICAR Joining Date |

[

( Address | |

Picture

| | Service Details

| | Professional Info

| | Personal Infao )I
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O Employvee Basic Details

Mame
Gender ||”*"15'|E - Action | '|
Last |Chander Ferson Type for Action |
First |Mahesh Person Types
Title |Mr. |
ldentification
Middle |Kumar | |

Benefit Details

Personal Ernail Deceased Date PARN

Email |chander_m@E@gmail.com

Effective Dates
From |19-AUG-2013 To

ICAR Joining Date | [

( Address | | Picture | | Senvice Details | | Frofessional Info | | Fersonal Info )I
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O Employee Basic Details

Marme

Gender |ME'|E - Action | "l

Las! |Chander Person Type for Action |

First |Mahesh FPerson Types

Title |Mr. |
[dentification

Middle Kurnar
Perzonal Ernail Deceased Date PaM Benefit Details

Effective Dates
From |19-AUG-2013 T|:|| ICAR Joining Date | [ I_ ]

( Address | | Picture | | Service Details | | Professional Info | | Personal Info J
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O Employvee Basic Details
Mame

Gender Male - Action -

Last |Chander Ferson Type for Action

First |MWahesh Ferson Types
Title  |Mr.

Identification

hiddle Kumar

Fersonal Ermail

Deceased Date PAR Benefit Details

CGHS f CEMA Mumber 5789
Group Insurance Numhber DBEdEl

GPF / PRAM / CPF Mumber ABC12Z
Credit & Thrift Society No.  GH4444

Aadhar Mo,
Effective Dates
From |19-AUG-2013 Ta ICAR Jaoining Date [ ]
Address Ficture service Details Frofessional Info Fersonal Info JI

Click on Create Employment to create employee and generate id
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YRS HIE
ICAR
3 Choose Action File Edit “iew Fnlde-r Tools Window Help _ | Craate Annlicant
as - Create | [ o @ | & 5 8 S P | € [ eEE | £ 510 £ 5 | 5 [t
Employment ' B ' -
POy . O Employvee Basic Details Create Other ™ =
reate Applicant Marre Create Placement
Create Employment Gender | Male ~ ; <
Create Oth
Create P ° : Last |Chander Ferson Type for Action
eate Flacemen First |Mahesh Ferson Types
Title  |Mr.
[dentification
4. Click on Save Middle Kurmar
Buttoné?
Fersonal Ermail Deceased Date P Benefit Details
GPF / PRAMN / CPF Mumber |ABCTZZ CGHS f CSMA Mumber B7EH
Credit & Thrift Society Mo, |[GH4444 Group Insurance Mumber 05642
Aadhar Mo.
Effective Dates
From |19-AUG-2013 Ta ICAR Joining Date [ ]
Address | Picture Service Details Professional [nfo

Perzonal Info )I

Click on Save @ after you have finished entering.
NOTE : Do not forget to click on save otherwise all your entries would be lost
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1.2.1 Searching for Existing Employee

You can search for

employees in this = _Tol=
window b two Mame
methods y Gender Unknown ...~ Action -
Last Ferson Type for Action
1.You need to enter First Ferson Types

employee name. Title

eg. Mr. Prajenshu = - =] E

S or

0, 1 0,

/OPI’ajenShU/o il Employee Mame |DOr. Prajneshu =

(% is a wildcard
that replaces all

Ber=al Search by number
characters) Type |Employee -
Employee £ Applicant 7o
Murmber
2. You need to type Co Clear Ldew | | Find )
in the employee
number. Effective Dates
From 19-AUG-2013 To ICAR Joining Date [ ]
Address Bicture Service Details Personal Details Others. ..

This will allow you to view various details of the employee as well as change details as required. You can see the following
a) Name, Age, Marital Status, PAN, Contact No., Email etc.
b) Permanent Address, Correspondence, Home Town Address
c) Personal Information - Religion, Passport Information etc.
d) Educational Qualification Details
e) Dependent and Nominee Details
f) Medical Assessment History Details.

g) Old Employee ID, Service Book No., Personal File No. and much more

21 of 103



W
ACY Y
‘s Core Human Resource Management System (HRMS) — User Manual Version 20.0

R
ICAR

iz

1.2.2 Back dated creation of Employees

1. Follow the | [=] M [=] F
simple steps as below Narme

2. Click on the Cender nknown . - Action -

New button to create a Last _

new employee Fersan Type for Action

3. Click on Date First Ferzon Types

=
Track button @ on Title
right el ,Of Il O Find Persan
4, Fill in the date
for which you want to
create back dated
employee. Eg. 4-APR-
2001
5. Follow other
steps as you created Parsal Search by nurnber
new employee in 1.1 Type |Employes >
above Employee £ Applicant
MNumber

Mi Employee Narme

Co Clear | Rl | | Find )

Effective Dates
From 19-AUG-2013 To ICAR Jaoining Date [ ]

Address Picture Service Details Perzonal Details Cthers. ..
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O Alter Effective Date

Effective Date 4-APR}2001

Today's

o )

Beset

Date |19-AUG-2013

( Cancel JI

s 04-AFPR-2001
Marme

Gender | HMnknown . - Action | v|

Lot “ Person Type far Action |

First | Person Types

Title | |
Identification

Fiddle |
Personal ‘l_ Ermail Deceased Date | | Benefit Details

Date of Birth |

Horme Town |

Country of Birth |

Age

Marital Status |

Mationality |Indian

Registered Disabled |

Effective Dates
From 04-APR-Z001

Tol

ICAR Joining Date |

JN

( Address | l Picture

|

Service

Details | l FProfessional Info | l

Personal

Info JI
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HRE T
ICAR
1.2.3 Entering Employee Address
(P e[ QR IR RN O Address(Mr. Mahesh Kumar Chander)

Address button
Address ‘ otyle

2. Choose the Date Address
From which the

Address is Active Details

3. Choose the type Type W Brimary

of Address as

a. Date Fram 20-ALG-2013 Date To [ ]
Current/Correspon

dence Address

b. Home Town
Address

C. Permanent
Address

4. Click on the
Address Field

Type of Address can be
a. Current/Correspondence Address
b. Home Town Address

5. Fill Address
6 Click  save | © Permanent Ad(_jress .

’ Note: You can fill three types of addresses for a person but only one out of them can be marked Primary(check the box)
Button
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O FPersonal Address Infarmation

Address Style [India India Address Style

Flatf House Mumber |ﬁﬁ1 Shobha Vihar
Block/Building Mame |Blu[:k B

Road/Street/Lane/ Village I'I.I'Iahatma Gandhi Road

ArealLocality/Taluk/Sub Division/Post Office |

TowndCity/District |Gurgaun

State/UT |Har:-,rana

Pk Code (122001
Country |India

( ok | [cancel] [ clear | [ Help |

Note: The fields marked yellow are mandatory and you cannot save data without filling them.
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4

1.2.4 Entering Additional Personal Details

Click on the box above | [fs¥ il e
the Leaves& Others

... Old Employee ID [103
and Enter Details as menice Book Mumber |DFI2I]12-1244
required ARS Discipline |

ICAR Employee D |
Fersonal File Mumber PF.-"444.-'3

Area of Specialization |
A S | r

( ok | [cancel | [ Clear | [ Help |
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1.2.5 Entering Passport Information

1) Search for the mlavigation Options
employee on Enter& =
Maintain
2)Click on Personal | Fiqq
Info

Personal Info J
3) Choose Boards and Universities
Passport/Religion/Ca Dependent and Mominees Details
ste Details and press | | Educational Gualifications
OK Leave Details

4)Choqse Pa_ssport Medical Assessment Details
Details and click on s - :
Passport I Religion f Caste Details

Details Box
5)Type the Name and Phone Mumber
Number as required Retirernent Details

Yacancy Application

Find | Ok | Qancel)l
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O Personal Infarmation

. |Re|iginn # Category Infarmation

1]

Details

1 ([
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O Extra Persaon Infarmation

Mame (as in passport) |I'I.I'Iahesh Humar Chander

Passport Number (EIAaAY

( ok | |cancel] | Clear | [ Help
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= —olx

Type
l Fassport Details

|

Religion / Categary Infarmation

Details
Mahesh lumar Chander. FSSEEEEMN [ ]
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1.2.6 Entering Religion/ Category/ Height/ Identification Mark

1) Search for the Mavigation Options
employee on Enter&
Maintain

2) Click on Find &
Personal Info
Personal Info )I
3) Choose Boards and Universities
Passport/Religion/Ca Dependent and Mominees Details
ste Details and press Educational Qualifications
OK Leave Details
4) Choose Medical Assessment Details

Religion/Category Passport ! Religion f Caste Details
Information and click Fhone Mumber
on Details Box Retirement Details

5) Type the Name | | vacancy Application
and Number as
required

Find | Ok | Qancel)l
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(=] i [=] £
Type

|

Fassport Details
l Religion / Categary Infarmation

Details
Hinduism. Scheduled Caste. Yes.O01-JAN-2012. AB/4445-667 5 Feet 4 Inches.Mole ¢ | ]
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Feligion Hinduism
Category |Scheduled Caste
Caste Werification completed? Yes
Caste Verfication Date |01-JAN-2012
Reference Mo, AB/M4445 667
Height (in Feet and Inches) 5 Feet 4 Inches

l[dentification Mark [Mole on Right Leg
1| k

)4 | Qancel),l Clear)ll Help)]
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1.2.7 Entering Medical Assessment Details

1) Search for (UERN ! Svination Options
employee on Enter&
Maintain screen

2) Click on Personal | Find =

Info
Personal Info )I
3) Choose Medical Boards and Universities
Assessment Details Dependent and Mominees Details
and press OK Educational Gualifications
4) Enter  Date  of Leave Details
Assessment

mMedical A ment Details
FPassport ! Religion f Caste Details

5) Choose type of
Assessment from the
drop down menu, as Phone Mumber
applicable Retirement Details

6) Choose Consultation Vacancy Application
Result from drop

down
7) Enter any other
details in the

Description  section
and press Save

Find (8] 34 | Qanceljl
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VR o
ICAR
Consultation Details
Date
Result

Description

Further Infarmation

Effective Dates
From 19-AUG-2013

Address

Picture

To

Senice Details

ICAR Joining Dat

Type

Consultation Types

Fino)| %

Consultation Type

Annual Medical

Disahbility Azsessment
Dccupational Assessment
Recruitrment Medical

LInfit Tempararily

A | »

Eirl Cancel
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Effective Dates
From |19-AUG-2013

Address

To

Picture

al T

- O X
= - (=]
Consultation Details
Date Type Annual Medical
Result
Consultation Results
Firnd| %
Description
Consultation Result ~
Disakhility
Fit Far Wark
LInfit for vyark
Further Informatian [ ]
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1.2.8 Entering Employee Phone Number

Click on Personal Info ®
Button

Select Phone Number | iy
and press OK

Enter Type as Home,

Home Fax, Mobile, Boards and Universities

Other etc. Dependent and Mominees Details
Educational Gualifications
Enter Phone Number. Leave Details

Medical Assessment Details

Enter Date From. Fassport ! Religion f Caste Details

Phone Mumber
Retirement Details
Yacancy Application

Eird (8] 34 | Qanceljl
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[ Phone Mumbers(Mr. Tests Employeg)

Dates
~ Type Phone Mumher Fram Ta
| Home 011-987654 26-APR-2013
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1.2.9 Enter Educational Qualifications

1) Click On the E _Iolix
Personal Info Full Ti
ull Time
2) .CI'CI.( Gl EIOETES (& Boards & Universities start Date End Date []
University and select all _ T A
universities/boards ~ for Banaras Hindu University 0
which you want to input l O
details 0
b3
3) Click on Save ]
4) Press F4 Find|% (|
5) Click On the Establishment Location =] O
Personal Info Agra University |
lick "Eq . | Aligarh Muslitn University Aligarh 0

g)ugl;ﬁca‘:i’;ns,, LRI Allahabad University Allahabad

Banaras Hindu University Waranasi -

Eharathiar University Coimbatore O -

Calcutta University Kaolkata

Central Board of Secondary Education Mew Delhi

Chaudhary Charan Singh University Meearut

Delhi Board Delhi A

— 4] *
Hoining Date | 13-AUG-2013 [ ]
Firnd | Ok | Qancel)l
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[=] -0 x

Type |Graduation Start Date  20-JAN-2001

Title |B.A End Date 20-MAR-2004

Status | Completed Awarded Date | 20-APR-2004

(;;ESESE,TJ[S%E{ 7% Frojected Completion Date

University / College  |Banaras Hindu University

Comments

Clualifications Framewark Detailsl

" Subject Details

subject otatus atart Date [ ]
l English Completed 20-JAN-2001 =
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1.2.10 Entering Employee Picture

Click on the Picture

button
: Picture{r. Mahesh Kumar Chandzr)
Picture
On the Enter& Maintain Dekete | | Apoly
screen Parsonalze "View Picure”
Click on Browse and Fle Path

select the appropriate
picture file and click

apply et gty

1.2.11 Entering Disability

You need to searCh for O Digabilities(Dr. Dinesh kKumar)

the employee. Click on Classification

Personal Info -> Category |Locomator Disability Status Active
Dlsablhty Reason Degree | 70 %

Medical Assessment Date |
In Category you need to
provide type of disability

like Blind, Autism, oter|

Locomotor Disability Description

etc., Choose Status as A
Active e

Work Restrictions

Choose the appropriate B

Reason by selecting z

from LISt Further Information [ 1
. Effective Dates

Mention the Degree of From 08-AUG2014 Ta

Disability.
Medical Asse..

Click on Further
Information
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»
Choose Yes E
Post this only | FProof attached [Yes J

employee can benefit
under Section 80U

)74 Qancel)] Clearjl Help JI
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1.3 Entering Service Details of an employee

After entering employee
basic details click on
Service Details tab

Service Details

1) Enter  Organization
name which is the
Name of the Institute

2) Enter Office Details
as HQ/Institute,
Division,
Discipline/Func.Grp
and Section

The service details of an employee like his designation, institute working for, pay band and grade pay details are stored here. Apart
from this the service type/category of the employee is given here like Scientist, Technical, Administrative or Casual Labour with

Temporary status.

=1

bl .

_I:le

Designation
PEBE + Grade Pay

Location

Salary InfDrmatiDnl Supervisor Frobation & Rlotice Period

Organization  LASRI - Indian LAgricultural Statistics Rese Office Details

FPosition held
Payrall
Status

acancy

g |

IASR] FMonthly Payrall

Regular

Employee Category

Statutory Information

Service Change Reason

Salary Basis
Review Salary

Review FPerformance

Effective Dates
From |O1-FMAR-1975

| Salary Information | Salary Components JI

To

Eayroll Related JI

After entering Institute Name enter the Office Details

Office Details Example 1 — Administrative Staff

43 of 103




>z
\\

#ove

%

i
)

E

Core Human Resource Management System (HRMS) — User Manual Version 20.0

HQ / Institute |INST Institute

Division |ﬂdmianinance

Discipline/Func Grp |ﬂdministratiun Administration
=ection |ﬂdministratinn -1 Administration - |
1 e e | 3

( ok | |cancel] | Clear | | Help |

Office Details Example 2 — Scientific Staff

O |CAR Feople Group Flexfield

HQ / Institute |INST Institute

Division |Cumputer Application in Agriculture

Disciplined/Func Grp |

=ection || D

U I | ¥

( ok | |cancel] [ Clear | [ Help |

Office Details Example 3 — Technical Staff

44 of 103




>

Core Human Resource Management System (HRMS) — User Manual Version 20.0

s

HRE M
ICAR
! People Group Flexfield
HQ / Institute |INST Institute
Dlivision |TE[:hni[:aI
Discipline/Func Grp |ﬂgrunumy
Section || D
T T o | 3
( ok | |cancel] [ clear | [ Help |
Choose Employee Category ‘
= —lolx
3) Enter Emponee Organization IAZSR! - Indian Agricultural Statistics ReseanOffice Details  INST. Admin/Finance Administration. Administ
Category — Scientific, Designation Position held
Administrative FE + Grade Pay Payroll  1ASRI Manthly Payroll
,Technical or Casgal Location Status |Regular
labour with Vacancy
Temporary Status
Categaries i~ diministrative
Salary Informati| rmation Service Change Reasan
Find|%
) Employes Category
Review Salar - Administrative
Casual Laborwith Temporary Status
Scientific
Technical
(- J1
Find Cancel
Salary Information Salary Components Fayroll Related
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ICAR
Choose Designation as required
4) Enter Designation = - =] E

COrganization  ASRI1 - Indian Agricultural Statistics ReseanOffice Details INST AdmindFinance Administration. Administr

Designation SNt RS iil==ls Fosition held
PB + Grade Pay Payroll  IAZR1 Manthly Fayroll
Location Status Regular
t
Find| %

Category  Administrative
Jdoh

Zala Assistant Administrative Officer.
Az sistant Directar (OL).
Assistant.

[¥

ory Information  Service Change Reason

Chief Admin Officer.
Creputy Directar L),
Drirector {Find.
Ciirectar.

Eind Qb Cancel | To [ 1

Salary Information Salary Components Eayroll Related

Choose Pay Band and Grade Pay applicable to the designation you have chosen

5)Enter relevant Pay
Band and Grade Pay
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6) Enter relevant Payroll
information eg. IASRI
Monthly payroll for
IASRI employees

Crganization

Designation Chief Admin Officer.

PB + Srade Pay

Location

Salary Information

Review Salary

1]

IASRI - Indian Agricultural Statistics ReseanOffice Details
Fosition held
Payroll  IASRI Maonthly Payrall

291000 +7600

Find (o] QancelJ.l

e Reason

INST. AdminfFinance. Administration. Administr

Salary Information

FTOTTT T == T o

Salary Components

Bayroll Relate

o

Note: - Payroll Information is updated automatically and you need not type anything

Enter Location of Institute
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O Service Details: 19-AUG-2013Mr. Mahesh Kumar Chandear

7) Enter Work Location

as appropriate Cirganization  |ASRI - Indian Agricultural Statistics HeseanOffice Details  |INST. Admin/Finance Administration Administr
MI — Main Institute Designation |Chief Admin Officer. Fosition held
RS — Regional Station PE + Grade Pay |PE-3 (Rs 15500-39,100). +7500 Payroll |IASRI Manthly Payroll
Location  |[Eet=iEd B VA EEREnE=GT Status  Regular

“acancy
8) Enter Status from the
Option

Employee Category Administrative

Note : The naming convention of Institute location is Ml — Main Institute, RS — Regional Station. Eg. IARI Delhi will be IARI (MI), New
Delhi whereas its Wellington regional station will be IARI (RS), Wellington
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1.3.1 Entering Supervisor Details of an employee

Enter Supervisor Service Details(Mr. Test Employee)
Information

Organization |IARI - Indian Agricultural Research Institute Office Details  (INST. Agricultural Statistics.

Designation | Scientist. Fosition held
Grade |PBE-Z (Rs9300-34 2300). +4500 Payroll [lARI Manthly Payrall
Location [IAR] (M), Mew Delhi Status |Regular
Yacancy

Employee Category  |Scientific

=alary Information J SUperisar 1 Frobation & Motice Period — Statutory Information Service Change Heasan

WETRERRIC . Arun b Singhani

d
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1.3.2 Entering Probation Details of an employee
Enter Probation and | feRf TR a el TN TR T ETAEY

Notice period

Organization |lASE! - Indian Agricultural Statistics ReseanOffice Details  |INST. Computer Application in Agriculture. Anir

Designation |Senior Scientist. Fuosition held
PBE + Grade Pay FB-3 (Rs 15 B00-33,100). +3000 Payrall |IASR] Monthly Payrall
Location [IASREL (M), Mew Delhi Status Joining Time
“acancy

Employes Category  Scientific

malary Information Superisar JF'rnbatinn & Motice Perindl otatutory Information Service Change Reasan
Frabation Period Motice Period
Length E Length
Durgtion ears Duration

End Date [ 20-MWAY-2013

Effective Dates
Frorm |21-BAY-2013 Ta [l

alary Infarmation Salary Components JI Eayroll Felated JI
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1.3.3 Entering Statutory Details of an employee

Click on Statutory Info | [ssN[ER=se iyl
tab and press Control +

L
GRE (Tax Organization) IASRBI - Indian Agricultural Statistics Research Institute

L ©ixis = 1 vl 5 e PF Organization ICAR GPF

institute name

Professional Tax Organization [ICAR PT Organization DL
2. PF Organisation -

ICAR GPF ESl Organization |
Factory
3. Professional Tax Establishment
Organisation — ICAR
PT Organisation Covered by Gratuity Act No

<<State Name>> . .
Substantial Interest in Company |No

Qirector |No
specified Employee Yes

FF/EFPS Contribution
A s

0] | Qanceljl

Help |

employee’s place of work is. Eg. For IASRI employees it is Delhi (DL)

Note - Professional Tax Organisation — ICAR PT Organisation <<State Name>> where state name is the state where the
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1.3.4 Adding Salary Elements

Search for Employee on
people Form

Click on Service Details

Click on
Components

Salary

O Element Entries(

. Shashi Marwal)

Frocessing Types Override
Feriod |5 2013 Calendar Month (01-AUG-2013 © Recurring Additianal
Clagsification - Monrecurring Processed

* Both Fetroactive
Processing Effective Dates
Element Mame Type Costing Reason [1 From To
E:Ie:arne:s::s: Allowance Recurring LT 131-DEC2012 31-AUG-2014 =
Deduction Infarmation Recurring L T 31-DEC-2012 31-AUG-2014
Deputation Duty Allowance Recurring L Do 31-DEC2012 31-AUG2014
Earned Leave Accrual Recurring L T 31-DEC-2012 31-AUG-2014
GPF Infarmation Recurring L Do 31-DEC2012 31-AUG-2014
HREA, Recurring L Pl 131-DEC-2012 31-AUG-2014
Half Pay Leave Accrual Recurring L T 31-DEC-2012 31-AUG-2014 a
Hard Area Allowance Recurring L DTN (31-DEC-2012 31-AUG-2014
House Rent Infarmation Recurring L T 31-DEC-2012 31-AUG-2014
Incarme Information Recurring L Do 31-DEC2012 31-AUG2014
Incame Tax Infarmation Recurring ST |31-DEC-2012 31-AUG-2014 -

( Entry “alues

Balance Grossup

Refer Payroll Guide to learn how to add elements and input values

Al EEREr
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1.4 Editing Service Specification of an employee

Two fields need to be
updated

This is one of the most important sections of the HRMS system. You can enter/edit service details of an employee from this screen.
This screen is important to do transactions related to transfers, deputations, promotion, lien pay band or grade pay change, dies non,
suspension and many others. This screen maps the service book into the system.

Service Specification changes are done through two simple steps

Change of Status
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Organization  |ASRI - Indian Agricultural Statistics ReseanOffice Details  INST.Admin/Finance Administration Administr

Cesignation  Chief Admin Officer. Position held
FB + Grade Pay PB-3 (Rs 15 B00-35 100). +7600 FPayroll  IAZRI Monthly Payrall
Location  IASRI(MI), Mew Delhi Status
“acancy
Find| %
Employee O
lser Status
Salary Information Superdsor Frobation & Motice Period = Statutor] HEfaiisiigeltisiiglerels
Dies Maon
ECQL not counted as Gualifying Service
Reason  Mew Joinee En.d. _
Jaining Time
Opted for Lien
Reaular
: Fetired from Service
Effective Dates Suspension counted as Qualifying Service
From 19-ALG-2013 Suspension not counted as Qualifving Semice
Salary Inforrmation Salary Components Find Cancel

]

Change of ‘Service Change Reason’
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Organization
Designatian
FB + Grade Pay

IASRL - Indian Agricultural Statistics ReseanOffice Details  INST.Admin/Finance Administration. Administr

Chief Admin Officer.

FPBE-3 (Fs 15 E00-39,100). +7600

Fasition held
Payrall  IASRI Monthly Payrall

Location 1ASE] (M), Mew Delhi Status  Regular
“acancy
Reasons
Find %
Salary Infarmation Superisar Frobation & Mot| | Reazon N
Changed due to MACE 1
Changed due to MACF 2
Reasof Changed due to MACE 3

Dies Man
Disciplinary Action
External Deputation

Grade Pay Change

Internal Deputation outside Sanctioned Strength
Internal Deputation under Sanctioned Strenath
Mews loinee

Cpted for Lien

Other Reasons

Fay Band Change

Effective Dates
Frorm 19-ALUG-2013

oalary Informatian Salary Components

Fay Fixation

Prarmation

FPromotion & Transfer

Feinstatement on AppealfCourt Orders
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1.4.1 Employee Transfer

Read the adjoining
case to do this
transaction

Case: If any employee transferred from other institute to your institute then you have to transfer the same in ERP system also.

1. Go to “XXXX Establishment & Personnel Section” Responsibility. Click on “Open employee service record” search
the employee by name or by user id -> Click on Service Detail. Click on Payroll related -> select Pay method ->
change the effective date to last day in institute -> end date the pay method

2. Now go “ICAR Transfer” responsibility to transfer from one institute to another. Change the effective date to DOJ
of employee in current institute.

Go to Service Detail and update organization name, payroll, location and other relevant information and then save it.

Case : Suppose an employee is to move from IASRI to IARI under following circumstances
1. Lastday of service at IASRI — 19 Aug 2013 - To be done by IASRI admin/personnel staff
2. Joining Time for IARI — 20- Aug 2013 to 21 — Aug 2013 — To be done by IASRI admin/personnel Staff
3. Regular employee of IARI — 22 Aug 2013 — To be done by IARI admin/personnel staff

NOTE : All transactions to be done in Update Mode and not Correction Mode
Step 1- To be done by IASRI admin/personnel staff

1. Date Track to 19 Aug 2013
2. Choose service change reason as Transfer on Own Request or Transfer on Public Interest as applicable
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IAR - Indian Agricultural Research Institute Office Details
Chief Admin Officer. Faosition held

Organization

Designation

PE + Grade Pay FPB-3 (Rs 15 B00-35 100) +7&00 Payroll
Location AR (D, Mewe Delhi Status Regular
“acancy

Employes Categis

Statutory Information | Service Change R

Supervisor  Frobation & Motice Period

Reason

Effective Dates

From 19-AUG-2013

Salary Information Salary Components

NouokrwnpE

Step 2 —-To be done by IASRI admin/personnel Staff

Date Track to 20 August 2013

Change Organisation to IARI

Change Designation, Pay Band and Office Details as applicable.
Change Payroll to IARI Monthly Payroll

Change Location to IARI (MI), New Delhi

Change Status to — Joining Time

Change Service Change Reason to — Transfer Joining Time

INST AdminfFinance Administration.

LART Ronthly Payrall

Find % Transter on:

Reason

Transfer on O Regquest
Transfer on Public Interest

<
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O Alter Effective Date

Eflective Date [20/AUG-2013 |

Today's Date [23-ALG-2013

( Ok ) ( Reset

)I ( Cancel

)
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O Serwvice Details: 20-AUG-201 3{Mr. Mahesh kKumar Chander)

Crganization |Is‘-\RI - Indian Agricultural Research Institute Office Details |INSTAdmianinance.Administratiun_

Designation |Chiefﬂadmin Officer. Position held |
PE + Grade Pay |PB-3 (Rs 15 600-39,100).+7600 Payroll [lARI Monthly Payrol
Lacation |IARI (M), Mew Delhi Status Joining Time
Sacancy |

Employee Category |ﬂﬂdministrative

=alary Information SUperdisar Frobation & Motice Period — Statutory Information J senice Change Heason

Feason

Effective Dates
From [19-AUG-2013 To ([

] ( oalary Infarmation | |Sg|arj,r Cumpnnentajl ( Fayroll Related )I
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Step 3 -To be done by IARI admin/personnel staff as on 22 Aug 2013

1. Date Track to 22 Aug 2013
2. Change Status to Regular

= _olx

Effective Date 22-AUG-2013 Today's Date [ 23-AUG-2013

( )4 ) Reset J Cancel )I
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O Service Details: 22-AUG-2013iwr. Mahesh Kumar Chander)

Crganization
Designatian
PB + Grade Pay

ARl - Indian Agricultural Research Institute Office Details | INST.Admin/Finance.Administration.

Chief Admin Officer.
FE-3 (R= 15 ,600-32,100). +7600

Fasition held
Payrall |IARI Manthly Payroll

Location (IAR] (M), Mew Delhi Status Regular
“acancy
Employes Category Administrative
supendsor  Probation & Maotice Period  Statutory Information J senice Change Reaannl special Ceiling ]

Reason |

oalary Infarmation

Effective Dates
From [19-ALUG-2013

malary Compaonents JI

Ta [ ]

Fayroll Helated JI

Thus the employee has been transferred to IARI
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1.4.2 Opted for Lien

On the People form, =
click on Service

Details Tab. i i : i .
Organization  |ARI - Indian Agricultural Research Institute Cffice Details  INST. Administrative..
Click - on the. "Alter Designation Puosition held
t'if;e%‘(’ﬁbzft:nécg;:; Grade PE-3 (Rs 15 G00-39,100) +5400 Payrall IARI Monthly Payroll
the date from which Location AR (M, Mew Delhi Status m
the Employee's Lien is Vacancy
to be entered. E
On the "Service
Details form", Navigate Employee @ tiqfa
to the "Status" field
and select the value | 3alary Information Supenisar Frabation & Motice Period  Statutor| | User Status -
"Opted for Lien" from Deputation outside 1CAR
the list of values. Salary Basizs  Maonthly Salary Digs Man
Review Salary Review Perfarmance| | EQOL not counted as Qualifiing Service
Select the "Update" E End
. very
option on the screen. Joining Time
Cpted for Lien
. Regular -
Effective Dates
From 01-MAR-2013 Find Cancel
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1.4.3 Return from Lien

Navigate to "Status" TOTYITALTOTT T OSTINOTT 1119

field and select the Grade PB-3 (Fs 15 B00-33 1007 +5400 Payrall  IARI Manthly Payraoll
value "Active . :

Assignment" from the Location AR (M), MNew Delhi Status  Regular

list of values. Sacancy

Navigate to "Service
Change Reason" tab
on the Assignment Ernployee Category  Administrative
Form and select the
value- Return from
Lien.

Infarmatian SUperisar Frobation & Motice Period  Statutary Information J =enice Change Reason

Click on Save button
on the toolbar.

Feason

Find %ret

Feason
Return from Dies Mon
Return from External Deputation

Effective Dates

From 01-MMAR-20

Feturn from Lien
) Return from Sabbatical
Infarmation Salary Component| | — .o o | Related
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1.4.4 Deputation outside ICAR

On the People form, | [s] — O x
click on Assignment
Tab.

Click on the Alter Organization  |ASE] - Indian Agricultural Statistics ReseanOffice Details  INST. Admin/Finance Administration.

Effective Date icon on Designation  Chief Admin Officer. Pasition held
the Toolbar and select -
the date from which H | Payroll  1ASRE] Manthly Payroll
the Employee's Status
Deputation outside is
to be entered. Find % acancy

I

On the Assignment Liser Status
form, Navigate to the Deputation outside |CAR
Status field and select

nployee Category  Administrative

h I 5 R Dies Maon
e value Deputation o )
. ECQL not counted as Qualifying Service . .
Outside ICAR from the 5 fying Statutory Information JSEI“I.I‘IEE Change Reason
list of values. —1 | End
Jaining Time
Select the Update Dpted for Lien
option on the screen. Regular

. . Retired from Service
Navigate to Service

Change Reason tabon

the Assignment Form | || Eind | [ oK | Lancel |
and select the value - . e

External  Deputation

and click on Save
button on the toolbar.

From 19-AUG-2013 Ta . 0

Salary Infarmation malary Components Fayroll Related
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1.4.5 Return from Deputation outside ICAR
Click on the Alter | f] —Olx
Effective Date icon on
the Toolbar and select
the date on which the - . : - _ S i .
Employee returns. Organization  |ASR! - Indian Agricultural Statistics ReseanOffice Details  INST.Admin/Finance. Administration.
Designation  Chief Admin Officer. Fosition held
Navigate to Status
fieldgand select the FE + Grade Pay Payrall  IASRI Monthly Payrall
\_/alue Regular from the Lacation Status  Regular
list of values.
. acancy
. . Find) %
Navigate to Service
Change tab on the -
. Feason =l
Assignment Form and : - .
select the value- Framaotian ployee Category  Administrative
Return from External Fromotion & Transfer
Deputation. oalary Infarmation Reinstatement on AppealfGourt Orders statutary Infarmation J senice Change Reason
) Return frorm Digs Mon
Click on Save button Return from External Deputation
on the toolbar. .
Feturn fram Lien
Return from Sabbatical
Feturn from Study Leave
Return from Suspension
Fevarsion
B | sabhatical
Study Leave To [ 1
Suspension counted as Aualifving Serice -
1| *
alary Information Fayroll Related
Find | (] | Qanceljl
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1.4.6 Suspension counted as Qualifying Service

On the People form, | [=] (=] [T
click on Assignment
Tab.
Tl @ e Ale Organization |ASEl- Indian Agricultural Statistics ReseanOffice Details  INST.Admin/Finance. Administration.
Effective Date icon on Designation  Chief Adrmin Officer. Pasition held
the Toolbar and select
the date from which FEB + Grade Pay Payroll IASRI Monthly Payroll
the _ Employee's Location Status  Regular
Suspension is to be
acanc
tracked. Find % ¥
On the Assignment A -
form Navigate to the Easan : o . .
Status field and select Feturn from Sabhatical ployee Category  Administrative
the value Suspension Return from Study Leave
counted as Qualifying oalary Infarmation Return from Suspension statutary Infarmation J senice Change Reaann|
Service from the list of Reversion
values. Sabbatical
Select the Update Study Le ava
option on the screen. Suspension counted as Qualifying Service
Suspension not counted as Qualifving Servic
Navigate to Service Tenure Renewal
Change tab on thg . Tenured Post
Assignment Form an B Transfer Joining Time
select the value - [l ]
Suspension  counted Transfer on Cwn Reguest Ta
as Qualifying Service Transfer on Public Interest A
and click on Save 1 ’
button on the toolbar. Salary Information Fayroll Related
Find 0] 4 | Qancel)l
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1.4.7 Suspension counted as Qualifying service

Click' on the_ Alter E - O %
Effective Date icon on
the Toolbar and select
the date on which the

Employee will return. Organization |AZRI- Indian Agricultural Statistics ReseanOffice Details  INST. Admin/Finance Administration.

Designation Chief Admin Officer. Fasition held

Navigate to Status
Fayroll IASR! Monthly Payroll

field and select the PE + Grade Pay

value Active -
. Locat Stat Regular
Assignment from the pration AE J
list of values. Findlo acancy
Navigate to Service —
Change Reason tab R = —
on the Assignment Return from Sabbatical ployee Category  Administrative
Form and select the Return from Study Leave
value-  Return  from Salary Information Return from Suspension Statutary Infarmation JSewice Change Reason
Suspension. Reversion
Sabhatical

Click on Save button

on the toolbar. Study Leave
Suspension counted as Qualifying Service

Suspension not counted as Qualifiing Servic
Tenure Renewal

Tenured Post

Transfer Joining Time

Transfer on Own Reguest To []- |1

Transfer an Public Interest -
1] k

alary Information Fayroll Related
Find ] | Qanceljl
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ICAR

1.4.8 Entering Government Quarter Details

Enter Type of quarters.
cial Information{Dr. Sudeep Marnwaha)
Enter application Date

and allotment date Infarmation
Mame fete

Enter Owned By Extension of Waork

Enter other relevant Get Froof of Employment Letter

information. Government Cluarters Details

Any Other Relevant I Home Town © Government Quarers Details

Information

Details

IR ATE = Type | - Old Otr. Plinth less than 300 sqft

Start Date End Date

1E-MAY-2015 Accamodation Pype S EHE]

Area of House | I Gll]
=R EV IASRI (M), New Delhi

Application Date

Allotment Date

Address

Any ather relevant info
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1.4.9 Entering Program Details

Enter Program Type | =
from drop down

O Employes Programs
MName
Entetr' . Level of Employee Bank Detalls Program Type Kisan Melas
Participation from drop Ernplayee Pension Detail o
down Level of Participation Attended
lEmpIDyee Programs
L Program Marme
Employee Publications
Enter Program Name Country India
Details “enue 72, Park Avenue
Enter Venue Start Date End Date . .
City Delhi
f2z-~Pr2013

Enter Start Date Start Date 01-MAY-2008

End Date 06-MAY-2008
Enter End Date :

Curation 6 days
Enter Duration Frogram Organized by (Organization

Approver |Mr. Narayan
Enter PrOQram Funding Agency Agency
Conducted by Cost Incurred 1000
Enter Approver Program Status Completed

Any ather info no

Enter Funding agency 1 v
Enter Cost Incurred Cancel | Clear | Help |

Enter Program Status
from drop down

Enter Any Other Info
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1.4.10 Entering Tour Program Details

Enter Type of Visit
from drop down

Enter Purpose of Visit
from drop down

Enter
Organization/Institute
Visited

Enter City Visited

Enter Report
Submission Date

Enter Trip Start Date
Enter Trip End Date
Enter Trip Duration

Enter Any Other info

O Foreign Trip Details

Type of Wisit
FPurpose of Yisit
Organization visited
Funding Agency
City “isited
Country %isited
Report Submission Date
Bond Furnished?
Bond “alue

Trip Start Date

Trip End Date

Trip Dwuration

Any other info

Official
Administrative Purpose
Oxford University
NA

Oxford

United States
01-JAN-2009

fes

80000
01-DEC-2008
15-DEC-2008

15 Days

No

A e

Qancel)l Clear )I

Help |

70 of 103




A
\-.\‘i\;u[f
\SJ Core Human Resource Management System (HRMS) — User Manual Version 20.0

R
ICAR

1.4.11 Entering Employee Achievements

Enter Reference | = _Jalx
Number Infarmation
Mame Exists
Enter Name of the Review Reports O -
Particulars Serice in Remote Areas O

l Significant Cantributions © Significant Contributions

Special Attainments

Enter Date of the

Application Achievemnent |Patent
Details
Reference Murnher 890
Enter Date Start Date End Date !
o Title Test
Accreditation |23—APR—2013
Details / Description |Achieved
Enter Co-owners (if Date of Application [01-JUN-2010
any) Current Status of the achievernent / contribution Approved

Date Registered 01-FEB-2010
Enter Any Other ate Registere

Relevant Information Co-owners (if any) |No

Any other relevant information m

[0]74 I Qancel) Clearj Help)

}—J
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1.5 Retirement

On the People form,

click on “Personal Info” | [} —Olx
Button. Name
S Gender Male M Action M
Select Retirement last T
Details" S Person Type for Action
First Mahesh Ferson Types
Title  Mr. Employee
Mavigation Options ~ 1407
Middle k]
Find %
Fersonal l Benefit Details
Boards and Liniversities
Date of| | Dependent and Mominees Details 23
Home Educational Qualifications Single
Leave Details .g
Medical Assessment Details Indian
Country of| | Fassport/Religion / Caste Details Mo
Fhone Murmber

Retirement Details
Effective Dates | wacancy Application
From 19-A g Date 19-AUG-2013 [ ]

Address sional Info Fersonal Info

Find 8] I Qancel)
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1.5.1 Retirement on Superannuation / Retirement on Medical Grounds / Compulsory Retirement

Click on Personal Info

Click on Retirement
Details

Choose Leaving
Reason as Voluntary

Retirement or
Resignation as
applicable.

Enter the Office Order
Issue Date (0.0 Issue
Date), Superannuation
Date and Actual
Resignation Date
Click "Retire"
button

on

Click on Save button
on the toolbar.

Length of Service

This Sermvice Taotal Service
Date Start  19-ALG-2013 Years Months Years
Reason d L L
Termination Dates *
0.0 [ssued On Fird % Actual
Final Process
Feasan
Compulsory Retirement

Ferson Type and Assignment

Termination Accepted By

Eetirernent

Deceased

Employee Resignation
Employes Transfar

Retirerment on Medical Grounds

Fetirement on Superannuation
woluntary Retirement

Find ] I Qanceljl

1

C aniceT FETTETTTETT

Maonths
]
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1.5.2 Voluntary Retirement / Resignation

& 1o SR [ WU RN & Sarvice Details(Dr. Arun M Singhania)
Details
Click on Probation &
Noti Peri
incs)gtr:te not?CrIeOd peﬁgg Organization IASRI - Indian Agricultural Statistics ReseanOffice Details  |INST.Computer Application in Agriculture. Anir
details Designation |Senior Scientist. Position held
Press F4 FB + Grade Pay |PB-3 (Rs 15 600-33,100). +5000 Fayroll IASRI] Monthly Payroll

. Location [IASRl (WD), Mew Delhi Status  Joining Time
Click on Personal Info

Sacancy

Click on Retirement
Details
Choose Leaving Employee Category | Scientific
Reason as Voluntary
Eetireme_nt or Salary Information Superdsar JF'rnhatinn & Motice F'eriudl Statutory Infarmation  Service Change Heason

esignation as
applli%ablla. Frobation Period Motice Period

Length Length 3
Enter the Office Order . ] W
Issue Date (0.0 Issue Duration Duration [0
Date), Superannuation End Date
Date and  Actual
Resignation Date
Effective Dates

Click on  "Retire" [
button From 21-MAY-2013 Ta -]
Click on Save button
on the toolbar. Salary Infarmatian Salary Companents | Payroll Related |
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Length of Service
This Service Total Service

Date Start  19-ALUG-2013 Years Maonths Years Months
Feason 0 0 0 0

Termination Dates

0.0 Issued On Superannuation D Actual

Last Pay Drawn Dt Final Process

| Leaving Reasons

Find %

Reason

Compulsory Retirement
Deceased

Emplovee Resignation [ ]
Emplovee Transfar

Retirement on Medical Grounds
Retirement on Superannuation

Ter

Yoluntary Retirement
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1.6 Leaves

Click on Establishment SARTTETE
& Personnel section->
Personal info -> leave
details.

jation Options

r 000024
Find

Eoards and Universities
Dependent and Mominees Details
Dizahilities
Educational Qualifications
 Leave Details
Medical Aszezzment Details
FPassport! Religion f Caste Details
Fhone Mumber
Retirament Details
Wacancy Application

CT-1999 ([
. I Personal Info
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1.6.1 Applying Leave through Forms

2 Leave Details

Enter Leave Type as
Adoption Leave,
Casual Leave, Child
Care Leave, Earned
Leave, Half Pay Leave Leave Heasaon Clcocurrence
etc.

Leave Type |[SElglnNN=EE Leave Category |Accrued Leaves

Enter Leave Reason
Date

from list of values Calculate Duration
according|y_ Motified |2B-APR-2013 Date - 4’I
Enter Projected Start Frojected Start Eie Days

Date and End Date. Actual Start |[01-APR-2013 End [03-AFPR-2013 Dwration 3

Enter Actual Start

Date and Actual End

Date.

Duration would be

calculated _

automatically. Balance Information

Click on Save.
Running Total 0

In Current Year 0 ™ Days [ ]

Accruals Confirm Projected Dates )I
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O Additional Absence Details

In case you need to
mention more details ) )
about the leave please Gaing out of Station? | J
click on the small box

[]

down corner and the
adjacent  box  will

Details of Wisit (if going out)
on the right Mame of Accompanying Family Members (for LTC anly)
Block Year ifor LTC)
)
)

appear. Frefix Dates (if Any

Going Out of Station suffix Date (if Any

needs to be marked Al P | 4
yes if person went

away

Ik Qanceljl Clearjl Help )I

Details of Visit to
include stopovers etc.

Name  of Family
Members is relevant
for LTC

Block Year to be
chosen appropriate to
the year

Prefix Dates & Suffix
Dates to be chosen
appropriately
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1.7 Enter Dependent & Nominees Details

On the People form, | [=

click on Personal Info Mame
Tab.

Last
Click on "Dependant First Mahesh
and Nominee Details" '

Title M.
Enter Details as
required
For minors please _
specify Guardian LU Kumsr
Details

Press Save Perzanal Email Blood Group

Gender Male - Action

Ferson Type for Action
Fersan Types

Employee

[dentification
Employee - 1407

Mavigation Options

Deceased Date A, - o

Date of Bith  01-JARN-1990

Home Town  Karnal

Country of Birth  India

A

Marital Statl | Boards and Universities
Dependent and Mominees Details
Educational Qualifications
Registered Disabl | | oave Details

Mational

Medical Assessment Details

Effective Dates
From 19-AUG-2013 Ta

Address Picture

Fassport/ Religion F Caste Details
Fhone Mumhber

ICAR Jo | Retirement Details

Wacancy Application

Service Details Pr

Eindjl Ok | Qanceljl
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1.7.1 Enter Dependent/Nominee Address & Phone

Click on "New" icon on
the toolbar. O Dependent and Mominees
Enter the Last Name, Marme ldentification
First Name and Title Last |Chander
as applicable. _ :
First |Pooja
Enter the Birth Title Mrs.
Date,and Gender.
Personal Details

On the Contact Birth Date |01-JARN-1930
Relationship  section, _ Age |33
enter the RElationship Micldle ye
type and the date from Gender |Female i
which it is applicable. Type |Contact (B

Contact Relationship

Relationship Fram To
| Spouse 23-AUG-2002 <
A 3
Contact's Details FHominee Details )I
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Marme Identification
Last Chander
Click on Contact First Fooja
Details Title  Mrs.
Personal Details
Click on Enter Address Birth Date  01-JaH-1980
i Enter details
Fill Address and click Mlicllle
Save

Find|Enter %
Click on Enter Phone Type Contact ]

Numbers Forrm Marme

Contact Relationship

Enter Address
Enter Phone Mumbers

Fill in Phone Numbers

and Click Save Relationship Fram
| soouse 23-ALG-2002
1
Contact's Details Mominee Details

Enter Address of Dependent/Nominee
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O Address
Style |India
Address |
Details
Type |F'ermanent Address |7Er|marj,r
Date From | 23-AUG-2013 Date To ([

O Personal Address Information

Address Style [India India Address Style

Flat! House Number |ﬂ-ﬁ Sabzi Mandi Road
Block/Building Name |
Road/street/Lane/ Yillage |
Area/locality/Taluk/Sub Division/Post Office |
TowndCity/District |Hew Delhi
State/UT Delhi

FIM Code |110023
Country m D

( ok | |cancel) [ Clear | | Help |
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Enter Phone Numbers as applicable

O Phone Mumbers

Dates
- Type Phone Murmber Frorm To
| Home 011-234587 23-AUG-2013

(—

[ »

1]

BEEDEn
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1.7.2 Enter Nomination Details

In case employee has not specified Nominees through Self Service and the situation is such that Admin needs to specify
Click Nomination | Nominee Details
Details button

E - OlX - O %

ON the Contact Extra
Information _for_m, click Information Type Information Exists
on the Details field. lNUminatiUn Details O -
. Employment Details
Select the Benefit P
Type as Medical
Insurance, ESI, Family
Pension, Provident Details L1980
Fund, Percentage

shares as applicable. Effective Dates
From Ta Details E x

Each benefit type has 238062013
to be listed out as Benefit Type J
applicable. Percent Share

Momination End Reason

O oOoo

8] Qancel) C!ear) Help )
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Choose Benefit type and punch in details according to rules

O

[-1930 x

E Find %

Benefit Type
Death-cum-retirement gratuity
Percent Share 100 Esl

Family Fensian

Group insurance

Leave encashment

Medical Insurance

]24 Cancel Cle | Provident Fund
Superannuation

Benefit Type

Momination End Reason

Al e [

Find cancel
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1.8 Creating a Vacancy

O Requisition and Yacancy

Sacancy

[&=R2013-AU0G
File Ma.

Dates
From |23-AUG-2013

Raised By

Yacancy
Yacancy Name |Scientist Wacancy in [AZ5R]
Dates

Fram [23-AUG-2013

“acancy

Scientif
Employee Category =cientific Count

“acancy For

Status | Approved [ ]

Organization IASR! - Indian Agricultural Statistics Rese:
Scientist.

FE-3 (Fs 15 B00-39,100). +=000

Designation
Grade

Office Details
FPosition to be held

IMST. Computer Application in Agri

IASRE] (M0, MNew Delhi

Location

To input additional Details, click on the box next to Status column
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Status |Approved [ ||_ ]

Enter Additional Details as required

O Additional Wacancy Details

Class & Service |

Mo, of Permanent “acancies |1

Mo, of Temporary “acancies |I]

FReason for Wacancy |Retirement of Incumbent

“acancy Tenure |

Feservation Applicable? |Nu

FHeservation Positions |I]
Age Limit (i any) 29
ASEE Rule approval no. |

Board Reference Mo. and Date |

Fosition Last held by |

Feriod of Probation |1 year

Fost Pensionable? |Yes

Frovident Fund applicahle? |‘|"ES
A |

-

(oK | |cancel] [ Clear | | Help |
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1.9 Creating an Applicant

Click on people->Enter ) o )
&Mainta?n. P File Edit Yiew Folder Tools Window Help Create Applicant
. AP0 & BSP 8D HR| LT D QP 5 | B[ Creste Employment
Choose Applicant Create Other
Press New _JOf x|
il Create Placement
New Form  would Gender |Male M : M
open. iai
g Last |Baja) Ferson Type for Action
Enter Last Name, First First |Ravi Ferson Types
Name. Title Dr.
Enter Gender. ) .
[dentification
Enter Date of Birth.
Middle Kumar
Enter PAN Number
(Mandatory)
Click on Action and  Personal l Email Blood Group  Deceased Date FARN Benefit Details
Select Create
Applicant. Date of Birth |11-JAN-1986 Age 27
Click on Save. Home Town |Ajmer Mlarital Status
Mationality |Indian
Country of Birth |India Registered Disabled
Effective Dates
From [23-AUG-2013 Ta ICAR Jaoining Date [ ]
Address Ficture Service Details Professional Info Personal Info JI
Choose Empanelled Applicant
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Find %

Ferson Type
Applicant

Empanelled Applicant

4 | ffffff

|
| Find [ oK | Cancel |

Press Save

]
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1.9.1 Mapping Applicant to Vacancy

Search for Applicant | f5y =
on People Screen Narme
Click 5 | inf Gender Male T Action
ICK on rersonal Info E1E .
Button Last  EEIE] Ferson Type for Action
First Rawi Person Types
Choose Vacancy Title  Dr. Empanelled Applicant
Application
Identification
Applicant v 23
Middle Kumar
X
Fersanal Email Blood Group Deceased Date A Findle
Date of Bith  071-JAN-15956 A
Home Town  Ajmer harital Stat| | Boards and Universities
National Dependent and Maominees Details
i Educational Gualifications
Country of Birth  India Registered Disabl | | cave Details
Medical Assessment Details
Effective Dates Passport ! Religion f Caste Details
Phone Mumber
From 23-AUG-2013 To ICAR Jd | Retirernent Details
Vacancy Application
Address Picture Service Details Pri
Eind}l ik I QanceIJI
Click on Vacancy and select the Vacancy Requisition just created
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Asstt

Lab Technician 1

r. Mew doinee

Mew Reguirement at 1ASRI
Scientist

Scientist Reguirement

Scientist VMacancy in I1ASRI

T1 Lab Technician..

Testing

Scientist at I1ASRI

test

Lah Technician

Scientist Yacancy for [A5RI
Scientist Yacancy for [ASRI
AR

TestWacancy for Scientific
[ASRIZ01 3-ALIC

Applicant Creation
Date 23-AUG-2013 [ ]
Assighment
Sacancy
X

Find %

Yacancy Crescription Requisition -

Admmin Scientific_Test

Administration -22May Yacancies in May

Administrative Officer Admin Officer Administrative Requirement

Scientist Reguirement at IASR|
Technical Reguirement
YWacancies atl1ASRI -

] | Qancel)j

The details will be automatically filled directly from the vacancy details you had filled earlier

Senior Scientist
Technical
Technical Officer

Senior Scientist requirement for C
Technical Reguirement

Eind
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O Yacancy Application

Applicant Creation
Date |23-AUG-2013 ()

Assignment

Wacancy |S|::ientist Wacancy in 1ASRI
[&5=F] - Indian Agricultural E:t:at Office Details |INST.CDmputer Application in Agl

Crganization

Designation |S|::ientist. Position held |
Grade |PB-3 (Rs 15/600-33,100). +6000 Location |ASRI (M), New Delhi
Status |ﬂu::tive Application [l__ ]
SUpervisar 1 Frobation & Motice Period
Marme |

Effective Dates

Fram [23-AUG-2013 T
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1.9.2 Hiring the Applicant
Click on People->

Enter& Maintain.

Find that Applicant for
which you want to
change Action.

Change the date to
future date from which
he/ she was created
as Applicant.

Click on Personal Info

Click on Vacancy
Application
Change Status to
Accepted

Click on Action.

Select Hire Applicant.

Applicant would
change in to
employee.

Click on Save.

Applicant Creation
Date 23-ALUG-2013

Aszsignment

Organization
Designation
Grade
Status

LA

Supenisor

Effect

Choose Mode of Recruitment

Wacancy  Scoientist Wacancy in lASRI
IASR - Indian Agricultural Statisti Office Details  INST.Computer Application in Ag
Scientist. Fasition held
FE-3 (Rs 15600-39,100). 45000 Location  ASRI (M), Mew Delhi
Active Application [
*

Find|%

Status

Accepted

Active Application

Inte ey

Wiritten Test + Counselling
Skill Test

Wiritten Test

Wiritten Test + Interiew

o T

1

O T TP R,

k

Find Ik | Qanceljl

[*

Click on Accepted and then click OK. Click on Save
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Com@T to Preople Screen and choose Hire Applicant from Action

il
I Create Placement [
Hire Applicant
A i
(=3 -o x
MNarme
Gender Male - Action -
Last |Baja) Person Type for Action
First |Favi Fergon Types
Title (D, Employee Ex-applicant
ldentification
Emplayes - (1427
Middle |[Kumar
Fersanal l Email Blood Group  Deceased Date R Benefit Details
Mata of Ridk  NA-FFR-1990 Lma 173
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2 Reports

2.1 Management Information System (MIS) Reports

Click on
View -Requests

Click on Submit a New
Request

Click OK

Type Name of Report
Provide Parameters
Click on Submit

Click on No

S.No. | Report Name Report Description Parameters
= 3
SMD Mame |Agricultural Engineering
Institute Marme IASRI - Indian Agricultural Statistics Research Institu
Effective Date 1-AUG-2013
ICAR HR Scientific | Shows the Scientific
Sanctioned Strength | Sanctioned Strength in an Ok Cancel | Clear | Help |
1 Report Institute
= Parameters
Effective Date
S0 Mame Agricultural Engineering
Institute Mame [IASRI - Indian Agricultural Statistics Research Institu
ICAR HR Scientific
In Position Breakup
Report - With | Shows the Scientific In- Ok Cancel | [ Clear | Help )
Specially Abled | position Strength in an Institute
2 Details with dlsablllty counts © Parameters
Effective Date
ShAD Mame Agricultural Engineering
i . Institute Mame |IASRI - Indian Agricultural Statistics Research Institu
ICAR HR Scientific
In Position Breakup
Report - Without | Shows the Scientific In- oK Cancel | Clear | Help )
Specially Abled | position Strength in an Institute
3 Details without disability counts
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ICAR HR  Non-
Scientific Sanctioned
Strength Report

Gives Sanctioned strength
details for Non-Scientific staff

= Parameters

Effective Date D01-AUG 2013
ShD Mame Agricultural Engineering
Institute Name LASRI - Indian Agricultural Statistics Research Institu

Employee Category Administrative

Cancel

ICAR HR Non-
Scientific In Position
Report - With
Specially Abled
Details

Gives In position strength
details for Non-Scientific staff
with disability count

O Parameters

ShAD Mame |Agricultural Engineering
Institute Mame |[LASRI - Indian Agricultural Statistics Research Institu
Employee Category Administrative
Effective date 01-AUG-Z2013

ICAR HR Non-
Scientific In Position
Report - Without
Specially Abled
Details

Gives In position strength
details for Non-Scientific staff
without disability count

ICAR HR Non-
Scientific Vacant
Report

Gives count of Non Scientific
Vacant Positions

ICAR HR Scientific
Vacant Report

Gives details of Scientific
Vacancies

> Farameters

ShD Mame |[Agricultural Engineering
Institute MName (ASRI - Indian Agricultural Statistics Research Institu

Employees Category |[Administrative
Effective date |01-AUG 2013

3 Parameters

Effective Date |01-AUG-2013
ShD Mame |Agricultural Engineering
Institute Mame IASRI - Indian Agricultural Statistics Research Institu
Employee Category |[Administrative

Cancel

Institute Mame [LASRI - Indian Agricultural Statistics Research Institu
Effective Date |01-AUG-2013
[ =1 I Cancel | Clear | Help )
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ICAR HR
Superannuation
Report

Gives details of
Superannuation

= Parameters

Institute Mame IASRI - Indian Agricultural Statistics Research Institute
Employee Category |Scientific
From Date 01-JAN-2013

To Date 31-DEC-2013
4]

ICAR HR Religion /

Gender based
headcount Report- | Gives Religion/Gender count
10 Age wise based on age

11

ICAR HR Religion /

Gender based
headcount Report-
caste wise

Gives Religion/Gender count
based on caste

ShD Agricultural Engineering
Institutes LASRI - Indian Agricultural Statistics Research Institute
Date 01-AUG-2013

Category |Scientific
1]

Cancel

 FParameters

S0 Agricultural Engineering
Institutes IASRI - Indian Agricultural Statistics Research Institute
Category Scientific
Date 01-AUG 2013
A

ICAR HR Religion /

Gender based
headcount Report- | Gives Religion/Gender count
12 religion wise based on religion

13

ICAR HR Promotion
Eligilbility Report

Gives details of
eleigible for promotion

people

< Parameters

ShD |Agricultural Engineering
Institutes |IASRI - Indian Agricultural Statistics Research Institute
Category |Scientific

Date 01-AUG-ZO013F
|

Institute Mame [IASRI - Indian Agricultural Statistics Resesz
Effective Date 01-AUG 2013
Employee Category |Scientific

Level For Principal Scientist

Cancel | Clear | Help |
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© Parameters

SMD NAME |Agricultural Engineering
IMSTITIUTE MAME |IASRI - Indian Agricultural Statistics Research Institu
EMPLOYEE CATEGORY

EMPLOYEE NAME
ICAR HR . . QUALIFICATION |Doctorate
Employees Gives details of employee il :
15 Qualificaton Report | Qualificaions Gancel)  (Glear ) ((me )
© Parameters
ShD MNAME |Agricultural Engineering
INSTITUTE MNAME 1ASRI - i Agri al & Research Institu
EMPLOYEE CATEGORY
FROM DATE 01-1AN-2019
. ) TO DATE 01-AUG 2015
ICAR HR due for | Gives details of people whose EMPLOYEE NavE | -]
17 probation completion | probation is about to end
O Parameters
Organisation Mame [IASRI - Indian Agricultural Statistics Research Institute
Designation | J
Employee Category
Give details of all HR related
ICAR Employee | details of all employees for the [ ok | Cancel | | Clear | [ Help |
18 Detail Report specific insitute
O Parameters
Institute Mame LASRI - Indian Agricultural Statistics Research Institu
ICAR HR leave | Lists where the leave of the
Pending for | respective employee is Cancel | Clear | Help |
19 Approval pending

2.2 Employee Specific Reports

Click on
View -Requests

Click on Submit a New
Request

S.

No.

Report Name

Report Description

Parameters
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Click OK

Type Name of Report
Provide Parameters
Click on Submit

Click on No

ICAR HR Qualifying
Period of Service

ICAR HR Employee
Profile Report

ICAR HR Noc
Passport

ICAR HR Property
Declaration
Transaction Report

ICAR HR Annual
Immovable  Property
Report

ICAR HR NOC for
Higher Studies

O Parameters

Gives the entire service details of ¢\, .. [Shashi Narwal
an employee and calcualtes

qualifying period of service

]

O Parameters

Employee Mumber Shashi Harwal (f)

Gives a summary of employee's
details during his service

O Parameters

ShAD MAME |Agricultura| Engineering
INSTITUTE MNAME |IASRI - Indian Agricultural Statistics Research Institu
EMPLOYEE CATEGORY || D
FROM DATE |
T DATE |25AUGEI]13
EMPLOYEE NAME |

Noc for Passport Application

O Parameters

INSTITUTE MARE |IASRI - Indian Agricultural Statistics Research Institu
EMPLOYEE MAME |Dr. Alka Arora 10
Property Type |Immnvahle Property

Division || D

EFFECTIVE DATE |

Permission/Intimation of aquiring
property

O Parameters

Institute Mame |IASRI - Indian Agricultural Statistics Research Institute

Division Marne |

Ermployee Mame 9 Dr. Arun W Singhania
Calender Year 2013

© Parameters

Annual property returns

SMD MAME |Agricu|tura| Engineering
INSTITUTE MAME |IASRI - Indian Agricultural Statistics Research Institu
EMPLOYEE CATEGORY | ]
FROM DATE |
T DATE [25-AUG-2013
EMPLOYEE NAME |

Noc for Higher Education

O Parametars

Employee ‘Dr. Arun M Singhania
Ay 15t 2012 Mar 31t 2013 -

99 of 103

Review Year




Q‘si Core Human Resource Management System (HRMS) — User Manual Version 20.0
YRS HIE
ICAR
ICAR APAR
Employee Rating
7 Report APAR ratings report

ICAR HR Proof Office Office Order for Proof of

8 Order Employment
2.3 Office Orders
Click on
View -Requests S.
_ _ No. Report Name Report Description Parameters
Click on Submit a New o
Request Institute Mame [IASRI - Indian Agricultural Statistics Research Institu
Joined From 01-JAMN 2013
. Joined Before 01-AUG- 2013
Click OK Employee category || |
Division/Discipline
Type Name of Report
4 2 ICAR HR New _ _ G = D D
Provide Parameters 1 Joinee Report Details of New Joinees -

O Parameters

Click on Submit
Effective Date 01-JUL-2013

Click on No SMD

Institute Mame IASRI - Indian Agricultural Statistics Research Institu

ICAR HR Transfer
2 Report Details of Transfers done Employee Category
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ICAR HR Leave
Report

Details of Leaves taken

Leave Start Date 01-JUL-2013
Leave End Date 31-JUL-2013
Institute Name |IASRI - Indian Agricultural Statistics Research Institute
Ernployee Category |Scientific
Division/Discipline | J
Employee

ICAR HR
Probation  Status
Report

Details of employees on Probation

O Parametars

GEGMERIASRI - Indian Agricultural Statistics Research Institute| J

Start Date 01-AUG-2013
End Date 31-AUG-2015

Employee Category |Scientific

ICAR HR Category
Wise Offer
Templates

Generates offer letter

SMD (Agricultural Engineering
Institute Mame [IASRI - Indian Agricultural Statistics Research Institute
Category Scientific
Date 01-AUG- 2013

ICAR HR Seniority
Report

gives details of employees based
on seniority

' Parameters

SMD Agricultural Engineering

Institute IASRI - Indian Agricultural Statistics Rese:
Date |01-AUG-2013

Category |Scientific

Designation |Senior Scientist.

O Parameters

ICAR HR
Discipline Wise
Report

gives discipline wise employee
details

=i RlA gricultural Engineering J

Institutes IASRI - Indian Agricultural Statistics Research Institute
Category Scientific
Date 19-AUG-13

101 of 103



‘g Core Human Resource Management System (HRMS) — User Manual Version 20.0
HRE T
ICAR
S $ |
Institute Mame IASRI - Indian Agricultural Statistics Research Institu
ICAR HR |
PromOtion Office Empluyee Numher J ;;;;;;;;;;;;;;;;;
8 Order Office Order confirming promotion ‘| i
O Parameters
Institute Mame [IASRI - Indian Agricultural Statistics Research Institu
|C.:AF\’_ HR Pay ] o ] ) Employee Mumber | J
9 Fixation Report Office Order confirming pay fixation
O Parameters
ICAR HR Relieving Ingtitute Mame [IASRI - Indian Agricultural Statistics Research Institu
Ofﬁc? Oro!e_r for ) o o Emplayee Number 15 Mr. Harish K Kumar
10 Foreign Training Office Order giving relieving order :
Sreomees |
SMD MNAME |Agricultural Engineering
INSTITUTE MAME [IASRI - Indian Agricultural Statistics Research Institu
ICAR HR EMFPLOYEE CATEGORY Scientific
Confirmation Office Order iving confirmation to A
11 Office Order people on probation EMPLOYEE NAME
Institute Mame |[IASRI - Indian Agricultural Statistics Research Institu
ICAR HR Tenured Employee Number 3 hlrs. Rohini Jadeja
12 Post Office Order | Office Order for Tenured Posts S Parameters
Effective Date [01-AUG 2013
ShiD |Agricultural Engineering
Institute Mame |IASRI - Indian Agricultural Statistics Research Institu
ICAR HR Transfer Employee Category | &
13 Order Office Order for Transfers O Parameters

SHD MAME |Agricultural Engineering
INSTITUTE NAME IASRI - Indian Agricultural Statistics Research Institu
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VREH
ICAR
ICAR HR
Superannuation
14 Office Order Office Order for Superannuation
O Parameters
SMD NAME |Agricultural Engineering
INSTITUTE MAME IASRI - Indian Agricultural Statistics Research Institu
EMPLOYEE CATEGORY |Scientific
FROM DATE
ICAR HR Office TO DATE [25-AUG-2013
Order Home EMPLOYEE NAME
15 Change Office Order for Home Change
< Parametiers
Institute |[IASRI - Indian Agricultural Statistics Research Institu
Category |Scientific
Date From 01-AN-2013
Date To 01-AUG-2013
Employee Mumber j
ICAR Leave Office Fsen
16 Order Office Order for Leave
O Parameters
From Date(DD-MMOM-¥%") |01 jan-2013
To Date(DD-MOMN-Y¥YY) (31-dec-2013
Institute Mame IASRI - Indian Agricultural Statistics Research Institu
Wacancy Status | J
Generated after a vacancy is
ICAR HR Vacancy | created and carries specifications (Tox | [cancer) (ciear ) ( Help |
18 Creation Report of that vacancy
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