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HRMS Correction Module Work Flow:

Users need to perform following steps to correct employee details:

1. Log in to https://hrms.bihar.gov.in/ with your maker id (Appointing Authority Maker).
2. Select Role “Appointing Authority Maker” from Right Top Corner menu.
3. Click on/Select “Modify Employee Details".
4. Select Employee from drop-down menu of select employee and Click on Search.
5. Choose the field which is/are to be edited/corrected.
Employes Details
Tick{Hf change required) Fisld Name As Currently in System To be Updated Amachment Down
Full Mame e r;-: %2 chosen
OB = - | Choose Fie | o e chosen
h i DIRPSESON Fletis chian
Appoimiment Onder 105 HEAD ¥ATH MEMO NO. 2770 “inw 2ppaminent ide ”-' . ehtoen
Date Of Appamtment E == :,:-_, osen
Date ot ssmng % = [Comra] e e cone
Supsranreaton Date B % ¢ = u,-‘anrv.w
Designation i I Z u:« cnoser
s S B —Sewci- 'i':' s

6. Please review your current details in “As currently in System” Enter the new details
in “To be Updated” column and upload corresponding document in attachment by
clicking Choose File.

7. Select the checklist document name and click on Save as Draft.

Checklist

Laghez [ean B Certfcate Class 10 2amd C proltaksrest Aopowmment Leter Jowweg Letier

122  Governmmpt of Bihar. All ights reserved

8. After clicking on Save as Draft you get a successful pop msg.

&/ Employee Change Info Request Successfull. Submitted
with reference no .- EMPCV 1664524394000

9. If you want to add more additional document enter document name in “ Document

Name” field, upload document file by clicking “Choose File” and then click on
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“+ADD".

Additional information

Note : Ondy "FOF Type Files are Supponted and Fie Size Showid Not exceed more than | MBS,

Cocument Nsme Filg Name * View
‘Chosse Fue | tio e crosc

Actions

Send To:*
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10. Finally Choose Send to from drop-down option, add remarks and Click on Submit.

11. Appointing Authority Checker shall log in HRMS using Checker id.

12. Select Role “Appointing Authority Checker” from Right Top Corner menu and click
on Inbox from Tasklist.

13. Checker can review the changes and either forward to Approver or Send Back to
Maker from Action Taken drop-down menu.

14. Finally Choose Send to from drop-down option, add remarks and Click on Submit.

15. Further, Approver can login and select role “Appointing Authority Approver”.

16. Approver can review the changes and Approved & E-sign or Sent Back to Checker or
Reject from Action Taken drop-down menu.

Note: At all level (Maker, Checker and Approver) Sanctity of data should be checked
and confirmed by respective authority.



