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Users need to perform following steps to correct employee details:

1. Log in to httos://hrms-bihar.qov.in/ with your nraker 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.
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Please review your current details in "As currently in System" Enter the new details

in "To be Updated" column and upload corre:ponding document in attachment by

clicking Choose File.

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

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

\r/ Eryloyee CharEc Ir o Reqt€sl Successtu,, ,*.,0"O 
I

\vilh rsference no :- EMPCVr65452489,1000

9. lf 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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10. Finally Choose Send to from dropdown option, add remarks and Click on Submit.

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

12. Select Role "Appointing Authority Checker" from Right Top Corner menu and click

on lnbox from Tasklist.

13. Checker can review the changes and either forward to Approver or Send Back to

Maker from Action Taken drop{own 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 drop4own menu.

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