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Inthduction

A total of about three lakh fifty thousand employees are working in 44 departments under Govemment
of Bihar. Department of General Administration (via Sankalp No. 16136 dated 19 Dec 2017) decided to
develop a software based human resource managementsystem (HRMS) to manage human resources
work:ng underthe Government of Biharto manage official activities in a quick and transparent manner
by creating an integrated database of Bihar state personnel. The General Administration Department
(GAD) willbe the nodal department forimplementation of HRMS and will implementthis system through
Bihar Prashashnik Sudhar Mission Society, Patna (BPSMS). Bihar State Electronics Development
Corporation (BSEDC) is designated as the nodal agency for RFP and project management.

HRMS will include all regular government employees working across all 44 departments in different
regional offices spread across divisions and districts of Bihar state. All employment related functions
including record keeping and maintenance of personnelinformation (cadre, post, grade pay, salary scale,
etc.), leave management, payable benefits (pension, leaves, provident fund, etc.), e-service book, pay
fixation, etc. will be carried out through this completely online software-based system in a paperless
manner accessible both on weband mobile application.Any information to be passed by the govemment
to its employees will be done through their stored mobile number and email address.

In this booklet the details of the procedures to be done by users to On-Board employees that were never
availabie in HRMS system are provided. Be that may employees who were available in CTMIS or
employees before that era as well.

Overview

The purpose of this documentis to describe in sufficient details, the objective of the On-boarding process
of HRMS application and step by step workflow to access and use the module. This document will
facilitate users in learning different user workflow for data capture in the on-boarding module in a
simplified manner. Apart from this, a helpdesk for support is set up by KPMG Advisory Services for
resolving queries by users.

About the module
Portal Login

This module has role-based access and authorization. Key roles as of now are: Appointing Authority
Maker, Appointing Authority Checker, Appointing Authority Approver.

The module has been designed with maker, checker and approver concept where the maker will e nter an
employees’ basic details and submit it to the Checker user for verification. After due diligence, Checker
will send the data to Approver for approval/rejection of the on-boarding request.
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Types of employees to be onboarded in HRMS

New Employee On-Boarding - Employees whose data was never available in CTMIS/CFMS.

CTMIS On-Boarding -Employees whosedata was available in CTMIS, howevertheywere never migrated
to CFMS.

Before CTMIS On-Boarding - Employees who were never available in CTMIS/CFMS and are being on-
boarded for only retirement benefits.

On-Boarding Workflow

According to the new workflowto add new employee in HRMS. Appointing Authority Offices can be the
only ones to initiate a request to add new employee i.e., On-Boarding Employee process. Appointing
authority maker will enter employee basic details and appointment details to initiate such request and
after approval from Appointing Authority Approver, that request will be forwarded to current office of
that employee. This request can be raised for other offices and for the same office as well. Regardless of
which office it was raised for, said process will have to go through complete workflow.

Appointing
Authority
Maker

Appointing
Authority
Checker

Appointing
Authority
Approver

* Employee Personal Details * Check whether all the information ™
are corract Approve

* Employee Official Detalls

Once Appointing Authority has approved the request, it'll be forwarded to employee’s current
office. Employee Maintenance Approver will accept ifthat employee belongs to that office and
send itto maker.

Employee : Employee ' Employee
Maintenance Maintenance Maintenance
Maker Checker ; Approver

* Finish-up Employee Personal & * Check whether all the information "
Employee Details 8T comeet. Approve

* Financial Details
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Resb'onsibility matrix

Appointing Authority only mustenter employee’s basic details and employment details along with
permanent address. Rest of the details will be entered by employees’ current office.

Section Appointing Authclllirity Current Office - Employee Maintenance
|
Employee Profile
Address
Family Member Details N Y
Bank Details N | Y
Pay Entitlement N ST 47 Y 5
Documents N _ 03 o )‘;

_ To be filled Partially

Legend To be filled Completely
None
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Appointing Authority Maker's Dashboard

Appointing Authority Maker will have an option “On-Boarding Employee” where they can enter
employee appointment information and initiate a request to get this employee on-boarded in HRMS
system.

Step 1: Login as Appointing Authority Maker.
Step 2: Click on On-Boarding Employee

= Sgram Lt b
‘5. HRMS | GOVERNMENT OF BIHAR Pt MrsR S |
. s e L g — - U ———
[ | [ - T
i = =] | Modty Empioyes Dewss
© Action Request Request Request | [ =
z R e SR = T i S e s e e . =5 = y
f_‘l Viewint ?1 'L-;—-thmm
| i
H
i
|
E_ Hotification | E:]th anaanl«-w Infe
3 sz e | L belp Dot 69122004000

| B Emailid ndhms tehargigmad com
| 2 isebPeia kel Mty 07 Sandny i (Tirmings. lows-5.00 630 - 1008 s saching Hobdays
== = | B Varsion 0 ) 14
3 nhunaam Shugest 3011 Toesdny |

4 Fanats Sangran T Augent 2022 Thurmdiy

Step 3: Select On-Boarding Types
1. - If selected CTMIS On-Boarding:
Search Employee Details pop-up will be available where CTMIS employees can be searched by their:

¥ Employee Name

v Employee ID

v"  Employee GPF/PRAN
¥ Employee PAN No.

Search Employee Details x
Exployes e Erms Empioyes Namw el Enter | mpleyns
Empiayee LI PHAN ks Emidivit SITIAL Employes Pan Namber sk
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Fmplayes Mame Ll
Empsoyes GPF PRAN s
CTMIS Empioyes Lt
51 No. Nama g id GPFIPRAN Fan Numbas
{ ] = ] C =

Click on On-Boarding action button to initiate request.

- HRMS | GOVERNMENT OF BIHAR

On boarzing Empioyee

[ —

O CMT s Ich | g Comman | Eeumon

Fitars Name

b ne MEe e Wikss

Employss i

L

HRMS Pay Module
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Lrvimr Emploves @

Empioyee Pon Number

Enior Empioroe Pan

Click to Initiate

x

Few of the details with employee ID will be populated, maker can enter or modify data except:

Employee ID | PAN.

2. - New Employee On-Boarding / Before CTMIS On-Boarding

- HRMS | GOVERNMENT OF BIHAR
On bearding Emzioyes

Empicyes OnBoarding
Types

SRS Urizenting

Eetory JTM D Drgiame s

Select the option and go forth with below steps:

M URAA ANT 842 AT
—————————— L — P sy
Fmnce Deparmant APPOINTING AUTHORITY MAKER = ’ i K
Empuye i *
Lawl Nawe
— o
Date of B D
11 15 x (2 —
et ator Wi s
o E
. Marmsl Ve
e et Ma G S0
Chaabaes (res Do »
- e —Seat | ;085 of Duatety -
Sgimes A S
—

Step 4: Go to the Employee Personal Details section.

Fanance Deparment
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it e

Senma
Finance Depaimars  APPOINTING AUTHORITY MAKER =

Enter required details in the available fields.

Note Fieids marked by 2 red asterisk ()
are mandatory.

Wit W Lant Mamws
Wapts N
Date of Bt * e 3% wtn w Woree
- op—— (=] Lew G r W
e Acanios Wary
wrtgtoe M
Males Hame ¢ Warmal Saoe
VarerT e o At S
[encted cren T Tipes of (naggay
MECE T -Baveed Trded of Dastety-
BT I Porioam Fred
Matonstey vacial Cowgory
it _ -Bead Satd Cmegery
AN N " haats RetWa
., r s . o

Followingis a brief description of the fields available on the tab:
Section 1: Employee Personal Details

Prefix: Mr./ Ms. / Mrs./ Dr./ Prof.

First Name: Employee’s first name.

Middle Name: Employee’s middle name.

Last Name: Employee’s last name.

Gender: Employee’s gender.

Date of Birth: Employee’s date of birth.

Date of Birth in words: Employee’s date of birth in words. (Will be auto populated)
Height (CM / Feet-Inch): Employee’s height in cm / feet-inch.

. T T, JEL T N T T

¥ Identification Mark: Identification mark on employee’s face or body

Father's Name: Employee’s father's name.

Mother's Name: Employee’s mother’'s name.

Marital Status: Employee’s marital status.

Spouse Name (Husband/ Wife): Employee’s husband or wife’s name.

NS K

v Disabled (Yes/ No): Select either one Yes/ No.
Type of Disability: Select Type of disability if ‘Yes’ is selected under ‘Disabled’. (Dropdown available)
v Percentage of Disability: Percentage of disability if ‘Yas’ is selected under ‘Disabled’.

S

KPMG CONFIDENTIAL - NOT TO BE FORWARDED



4&/

HRMS Pay Module
User Manual | Bihar Government

Bfood Group: O+ A+/ B+/ AB+/ O-/A-/ B-/ AB- (Dropdown available)

Personal Email: Employee’s personal email.

Personal Mobile Number: Employee’s personal mobile number.

Official Email: Employee’s official email.

Official Mobile Number: Employee’s official mobile number.

Nationality: Employee’s nationality.

Social Category: Employee’s social category. (Dropdown available)

GPF/PRAN Type: Employee’s pension scheme.

PAN No.: PAN number of employee.

Aadhaar Ref. No.: Enter Aadhaar number of employee and search. (System will populate Aadhar Ref. No.)

. S TR SOl e e R Y S

Step 5: Fill-up employee official details.

Current Emoioyes Officaal Owgis
Empiayes Type * Sarvice Type * p—
~Sewc: [epicres Troe » ~Saic Sevee T - ~Satec Ladrn-
Sarwnd (e parimen: Curvest Dapatment CovertOuigwets.*
Som Po™ Depamen- . France Deareyr S ~Sqemr Curmen: Dasgranen -
Carsent Offce Appomtart Drdet b Apposetmant Orger Date '
n P ——— n -
Crter 4auig Offics koot Sowrce of Recrumme: g | Charge Tekan Dt *
n -Samct Cowce of B e - SeTTe. g
Soming Tene Scperanausnan Data

~atety Jsown Tma

\
[ Click when all themandatory fields are _—_'_

i ]

filled

Section 2: Employee Official Details

v Employee Type: Select Employee type. Regular / Probation
v Service Type: Select Service type of the employee. (Dropdown available)
v"  Cadre: Employee’s service cadre. (Dropdown available)
v Parent Department: Employee's parent department. (Dropdown available)
v Current Department: Employee’s current department (Dropdown available)
v Current Designation: Employee’s current designation. (Dropdown available)
¥ Current Office: Employee’s current office. (Search Office List available)
Py ——————— g X =
- e ]
e HENT o T i U RN
1 |

v" Appointment Order No.: Enter Appointment Order No. of the employee.
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v" Appointment Order Date: Enter Appointment Order Date of the employee.
v Order Issuing Office/ Authority: Select order issuing authority's office. (Search Office List available)
v" Source of Recruitment: Select source of recruitment for the employee.
v Joining / Charge Taken Date: Select joining date.
v" Joining Time: Forenoon / Afternoon
v Superannuation Date: Will be auto calculated from DOB.

Step 6: Go to the Address section.

- Sgnam
‘L. HRMS | GOVERNMENT OF BIHAR France Depammant  APPONTNG AUTAGATYMAKER
N N e T M, S =2 =
: On boarding Employes
i Folizw toase mtrues e
Extahin ProlE Emstorrs Profis, ASdress. Se s Cettib Py e
e Chk e Uty bl (0 woses 40 CHCR O S0 (efton 9 FOrmant (e apRICIDS "
p— Ermpityes Fertonal Dees s
‘.’:‘ ; Pt * Tempeesry Empioyes @ *
- - e
Forst Nama LaEELR L Lavt Mame
vewns b -
Dander * Dute of Birm * Diate of Bt m Wews
Farmts - 11 90,2082 x 8 Emvmem OTIDON TD TRIVESAE Teg
HEgh CMT setch) g (ashuneter C Fewttacr et xor My
51 ol
&
F ey Kame Mot M © e lal Sastun
s e g L e
Vprmene Ngme [y utars W) Loy —— Typan of Daniry
e L Ne: Saac Tor o Joman
FPercantage of (enaneny B d Lroua Parsonal Emad
Frarisge of Dot i .
PR Wiy W e Wt ity Socut Caagery
LIE ok b o x W e
m————  eae e et
o R Frmp—
‘% HRMS | GOVERNMENT OF BIHAR Frmees Deparimant  APPONTING AUTHORITY MARER = e

mmaqh-uqu

Foliow thess imtructions

Following is a brief description of the fields available on the tab:

Section: Permanent Address

10
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7V Address Line 1: Address line 1 of employee’s permanent address.
v Address Line 2: Address line 2 of employee’s permanent address.
v State: State where employee’s permanent residence is located.

v" District: District where employee’s permanent residence is located.
¥ PIN Code: PIN code of employee’s permanent address.

T o y

“5- HRMS | GOVERNMENT OF BIHAR e Decarment  APPONTMOAUDICRITYMAKER ~  Livw s sk
- LT NN N LRy, TR e ETIE e = — =SS iR S

On poarding Employes

WA GPFPRAN B Finpinyes Mame V. L e

[ Bimak

N=—N
Click to save address

details ) Click to go back to Employee
Profile paae

Step 7: Add Additional Information.
Additional information

Ntk - Doy POF Typ Frles ace Supporied snd Fde Sie Should Mot excesd morns than 1 MB.

[Somarn] e e e

¥ Add supporting documents.

Step 8: Forward to Checker.

Actions

Send 100" Pugse Seiect -

“

Once all the details are filled maker can forward it to checkerfor further processing.

v Send to: Select Checker (Dropdown Available)
¥ Remarks: Enter remarks.

11
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Appointing Authority Checker’'s Dashboard

Step 1: Click on Inbox

2- HRMS | GOVERNMENT OF BIHAR

tyem S P
Fnance Depsrimant APPONTING AUTHORITY CHECHER =

Sawve As Draft | Subsrutied Regues!

Cutbox

| .
| = | o g
9 LB A8 A e

B p— view st I stasl Notlcations and Croulers
i

-
l L Heip Desk D512-2008000
1 s v 8 duty F037 Tueiam
e W SR TG B2 Ematis ' hems bharSpmai com
Appemed s E-Sepres = =
. e 0 Ay 7322 Sunem

Mg Won-Sel 3 30 . 8 32 nys encuseng montsrs

B verbeT DR Y

07 Government of Bihar. AN nfils fesarvest

Step 2: Click on Reference No. of the request.

This will lead user to the on-boarding employee request.

5 HRMS | GOVERNMENT OF BIHAR

Finance D iad =
. . g - )
Inbax Lint Y
Berarence mo DescTmnen Ay name P it e Ouve. Remuenee from Penoing Smce Hamam S Ol ched From Treasery
ERDATIR MM 6ABarsng [ malcyes AAET WOAAE O4-58-2327 11 R AT AM ALHT MLAAR 8- 1A-2027 1191 ST AN ey
Ref. No.
SRR
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—
e, Sgnmamn S P
’- HRMSIE‘]W ﬂF Bmm Fingnce Departrent  APPOINTING AUTHORITY CHECHER = D I0E . BT O =
2 ‘ A EEER IR TR F I R LA TN TN T
Ur 203:0mg Employes
Faliow thess mtruchens
o Employee Profis ’ s o Byiie, Py z
CCS DR UPEES 00T 17 updatl SRR THCR Sh Lotemil BURSN L ermars e appacaton.
Empioyes Personal Details
@ x P Temooruy Emgi - v i
- - sonbeson
Fieat Marne i Luat i
ry Aot s —
erde Dane of B Dt of B ot
e - v 200 x 4 e Ocinbr Tas Thosssntt Tus
Height ICMTeeit ) g Ceatimeter ot ik et Iuee W -
.
Fathers Name Moiler | e Mailsl Status

Checker also has the rights to make corrections if needed. Or they can send back the request to maker.
Step 3: Forward/ Send Back

Checker’'s Action Tab

Actions
Action Taken: *  pyacy Semc w
SendTo:” pugie sonc -
Remarus: * ERINAE

Action Taken: Forward to approver / Sent Back

v If selected Forward to approver, checkerwill have the option to select the approver to forward the request.

Actions
Acuon TEken: ' ¢ onwarg 1o Approve w
Sead 100" yiongmmad Jamid [Appomting Auonty ApSFEYer) -
REMaMs: ' Cnecanc - Pisace anpove

v If selected Sent Back, the request will be sent back to the user it came from.

Addivonal Information

Mote - Oy POF Type Files ore Supported ond File Size Shoukd Mot excesd mare hen 1 MEB.

Document Nams * Filg Name A (5 e : View NG SN  Action
[Creosaae |»nncmm m_
OfficeriUsers Comments ﬂ v [ You can check all the users comments this request has been through. ]
St he. Acbon Taken By Date and Time Fawi v E o R
AMT KUAARADDOmTng AuthorTy Klatar 04-20-2002 1V1E 4T AM Tast
Actions
Action TARER: " Sent Back =
Remarxs

Officers / Users Comments Section: You can check all the users comments this request has been through.

Step 4: Submit to Approver.

13
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Curunt Ofice *

TREABURY FORRESRIAN

THE ANLRY § DREEMAR

Joing Tens *

L ]

Orter mamng Oficedamary

2
»
®
3
8
g
£
&

[ ]
!
s

] AT KA ASSOARG A e, Venar,

o 1BIR2 12

3 T AR Bl e ity Ceceer 56153877 01 42 3e Bu
e — -
5008 100" yon grmact Jam (A g Aetherty Aopiser s v

-

Click on Submit ]
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ApBointing Authority Approver’s Dashboard

Step 1: Click on Inbox

S Snon s Lior arens .
"£ Hms | Emm BF HH“ Firance Departmant IPP';:I'I'IOG AUTHORITY APPROVER ™ 8810300 :‘:I 25 Am >

Save As Drafl Submitted Request | Inbox I I
| | |
| il \
E v- E | % |
- | | e | i
c Action Request Req st | — reqesy i _

- —
o] Announcement " 3 Latest Notfications and Circulars I Inbo:c:]

Notihcator U Holiday List _ Help Line info
g : & L Help Desk  0612-2004000
Hath Yaum 5 Ay 2GE Tuesamy
=1 Emadid hdhrms.bihar@igmail.com
= .
2 Bl (Hakea 0 hdy F072 Sencay mngs. Mon-Sat § 30 - 18 00 hrs | ewciuding Hobdays
id Versson 0014
 Mugust 2022
3 Mubanam £
Tuessay

Step 2: Click on Reference No. of the request.

This will lead user to the on-boarding employee request.

.:i_:-.' g nas Mo aTmad Jame
s- HRMS | GOVERNMENT OF BIHAR Finance Depariment  APPONTING AUTHORITY APPROVER ™ 0a-se0z2 sAszsam  ~
- ) > = — e TA - A -
ERNOAII2ZENG AT IS Empores ANIT KLMAR 04-10-2022 1219 24 PR SUNL PAL 05402022 11 48 20 AM Checked - Please approve. o
SR Sgnea ot daim.
= HRMS | GOVERNMENT DF BIHAR Finance Department  APPOINTING AUTHORITY APPROVER ™ 0s1020z2 tramavAM T
x SRR TR W SR T SO
On boarding Employes
Follow these instructions
° Empioyes Profile Emplayse Profile. Address. Bank Detads, Pay and y 1o 1. ard the request.
¥ Chek on Update bution 16 update and ik on
- Employes Personal Details
@ Ackire Protn Empoves b
L - ALOWE 1 F
First Hame Migde Mame Last Namae
Wy L i
Gender Date of Birth * Cate of Birth in Words
i 3 I18.10-154 x M p b
Haight ICMTFeetingh] g Centimater Featinen ibentification M. « °
e L
i
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Approver does not have the rights to make changes. If any correction is to be made, send back the request.
Step 3: Approved and E-sign / Send Back / Reject
v Approved and e-sign: Approve the request.

Actions

v Sent Back: Request will be sent back to the user it came from.

Actions
Action Taken: *  5ont pace . ~

v Reject: To reject the request.

Action Taken: * Qg 1 -

Remarks: Request not vabd

Approved Request will be forwarded to current office’s Employee Maintenance Approver.

Jaining Time Sicperanur wbc Clate

Zorrpcan . 143 *

Addonal informaton

ficts  Gndy BT Type P ore Supportest and Fie Sz Bncuid Notgeseed mor thas 1 M3

Dosur et Mame % View Assian
Officeriliners Commwins
4™ Actios T By S% I
Actions
Action Taker .
Berarks

e ol -
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m

Em‘-ﬁloyee Maintenance Approver’'s Dashboard

Step 1: Click on Inbox

Sagn v s o Tarmeee -

% HRMS | GOVERNMENT OF BIHAR TREASURY FORBESGAN  EMPLOYEE MAINTENANCE APPROVER ~
| | |
= . ~ | |
0 Eg o @m 2/0 0|
o P g svom: Nowticanons and Crcuiars | T ] _

As Draft Submitted Reques! inbox | Unconfirmed | | outox

L. Notificatior U Holiday List .‘I Halp Line infc
- F C - 2004
1 Ram Yams & hy oy . P Dane: D2 000
3 Emadl id  hd hrms. bihan@grmail. com
= B PR 0 bty 207 Sursday rmegs Mon. Sat G350 - THOD hrs) ewchuing Hodas
uhd Viergion 00 14

Step 2: Click on Reference No. of the request.

This will lead user to the on-boarding employee request.

Sign m il Larvwees -

i HRMS | GOVERNMENT OF BIHAR TREASURY FORBESGAN,  EMPLOYEE MAINTENANCE APPROVER ~

“ridcarteg Srpayes AMIT KLBAAS D 0-ADPZ 2 NP Mahamrad Jami Ou No
nHoarang Smpcvee AMIT KUBAR W2 CIATSF leramrad ame worreed L]

Mz Tatwee =

Sig i
ﬁ HRMSI BMHH“EHT nF BIH&R TREASURY FORBESGAN. EMPLOYEE MAINTENANCE APPROVER ™

ST L
©On boarding Employes
Follow thess instructions
Empl Profile . a, Pay o s aard the request.
wployes Profile RTRAnpR PUARI AV, E -
oy Click on Update button 19 updste and click an Submit bution 10 forward the spplicsten.
Employes Personal Detally
® - = e
" - w812
First Name Mige Fame Lant Hame
B il pated
Sanaw DOute of B Distw of Berm in Words
ol e 81019 n Tty g
Height (CMFsawinch) g Centimster  Feetinch Idanteation Ik ©
g -
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Step 3: Forward to Maker.

x 8
- e m:
D022 171924 PU nst
SR KLLAR PALIADposiing Auhonty Chacioer) G4-10-2002 01 42 M P =t
TN KULAR PAL(Appcetng Authorty Checker| C510-2022 NAB I8 AM Cheoed - Please agorove
Mofammad Jamil Ao ng Authanty Approver 05-10-2022 1204 11 P4 O
Action TSke®:* £ oruar m Mawer -

Sand T " joai MATH MANDAL [Empiopes Mamterance Lisk «

Remarks: O - O] W penpoyed

Step 4: Click on Submit.

18
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Em"?)loyee Maintenance Maker’s Dashboard

Step 1: Click on Inbox

‘o HRMS | GOVERNMENT OF BIHAR

Save As Draft

Submitied Request Inbox
| ™
B 0| |[R= 0| |2
3 - —
Action e e— Req
|

Request I

1

%

HRMS Pay Module
User Manual | Bihar Govemment
::-:;ﬁzmmncsmsa i N i

TREASURY FORBESGAN.

e SR, TE - N T

£ SRR

Request

A . : Latest Notfications and Crcudars
I-"'s! Announcement

I
()

S — .

JB. Notification

U Haliday List

T Fahvavs 5 Jum 2022 Toesday .

inf
“‘Heimee info

', Heip Desk. 0612-2004000

- Emad hd himns. bitar @grmail. com

Tangs bon-Sat 5 30 - 1800 fes) exchadeg Holdays

2 Whis-2uha (Baknd 10ty 2022 Suntay
B Augus 202

3 Muhaam
Tuesciay

Step 2: Click on Reference No. of the request.

This will lead user to the on-boarding employee request.

- HRMS | GOVERNMENT OF BIHAR

Inbox AR
Inbox List
Reterance No. inkistor inizated Date

BROCAVIEZIENVGI 1871

4102002 12 1R PU

b o Version 0014

P UL
TREASURY FORBESGAN. EMPLOYEE MAINTENANCE MAKER ~
- -‘—?Fu:.;_,_r_,_‘—‘. il = -.-‘:e:l::a:—-\—.;qrsam::'_—._-‘_::—._-' —
v

fad Tanwesr

05-10-2022 17 1820 P Ok - Onboard fes employee  No
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©n boarding Empioyes

Foliow these instructions.

TREASURY FORBESGANJ

Empicyes Profile, Asdre s, Pay d Ch
Clich on Update bufizn > wdate and click on Submit b #

Y 19 forward T request

Spouse Name [HubandWite)
Senss Mare o TR
Percanmge of Devasiiry

Prevcentagn of Dty

Employes id "
AD0IEST2
Midche Narme
ama
Date of Birth
2840108
Idwntification Mark ©

ot

Mother's Mame *

Dissbled iyesino|

Blood Group

23

Step 3: Fill required details

HRMS Pay Module
User Manual | BiharG‘_Q\_.remmenl

Signiw = 2 blanca =
EMPLOYEE MAINTENANCE MAKER ™

Last Name
paated
Date of Birth in Waerds.

Twevity-righit October Nineteen Hung vd Nansty e

Maritat Sustus
Ussrrva ved -
Trpes of Disabiliny
Leirc Typas of Deaatvity
Parvona! Emall

Forsona Ema

Details which are already filled by appointing authority will be in non-editable format. Following is a brief description of the
editable fields available on the tab:

Section 1: Employee Profile

¥v" GPF/PRAN No.: GPF or PRAN No. of employee.
Gowt. Quarter Occupied (Yes/No): Check box to select whether government quarter is allotted to employee.
Group: Select group to assign. (Dropdown available)

Annual Increment Opted Date: Date for annual increment.

W S
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m: Click on Next l

Section 2: Address

Click on Same as permanent address if both are same. Else, fill the following details.

Address Line 1: Address line 1 of employee’s permanent address.
Address Line 2: Address line 2 of employee’s permanent address.
State: State where employee’s permanent residence is located.
District: Districtwhere employee’s permanent residence is located.
PIN Code: PIN code of employee’s permanent address.

W R
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ol Sonem tar Maraa i
5- HRMS | GOVERNMENT OF BIHAR TREAGURY FORBORN  SENAVISMAACES ~

On boarding Employes

Follow thess Instructions

Empioyes Profile, Addreas. Bank Detalls, Pay and 1o forward the request
Click an Uipdate buttan 1o update and click on Submit button to forwa'd the application.

Employes Detaily
Empicyes ki 4D038E12 GPFPRAN Na. - Empicyes Name LW e pate
Permanent Address
Addreus Line Address Line I Srate
B2 502 e w solar Lo sokate AR
Diatriet PIN Code
ARARA - [
r
Current Address Click if Current Addressis
P Y <:: same as permanent address
\
Addvess Line 1 Address Line 2 * Stats
Sedert Slate
Dtaarier * PBiCods *
St Dest -
Current Address
Same As Permanent Address B8
Address Line 1 * Address Line 2 State ©
HEMS House HRMS Lane BIHAR
District * PIN Code *
PATNA K v 800001

m<: Click on Save ]

Section 3: Family Members Details

Relationship: Relationship with the employee.

Name: Name of family member

Gender: Gender of family member

Date of Birth: Date of Birth of family member

Marital Status: Marital Status of family member

Physically Disabled: Yes / No

Percentage of Disability: Percentage of Disability of family member (If ‘Yes’ is selected under ‘Disabled’.)
Dependent: Yes / No (Enter Annual Income of dependent if selected ‘Yes’)

Employed: Yes / No

Nominee: Yes / No (Enter percentage of Gratuity and PF Nomination if selected ‘Yes')

CRCTCTR T R O
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Select Retationship- - Name —Select Gender— X
Dote:of Bves. = Marital Status * Physicaily Disabled *
nvrvy 1) —Select Marital Stabus— - O Yes O o
Percentage of Disability Dependant * Empiloyed
Servenage of Disabiity 20 O Yes O No O Yes O No
MNeminee
2 Yes O No

[ Click on Add Record :D_

Example given:
Family Member Details
o sNe o News

Reiationship * Name ° Gender *

Nife X - Sheeta Patel Female v
Date of Birth * Maritai Status * Physically Disabled *

1-10.2000 x & Married x - O Yes @ No
Percentage of Disability Dependant * Employed

Eereeeitage of Dhsatity . ® Yes O No ® ves O no

350000

Nominee Gratuity Nomination * PF Nomination *
& Yes () No 106 50

=3

Click on the "+Add Record’ button. Added record will show up in a table above the Add Member Details form. Follow same
steps to add as many records as you want.

Section 4: Bank Details

Bank Name: Bank Name of employee’s bank account
Branch Name: Branch Name of employee’s bank account
IFSC Code: IFSC Code of employee's branch

Bank Account No.: Bank Account No. of employee

b T T S
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Add Bank Detail
Bank Name * Branch Name * IFSC Code
Bank Name Beanch Name FSC CODE
Bank Account No *

Hank Acrount No

I —— Cick on Add Bank Detail |
FEE RS

Example given:

Add Bank Detail
Bank Nama * Branch Name * IFSC Code *
STATEBANKOFINDA i R R SBINCOU2100
Bank Account No * Beneficiary Id/ Payee id *

12345678910 ART00SETS

Section 5: Pay Entitlement

v
v

v

AR

L TSR S

<

Pay Commission: Pay Commission of employee’s current entitlement (Dropdown available)

Pay Scale /Pay Band/ Pay Level: Pay Scale /Pay Band/ Pay Level of employee’s current entitlement (Dropdown
available)

Basic Pay: Basic Pay of employee’s current entitlement (Dropdown available)

Grade Pay: Grade Pay of employee’s current entitlement

Govt. Quarter Occupied: Yes / No

HRA Tier: HRA Tier of employee’s current entitlement (Dropdown available)

CTA Allowance Applicable: Yes / No

CTA Entitlement: CTA Entitlement of employee's current entitlement (Dropdown available)
GPF/PRAN Type: Will be auto populated

NPS Opted: Yes / No

Disabled: Yes / No
Percentage of Disability (%): Percentage of Disability of employees
Medical Stop: Yes / No

DA Stop: Yes /No

24
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Employee Id 40035512 GPFPRAN No. -

Date of Birth 28-10-1996 Designation Servor - ccounts Officer Office TREASURY FORBESGANJ
Mobile Number 8686757655 Service Type Allinci : Service(ALS) Group “

P Comm——— h PC - AIS » =  PayScalePayBand/PayLevel' ey 10(56100.177500) ~ BasicPay® 81300 =
Sty 3 Govt. Quarter Occupled No « HRATier s =
g s b + | CEAESS—" omicy v GPFPRANType GPF No -
NPS Opted No . Disabled '_;D

Madical Stop =S O oAmE = .

Section 6: Documents
List of Documents are provided as per status quo.

Check which of the documents are to be provided and add attachments.

3 CERTIFICATE FROM BANK
4 COPY OF INVOICE DATA FROM GEM PORTAL

- i, s B N o
2 AADHAAR CARD O
3 ELECTORAL PHOTO ID CARD . ST = 5
4 BIRTH CERTIFICATE " =TS figs w1 g
s DRIVING LICENSE i " - . c B
6 AN - o
B GSTIN/ GSTIN FROM GEM PORTAL S o
8 PANCHAYAT ID ]
Additional Information

Yote . Oniy ‘PDF” Type Files are Supported and File Size Should Not excesd more than 1 MB.

g =

ot 1 ot et .-..'s.-_'t_rﬂl_‘._r;.{'- My p
Decument Name * e v o :

el Narme m

Example given:

25
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Employee Details : i e _ 3
Employee Id 40036512 GPFIPRAN No. - Employee Name stiant kumar patel
Document Details ™ S
Description Add Document *

[Ghoss il ] o e chosen

26

KPMG CONFIDENTIAL - NOT TO BE FORWARDED



- &

LhLI HRMS Pay Module
User Manual | Bihar Government

—
Employee Maintenance Checker's Dashboard

Step 1: Login as Employee Maintenance Checker

Step 2: Go to Inbox
. ; = i Sgnnas Vi Frez j
-z~ HRMS | GOVERNMENT OF BIHAR TREASURY FORBESGAN] ~ EMPLOYEE MAINTENANCE CHECKER ™ =

e —— : — —- : B . e
Save As Draft Submined Request | Inbox _ !
| i ! i
=] 0 ‘ | v= 0 | | = 1 ' i
e B T

B
: T =
r.;j.:nmmm Y Su— ”Lm Motifications and Circulars Inbox l

. y : J

j___ Notificaton U Holday List -'“ Halp Line Info
1 Rath¥aten 5 Juby 2037 Tuesoay H bhiangs i
11 £ Emailid  hahems bihan@gmail.com

2 igw-Tuba (Bakid 10y 2022 Sunaay | | | Tngs Mon-Sat 530 - 1800 hrs) exchiomng Holdays
| E. dVerson 00 W
% fuxpat 2002
3 wgan i

Tumacay

Step 3: Click on Reference No. of the request.

This will lead user to the on-boarding employee request.

_%} o ) Sgnnas Vid Fraz Alan -
5-'.. HRMS'E]M"FM TREASURY FORBESGAN)  EMPLOYEE MAINTENANCE CHECKER ~

r ~EAEIETT T NSRSy A TR S A PR S g
inbax R i B e TR L
inbox List
Reterence No. Description/Activity Name T ~ Panding
mumm'm mbcarsrg Evpaym 0510-202200 14PN Fied Comecly - please.

et
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s 3 - Son i s Wi P Ao =
‘Z- HRMS | GOVERNMENT OF BIHAR TREASURY FORGESGAN,  EMPLOVER MAMNTENANCE CHECKER

On boarding Employes .

Follow these instructions

Employes Profie. Adarevs Sarck Details. Pay s The request
Clik o Update button = cdate Bnd clhch on Submit button 15 forwsrd the sppiicaten

Empioyss Personai Deills
Prefiz * Empiayes bd
- - ADIE 1D
First Mama * Middle Hame Last Mame
whart i pated
Gender Date of Birh * Dats of Birth in Wards
Mt - TR0 10 x = Twerity-mghth Cotober Nmetean Hunctes Mot ane
Haight (CMFestincs| * g Cortimeter  Festfinch lderificasion Mark
w0 et
£
Father's Name Mothar's Mams " Marital Swatus
Ram iy

Lirimnas e

Checker also has the rights to make corrections if needed. Or they can send back the request to maker.
Step 3: Forward/ Send Back

Employee Maintenance Checker’s Action Tab

Actions

Action Taken: Forward to approver / Sent Back
¥"  If selected Forward to approver, checkerwill have the option to select the approver to forward the request.
Actions
Action Taken: * ... 10 Approver
Send To: *

Md Rashid Tanweer (Employes Maintenance Appro w

Remarks: ™  (Chacked - Please appiove

> Click on Submit ]

,
ST

v If selected Sent Back, the request will be sent back to the user it came from.
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J— = =5 S
Officer/Users Comments
SrNo. Action TakenBy dTme
1 AMIT KUMAR(Appomnting Authornty Maker ) G4-10-2022 121924 PM
2 SUNIL KURMAR PAL (Apponting Authority Checker) 04-10-2022 014234 PM tesl
3 SUNIL KUMAR PAL {Appainting Autharity Checker) 05-10-2022 11°48.28 AM Che: <ed - Please approve
4 Mo pOITtINg Authonty Approver) 05-10-2022 12.04.11 PM Ok
5 Md Rashid Tanwear(Emp M e Approve  05-10-2022 12 1620 PM Ok - Inboard this empiayee
4]
6 HARI NATH MANDAL(Empioyes Mantenance Make  05-10-2022 01 31 14 PM Fille - Comectly - please check
.
Actions

Action Taken: *  c.. Back

ROMarks: " pyoue Comections

;
£

Officers/ Users Comments Section: You can check all the users cornments this request has been through.
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Employee Maintenance Approver’s Dashboard (Final Approval)

Step 1: Click on Inbox

"g’ Hmsi GOVERNMENT OF BIHAR TREASURY FORBESGANJ empLovEE MANTENANCE APPROVER ™ P 2

‘ Save As Draft i Submitind Request | Inbox | Unconfirmed Outbox
|
| | A
| | | - L y—
B 0} | O . 2/0 E 0
| VO | e Ao '-;-'
| Action | Request | | Reguest Requent

e i EXT—

B vontcation [] by L= P 1aats Line inio
b Vo Desic  O5Y2-2004000

B2 Fmad e ha Do bihanBgrrall com

1 fam vors

2 it Jura Pl Temwngn Mon Sl &30 - T8 00 nrn) esrnaen ey

B Vi s 30 T4

Step 2: Click on Reference No. of the request.
This will lead user to the on-boarding employee request.

Sgnnms W Tanweer
TREASURY FORBESGAN. EMPLOYEE MAINTENANCE APPROVER ™ 08-10-2027 , 1308 34 PH -

niiger E n =ate e rom Remarks 12 Oiscted From Treatury
AT WOURAAR 08102022 1218 24 PM i Feaz Alamm Checked - Plaase aporove
AMIT KLMAR 04 20-2002 01 3T 56 Put Ligkammad Jam approved No

T, n Sl S W T
sw= HRMS | GOVERNMENT OF BIHAR TREASURY FORBESGAN)  EMPLOYEE MANTENANCEAPPROVER = oavisic: imomsssy =
On poarding Empioyee

Foliow thess Instruciions

Employes Preflis, Agewy, Bank Deuails, Pay requst.
Chck on Updats burten = upate and clich on Submit bunan to farwa 3 the spelication.

Employes Personal Detalls

Prafla * Empioyes id

" ~ L]
First Nama * Miadis hame Last Mams *

T — (e
Gander * Date of Sirk * Cate of Birth in Words

Ml ~ 25101588 x B Tarety givin ety Hnctonn §aputnd Nty e
Haigh [CMFsevieen) g Contimeter Festinen et fication Mars

"o L.

L

Fathers Nams Mother's Wame * Maritsl Status *

el - Lt -
Spouse Name (Hustand Wite| Disatied freamal Typas of Cinablfin
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Step 3: Approved and E-sign / Send Back / Reject

v Approved and e-sign: Approve the request.

Actions
Action Taken: * Approved and E-Signed

Remarks:*

o —omem

v Sent Back: Request will be sent back to the user it came from.

Actions
Action Taken: *  se Back

Remarks: i comections

¥ Reject: To reject the request.

Actions
Action Taken: *  Geeried

Remarks: © Request not valid

Impact

An employee who's On-Boarding Employee request has been approved as instructed, will be visible in a
group, bankdetails has been added, and entitlement has been updated from date of joining/charge taken

date. Employee will be eligible for regularsalary bill.

KPMG CONFIDENTIAL - NOT TO BE FORWARDED
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Basic Details

“~
Prefix *

First Name*

LastName*

Date of Birth *

Father's Name*

Identification Mark*

Middle Name__

Gender*

Height (CM/Feet/Inch) *

Mother's Name *

Marital Status*

Spouse Name (Husband/Wife)

Disability Details (If Applicable)

Disabled* (] Yes, () No  Type of Disability (lf selcted Yes).
&

Percentage of Disability

Personal Details

Blood Group Email

e e | St
ol B 2t

Ny

X
Attach Passport Size
Photograph

.

Mobile Number*

Nationality PAN No *

Aadhar Ref No.

" GPF/PRAN Type *

Permanent Address*

Line 1*

State *

Employee Official Details

Employee Type *

District*

Pin Code*

Cadre*

Current Department®

Service Type*

Parent Department*

Current Designation*

Current Office*®

Source of Recruitment

Order issuing Office/Authority*

Appointment Order Date*

Joining Time*

Joining / Charge Taken Date*

Appointment Order No.*

Certification*: |, the undersigned, certify that to the best of my knowledge and belief, this form is filled correctly.

Sign.




' HRMS

@ GOVERNMENT OF BIHAR
Instructions: /
moﬂ:._Wo be filled in English only.
Fields marked by asterisk (*) are mandatory.
Those already allotted an eight-digit numeric Employee ID shall not apply again as having or using more than one Employee ID is not allowed.

Employees are to fill below mentioned fields from provided masters:

Marital Type of Blood ; : GPF/PRAN Employee N L Source of
Status Disability Group Nationality Type Social Category Type Service Type Recruitment
isuall _ 2 \ di -
Mr. Married <_m_._._w_ ¥ Indian GPF General Regular Altodia Sene BPSC
Impaired (AIS)
Central
Ms. Unmarried Deaf & Dumb 0- Nepalese PRAN Other Backward Class Probation Government BSSC
Employee (CGVT)
. : State Government
Mrs, Divorced Locomotive A+ Other - Scheduled Caste - Employee (SGVT) BTSSC
z Widow / Mental . i ) ; ) = Central Chayan
Miss Widower Disorder A Scheduled Tribes Judiciary (JUD) Parichad
e Economically Weaker Bihar Technical Sewa
Other Separated B ! B+ - g 5 Seadon A - Pt
- B . RRae Bihar Polici Avar
Dr. - = | 8- : - R et ‘Backward Class - - Chayan Sewa Aayog -
aly & ) mﬁmmn
Prov, - - AB+ - o mmmwima - - Anukampa
w)es - Class |
. 4 Economically Backward
Rev. - - AB- - = Womed = - Sports
E = s . - - Backward Class Women - - Samayojan




