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lntroduction
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 managenrent system (HRMS) to manage human resou rces

working u nder the Government of Biharto manage cfficial activities in a quick and transparent manner
by creating an integrated database of Bihar state personnel. The General Administration Department
(GAD)willbethenodaldepartmentforimplementationofHRMSandwillimplementthissystemthrough
Bihar Prashashnik Sudhar Mission Society, Patna (BPSMS). Bihar State Electronics Development
Corporation (BSEDC) is designated as the nodal agenoy for RFP and project management.

HRMS will include all regular government employees working across all 44 departments in differcnt
regional offices spread across divisions and districts of Bihar state. All employment related functions
including record keeping and maintenance of perso nn el info rmation (cadre, post, g rade pay, salary scale,

etc.), leave management, payable benefits (pension, leaves, provident fund, etc.), e-service booh pay

fixation, etc. will be carried out through this compleiely online software-based system in a paperless

man ner accessib le both on weband mobile application.Any information to be passed by the govemment

to its employees will be done th roug h their stored mobile number and email address.

ln th is bookletthe 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 th is docu mentis 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 Authotity

Maker, Appointing Authority Checker. Appointing Auth ority Approver.

The module has been designed with maker, checker and approver concept where the makerwillenter an

employees' basic details and submit it to the Checker user for verification. After due diligence, Checker

will send the data to Approver for ap proval/reiection of the on-boarding request.

KPMG CONFIDENnAL― NOT「 O BEFORWARDED
3
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Types of employees to be onboarded in HRMS

New Employee on-Boarding - Employees whose data was never available in crMls/cFMS.
CTMIS On-Boa rd ing - Employees whosedata was available in CTMIS. howevertheywere never mig rated
ro CFMS.

Before CTMIS On-Boarding -Employeeswho were neveravailable in CTMIS/CFMS and are being on-
boarded for only retirement benefits.

On-Boarding Workflow

According to the newworkflowto add new employee in HRMS. Appointing Authority Offices can bethe
only ones to initiate a request to add new employee i.e., On-Boarding Employee process. Appointing
a uth o rity ma ker will enter employee basic details a n d appointment details to in itiate such ,"qu 

""t 
.nJafter approval from Appointing Authority Approver. that request will be forwarded to current office of

that employee' This request can be raised forotheroffices and forthe same office as well. Regardless ofwhich office it was raised fo r, said process will have to go through complete workflow.

Appointing
Authority

Maker

Appointing
Authority
Checker

Appointing
Authority
App rove r

. Ehploy.c PoBon.t D.t5ils

ofrclal Detals

。Check whether a‖ th3 intomatiOn

・ Chは whether an the infOrmat on
are oorrecL

. Approve

4

Onco Appointing Authority has app.oved thB rsquest, ifll be forwa rded to employee,s curr€nt
office. Employee Maintsnance Approver will accepf ifthat employee bslongs to that offce and

sgnd it to makor.

Employee
Ma intena n ce

Maker

Employee
M aintena nce

Checker

Employee
Ma inte na nce

КPMG CONFIDEN¬ AL― NOTT0 8EFORWARDED
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Resftnsibility matrix

Appointing Authority only must enter employee's basic details and employrnent details along with
permanent address. Rest of thedetailswill beentered by employees'current office.

To )e filled Partial

Legend I I To ire filled Co

Norre

KPMC CONFlDEN■ ハこ―NOT TO BEFORWARDED

Section nonointing Authlrity Cunent Office - Employee Maintenanoe

Employee Profile Y Y

Address Y Y

Family Member Details N Y

Bank Details N Y

Pay Entitlement N Y

Docu ments N Y

5
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Appointing Authority Maker's Dashboa

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

1l HRMSi6aVERHMEHTOFttHAR

く―
―

二櫛睡躊
｀い -0-
E IIn…

…
・飾

1  _

Step 3: Select On-Boarding Types
'1. - lf selected CTMIS On-Boarding:

search Employee Detairs pop-up wil be avairabre where crMrs emproyees can be searched by their:
/ Employee Name
r' Employee tD
/ Employee GPF/PBAN
/ Employee PAN No.

s...En Enctoy- O.t lt.

一
Ｒ 4 ６

一
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□
¨
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Emcoy-:d.

@
Click on On-Boarding action button to initiate request.

: HRtts I G0vtR cxr or BrHrx

F€w oI the details with omployea lD will be populat€d, maker can enter or modify data except:

Employee lD I PAN.

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

. HRI/ts IEoYrRltl[xr or BHAR F― ●
―

 ~~―
‐  
“
・・
蒸
"

―
編

“""―

o

Select the option and go forth with below steps:

Step 4: Go to the Employee Personal Details section.

KPMG CONFIDENnAL― NOT~O BEFORWARDED
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一
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enier or modifythe data listed ho€. 6s perth e requirementTh is page has the option to enter personaldetiils ofthe emplo!ee.
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Following is a brief description of the fields available on rhetab:

Section 1: Employee Personal Details

/ Prefix: MrJ Ms. / Mrs-/ Dr"/ Prof.
/ First Name: Employeo's first nam6.
; Middle Name: Employee's middle name.
/ Last Nams: Employee's last name.
r' Gender Employee's gender.
r' Date ofBinh: Employee's date of binh.
r' Date of Binh in words: Employe€'s date of binh in words, (Will be auto populated)
r' Height (CM / Feet-lnch): Employee's height in cm / feet-inch.

/ ldentification Mark: ldentification mark on employee,s face or body

/

′

′

′

Father's Name: Employee's fathe/s name.
Mother's Name: Employee's mothe/s namo.
Marital Status: Employee's marital status.
Spouse Name (Husband/ Wife): Employee's husband or wife's name.

/  Disabled(Yesノ No):Select either one Yes/No
′  TVpe Of Disab‖ ity:Select Type of disab‖ ity if'Yes′ is selected under′ Disabled'{Dropdown ava‖ able)
′  Percentage Of Disability:Percentage of disab‖ ity if′Yes'is selected u nder′ Disabled′

8
KPMC CONF:DEN■ AL― NOTTO BEFORWARDED
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Note: Please enter theheight exadt,
feet-inch and en:!

: sto be mentioned in the:;e.vice Book lf it is mentioned;n feet-inch please select
te that, else if mentloned in cm. pl€ase memion in that format.

Noter lf therea.e morcthan o.e iderl 1 :aton rnarkplease enler.hem separated

Note: Should o.ly b6 needed if empl: \, o ;s msnied.
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r' Eood Group: O, A+/ B, AB, O-lA-l Yl A* (Dropdown avaitable)
r' P€Gonal Email; Employee's per6onal email.
/ Personal Mobile Numb€r Employes's personal mobile number.
r' Official Email: Employoe's official email.
v Official Mobile Number: Employee's official mobilo number.
r' Nalionalily:Employee's nationality.
/ Social Category: Employee's social category. {Dropdown available)
/ GPF/PRAN Type: Employee's pension schame.
r' PAN No.: PAN number of employee.
r' Aadha Ref. No.: EnterAadhaar number of employee and search. (System will populate Aadhar Ref. No.)

Step 5: Fill-up employeeofficial details,

… … … …

ロ

ロ

Section 2: Employee Official Details

/ Employee Type: Select Employee type. Regular / Probation
/ Service Type: Select Service type of the employee. (Dropdown available)
r' Cadrc: Employee's service cadre. (Dropdown available)
/ Parent Department: Employee's parent depanment. (Dropcown available)
r' Current Oepartment: Employee's curent department (Dropdown availsble)
r' Current Designation: Employee's cunent designation. (Droodown available)
r' Current Office: Employee's current office. (Search Office List available)

/ Appointment Order No.: Enter Appointment Order No. of th e employee.

KPMC CONFIDENnAL― NOT rO BEFORWARDED
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This page haslhe option to enter official ddails otthe employee. enteror modify the dala listed here, as perthe requiremem
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/ Appointment Order Dato: Enter Appointment Order Date of the employee.
r' Order lssuing Oflic€y' Authority: S€lect ord€r issuing authority's office. (Soarch Office List availablo)
r' Source ofRecruitment: Select sourcs of r€cruitment forth€ employ6e.
r' Joining / Chargo Taken Date: Select ,oining date.
/ Joining Time: Forenoon /Afternoon
/ Superannuation Date: Will be auto calculated from DOB.

Step 6:Go to the Address section.

率 H田国 田 田 目 :鮮服

… … …

■

::HRMSiSIVERHENTDFttHAR

"
菫

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

Section: Permanent Address

КPMG CONFIDEN¬ AL― NOTTO BEFORWARDED
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Y Addrur" Line 1: Address line I of employee's permanent address.
r' Address Line 2: Address line 2 of employee's permanent address.
/ State: State where employee's pernanent residencs is located.
/ District: Districtwhere employee's permanent residonce is located.
/ PIN Code: PIN codeof employee's permanent address.

Step 7: Add Additional lnformation.

xdeo'ly9o.,IytsFbnsu@|

/ Add supporting documents.

Step 8: Forward to Checker.

回

国 口 ‐

O nce all the details are filled maker can fon vard it to checker for fu nher processing .

r' Send to: Select Checker {Dropdown Available)
/ Remarks: Enter remarks,

KPMG CONFIDEN¬ AL― NOT「 O BEFORWARDED
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Appointing Authority Checker's Dashboard

Step 1: Click on lnbox

HRMSIGllVER‖ 躙肝口F BIHAR

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

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

f"n"― ―   ~● V~W… ‐   
・・・・
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Checker also has the rightsto make conections i, nesdod. Or thsy can send back ths reque8t to makor.

Step 3: Forward/ Send Back

Checke/s Action Tab

Aclion Taken: Forward to approver / Sent Back

r' f sebcted Forward to approver, ch€ckerwill have ths option to solect the approv€r to forward the roquost.

′ lf selected Sent Back, the request will be sent backto the user it came from.

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

Step 4: Su bmit to Approver.

KPMG CONF:DENllAL― NOTTOBEFORWARDED
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You can check allthe users comments this request has baen through.
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Appoinjng Authonty

Step l:Click on!nbox

暮 Hm鴨 :GШ躙 Ⅲ OFBHAR

0

Approver's Dashboard

ReqTst

O
Reqttt

Save As Oran
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Step 2:Click on Reference No ofthe request

This vvilllead usertO the on‐ boarding employee request
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Approved Request will be fonlvarded to cu rrent office-s Employee Maintenance Approver.

‐

0

HRMS Pay Module
user Manua l BharttVemment

Approver does not have the rights to make changes. lf any correction is to be made, send back the request.

Step 3: Approved and E-sign / Send Back / Reject

/ Approved and e-sign: Approve the request.

Aa{on3

art s.d rn E€rytd

56r F*

嗣 國 :
Reject: To reiect the request.

Aed6 T.ta:. R.j..,j

R.n.rtr:' rip,... sr nol va d

ロ

コ

口■□■
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回 回
r' Sent Back: Request will be senl backto the user it came from.
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Ennp:ovee Maintenance Approver′ s Dashboard

Step l:CIck on lnbox
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Step 2:Click on Reference No.ofthe request.

This willlead userto the on‐ boarding employee request
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Step 3: Forward to Maker.
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Step 4:Click on Submit,
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User iilanual I Bha,Govemment

en\!loyee Maintenance Maker's Dashboard

Step 1 : Click on lnbox
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Step 2: Click on Reference No. of the request.

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

暮 HRMSi60VERH距Ⅲ口FШ想

島 He● い 肺

ヽ い ― ● 12凛閾∞

[―
・
lm― _

.… bS● 011100“ )●由
"…

一
嘔

Drarl

Ｏ

ｍ

¨
昌 ０

¨

KPMG CONF!DEN¬ AL― NOTTO BEFORWARDED
19

一１ P srprnim u-'+.*r r

;9 Enpbr.. t&fieED ra&,

,■鵡Ш"

日
＝
＝
Ｈ
＝
＝
＝
＝
＝
＝
Ｈ
Ｈ
Ｈ
Ｈ
Ｈ
Ｈ
Ｈ
Ｈ
Ｈ
＝
Ｈ
Ｈ
＝
日

EI**,*
、ヽヽ
=0,2i―
ち 日

Rec、

亀p● ‐                 H輌
―
   _

EASuRVFOme-3  -E― lB―
…
 
‐

Y
rd,l.cE ra'.dr rb.q

a -&rd.E 6tq.. M
［

　̈̈

』回

一̈一　
　
　
　
一



炸 HRMS Pay Module
user Manuall BIharGwemment

轟 H田眈馴 EllVERH肛肝OF ttHAR

F41.1.,i01^-B!ldo-..',?fudcld.hd-,
6dnrt&!&r#dff- rr-r !-. brd h d.&r

EnFloF. ft.r.d O.dat

Ⅲ ●お

―
URY K RBC‐NJ ERO‐ ― l―

…

X色

呵

Step 3: Fill required details

Details which ars already filled by appointing authority will be in non -editable format. Following is a brief description o, the
editablE tields available on ths tab;

Section 1: Employeo Profile

r' GPF/PRAN No.: GPF or PMN No. of employee.
r' Govt' Ouarter Occupied (Yss/No): Check box to selectwheth€r govemment quarter is allotted to employee.r' Group: Select group to assign. (Dropdown available)
r' Annual lncrement Opted Date: Date for annual increment.

KPMG CONFIDEN¬ AL― NOTTO BEFORWARDED
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Section 2: Address

Click on Same as permanant addr€ss if both are same. Else, fillthe iollowing details.

/ Address Line 1: Address line 1 of employee's permanent address.
/ Address Line 2: Address line 2 of employee's pernanent addrcss.
r' State: State where employee's permanent residenc€ is located.
7 District: Districtwhere Bmployee's permanent residenc€ is located.
r' PIN Code: PIN cod€of employee's permanent address,
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Section 3: Family Members D6tails

r' Relationship: Relationship with the employee.
r' Name: Name of family member
r' Gender: Gender oI family member
r' Date of Birth: Date of Binh of family member
r' Marital Status: Marital Status of family membor
r' Physically Disablsd: Y6s / No
r' Percentage ofDisability: Psrcentage of Disability offamily member (lf 'Yes' is selected under 'Disabled'.)/ Dependent: Yes / No (Enter Annual lncome ofdependent if selected 'Yes')
r' Employed: Yes /No
r' Nominee: Yes / No (Enter percentage of Gratuity and PF Nomination if selected ,yes,)
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Name

_s― Gen由箋_
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OY‐ O間

□

::

・
―

・

OY‐ 0い

JY6ONo
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Example given:
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O\t Ol{o

D●

―
t・

O Y6 0 No

N―

う Yes 3 NO

Crattw Nm… on・

口 ll冒1目日

Click on the '+Add R€cord' button, Added r€cord will show up in a tablo abovs lhe Add Member Dstalb form. Follow same
stepsto add as many records as you want,

Section 4: Bank Ddails

/ Bank Name: Bank Nam6 of 6mploy66's bank account
r' Branch Name: Branch Namo of employs€'s bankaccount
r' IFSC Cod6: IFSC Code of employee's branch
/ Bank Account No,: Bank Account No. of employea

23
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Example given:

Add Baは Deta11

lFSC C●●●

SIAI BANK OFiNOIA

8●●輛麟
`り
ld Pa)● ●d

SttN∞υ l∞

1234S78910 却Rl∞∞・ 6

回 国

Section 5: Pay Entitlement

r' Pay Commission: Pay Commission of employee's currsnt entitlement (Dropdown available)
r' Pay *ale lPay Band/ Pay Level: Pay Scale /Pay Band/ Pay Level of employee's current entitlement (Dropdown

available)
/ Basic Pay: Basic Pay olemployee's current entitlemBnt (Dropdown available)
r' Grade Pay: Grade Pay of employee's current entitlemgnt
r' Govl. Ouarler Occupied: Yes / No

/ HRA Tien HRA Tier of employee's current entitl6ment (Dropdown available)
r' CTA Allowance Applicable: Yes / No
r' CTA Entitlement: CTA Entitlement of employee's current entitlement (Dropdown available)
/ GPF/PMN Type: Will b€ auto populated
r' NPS Opted: Yes / No

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

r' DA Stop: Yes / No

KPMG CONFIDENnAL― NOTTO BEFORW測ミDE D
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Note: E'- rloyee will be entitl( d to House Rent Allowance if selected 'No'

Note: Selecr 'lo lf employee's Me jical Allowance is stopped due to some reason

¬

Note: NPS will bo ,.utomatically non-ec itable in
select whether I PS amount

GPF employee. For PBAN employee
be deducted.

Note: Select \ ) if employee's Dear ness Allowance is stopped due lo some reason
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Ssction 6: Documents

List of Documents ara provided as per status quo.

Check which of the documents arc to be provided and add attachments.
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Step 4: Forward to Employee Maintenance Checker.
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HR S Pay fodule

Usar Manual I BharGovsmm€nt

Employee Maintenance Checker's Dashboard

Step 1: Login as Employee Maintenance Checker

Step 2: Go to lnbox

■,HRMS16aVER‖ HEHT OF ⅢHAR

く
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!l rer"nr nainoto.r zra c.orr.

@rert,r
I i.nYr- aJ4,@2't-,l

2 e-liElEridr elot@.siq

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

This will lead user to the on-boarding employee request.
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HRMS Pay Modu:e
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1l HRMSIB口 VER‖MEHT OF ttHAR IROStlRY FC RBESGANJ  E‐ l●Ⅵェ■隕 II―CE…

ロa.r-tf- r*.dr o.i.r.

X0

Checker also has the rights to make corrections if needed. Or they can send back the request to maker.

Step 3: Forward/ Send Back

::.r* 
Maintenance Chocke/s Action Tab

A.d6lrtn:' Fo@droArr..€

s6d io: lid I a+d Tffi lEmpbr* M.nrene e Apprc v

i.o.rt :' ckled re*app.ore

）

　

〉

Action Taken: Forward to approvar / Sent Back

/ lf selactsd Fonvard to approver, checkerwill ha\rB thB option to select the approver to forwad the request.

国

V/ lf selected Sent Back, the request will be sent back to the user it came from.
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HRMS Pay Module

User Manual I BiharGovemment

Omcor/Us€B Cofnrents
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a lI Kr aat(aoqrEE artdty [r*a)
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Officers/ Users Comments Section: You can checkall the usors comm€nts this request has b€en through.
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Employee Maintenance Approver's Dash board

Step 1: Click on lnbox

率 HRMSiSavFRllEH口 F ttHAR
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Step 2: Click on Reference No. of the request.

This will lead user to the on-boarding employee request.
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HRMS Pay M● du:e
user Manuall BharGovemment

Step 3: Approved and E-sign / Send Back/ Reject

r' Approved and e-sign; Approvethe request.

匹蔓卜■回]巳□
r' Sent Back:Requestwill besentbacktotheuseritcame from.

Rma*r: - 
,.rare corenon= |

口困 口|ロ
/ Reiect: To reiect the request.

A~~:   R中 コ

“

R●mms:   R∝ _:,"|,疇

回 ■|□

lmpact

An employee who's On-Boarding Employee request has been approved as instructed, will be visible in a
group, bank details has been added, and entitlement has been updaedfrom date ofjo ining/cha rge taken
date. Employee will be eligible for reg u lar salary bill.

■

KPMG CONFIDEN¬ ハ■―NOT~O BEFORWARDED
31



,l HRMS
・    60V[RNMENI口 F81HAR

Basic Details

Prefix '
First Name*

Last Name*

Middle Name

Gender*

Date of Birth美

Spouse Name {HusbandMife)

Disability

Disa bled姜 Yes,

Percentage of Disability

Personal Details

Blood Group

Nationality

Aadhar Ref No

Permanent Address'

Line l・

State= District■ Pin Code・

Employee Official Details

Employee Type *

Ca dre*

Service Type*

Parent Department*

Current Depa rtment* Current Designation*

Current Office*

Order issuing Off ice/Authority; _Appointment Order No.*

Appointment Order Date* Joining / Charge Taken Date*

Joining Time*

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

Height{CM/Feeプ lnch)姜

Mothers Name(

♂

Attach Passport Size

Photograph

Father's Name*

ldentification Markr

MaritalStatus*

Deta‖ s ilf

□

Line 2■

App‖cable}

Sign.

PAN No★

Source of Recruitment_
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