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1. amerar (Overview)

Solegiicleh HAd G cTaEATe (SUURTATH) YOMIALY T e § H&T Higge 3Mg. @
QREcThedT HIgge HEY 3ol 33 Thied ITed SAHEY FHararardl qafads Afgdl S i &, Seadi,
4ol Al 3., el dusliel, I, e 0T aAlHiched quiel, Geleetcirar queiiel, seearar dueliel, 3. T
SlTaTSeTT aTaR e HaT e BIersie shel S5 Aehd. Toledl wllfalel aTdeel TehTIaT STed shearared
qfeed g dueliel gfase #iar A,  ToTedl dlfael TYUME HAAATT el JEARAT A1d] HIUATHS! /
3eTIIad O, AECHALY Thal holell AT GEsh TS HION, Fal Jecdeh NEATH / Fold g &I
U, T TEAH Ho{ HUATH Hedl . I AlleTedR ardiehell TiASE holedl JaT GEceh aAiare [aeelsor
eder a1g Qe

In Electronic Human Resource Management System (eHRMS), Service Book is the base module.
‘Service Book” module contains around 33 screens to capture Employee’s Personal Information details
like Name, Date of Birth, PAN no. etc., Qualification details, Address details, Family and Nomination
details, Promotion details, Transfer details etc. Digitization of Service Book can be carried out using
Agency login. Using Agency login user can enter Service Book details of multiple employees. Agency
login also helps to add/update the details of Service Book of employee, upload scanned Service Book
in the system, view PDF/flip book format of Service Book, approve Service Book. A feature to view

the gap analysis of so far entered data of Service Books is also available under this login.

2. YR FI0 (Getting started)

2.1. ABTAALY g FIO (Access the Module)

e-HRMS 9ol Hoheedi URL 9fase &edray, Wiellel Bl Jaidid gsd. feoiear smviear gesys
U7 ST fAdg AT, Tehel 3MAUT fARISE HIW HascAHR [Hascledr #¥aEtd #d &R s
TG el STciel. J@T 30T fAdserel AT aTa%eT SeT gfase &% el

After entering Website address of eHRMS web application in the browser, the following screen
would be displayed. User can select language from list of languages supported. Upon selecting a
particular language, all screen labels will be displayed in the selected language. User can enter the
data in the selected language, as the Software is Unicode compliant.
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SRITIST 0T Heheleleg, GIASC & Ahell. FUAT FeRId helell Hoal FfAsE FT IO <g& 51> FEuma
fFeTah T

Click on Agency login, the following web page would be displayed. Here, user can enter the userid

and password provided by the Department’s Administrator. Please enter captcha displayed on the
screen and click <go> button.
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¢35 GOVERNMENT OF INDIA

2.2. @EITWWW(SerVice Book Management)

QAT GEdh YAEAI I [Feieh YT, Wiellel TohieT fedel. Jar GEceh cTaeUTT+l SaRT el JEciehred]
SAIAT 0T / HeIATdd HIOY, HaT e Thel HIdl IS HIOL. G dholel JdT JEds gIoT, dar
JETRTEAT sholedT Al TARANOT TgToT ST & LAehel.

After successful login, the following Menu will be displayed. Click on ‘Service Book
Management’, the following screen would be displayed. Service Book Management provides
options access to entry/update Service Book details, upload scanned copy of Service Book, view
the Service Book, view GAP analysis of Service Book’s data entered etc.
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2.2.1 ¥a1 qFaF aAigoit (Service Book Entry)

QAT qEaF AU’ @ Folh Hhediicl S1d Ul HEY Wiellel A=y feder. (After clicking on ‘Service
Book entry’, user will get the following menu displayed in left panel.)

AdeT dar qEd gfase & (Enter New Service Book)
37ereT: iase aheloll AfdE g 3mase & (Update Partially entered Service Book)
Tehal shelell @aT e 39elts &1 (Upload Scanned Service Book)
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Sar S NCES.

2.2.1.15TdT FaT J¥a® giase & (Enter New Service Book)

AT HAUTHHAED SAT FaAargrer qqefiel Gfase Holell AT 31 wear=arear qar gieasrar — auefier
giase OGS ‘Al JaT [Ead gfase F R Fod w. SRS GAeal dafFas Afedr,
duelier a1 deTITedT BIHALY gfase aar A, U dig FAWT FUAT F&TA Sar:

Click on ‘Enter New Service Book’ option, to enter Service Book details of an employee whose
details are so far not entered in the system. Different hyperlinks such as ‘Personal Information’,
‘Joining Details’, “Department Exam’ etc. are available on left panel. Service Book details can be
entered in these different forms by clicking the hyperlink, one by one. While entering data into the
screens please note following:

o ‘x 'Tg Fuegifrd Ferell I 3ifaary 3mgd. (Fields marked with “*” are mandatory.)

o YA / YA YEIUE B TTRIT JUS Fedrd O MR 1 THeT 9id 39mEr
(Orders/certificates to be uploaded as PDF files and size should be upto 1MB)
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e Wi HMfOT 8T image ¥F&UTT 39S sredrd. (Photo and signature to be uploaded as
image file (in jpeg format)

o YAP THAALY YiAse dhelell TURMel STdel FIOITATS <STclel T 0T I ST > TR fFereh .
AT HedTaR ST Yoiaadier caear fawey feew #e fg@er (In each screen click on <Save

and Move Next> button, for saving the details entered. After saving user can see a tick
mark appears against the tab in left panel.)

2.2.1.1.1 3afFas #feedt | (Personal Information 1)

dafFas ARy | ' Foe FeaadR @il TR fgder. (After clicking ‘Personal Information I,
following screen would be displayed.)

— 7w FargEoE Hig HOet . AafFes AT

PUBLIC WORKS DF PARTEENT[18401)

ey T s Tt 1
Ceganization’ PUBLIC WORRS DEPARTMENT P
T wfipdh = - Wi A T T TIE
= e e =
Fr = At - ay AT ()
Lo giugicd "R TEE T g gkl Ll
YFEY]
Chaoosa File | Mo e choas
2 por gy um By,
SMTUTT T HTuTe wrd auets o mrEiee e waTTTT ¢
; Chaesis File | B Bla chieden Chesa Fil | Mo Sla chasen
LT T
- =
g A € - e ookt - afderiit =g st =
i i wrd T
- ue |0 Frre - Srrwy - U thrru;:-l Larea i o
: - Ei ]
e e
T . S Ll ] st
Srafere wowite ofty
T Pryiftiar o - b
— *r [— " irre -
wafarh wise el At winkfie dbm it fom sdera mae
S — v o .
| R R

WATICNAL Lo
g 1324854 31 Ehrmi Wb ApesdminiitraborC ontrolle penlnis |

FHHATATTAT Treitel aueiierar aAig a1, (Enter following details of employee.)
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i. @ fagsr (Select application)
ii.  ofger st (First name)
ii.  #Yger Ar@ (Middle name)
iv.  3ms«ra (Last name)
v.  T&dere (Blood Group)
vi.  fofer (Sex)
vii.  SeHarr@ (Date of Birth)

viii. Seregr@er fhar @AY cravast 3ens @ (upload birth certificate or supporting
document)

IX. 3R %, YR HEdl Tohed doelel 9d 39ais & (Aadhar No., Upload scanned copy of
Aadhar card)

X. Y ., Ul HISAN Thed sholel Ud 379ais &1 (PAN No., Upload scanned copy of PAN
CARD)

Xi.  HA&ga %. (Mobile No.)

Xii. @HRT A 3 (Government email 1d.)

Xiii.  afsemar ama (Name of Father)

Xiv.  3m$a sma (Name of Mother)

xv. &3 faasr (Select Religion)

xvi. S & @zt (Select Category)
Xvii.  SrawETeE 39ets #T (Upload caste certificate)
xviii. AT ¥asT (Select Mother Tongue)

XiX. 9= Qi fAgsr (Select Pension Scheme)

XX.  ShdIT® s/A3Ree %. (GPF No/PRAN No).

XXi.  HHART % (Tegrd 3ma3r) (Employee Code (Sevarth ID))

Xxii. TR d9ar R fAast (Select Type of Government Service)
xxiii. THERT dad @ goarar ay. (Year of Joining Government service).
Xxiv.  "@aeidrer dar faasr (Select cadre service)
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Xxv. @I ¥ar M@ HAE (Cadre service identification no.)

T dulel giase dhedieieR, dufiel Siclel FRUAMHIS! <Siclel T HMOT 4& ST > qeumer fFefeh .
fOTCH '3MIST 3T Ueg dhell 3R 3TET T TRIT el 0T IHTeAT Thidal Tah FHANT IS grE@ad.
HUIT &1 AT aTh HAAA AT g Heel dar. A dearar "dafFas aAfgdr Il ' Shea
CECH

After entering all the details, click on the button < Save and Move Next> to save the entered data,
System will display a message “Your data has been saved” and generate an employee code and
displays on the screen. User may note down this number, as it is required further. After saving the
details, system displays the next screen authomatically i.e. “Personal Information II’.

2.2.1.1.2 dafeFas #nfedt 1l (Personal Information 1)
afFae AR 1l | Foas Feaiar Treiler Thia f&hdT. (After clicking ‘Personal Information 11,

following screen would be displayed.)

-— ! XXXXXRXY 13799

fafFrs avdfia ()

sefyghc R wney tbe vy frevoy e - maTE weds #ie vy o feae
winfo SO Yy £0 v TYTY O YY)

s wb i+ arwas ok g iy

2N v
e

Sofre ik Sy vowes arso s rre trfite A @ soun Copy

Croase Fim | e te .

TTTE (RN 9 PTeyeer Y Swwrs wes wte o wTn edw pTre s ate sots
0w vrvn

Croces Fie

o AT d T oA srwn aved fteaew

FHHATATTAT et aueiierar #Aig ar.  Enter following details of employee.
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vi)

vii)

viii)

Xi)

AT A %o groaran feaAier (Date of joining Government Service)
FEIAT  AEHIT  Yad  /fAWETG % givarer  fgaies  (Date of joining current
Organization/Department)

3@ Aeg (ldentification Marks)
3 (Hrex, dfeAe) (Height in meter, cms)

HHINT eFHIITSCAT cigeed oA, JeThIITSTIT AGEEd 3Tg @) fFefeh T 0T gy
AU dRIE, TOTSAd #1d, YAOYT J9ars 8. aAgr & (If employee is Medically fit,
click on ‘Medically Fit” checkbox and enter Medical certificate date, Hospital name,
Upload certificate etc.)

FAANT AN A rTeard, ‘AT dfad de ' o Fes w1 0T JATUGT aRiE 1T 370
gAToTgT 39elts &1 (If employee is an Ex-serviceman, click on ‘Ex-serviceman’ and enter
certificate date and upload certificate)

F anfor quefear swr (If employee’s police verification is done, click on ‘Is police
verification done’, and fill details)

SR FHANT YT 3T R Tashener 3R ' aR Fas w1 30T aueier swr (If employee is
differently abled, click on ‘Is differently abled’ and fill details)

dJariger ey 3nfor gamomMy afi@ scardr duefier (Marital Status and details such as
certificate date etc.)

TS BIUATAT AT SN HUATT HTeledT Hes AT 7d, SER Folell ARG, G ., MU
3geis (Hometown declared at the time of joining, declaration date, order no., order
upload)

FIATH STacbd ed ¥UAS, AATTdes (Nearest railway station, airport)

AU SRR, <Sicel T MOT 9 S > X foFereh a1, Al STt gieirer. (After filling details
Press <Save and Move Next>, entered details will be saved.)

2.2.1.1.3 AR Fad 99A fogeFdrar dauefier (Joining Details)
AHOET dURfler R fFeh FedldR, Wrelidl Thiat feder. (After clicking ‘Joining Details’, following
screen would be displayed.)

Service Book User Manual (ver 1.0) 13| Page NIC, Government of India




v

arEEYT AN Tuw IR

(iAdil)
wmadln s v Rgeda avdta

wodn Ayste ol
Seeo)

Syelt sl pue-

O ey erdasd e

¥4 Porsm SOl a2
Som

iy weem ey g nf) o -r

Wowa spwer aof oft
.- -

weftan 28 yet (e iy

Seted

Pryad adera o

THWRs ey o -
——

34 Owrem e

Qs 43w

3w

]

fewd

M ey ey
Croose Fie | Mo Tae onen

™oy
MmN Ty wety
Cnoose Fie | Mo e e

o woe 1 v te wl

v A @ yed (miesi vy
Setec)
Al e aves
Croose Fie "o Ye Ohans
2 s e S
PR 9ol e
Semwc
¥ pora aor
Sewct
on ) e

<34 v (g P

=3 tuw sowen ) x4 bm a0 e
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39T HATATEIT ARG Adder TUH fAgedar quefier gfdse &% w4ehdar. (Users can enter
employee’s Government Service - initial appointment details.)

greitel daeiterrdr #Aig . (Enter following details)

i. Tdar fAgerdrar aAet f@ast (Select mode of direct recruitment)

ii. AT doben YadT  (@ATIGIh  JRETUNTER) feasr. (Select category as per vertical

reservation at the time of joining)

iii. AT dben Yadl  (WARCR  3ReTUNTER) fast. (Select category as per horizontal

reservation at the time of joining)

iv. fegerc 3meemen sark (Appointment order no.)

V. forgerelr 3mezman Rt (Appointment order date)

Vi. fagerdr ameer 39es (Upload appointment order)

vii. %9 gluamer A writer Aia (Name of the office at the time of initial joining)

viii.  gemEerT faumma s fast (Select name of the administrative office)

iX. o] glumear gerd Aig fast (Select designation at the time of initial joining)
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XI.

Xil.

Xiii.

XiV.

XV.

XVi.

XVil.

XViil.

XiX.

XX.

To[ giumrear derd e fAgsT (Select service Group(A/B/C/D) at the time of initial joining)
To[ gomrear fesre (Joining Date)

&9 glumedr aes (Joining time (AN/FN))

ade 3T faast (Select Pay commission applicable at the time of joining)

ade Aoft / ader «us faast (Select Pay band/Scale applicable at the time of joining)

Iz 7 / Afgerw foiast (Select Grade pay/Pay matrix applicable at the time of joining)

#es dae (Basic pay at the time of initial joining)

qrestrar faast (Select sub caste)

goiel (fehaitam#) (%<1 gl (Weight in Kg)

HAHS HARETOT 919 AT G O Felh T 9 STdd JATOT 39S a1, S derdr
JATONHIOT ari@, STd JEar A0 379ars & (If reservation is applicable to employee,

click radio button ‘Yes’ then fill details such as Caste certificate date, Caste validity
certificate date and uploading of certificates)

3G YA AT AT a¥ Foleh 0 g ARG THOYT HTellg al.

(If Domicile certificate is available, click the radio button ‘Yes’ then enter the certificate
date and upload it.)

TS AR, <oTclel T JMOT 9& ST > aX Toheleh &, Al STcfal gierer. (After filling details,
click <Save and Move Next> button, the entered details will be saved.)

2.2.1.1.4 i gdiam (Departmental Examination)
Tl qlar X Fas FedaaX @reita Bhia fedd. (After clicking ‘Departmental Examinations’,
following screen would be displayed.)
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PUBLIC WORXS DEPARTMENTIMAT)

ma - xxxxxxxx(345667)
vy A oflan
b ofig ol Remark
o
syded (Faded
frurfra oftyter wodia
‘ Wi e a8 S STt 3t gvara 24ts Remark it

greitel daefrerdr #Aig &, (Enter Following details)
i. qdieTy 19 faasT (Select exam name)
. geafeydr faasr (Select current status)

iii. feoquft gfase & (Enter remark)

iv. oY 3rearE AT Srear a’r@ wfase @ (If passed enter passing date)
V. 30T 3 eI 9aeT &. (If passed enter attempt no).
dIRfTel $REATAR, <SIdel FT 3MMOT 4& S > @) fFoaeh &, Al Sidal gicer. (After filling details,

press <Save and Move Next>, entered details will be saved.)

2.2.1.1.5 Wl (Photograph)

"BleY TR el hedladk Treitel Thlel gae. (After clicking on ‘Photograph’ hyperlink, following
screen would be displayed.)

Service Book User Manual (ver 1.0) 16 |Page NIC, Government of India




LS W ST T | B T

ofrea By

Pt Py | % B bt
e T T M N M < 2D
T O (120 1 130)ps

Greitel daefrerdr #Aig @, (Enter Following details)

i.  <Choose File> a¥ Faleh &1, SATHEY BT GidAT Fafed 3, & ®isa f=rasr. (Click on
choose file button. Select the photo image file)

ii. 39ets X fFees 0. (Click on upload.)

<SideT &1 30T ¢ S > o) fFosh a1, Al St gicirer. (After uploading the file,
click <Save and Move Next>, entered details will be saved.)
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2.2.1.1.6 H& (Signature)

FAERY T Tl dhedleicl Treller ThieT feder. (After clicking ‘Signature’, following
screen would be displayed.)

= R REEC =
e 1 et
N/
..l-. = ‘ -_. i i ,

@relter auefier sig @wT. (Enter Following details)

i. <Choose File> a@¥ Fas ax1. SIed ' Taeny gfaer afgd 3mg, & wea [asr
(Click on choose file. Select the file in which photo image is stored)

ii.  3"elg X fFars &, (Click on upload.)

<SIdel T IOT e S > R fFad w0, Al Sida gidre. (After filling details, press
<Save and Move Next>, entered details will be saved.)
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2.2.1.1.7 A&7+ 3ré¢ar (Educational Qualification)

Ferfore rgar X Fad FeaiaR @reirdr ThieT eder. (After clicking ‘Educational

Qualification’, following screen would be displayed.)

NIC ==

| worer s30e | w9l Sl | W g o ad | 2| e
v v | Choose Fle | No Se chosen

Py S . s . Bz . e

@relter auefiar sig @=T. (Enter Following details)

I.  d9ear fiasr (Select degree.)

ii. @¥r, fdgamdis fAgsr (Select institute/university)
iii. gAMmET % (Enter certificate number)

iv. emar faasr (Select discipline)

v.  domedr fast (Select scoring methodology)
vi.  fA@reler 70T (Select score obtained)
vii. 33T grerer av (Select passing year)

viii. ugedr g&R faast (Select degree type)

iX. g¥dvasr 3ueis & (Upload document)

X.  9Edar & fAsrer a faasr (Select qualification type(acquired/held))

AeTfOTeh ATIATAT 3TSfel AICl FIVAHIST <3HSfel wAie T > @) fFersh 3 (To add more qualifications,

Click on “add more” button.)
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<SIdel &I MO 9 ST > G Feleh 0, AT ST gicdrer. (After filling details, press
<Save and Move Next>, entered details will be saved.)

2.2.1.1.8 &/ T AT (Knowledge of Hindi/Marathi)

RE/ATS ¥ 77 R TFoad FedwaR Trerd ol fedd.  (After clicking ‘Knowledge of
Hindi/Regional Lang’, following screen would be displayed.)

@ Y, TS, TTOT, o T & 3

PUBLIC WORK S DEPARTMENT(1641)

oo (W)

R&mad 2 g
SRR e
188/ e ¥ I T WA kw7 el WERE Rt
b . e —— Choose Fie | Yo &
~ e e
Ll
v
creadilonud) oftara ol
4 frewon 8 s sl grmad) I R grpery e g w7 U
a e o )l
T re Rty 5
Chooss File | Mo Ne chosen
wwovtn | o755 0 Mty
teAEvaydE- shgw avdte
_ HUH s Quapmss ol e s Q sy
a > CodrregEn 3 g am NS 30 XS T
0 TtTymEea ] sk = .
A2 008 1 vl S R 82 poF vl Ty R
T —

@rellel J9RiTerr =g &, (Enter Following details)

i. o faasr (REr / Awd) (Select Language (Hindi/Marathi))

. SR FAAAFS Tof BN AT I 3o TR AhalFHal fFees U 30T Haord 38T
3rgets &0, (Click on checkbox if employee possesses minimum qualification at time
of joining and upload exemption order.)

iii. R FAo=a= SRR A gred S IO THUET e ST OROCYHVET Sige @
@) ' UhdlFHAY Feleh SNV GAUIART dRIG dledst  FAOIT 3qars . (If

employee acquires knowledge of language and gets certificate, click on checkbox
‘Certificate attached (Y/N) and enter certificate date and upload certificate).

IV. SR $HAUNIE Tl §IUaredr &t MSCIT 3ol glogrardr ge el 3del av g foasr anfor
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Vi.

3T 319l . A8 o ‘Arer feast (Click on checkbox if exemption for passing MSCIT

has been given for employee at time of joining then select ‘Yes’ and upload the
exemption order.)

SR FAIRIE MSCIT YHATOT Yo 3Tl X ‘THTOGT SAISel Hl (B/AR) ' dehaiedar [Folsh
IO JATOTIATN TG Fleas YA 39elts &0, (If employee gets MSCIT certificate,

click on checkbox ‘Certificate attached (Y/N) and enter certificate date and upload
certificate).

TIATYaT / QMEGes TTAON HAARIAT 9] HHAH dehaierd feFereh T, SIS / AEES T T
fAgsr.  YHUNT IS . SR HHARATHS AV T ST THUGT AT X SN 1o
Tlgr & wam arwr fAgsr nfor ey st sges . (If typing/shorthand test is

applicable for employee, click checkbox. Select Typing/Shorthand, language, upload
certificate. If employee has certificates for Marathi and English, select language as
‘Both’ and upload both certificates.)

<SIdlel &I MY 9 ST > G Foleh 0, AT ST gicdrer (After filling details, press <Save and
Move Next>, entered details will be saved.)

2.2.1.1.9 ufarator (Skill Set)

' gfaTor X fFeed Fedda] et Ehia figdd. (After clicking ‘Skill Set’, following screen
would be displayed.)
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." '.;

' gfeaor NiIC =
=

— ek S

28 ufdaend 2z o

wdalt s R #Y T 2t anEn o it doch mla HORES . POF swmesR (#

137981 . s i : Choose Fide | N en ST v
===
wfdnaro r e da

| S arare Wi ada |dcdadin (2w

Greirel aueiterar dAig 1. (Enter Following details)

i. gy a9 (Enter course name)
ii. @€Y a1 (Enter organization name).

iii. ®T FF=ags (Enter course co- Ordinator)
iv. @ 9RHA arr@ (Enter start date)
V. I gaArdr ar@ (Enter end date)

vi. AT 39ers . (Upload document)
vii. gferafor g (Select training type)
viii. 231 (Enter remark)

FRIGTOTAT 3o Al FRUITATSN <[ aAlg T > & Foreh #0 (To add more skill set details,
click on <add more> button)

<STdel A AT G ST > R Foleh 7, dAler SidaT gichrer. (After filling details, press <Save and
Move Next>, entered details will be saved.)

Service Book User Manual (ver 1.0) 22| Page NIC, Government of India




2.2.1.1.10 TqATH YT (Permanent Address)

"TIATH qar R TFeleh hedldca Tlellel Thial f&ddl. (After clicking ‘Permanent Address’,
following screen would be displayed.)

FEaEET g6 r NIC=.

Communication Address 1s same as Permanent Acdress

-
7 e Ay anger wsgome war farer
- P tic ra's - = By o
= W R & 2 vl sl ot Zoweft parts

g v ardve ¢

. ——

e CLIITD)

TIATHAT 9T 0T JEATAT gaT AT 3TeAqH, ‘Communication address is same as permanent
address’ g Jehaied ax [Foleh 1. TIAFAT TaT JA ST sl a1sar. (If communication address is

same as permanent address, then click the checkbox ‘Communication address is same as
permanent address’.

Greirel aueiterdar dAtg 1. (Enter Following details)

i. gar (Enter address).

ii. gar (Enter address).

iii. dree AfRa (Enter post office).
iv. e (Enter city).

v. =T fasr (Select state).

vi. fSegr faasr (Select district).

vii. ¢er faast (Select country).

viii. @ 13 (Enter pincode).

ix. Aerger s (Enter mobile number).

X. otaelr wadier &g (Enter telephone std code).
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Xi. gIeasr wA (Enter telephone number).

Xii. 1 fesremargeT HAARy a wid e fa ad@ (Enter date from which employee
is residing there).
Xiil. 3regd=ra &RoT (Enter reason for update).

<SIdel & MY 9 ST > IR Feleh F0, AT ST gicdrer. (After filling details, press <Save and
Move Next>, entered details will be saved.)

2.2.1.1.11 @91 9T (Communication Address)

" HEITET JT &R fFerdh hediaia] Treitel Thia fedar. (After clicking ‘Communication
Address’, following screen would be displayed.)

R NICE.

T ARER TG QgL wa fvgr
5, ; TR P - e v
ar R AR ferstse e i ot et puts
AT ParFaE 0. W agvarl ada
e o 3
. : NLEER
z

@relter aueftere g a=T. (Enter following details)

i. gar (Enter address).
ii. qar (Enter address).
iii.  drec 3ifRa (Enter post office).
iv. ereX (Enter city).
V. sy fager (Select state).
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Vi. Segr faasr (Select district).
Vii. ger faast (Select country).
viii. @7 &3 (Enter pincode).
iX. HArerger e (Enter mobile number).
X. oleaelr Tadier @is (Enter telephone std code).
Xi. gqeasr shareh (Enter telephone number).
Xii. SR AR fAGTHELTT YSTed el 37T R “BrI” st sr=gar ‘AR fagsr. (Select

“Yes” if government accomodation is provided else select “No”).
Xiii. T eIy FHary o Era 3me fa arfr@ (Enter date from which employee is
residing there).
Xiv. 3regdra &Rt (Enter reason for update).
<SIdel &I MY 9& ST > G Foleh 0, AT ST gicirer. (After filling details, press <Save and
Move Next>, entered details will be saved.)

2.2.1.1.12 sraTerar=m gt (Office Address)

'HETAITET qaqr IR [Flsh hedlddR el Thia feadr. (After clicking ‘Office Address’,
following screen would be displayed.)

— st T NICE-

RARARAARAARAN (PP

wafeara g woafia o
= e, gam e S o
Wi nar fxeer
v v ¥ v
o g 1 R as Fe A s o pate
. v PEIMMTA
FoTwT WA v e
= AGH B
N
. . R o gl

grelter auefreardr Aig &1, (Enter Following details)

i. gar (Enter address).
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ii. Grelr shATR, Astelm 3 (Enter room no/floor no.).
iii. SARAM ard (Enter building name).
iv. rex (Enter city).
V. s st (Select state).
Vi. Sregr faasr (Select district).
Vii. ¢er faasr (Select country).
viii. &1 13 (Enter pincode).
iX. Arerser #aX (Enter mobile number).
X. eIeaell wadisr s (Enter telephone std code).
Xi. gIeaet At (Enter telephone number).

Xii. s A #Aax (Enter intercon number).

Xiii. ST AR HAURT d wE W 30e d ari@ (Enter date from which
employee is working there).
Xiv. 3egasra &Rt (Enter reason for update).

<Siclel T JMOT & ST > o eleh 1, AT Sicdel giciier. (After filling details, press
<Save and Move Next> , entered details will be saved. )

2.2.1.1.13 3rrofiarofi=er 91 (Emergency Address)

3rofierofiar gar X fFas Sedeiay @relial Bhia fede. (After clicking ‘Emergency Address’,
following screen would be displayed.)

ST e

et dwd sl o

a9s o} i sy shrares ey - Rafye A9k oenfid ma

aty Sefys oy st st Bis Gt s

vt oadtl s (5 0w et (7 T el w e
2N W
-

@reltel auelerr Afg a1, (Enter Following details)
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i. ¥9h ¥ oA1d (contact person name).

ii. &ra (relation).

iii. Aerger X (Enter mobile number).

iv. IRl "@9e egada st (Enter alternate contact person name).
v.  Enter relation).

vi. IR Aerser A=< (Enter alternate mobile number).

vii. gueasr wadEr #is (Enter telephone STD code).

viii. greaelr AT (Enter telephone number).

iX. EET glEasr wHdEr s (Enter telephone std code (res)).

X. ©Er geeae saAres (Enter telephone number (res)).

Xi. ST AT FHAANT 9 @I 3¢ fd ar@ (Enter date from which employee is
residing there).
Xil. 3regasra &Rt (Enter reason for update).

<Siclel T JMOT & ST > o eleh 1, AT Sicdel giciier. (After filling details, press
<Save and Move Next>, entered details will be saved.)

2.2.1.1.14 Fgaran qufe (Family Details)

Higiaeh quelielrd, @rellel queliel wfase aer Sircier (In family detail, following details will be
entered)

i. ¢ weex (Family Member)
ii. =sAfIGeE (Nominations)
lil.  39eTed 3eggad &t (Update Disability)

2.2.1.1.14.1 F¢a WeET (Family Member)

Fed WGFT I oFoleh hedleick Wiellel ThieT feder. (After clicking ‘Family Member’, following
screen would be displayed.)
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PUBLIC WORK S DEMSTMENT[1641)

< 3 = e
1 yaug 24081966 XSELF) G0 ) )
a7 wgea N
soow vsdln
o

Greitel aueiterrar #Aig 1. (Enter Following details)

i. &ar fagst (Select application)
ii. dgfger si@ (First name)

iii. arerer st (Middle name)

iv. 3mseia (Last Name)

v. SeAarr@ (Date of Birth).

vi. ara faagst (Select relation).
vii. darfgs R faasr (Select marital status).

viii. egaar fagsr (Select occupation).
iX. SR HEET HHURAT @ Idoisel AT o Aehaldrd X fboreh ar
(Click checkbox if the family member is dependent on employee)

x. #f8&® 3c9e=1 (Enter monthly income).
Xi. SR HeET TP FHAAT g Ed 38 R Yes' fAgst a8« a¥ ‘No’ [Agsr.

(Select “yes” if residing with employee else select “No”).
Xii. 3f@Iderd HRUT (Enter reason for update).
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SR oI FEEgrdr sig gl WA X <ATUEl T e s> aX [Fas & (Click on <Add
family Member> button, for adding more family member details).

<Sidlel T AOr 9 ST > o [Foreh 0, aAler Sicdel giciier. (After filling details, press <Save and
Move Next>, entered details will be saved.)

2.2.1.1.14.2 a#AAEAT (Nomination)
‘AAfAGAT T TFelsdh FedldaX Tretel Thied f&der. (After clicking ‘Nomination’, following
screen would be displayed.)

PUBILIC WORKS DEPARTMINT[1641)

e, (FYEYE )

GPF { CGEGIS / GRATUITY Urél -nufwy

byt

-
.

=

wiadi Pge  webene Jvara
shrats R

TR ~ T s v TR - TaRn -

A ey e 13 e v he o odo ) - e B v

e

ey sk ot

| e
wearll | wdard
anfararan

lﬂ’d'

nno.h;_m Togu N arhmh
s oo U
wadta gw

@reliel dueiterr=Y siig &, (Enter Following details)

i. wfesy faate @ aRea rEe @ dieern, e @A deen, dar @i
3CTe dAfadd ITETd faAT At AR SATAT ARG AlG FAT 38 ATt
330 seur ) fFeae s (click on radio button among GPF/GIS/Gratuity/Insurance

for which nominations to be entered)
i.  earder e faasr (Select family member)
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iii. s=ar@ (Enter date of birth.
iv. = (Enter addressl).

v. war (Enter address2).

vi. U= fAgsT (Select state).

vii. fSregr f@asr (Select district).

viii. & =13 (Enter pincode).

ix. @ra fagsr (Select relation with employee).

X.  cugrar fgear (Enter share to be paid).
Xi. Al SR ATATAERIT Heqadld 3Feard o ATAAG 0 darrenyaora qafier oxr. (if
the nominee is minor, then enter details similar to nominee details).

xii. AR A (Enter alternate nominee predeceases)

SR I R ARG Al HTE) 38T R/ < JfOF @R AHERT e > a9 Fold H

(Click on <Add more alternate nominee> for adding more alternate nominee).

SR o AAfAEN Fie FH WS RN < Ao dAlg FA > A et F (Click on <Add
more> for adding more nominations).

<STael FT AT 9T AT > &} Tholeh 0, AT SideT gicirer. (After filling details, press
<Save and Move Next>, entered details will be saved.)

2.2.1.1.14.3 YT ’gIIad FI0r (Update Disability)
‘YT HEIIAd FOr I Tl Fedlidl Wrellel Thisl fGhaT. (After clicking ‘Update

Disability’, following screen would be displayed.)
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e

———— — v mwfY e o i ol bk
Seloct v Sewct v ’
BT AT aven b, A4 Wl = HE covarlt
Selct Category v
T S0P GEPWTT NTHS B VWY By (320 oS 3 H-wa W)
| Cnoose File | o Sie chosen

by e grearn WANe sorves

Seloct Requrement! v

wd) s ot

o |
] ; el ! . ‘ el e aftw 3 uRTd | WA e

U | e Sree (| ode O wsaEn

@reitel duefterdl siig a1, (Enter Following details)

i. JUrEoY STeledT Sgedra A1d fast (Examined person's name)
ii. gifeqeera ama (Hospital name)

iii. grieuce a1 R faast (select hospital category)

iv. sleexd ot (Doctor name)

v. 3iFexar Agulr swaAs (Doctor registration number)

vi. 3iFexd geara (Doctor designation)

vii. 3reTcaar g faasr (Select disability category)

viii.3rdeTca eFharr (Percentage of disability)

ix. duravlr &t (Examined date)

X. 39T gAY 39ars &0 (Upload disability certificate)

xi. gAOTERT g (3 Af=amder 3mdfr Aard) (Certificate date (not more than 3
month))
Xii. Ied IR IIEamr MR 3mazaehar faast (Select Physical requirements for
discharge of duty)
<Submit> X Fereh a1, AT STa=T gidrer. (After filling details, press <Submit>, entered
details will be saved.)
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2.2.1.1.15 3r9Rad=1T (Immutable)

2.2.1.1.15.1 9ATOT9S (Certificates)

GATOTIY X TFeleh Shodlic Wrellel &I feder.  (After clicking ‘Certificates’, following

screen would be displayed.)

I EHIAAT aTR FHARTAT AAT dd JHAET TeI Folell AAYT JATOYS TS 0TS

el s, (This screen will be used to upload various certificates submitted by employee in
his service).

PURLC WORK S DEPASTMENT [1641)

oOOOoOOe (999959
wrorey sl o 2w
mﬂ le-ﬁ urn

ey [
e — - ey ) B v MY antoecedants WA S ikt 2R 20 Antecedants TEART NpTm IR
M7 & Astecedants Sk urm Ffray g Za0ws R o6 Serial o YEITEL  Pagu N wn
2/ # Tvvor oy Bfow ooy (oD wEw | R Ty Ut R Secel no 73 T
wetm e > TGN QUG WS
e posbed o
fv*i 2 1 e R WRRTE i # wrd B eiope) B ot ack o e s cooesy
b — e d oo o feRaer vou TR ok Selal o TEDEL  Page N wie ¥ gET
O e | ¥
= # Suitn mre | Bran o FER oo ot wefl s fafom pae S IR IRvoE O
_m
e HeagE o Wil M Seriel no

Part. 1Bi0- 371 7 58 e 9 o= dufla 2 M goo st o eaenad e Saias el il

Paet. 3} st A1} e} N e st o v wie 1A 00% MY Sedal mo

v owal

—ea
o —
C—

s e wIagET

| Cncose Fie | No e chosen

Upload TF0G czmray
5 A et

| Choose Fie | No Me chosen

Upload T8 Taomay
B 4 Ar ety v

| Choote Flle | o e chomee
Upkoad et wf¥facer wios
¥

o Av R

| Choose File | 4o e chonen

Upload E55eram g
A SR TR

Choose File | No W chosen

Upload 157 171 | @ vl
2y Aw vy e

qéreT THTUTIAHTST 3efshaich d Hiced ehdl Ys& shleh am @ JAUTYT 3qelis 1. (For following

certificates enter serial no. and page no of Service Book and upload the certificate)

i. ITR=T 3fOT 3ifeds=ed (Character and antecedents).
ii. ge=elt fasar (Allegiance to the Constitution)
iii. IMg=igadr eray (Oath of secrecy)
iv. ¥gamA gvor (Declaration of Home Town)
v. aic | aiEfrer A gsarevtt (Verification of entries In Part- 1)

Vi. TIfc (vea g Tafica feamar fevies siear) (Confirmation in post (Post and
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date of confirmation to be given))
vii. et s (Sakshankan Namuna)

viii. B¢ Fga gfdar g7 (Small Family Assurance Deed)

2.2.1.1.16 ®ar aafter (Official Details)

ar i, @reirel daeier gfase el il (In official detail, following details will be
entered)

i.  geledra/agearar dagfier (Posting history).
ii.  9aRrEr quRiter (Salary details).
iii. FFaraTEr @eafeadr (Employee work status).
iv. 3¢ faar I (CGEGIS).
v. @arex areg auefier (Quarter Allotment details).

2.2.1.1.16.1 Yel=sTdrar/agearar dafier (Posting History)

‘TEleerdran/agearar auefier ¥ Fas Feday @ea i feddr. (After clicking ‘Posting
history’, following screen would be displayed.)

:.—_: qeYed Jfer agear NIC -

- wradiavezeta avdte

= n_ wrdyaief @ wewy Brm afgoa v

’_"\"” ”7* wdar s 13TT76 o e

5 " R e . frgrard e PUBLIC WORKS DEPARTM

= wratey Safect Dwtsion

cretnin 28 il v gz 2 w2 ® Fu COwd Trrafia wig o e ol
m'z_ xirwniile® , e

: v orftes ureger wardt warf imfhe
EE
@0
| worow s
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Greirel daeiterdr #Aig @, (Enter following details)
i. deel/aglestdrar g faast (Select posting/promotion type).
ii. 3meeman et (Enter Order date)
iii. ge, faast (Select designation)
iv. e sita fast (Select Department name).
v. @t faaer (Select office)
Vi. TEITT YeATH/FRTAT 30T R BT R Folh T AR AR R Foleh a1l

(If designation/office is active click on “yes” else click on “no”).
Vii. SR UgAH USuld 38 X B W [Fed HU AR AR ¥ e . (I
designation is gazetted click on “yes” else click on “no”).
viii. &9l givara feereh (Enter designation joining date).
iX. g 9 (Enter designation suffix).
X. o1 fearer arge garEr 3mg o festie (Enter effective from date).
Xi. a1 e odd g e ar st (Enter effective to date).

Xii.  2rT (Enter remarks).

Note: FHUATAT FEATAT TSATAT/HRATATE sl HAET FEATT YSATH/H Ao 31l AT
B Hasd T ‘ST oo 9id gHTdr A ar oA g fewolt fesie vw S, Srehr 3mefear
SEAT/TCTAdT TIT AT FATAT "TEATY GSATH/HTATAT 30l TSy 'Adr faasa. (While entering
details of current designation and posting select ‘Yes’ against ‘Designation/office is active’

and enter ‘Effective to date’ as blank. While entering remaining transfer/promotion details
select ‘No’ against ‘Designation/office is active’)

SR 3O aiie A AT R < e[ g > fForsh w3 (Click on <Add more > for
adding more details).

<Sfdel &1 A0 93 AT > G [Foreh Y, Al SideT gicdier. (After filling details press <Save
and Move Next>, entered details will be saved.)

IR SholedT SAIGT Wrell feHcieT TTcTel IS eg PUITHIST <Teg > a fFereh o1, (Click
on <delete> button to delete already existing posting history).
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2.2.1.1.16.2 garRr=nm quefier (Salary details)

‘WIRTET duefier X Fad Feaddk @relad Bhia fiG@er.  (After clicking “Salary details’,
following screen would be displayed.)

e W b A LT T N B A Ry

e e e Berbien e oy me T A 0 e g e

Lol La ) e iy prrrfe e i e AT SR R

s v ke w3 e e fhem s e T e g e w ) e, e e

i gt e T

e |
_ vy ik e oy gk S vy wired T b By Wy sk e P gioh W ek v wrerw
-
I -
—_— et pomg wed mr b et mmeg wed o s e pomng w2 oqy ke Sew e womeg e m fiipn i e
T T h' r.ﬂ
mefte ey wied m wos e
1 ki
e e ol
AT e = ww a s gy e WA it en S P g s ¢ e e & e ate
e ___|
Ty
e v wr T BT C T v T

_ =D &3
greitel duefier siig a1, (Enter Following details)
i. ader 3T faast (Select pay commission).
ii. &vg ade / TR faAasr (Select pay band).
iii. I5 9/ AfgFw fasr (Select grade pay/ matrix).
iv. §U3 dde / TR #Afer 7 (Enter pay in payband).
V. HEO #Hg dde (Enter present basic).
Vi. AT Tho ALY AAUH e fesAieh (Enter date of appointment in

present basic).
vii. @eaTeaAT Ther ALY o groarar fésien (Enter date of joining in present scale).
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viii. dd=TaTe 3 H1? 3T R g Hgsr AR =er =g, (Select yes if salary is
incremented else select no).

ix. '@ fAase 38 o @reirer duiter $w. (If user has selected yes then enter
the details).

a. are aaqare @A (Enter salary increment).

b. aIf¥e dd=tarérar fearm (Enter increment date).
C.

aif¥er dderare @] avaran feeTie (Enter increment effective date).

NFSG o[ 3T #1? 38el R 8 fast agler @gr =asr. (Select yes if
NFSG is applicable else select no).

Xi. '@ fAage 3@ R @reler guaiter 1T (If user has selected yes then enter
the details).

a. NFSG #HeX shoarar featier (Enter NFSG grant date).
b. NFSG#R =ifRad simerer adsr (Enter NFSG pay amount).
C. NFSG =] syuaran featie (Enter NFSG pay date).
Xii. HTAGCY YeleoTall (VAT HRATHT Tl Trslell) o] 3¢ Hr? AT o B
[GEE]
ATeraR ‘Arer faast (Select yes if ACP has been granted else select no).

xiii. ‘g f[Agge 3r@d aX @reier aueier o (If user has selected yes then enter the
details).

a. eEeY UYleeicl HolX shoarar festieh (Enter ACP grant date).
b. Ty Ueledd! ddX fAf¥ad Felel dd«T (Enter ACP pay amount).
C. @IoEgY Ualewicl o] seuaran featieh (Enter ACP pay date).

xiv. GUTRA HToTeet Teleslcll dE] 3¢ HI? AT R T’ st AgIaN ‘=g
faasr (Select yes if MACP is given else select no).

B fagel 3r@d a¥ @relter dueiier 1. (If user has selected yes then enter
the details).

XV.

a. FUIRA Hlesey gele=ic a1 Jr (Enter MACP type).
b.

TR Hleldetl Tgleetcl HoRk dhedrar feaieh (Enter MACP date).
IR HTereeyl qelealdl AR fARed sirerel ac= (Enter MACP on).
QU HTeTeed qelesicl @] v &= (Enter MACP amount).

XVi. e FTSfel 9] 37 r? el X ‘g’ foiast g = f=asr (Select from
checkbox “Apply for Other”).

xvii. B fAage 3de av @ree duditer #RT (If user have selected YES then
enter the details).

a. X It ar 9hR (Enter other type).

b. IR Jete HR shearan fe=Ar (Enter grant date for another
scheme).

C. 3R AT AR fAfRad swmerer adst (Enter other pay amount).

134

d.
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d. 3R It o] sevarEr fesien (Enter other pay date).
xviii. ddel #ar geR (Select allowance type).
XiX. ddel $AT YR fe] soaran fesAies (Enter allowance date).
XX.  ddel HAT YR GG Hoardan f&aiie (Enter allowance revoke date).
Xxi. dde #ar FRA (Enter allowance amount).
xxii. 35 3m9ens (Order Upload file).

<SIdel &I MY 9 ST > TR Foleh 0, Ay ST gicdrer. (After filling details, press
<Save and Move Next>, entered details will be saved.)

2.2.1.1.16.3 F#ArATE @gF U (Employee Work Status)

‘FHATE TeT RBUA N Fodh Feaeiay @i BhieT fe@er. (After clicking ‘Employee
work

status’, following screen would be displayed.)

PUBLIC WORKS DEPARTMENT{1641)

oooooo [999999)

Sutern T wrfurdt s Rkt
wfadt sou & e wefarand wa ag fRska R
S e v
aftfaas w s @q fagh
® Yes( INoO 2uift R ~

g wry Surney g 1
® ves ) No
el oy e} sy Rate 'w‘@s e wed grde Rabe T SRR 7o wred g
¥ 7 Choose File | No fle chosen ™
25 por (1 vE S,
w——pre e vy 49 T

Yes @ No

wear Fmre R

of¥faunits |
wread

witaand | mtaard ;333 o L Ll | )| IR oy | W98 OTORT | ST

e | s el T W |y e | T |y | O | SR | e
Rt | oh g::"'" forim Rt |Rave :;‘ﬂ 48 W WO | WIS

@reltel auelierdt g a1, (Enter Following details)
i. earardr geg fEydr fast (Select employee status).
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i. weg feudrar fe=tie (Select status date).
iii. 9Rfaet ey 3me / AT (Probation Applicable Yes/No).
iv. gRIIET ome) 3r&e R @relter duefier s (If probation is applicable enter following
details)
a. @y feudr (Current Status)
b. aRfaemeder sremath g& goarn fe=ie (Probation Start Date)
c. gRfaameheT sremad AT f&sie (Probation clearance Date)
d. gAoaT 39ets (Upload Certificate)
v. TUTSca o AT 3 / Aer (Permanency certificate Yes/ No)
vi. TUEcT o THTUIT 38 X @reiier duagfier 8T (If permanency certificate <Yes’
then
enter following details).
a. FIA Tawdr gAY festie (Permanency Order Date)
b. gATOTGT 39es (Order upload)
C. FHIIA Fa&dT el f&Air (Date of Regularization)
d. ST YeATHTR H1IA Fa&dr gl (Designation on which regularized)
vii. 3T9er g 49/55 =ar aX (Employee Age Above 49/55)
viii. FAAATT TT 49/55 TAT I IS R Freired aaeirer #11 (If age of employee is above
49/55
enter following details).
a. AT &THTTr merar (Working Capability)

b. 3merar 3mcer 3ves (Upload Review order)

<UFdd FIO> W fFeeh w31, Al ST gicrer. (After filling details, press <Submit>, entered
details will be saved.)

2.2.1.1.16.4 71 AT It (CGEGIS/GIS)

9 AT Aoar W Fad FedddX el Thiad feaar. (After clicking ‘CGEGIS/GIS?,
following screen would be displayed.)
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PUBLIC WORKS DEPARTMENT(1841)

XOOOOOOCOOK {999999)

F7 wewTren wHar! ve fam g i)

bl saad)
AT v givard® arflag sarfdm QT G !
el (e | oy A1 ARERE araht 1)
7
vt

Greirel daeftem aiig &1, (Enter following details)
i. 3 fAasr (Select group of employees)
ii. AMMA® AeEEEr &3 (39) (Enter monthly contribution).
i, T feaArer dregeT germer 3¢ o festies (Enter from date).
iv. ST T qda gy 3 dr et (Enter  to date). Wedrlt dig Sdme &t
festier a7% =14, (Enter this date as blank for current entry)
v. 1 (Enter remarks).

<SIdel U T 9 AT > @R Foleh H, AT ST gIcdrel. (After filling details, press
<Save and Move Next>, entered details will be saved.)

2.2.1.1.16.5 #Faex areq d9efier (Quarter Allotment Details)

‘Farex areq quefier’ aX fFae Fediak @reltal Thia fgder. (After clicking ‘Quarter Allotment
Details’, following screen would be displayed.)
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TR arE REFC ==

PUBILIC WORKS DEPARTMENT(1641)

Hunsa o
Masagemont Systam

. ..o

o mey audte

ARg 9,
A PTER W
TS e oy e T e
WY G @ eIET u W
Mg ?
T o fareer: R wis:
B. ATEY Fuditer
—_— RN ACT SR rara Qe Qi U arfla
ol e v
B
rie W €. HTSuTS JudtE
re——p—— witx f e sk o WO
STy wrz fad WIR TN o8 ER N

Greirel daeftemd aiig &, (Enter Following details)
i. areg @ra & (Enter allotment account number).
FEATAT I 9 FATET™T YT JATS T, “TEIATAT YaT d FATe] IdT AT Hed?’ &1 dahaiay
T Forh FU. EATAT g1 JY HidY ol S, (If quarter address is same as communication

address then click on checkbox ‘Quarter address same as Communication address’.
Communication address will be copied here).

ii. oar (Enter address line 1).
iii. gar (Enter address line2).
iv. 28T (Enter city).

v. UsT fAasr (Select state).
vi. TSiegr faast (Select district).
vii. T =13 (Enter pincode).

viii. a1 faast (Select relation).

iX. AT AT areT uden o e (Enter date on which quarter is occupied).
X. 3feiede garar s (Enter allotment letter number)

Xi. 3fclicaie garar &= (Enter allotment letter date)
xii. @arex o Arerhr fAast (Select quarter owned by).

xiii. sEAf3IT (Enter custodian).
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Xiv. Farex geR fast (Select quarter type).
xv. #13 RPych fagsr (13 3rderel/ 13 AGa 3r&ere) (Select rent status Rented/rent

free.)
FATET ATS 3T 3T R Graitel duiier= sl &, (If quarter is with rent charges, enter
following
details)

XVi. TRaTr ek / o8 (39) (Enter license fee or rent fee).
xvii. faegd e / #1S (¥92) (Enter electric charge).
Xviii. 9rof gresh (¥.) (Enter water charge).
Xix. I A3 (¥9) (Enter garage rent).
xx. @ar ek (%.) (Enter service charge).

<STdel U IMOT 9 AT > aR Foleh 0, AT ST giclrer. (After filling details, press <Save and
Move Next>, entered details will be saved.)

2.2.1.1.17 |4t (Services)

Hard, @relter duefier gfase &er et (In services, following details will be entered)

i. AP ShgRIeT TeRr dar (Previous Government service record (Only State and
Central Government)

ii. o¢el |ar (Foreign service)
iii. @fsa derear A3 wig (Record of Break in Service)
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2.2.1.1.17.1 AENT F/AT ISR Ja1 (Previous Government
Service Record (Only State and Central
Government)

AN FERTT TWHN Jar R Fodh FodAR T@lellel ThieT AT, (After clicking ‘Previous

Government service record’, following screen would be displayed)

PUBLXC WORKS DEPARTMENT(1641)

oooooo (959999)

arfte giva dm

wrerad) iR e w @ Bate wfl @ wz-nm

e e | Class ot the

s W oAy | st Ata 9o seduyar | post ygAm gt sk d 9 a3 e Go-un
e pl Bes v U amm <l e v | fm v Fre—
v
‘ wfta g Far
e
ORI wrds A0 TR AR e AW AW Classofthepost SIS IRTA A WA ST AR Adw g awers ww gt
sfitn

greiter duefemr #Aig &, (Enter Following details)

i.  Srerat a1 arR@ueeT (Enter from date)
ii.  @remadl I arR® 93 (Enter to date)
ii.  @aar yeR faasr (Enter type of service)
iv. @I g g€dar gar(Enter organization name and address)
v. e fagsr (select group of post)

vi. uggaH fagsr ( Select post held )
vii. ®ar 31 3¢gers 9T &Xa d fAasr (Select purpose)
viii. gATfoIa o= 3if¥e-ar o aAra (Enter name)
iX. SHOIT aon=ar JfAw-ar o gear# (Select designation)
X. gAOIT &l dr f&arw (Enter date)
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Xi. o Qrar 39elts 1 (Upload file)

SR MU e FEE 3@ R < AT dig > W fFern # (Click on <Add more >
for adding more details).

<Sidel T HOr 9 ST > o Foleh 0, AT SideT gicirer. (After filling details, press
<Save and Move Next>, entered details will be saved)

2.2.1.1.17.2 qxe2ft @ar (Foreign Service)
‘qreelt dar oX Foed Fedddl @rellel Fhisl fGdd. (After clicking ‘Foreign Service’, following

screen would be displayed)

PUBLIC WORKS DEPARTMENT{641)

ooooooe (999999

. SR &1
— q : 2 : il reww oty Prgftdaar
T ats B RSP, |areda | Sie amifaa Wl wewrt | 3w :::‘:"* QAEES e W GTR
o T T a7 TEEE
Ty b Ll v ey 1 29 R v
— 7
. W&t areon 2| T EA T aofty il won af Prgfidear duam wawe wa o
= wEan il '
xdrs4en
il

Greiter dueitemdY sig &T (Enter following details)

i. gt a1 TRyargsT (Enter from date)
ii. Fremadl I aRW 934 (Enter to date)
iii. gearer foast ( Select post held )

iv. 9Xeely Arerrd Ara(Enter name of foreign employer)
v. &2 faasr (Select country)

Vi. IOl taeRd 0T fAgeidd=r Qerele saredn gar feelr card aig (Enter
leave and pension contribution payable by)

Service Book User Manual (ver 1.0) 43 |Page NIC, Government of India




vii.  IcT&TTd UTed Sielell Tordl Iaha(Enter amount of leave actually received).
viii. JcTeTTd 9o Frelel fAgeidde=r Aerersr (Enter Pension Contribution).

SR 3O wiie I 3T R < I aiig > & fFersd w0 (Click on <Add more > for
adding more details).

<STael FT A0 9T ST > A Toboreh T, &ier Sicdel giairer. (After filling details, press <Save and
Move Next>, entered details will be saved)

2.2.1.1.17.3 @f3d Feolear Vad Al (Record of Break in Service)

@3T Faedr YA Al R Foadh FediaR Wreltel Thiel fedd. (After clicking ‘Record of Break in
Service”, following screen would be displayed)

® e o

PUBLIC WORKS DEPARTMENT(1641)

m e m Raierda wreamit €4 L]
' o= v
EaXoE) D
— e wfyn Fdva Fde wromd @ wro
ut Rty | Ratwreda | wraradl e | R it

Greiter dueitemdr #Aig &1, (Enter following details)

i. ety I dREYEE (Enter from date)
ii. romadT I dRE 9Id (Enter to date)
iii. shrerraddl (Enter period)

iv. g faiast (Select purpose)

v. @&ror (Enter reason)
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SR 3N Fle HAT WA A < IS Al F> R fbersn H0 (Click on <Add more > for
adding more details)

<SIdel &I MO 9 ST > G Feleh 0, AT ST gicdrer. (After filling details, press <Save and
Move Next>, entered details will be saved.)

2.2.1.1.18 Torar aufier (Leave Record)

AT JUNT ALY |, Glellel dueliel gfase shel ST (In leave record , following details will be

entered)
i. 3 IS SAT(Half pay leave credit).

ii. 31fSia =T STAT(Earned leave credit).

i, 3rEfoemdy/3ifora Arfdrer gqerear eear Agr (EL/HPL/CL debit backlog)

2.2.1.1.18.1 3rdfqar{Yy T STAT (Half pay leave credit)

‘WYY T FAT TR [Folh hedladl TTeitdl Thll fedel. (After clicking ‘Half pay leave credit”,
following screen would be displayed.)

PUBILIC WORKS DEPARTMENT{1641)

O00x (999599

ad ot v ==

wtarft ol | 137961

T e s o v Wiy o e varrfer Fveera 1 srtarfby 8 Ol -
2021 v 1amd O vgd
e
= ol gt v s (Raa 10 Rasiten of) sun woard srw wpm @t ¢ wrtdiy 4@ O -

Select -

B

s
v wrdt o o

arfle Rreew 1 wdardln 9@ «1 T W oIvra and g d) e am 10 Raa¥an ol wm evvwd | ogpor wm 1wl q@ da g
It + Rtw | e @Rl ekt -
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greiler dueitem= sig &0, (Enter Following details)

i. T ST wuard gy fAast Select leave credit year)
ii. Y& S#AT varar G fast (Select leave credited on)

iii. #wfer freess (Enter previous balance)
iv. 319 el e s (feaw) (Enter days of HPL to be credited)

v. 10 Eaamaer AT ST axvard &RoT fagsr (Select the reason for crediting less than 10
days)

Vvi. weur SAT o feaeer (Total balance as on date will be displayed)

vii. 21 (Enter remarks)

SR MU dAle FIEN WA R < I dAlg +> & fFersm Fx=r (Click on <Add more > for
adding more details)

<SIdd O MO 9 ST > R fFaw F, Al Sdd @i (After filling details, press
<Save and Move Next>, entered details will be saved.)

2.2.1.1.18.2 3fSia & STAT (Earned Leave Credit)

‘AT T SAT T Fod hedlicdR Tlelldl Thid GeT. (After clicking ‘Earned leave credit”,
following screen would be displayed)

e e R
DIA PUBLIC WORKS DEPARTMENT{1841)

00000 (999999)
ffs v o

wsfard st | 137961
T ant weenrd wd T w o e it fvere (Prasad wfay
201 v 13t January 15t Juy

w¥a v wy (Bawye 15 dar sl o san eowd orw Tpw 5t Aetedhy @ Al e

Select -

| 15 S ol Rastad qm wear | ey samr 1 e @ ¥ gl
| R |t ‘
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greiler dueitem= sig &0, (Enter Following details)

i. IS S wuar ay fagst Select leave credit year)
ii. o ST SurEr e faasr (Select leave credited on)

iii. #wfer Reess (Enter previous balance)
iv. 3rfsia e s (fgaw) (Enter days of EL to be credited)

V. 15 Rqamar T JAT avara sRoT fAgsr (Select reason for crediting less than 15
days)

vi. T oA o feadrer (Total balance as on date will be displayed)

vii. 2rr (Enter remarks)

SR 3MOTET e R ¥l R < e[ dAlg +> & fFesh & (Click on <Add more >
for adding more details)

<SIddl A IO g &1 > T Foleh w0, Al Sl gicdiel. (After filling details, press
<Save and Move Next>, entered details will be saved.)

2.2.1.1.18.3 3reqamd/3rfoia aforer ardqeiedr o=ar Al

(EL/HPL/CL debit backlog)
‘MY AT aqeedr W=ar Ay @R [Fod hedlaar Trelia Thiel fiGaer. (After clicking
‘EL/HPL/CL debit backlog’, following screen would be displayed.)

. o e
OAAETT T Ay REEC -

PLIBILIC WORKS [ PARTEENTEET]

T o | PSS
L S P

T T T i

Swlect Leave Type v Sadect Extansion w

] WA

oy A vl e feam whem Freww Uplasd File

Choosa Fila | Mo . sen

e T
I o e v
T B Shevar | 10w | eniries Search: I:l

T U ar gkt & | mas ada ¢ | v Baw dem ¢

arfrsifn Ho gata available in table

Sheredng 0 bz 0 of O entries Previous
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Greitel duefiemdY silg a1, (Enter Following details)

i. & ysR faast (Select leave type)
ii. ety ar ary9rge (Enter from date)

iii. @remat I arREW 9da (Enter to date).
iv. weur feaw (Enter total number of days)
v. fIeas (Enter balance)

vi. 39ais wsa  (Upload File)

SR 3MOTET wfie; R 3@ T < IS dlg FI> ) fFersh & (Click on <Add more > for
adding more details).

<Side A WO 9 A1 > R fFaw F, AT ST giere. (After filling details, press
<Save and Move Next>, entered details will be saved.)

2.2.1.1.19 &1 yarg @aad (LTC)

& 9aT Aaold ALY |, Gleltel d9eiiel gfase shel Siicrel (In LTC, following details will be
entered)

i. & 9ard ddold gdedrdr duiier (LTC availed).
i. IS 991> "dold Fold (LTC Claim).

2.2.1.1.19.1 IS 941 Fadd ddedrar queiier (LTC availed)
TET YA Haad Odedrdl dueiier o [Feleh Fedial Treitel Thi @&, (After clicking ‘LTC

availed’ following screen would be displayed.)
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& WaTH Jad9d

PUBLIC WORKS DEPARTMENT(1841)

um .
n stem
(e aa [
T VTR Waww ireearan awdte
ae o I v s seard ol T AT S B W s wrvera e weften sarare e
7% Pram v o4 P v wor e ~
" T gy oy Sl v den o foregt Wz o v
G % e (= T B By
== e wulw fives vl st waim b ww atfr ok
. = " ™M Choose File | No 4
"ee T W
WG TR Fam v
vl MR N e
—— - J OO A SELF)
p— WTEMOTHER)

Greiter dgeitemdr #Aig &, (Enter Following detail)

i. 3 a¥ fAasr (Select block year)
ii. 9T YA daod gdedrd av faasr (Select LTC Avail year).

iii. S yard @aed YR fAgsr (Select LTC type)
Iv. 9ard g Fograr fe=tier (Enter date of onward journey)
V. QRdredr gararar feish (Enter date of return journey)

Vi. IS T dell gl/ATer (Select from checkbox Leave Encashed Yes/No)
Vii. T Feledr Jordr @&AT (Enter number of encashed leave)

viii. TS fAgsr (Select state)
ix. Toregr asr (Select district)
X. #ic ¢uard f&@ror (Enter place to visit)
Xi. faer swaAs (Enter bill number)
Xii. e &= (Enter bill date)
Xiii. 31T swAs (Enter order number)
Xiv. 31T f&aArR (Enter order date)
XV.  3ST 39ais (Upload order document)
Xvi.  Yerar geR fAast (Select leave type)
XVii.  37aeiee HOTAT Ag fasT (Select dependent name)
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SR JOTE dle I 3T R < e[ dAlg > R Foreh w1 (Click on <Add more >
for adding more details).

<Sidel T HMOr 9 ST > o} Foleh 0, Al Sidel gicdrer. (After filling details, press <Save
and Move Next>, entered details will be saved)

2.2.1.1.19.2 IS 94T Fadd oA (LTC Claim)

‘THT YA Fadd FoAH ‘G [Foloh Fedldd] Tralial Thid fede. (After clicking ‘LTC claim’
following screen would be displayed.)

. T T

P SRR D AT W] Y

APPLY LTC CLAN FOR AVALED LTS

Satest LTC tor Claem Sathact

TG 9ard Haod faAdsr 30T ga¥ dueier 81 (Select availed LTC from list and enter claim
details.)

<Sidd HU A 92 ST > W fFeh w, Al STde gl (After filling details, press
<Save and Move Next>, entered details will be saved.)
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2.2.1.1.20 eRaEevft 3rfid /3av 31w (HBA/Advances)

ERETOT 3MH /ER T ALY |, Grellel d9ilel gfase el aitarer (In HBA/Advances
following details will be entered)

i.  EReTeol e HeR A (HBA Amount Sanctioned)
i. ERETeoN3EiA sRere gwrd (HBA installment paid)
iii. =arer 3ol e 3 (Interest bearing advance)
iv. SITeT 3ol 3relel 3A o gwa (Interest bearing advance installments)

2.2.1.1.20.1 =RaToft 3fe HT:!:{' IFhdA (HBA Amount Sanctioned)
‘ERATO AT AT WHA W fFed Fedleicl el Bhiel f&@er. (After clicking ‘HBA Amount

Sanctioned’ following screen would be displayed.)

st 3

PUBILIC WORKS DEPARTMENT(1641)

ST NETRS I

ot tven g wrdm mws (d): wafl odw ol

Bt wzr Fdwm vt

ufgen gum goa gn Ry g
s & W wfie gaard! teen T G -
o aftw W @ ¥re O A
o s ervaren gauid wen wmardt vown cae ecvaren et d g s fhan affea goearar Rare
waddten Savay gwarn e vty sy sy

Choose Fie | No fle chosen

@reltel dueiier= Alg ar. (Enter Following detail)

i.  #s¥ T@ehA (Enter amount sanctioned)
ii.  #HST 3meer Ak (Enter sanction order number)
iii.  #S{r amger adr@ (Enter sanction order date)

gerld sherear fadar  aaefrer (Enter details of fund release)
iv. dfgem gear (Enter first installment amount)
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Vi.
Vili.
Viii.

Xi.
Xii.
Xiii.
Xiv.
XV.
XVi.

XVii.

XViil.

gfgel gear feerelr art@ (Enter date of first installment)
ga’r goar (Enter amount of second installment)

gar gedn feelel a’r@ (Enter date of second installment)

faer goar (Enter amount of third instalment)

faasr gear ool adi@ (Enter date of third installment)

A qwaks gra/amer (If recovery of advance is required then Select yes from
checkbox else select no)

gead g&ar (Enter number of installments)

A& gecgrer Y&hA (Enter amount of monthly installment)

TSt &X(%)  (Enter rate of interest)

Hegol agel Hogredr gocgrar @ear: (Enter number of installments in which
principal amount is recoverable)

TSI ToFehd gl hoaTear gocardr g&ar: (Enter number of installments in
which interest amount is recoverable)

qRharear gfgedr gwearar feaaie (Enter date of recovery of first Installment)
qIAharear Adear gwcarar festie (Enter date on which the recovery of last
installment)

eRareolt 3 gAoaT 39es (Upload HBA certificate)

<Sdel HA IO ¢ ST > W Foash &, Al S gicdier. (After filling details, press
<Save and Move Next>, entered details will be saved.)

2.2.1.1.20.2 sREvii3nEia sad gFd (HBA installment paid)
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ROl 3NH IRAN gFY R [Folh FeaAdR Treltel ThiA feder. (After clicking ‘HBA

installment paid’ following screen would be displayed.)

® _—

PUDLIC WORKS DEPARTMENT{184Y)

@reitel aueierdr g . (Enter the following details)

i.  3nfd® a¥ faasr (Select financial year)

ii. geharehT I&RA (Enter amount outstanding)
iii. ST Sretel cats (Enter interest accrued)
iv. g srelell WFRA (Enter amount recovered)
V. fe=tier (Enter signature date)

SR TG dAle FRIEr 3T T < IS dig F> @ fForsh w0 (Click on <Add more > for adding
more details).

<STdel U 3T 9 AT > G [Foleh 0, AT ST giciier. (After filling details, press <Save and
Move Next>, entered details will be saved.)

2.2.1.1.20.3 =g1eT 3Rl 3rqad 33 (Interest bearing advance)

‘TS TSRO 3T JMA TN [Faed Fedddk Treirel Thi feder. (After clicking ‘Interest

bearing advance’ following screen would be displayed.)
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= —_— —
o s S AR T A

eveara faAkn

puatd e | oG :3:”!‘ 1_"‘"’*’-" ol e | oo oo

e ==

@reiter quefier sfg & (Enter Following detail)

i. #HoX =l A (Enter amount sanctioned)

ii. @ror faasr (Select purpose)

iii. gecardr @@ar (Enter number of installment)

Iv. earsT &X (Enter rate of interest)

V. #HR 3meer sk (Enter sanction order)
vi. #s 3mewr afr@ (Enter date of sanction order)
Vii. WRawrdrear afgear gwcarar G (Enter first installment recovery date).
viii. @If@® gear(Enter amount of monthly installment)

SR MUY Fie A e R < e[ dAlg F> R fFerh F: (Click on <Add more > for
adding more details).

<Sad # HJOr 9T F1 > A fFeh AT ST glerer. (After filling details, press
<Save and Move Next>, entered details will be saved)

2.2.1.1.20.4 =IIST ATHRON TS 33AFT T gFa (Interest bearing

advance installments)
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‘SYTST THRON 3T JMA T gF” W Folh hodlddR Wlellel ThleT feadl. (After clicking

‘Interest bearing advance installments’ following screen would be displayed)

PUADLIC WONXS DF PAIETMENTI144Y)

Greltel dafterdT At &, (Enter the following details)

i. 3nf¥® a¥ fAgsr (Select financial year)

ii.  garhr @RA (Enter outstanding Amount)
iii. ST Srerel carst (Enter interest accrued).
iv. g Sl TFhd (Enter amount recovered)
v. feeis (Enter signature date)
vi. 1 (Remarks)

SR TG dAle FRIEr 3T T < I dig F> @ fForsh w3 (Click on <Add more > for adding
more details).

<Sdad H ;Or g¢ S > R el FO, Al Sdd glder. (After filling details, press
<Save and Move Next>, entered details will be saved.)

2.2.1.1.21 g&7ar Tfor €8 (Departmental Enquiry)

TeTdT WO &3 FEY, Weld duelld wfdse &I ST (In ‘Departmental
following details will be entered)

Enquiry’,

i. o ateefi(Departmental Enquiry)
i. fAFasETEr HRAE(Disciplinary Action)
jii. 37T Sr@TEdET(Internal Audit)
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2.2.1.1.21.1 [@omeir =lefi(Departmental Enquiry)

‘ol gy o Fas Feaaar @it Thia fgder. (After clicking ‘Departmental Enquiry’
following screen would be displayed.

IPLIEE I W . C PR T T T

oo )
Frvimifioy et

firufte diafl g o ke gzt Firupfin diweft qw decresy anibwres S Erurin wiend? qe o b et
Comasus Fig | o % crope
Firetiire i W ATl
i e [

farmeare ske Fwre- Frmearn e e - Eyan s avet-

Cnpaph Fia | Yz e oromen

frmra wree Bty wa ok wTye R

el
i
qEndteTe Ak wo qamsteTe srkw e AT ke et
Comoces Fia | He % v
fiwrvita meh g e me it
Y.
wien s mipwrre rew mim e
Sppes Fig | o S rrerae
»iim Finfy
wan Taao w

@reltel aueier Alg ar. (Enter Following detail)

i el wiehel g shedrear smewrar swaAiR(Departmental Enquiry Order No.)

i.  faemi wieelt g dearear mermar i (Departmental Enquiry Order date)
iii.  faomi =t g shearedr meer maes(Departmental Enquiry Order upload)
iv. fAdfed o 38 O @Y A9 agia] ar fAgsr (Select <Yes’ if employee is

suspended else select ‘N0”)

efad el 3T R Treirel dairerdr A . (If suspended enter following details)

v. Toleieamar 3meer swaAmn(Suspension Order No.)
vi.  faee=mar 3nger &= (Suspension order date)
vii.  fcEarar 3ncer ses(Suspension order upload)
viii. feEs Fea @eE aar e ) g @asr agiaR A f@asr (If allowance to be

given in suspension select ‘Yes’ else ‘No”)
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fraTe omar 38 O @relrel dueiremrd g &, (If allowance is given during the suspension
period, then enter following details)

ix. fiaTg AT quarear 3ngemar wAR(Suspension Allowance Sanction Order No.)
X. foaTg ear quarear sngemar fearm(Suspension Allowance Sanction Order Date)
Xi. faaTg smr quarear e s9eis(Suspension Allowance Sanction Order Upload)

xii.  faatg smr s.(Allowance in Rs.)

xiii. ~ foidTg #T gE groarn fear(Allowance to be given From Date)

Xiv.  foaTg #ar @#Aea gogmar festen(Allowance to be given To Date)

S HOTET Hig U el T/ < 39 dAlg FI> A et a0 (Click on <Add more > for
adding more details).

XV. AR hel 38 X g fast A} @y f@asr (Select “Yes’, if employee is re-

instated else select ‘No”)

AT F 3 R @reltel dgRiemrh siie 1. (If re-instated, then enter following details)

XVi.  geEdiuerEr 3eer wA (Re-instate Order No.)
XVii.  geredieTar 3meer e (Re-instate order date)
xviii.  geediv=raT 3eer 3ves(Re-instate order upload)
Xix.  fasmefa =il qof srelt 3fe o ‘g [asT AR @mér faast (If Departmental
enquiry is is completed, select “Yes’ else ‘No”)

it =teelt qot simelt 3@e X @relter queivem= siq . (If enquiry completed then enter
following details)

XX. 3meer A (Order No.)
XXi. seer fgerre (Order date)
XXii. 3reer 3rgers(Order upload)
xxiii. sifas faoTr forasr (Select final decision)

<Submit> o fFask HU, &G Fdd  gde. (After  filling  details, press
<Submit>, entered details will be saved.)
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2.2.1.1.21.2 RQFaHemdr sRars(Disciplinary Action)

‘RIFTsamd FRAE N Foad FeaiaX @reita Thia feder. (After clicking ‘Disciplinary Action’
following screen would be displayed.

o e

PLIBLE WORKS DEPARTRENTIIET)

oooco (F39599)

Fermmnimmdt weard

e &l v AT ST Frti wr

Frrm ~ | Fam -
Farim o & T T s
L
Choosa Fila | o file chosen
¥ & roe 1 v S e
i o e

m

@reltel dueierr Aig a3, (Enter Following details)
i. feerear g Tawa fagsn(Select Nature of Penalty Impose)
ii.  gsrar weR fAast(Select Penalty Type)
iii.  feaer grgeA(From Date)
iv.  f&stier wda(To Date)

v.  2Rr(Comment)

vi. @Rasd sEedd ves(Disciplinary action documents upload)

SR JOTEN Fle A 3T R < 3o dlg FI> & Foreh o (Click on <Add more > for
adding more details).

<SIddl FA MO gE ST > R Foleh F0, AT ST gl (After filling details, press
<Save and Move Next>, entered details will be saved.)
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2.2.1.1.21.3 3daia J@madeT(Internal Audit)

‘HaAd AW T Felsdh heddaX Treitel whie feder. (After clicking ‘Internal Audit’
following screen would be displayed.

PUBLIC WOHKS DE FAHTMENTI1640)

s or
Banay yulem
Safey fh =
sorcoses (HAY)

spaeta den sl on oo | demaflare sl ool ol | evleraron sipeErgrt dsradtan s s ayie

e

T - yaefa aiffire

usmeotll mfte | s den P o Rowm | deefiye sl oot afl | eosteman vt demefiend ow vremd ol gl

@reltel dueierr Aig a3, (Enter Following details)
i. gsarauit air@(Date of Verification)
li. 3id9d or@r gikefor =ar feeguar(Comments of Internal Audit)
ii.  or@mgeToT AfRE=TEr  Feér(Signature of Audit Officer)

Iv.  HRTCRTEd YHEEER JETRIET drefs wivard dueiier(Details of compliance of Observation of
Audit by Head of Office)

SR MOTEr &g S A RN < Aot dAlg > R/ Fersw wU (Click on <Add more > for adding
more details).

<Sad HFA IO 9 ST > W Ferw F0, AT Sidw gidiel. (After filling details, press
<Save and Move Next>, entered details will be saved.)
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2.2.1.1.22 3rgarer 9gi(View/Report)

‘HEATd BT X fFelh SR 31 Yelol HEY Wrellel A=y, feder (After clicking on ‘View/Report’,
user will get the following menu in left panel).

i. @feéa gehmther Ser 3t (Data gap in Service Book)
ii. 39S Sherell AaT gEdw JgT (View uploaded Service Books)
iii. Fearfad dar geash (Verified Service Books)

2.2.1.1.22.1 |feEw gFAtfier 31 319 (Data gap in Service Book)

"gfeew gEetier 3e1 A " ax fFeeh U INTOT AY 70T [AT YEARIA FAGAT HI ST 0T FaT TEARIA o
IS IO 3Telet FHelem 3eT adier arg ehar. (Click on “Data Gap in Service Book” to view the

important missing data in the Service Book at a glance and also the data which is either not filled or not
available in the Service Book).

2.2.1.1.22.2 YIS Sheolell AdT q¥d® 9el (View uploaded Service
Books)

"HUWIS Feell FAT TEaF T I fFelh A NMOT AY U7 IS Felell HAT JEAS g Ahdr. (Click

on “View uploaded Service Books” to view the uploaded scanned Service Book.)
SR Hicgd g M el el A8 T d "Hog3iel AlGH goh U e 3T Hl Feiid el ( If

Service Book is not yet uploaded, then it displays a message “Manual Service Book is not avaliable”.

2.2.1.1.22.3 AT Aa1 &+ (Verified Service Books)

"HAMUT WaT TFAS " I fFeleh T IAMOT I IMI0T TS Shelell FaT JEdh a1g bt (Click on
“Verified Service Books” and here user can view the verified Service Book.)

2.2.1.1.23 fecee Az 7L Ther Faroll a1 TFaF el (View scanned

Service Book in spilt mode)
Tehel Shelel AaT qEcsh  Roele A3’ HEY THUIAMIS ECelc HIg HEY Tehel sholell AT JEcish JgT o) [Foieh
&1, (Click on “View scanned Service Book in split mode” in order to view the Service Book in split
mode.)
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2.2.1.23rrd: yfase el Wfdw g& 3asT 0 (Update Partially Entered
Service Book)
81 A gl IciedT FaT GEHICA G FIUITATS! fehal ale  SheledT VaT GEAhicl HIVIAE! HeTdal IHaLTh
IgearE arqer Sirar. (This option is used to enter the missed data or to update the existing data that was
entered already in the Service Book.)

Fra: wfase Foreh FEW g% HIST FA' A Felh hodlal Wielldl Bhiet f&@er. (After clicking ‘Update

Partially Entered Service Book’ following screen would be displayed.

@ e N RIECES.

Ashutosha Mishraa (NAY138210)(12344304)

ST HHARAT T Tecleh 37T TTASE dhel 378 N7 HeFITad I 3¢ of HeaRT fAast. a1 sarararar
daRfter JEeTel Gfase T 308 oI HHUITH [Hds HedlecR HTae Jaer sheloll ARl qelel Iel 3T
duliel Ffase HIUITATS! JHTaRTh o T aX fFeieh T, STedl Yaloraliel feXedn ek =g gom adifddra & o
<q A A 3Mefer el e TR SR 3IATell AT deel HIFAN el T 3907 3feod &a faag

el fafatr ThITHET AR SRUATATS! ‘Fallel aT Teceh Tiase T AT GLAG@rel ferell ATfeer Fefsia .

Select the employee whose Service Book details are partially entered and updation is to be done.
After selecting the employee, page containing the partially entered information will be displayed.
Select the desired tab, in case, user would like to carry out any changes in the details. Green Tick
mark on the left panel denotes that the data in these forms are already filled, however system allows
to modify the data in the desired fields. For filling information in various screens refer the
information given under option ‘Enter New Service Book’
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2.2.1.3FheT Ferell FaT JEAF HTaIs FI (Upload Scanned Service Book)

81 T Tehel Shololl JdT Tocleh 3TTeIS FRUAIS ATl SATall. YT JEcish NEUH FIEATT Thel shel
gifgst 30T 3MTRR ¢o TAEIET sar 3ramar. (This option is used for uploading scanned Service Book.
Service Book shall be scanned in PDF format and size should be below 80MB.)

T Ferell [aT TEAF HTAS FO R [Foieh FeAcR @eltel ThieT f&&er. (After clicking ‘Upload
Scanned Service Book’ following screen would be displayed.)

(=) o el e
e HYATE HIU

et s
123 Q
Ashutosha Mishraa (NVAX 1382101234843 M)

ST HAARAT JaT Ecsh Tells A 3 o FAary  Aast, @rellel ThieT feder. . (Select the
employee whose Service Book is to be uploaded, following screen would be displayed).
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PLIBLEC WOIRK S IDE PARTMENT{1841)

UPLCAD SERVICE BOOK

Bl 137956)

Choose e | No fia chosa

UPLOAD SERVICE BOOK LIST

Wmmmm Date Scanned Service Book

2020 et kel wndy

Grelrel dafterrdT At &1, (Enter Following details)

i. <choose files> a¥ fFerr 1. di8iew wrsaer gzt (Click on choose files. Select the PDF file.)

il. Fhel heledr gl @& (Enter no. of pages scanned)
iii. @7 qEdh HIUIAT ARl Tohel el 37 o feeiieh (Enter date on which Service Book scanned).
iv. 39ers geounaR fFere & (Click on upload button)

“File Uploaded successfully” =T &R JeiRid &hell SSel. TS sholed! TlegH gl IIAT Y&fdd dhell STSe.
FIEed Ad [Foeh &t TIUT FIST qTg T,

After successful upload, “file Uploaded successfully” message will be displayed. List of Service Books
uploaded will be displayed. User can view the file by clicking the name of file.

2.2.2 3gdrd Ygl (View Reports)

‘HeaTd YgT W [Felh el Wiellel Hhiel GAel. 310 dofol HEA @roltel A=y feder. (After clicking on
‘View Reports’, user will get the following screen and menu in left panel.

i @ar gEds geT (NEew)(View Service book(PDF))
ii.  @ar gede (TFea ge)(Service book(Flip Book))
iii.  @erarr |qor ser(Employee complete data)
iV.  Thet shelell Jar g ggT (View Scanned Service Book)
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FUABLIC WORKS OF PARTMENT(1641)

» B Ve O an -
» Eredwm -

2.2.2.1 ¥a1 g¥d+ el (1STew)(View Service book(PDF))

Far gEas TeT (NATE) X fFoeh Feaeick @reller Thie fgder. (After clicking on “View Service book
(PDF)’, user will get the following screen.)

& Far @

Ashutosha Mishraa (NAXI3B210%12)44334)
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ST HHAA T Gch PDF Fa&dId 1T 31§ 3¢ aF =l foasy, @relier Shier fader. (Select
the employee whose Service Book in PDF format is to be seen, the following screen will be displayed.)

= ar qrd dréftes awo NICE-

- 4+ @ BIMIA IV Y - €10 B B
eHRMS
GOVERNMENT OF INDIA
PART.
[amw st ASHUTOSHA MISHRAA ]
hacad
wTTETY T ST fre 15-03-2021
AR
wrertew

(Atested by Head of Office beforo passng)s
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2.2.2.2 ¥aT J&as qEd+ (TFaT g%)(Service book(Flip Book))
Far gFds (FaT §9) R Fodh FedeicR @reliel Thier feder. (After clicking on ‘Service book (Flip
Book)’, user will get the following screen.)

Astwsionts Misteas (NAX138210)1244334)

ST HHUNI AT GEah  [Foq goh TERUIT UG G g A HAA  Hast, @relter Shie
feder. . (Select the employee whose Service Book in “Flip Book” format is to be seen, following
screen would be displayed) .

138210

-

qaEE

e )

T4, grewon 1503-2021
Rt

wtay

PUBLIC WORKS DEPARTMENT
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2.2.2.3 FHAR GYUT 3e(Employee complete data)

‘FHAR TYOT 3eT N Feleh dhedsia} Wieiter &hiet &8, After clicking on ‘Employee complete data’,
user will get the following screen.

Ashusiosha Mishraa (NAXT38210)12344334)

ST FHAIATET HYOT 3T JuRrEr 3 dr FAa  fAast, @relier Bt &der. (Select the employee
whose complete data to be seen, following screen would be displayed).

I

avc
S Sotvice Book Ugoad & Acthendxaon Hetory
han e R . TET SERVICE BOOK COMPLETE DETAILS
Acfaoe wipfy
AT: BT (Or ) AstutoshA . e ?
PR aq; 31 a1 3 1 oAy T
W B2 01011990 T g
{FIRST JANUARY ONE THOUSAND NINE HUNDRED NINTY) 01-01-1912 (FIRST JANUARY ONE THOUSAND NINE HUNDRED TWELVE)
_______ 91 DR AAAAAIZMA A ) ) wrarge +:
ANUR BB - GSHET £ - 7w ARt asnumisnra@gov n BEOE008
af¥atd A testega 247 ATa: sestngB RPN S ENGLISH) A
wif: RZBUDDHISM) T W ROPEN) andftan greren :g;’:g v
AR ¢ Fr: SEE S T AW 3 (Mahacashira wifardl wis:
el il : Finance & Accounts Senice) 12344334

wrerta S w9 givard adf:  dawfdte Jar ;s
2008

(Mantrataya Cacee) s o sl : 0

Acfars miyd

o
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2.2.2.4 THa Forell WaT qEdw 98T (View Scanned Service Book)

T Folel W1 TFaF GgT R [Fooh hodHcr Trelldl Thier fader. After clicking on ‘View Scanned
service book’, user will get the following screen.

3 r v a.!! T T EXTT s

Ashatosha Misheaa (NAYT38210)12344334)

ST HAAATY Tehel sholel YT J&Ah TETTY 3§ 308 o HaTary  AasT, @reler Hhiel f&der. (Select the
employee whose scanned Service Book to be seen, following screen would be displayed) .

~—— =
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2.2.3 Q4T q¥d+ HST FIU (Approve Service Book)
WAl qFAF AR I R fFoeh ook Wiellel Thisl feder. After clicking on ‘Approve Service

Book’, user will get the following screen.

PN

1‘ \l
L3
g

oo’

fubras AKX IE2V0KIZI4A31H)

ST FHARG JaT Gedh  FHoX HUFT 3¢ o Heay  fgst, @reller &hiet feder. (Select the employee
whose Service Book is to be approved, following screen would be displayed).

po
7 o S —— e
o) o ; e
-4 T o = N'c -t
—— -'.' ok <

S

PUBLIC WORKS DEPARTMENT(1841)

Mo Wafion B 1

[
e
N GEIP TR v HHT SERVICE BOOK COMPLETE DETALS

Fufdre wfp @ —

19 51 (Dr ) AshesioshA

ety T 31 R s wva) T AT

W BT 01-01.1990 T g

(FIRST JANUARY ONE THOUSAND NINE HUNDRED NINTY) 01-01-1912 (FIRST JANUARY ONE THOUSAND NINE HUNDRED TWELVE)
_______ U WD AAAAATZIA s Hrage A

AR Dt GSHeST € - 8 Sred): ashumeshra@gov in 9860622035

afSuld 71 tesungA € T testngS HRMINE: $ERENGLISH) A W

nf: MEBUDOHISMY wa v FEoPEN) ardtan zra ,'w"_"'w" il

Argddaa ; A: spe e 7 3w (Maharashina witardt oits:

RAERE e = Finance & Accounts Service) 12344334

wradfia ¥%a s eond af: el A - anw e
2008

(Mantrataya Caare)

Huifle Am ew ealw:; testing

wigd e

‘|‘|
i

Service Book User Manual (ver 1.0) 69| Page NIC, Government of India




fgserear Heargrear T qEahredr §4 A A, T quRge dar JEdes FHol HOIEST <Approve>
geur X TFee T, <Service Book has been approved by agency on <dd/mm/yyyy>> 31T el ar@fder

aser. (Details of selected employee’s Service Book entered will be displayed. After verifying click on
<Approve> button, for approving the Service Book. <Service Book has been approved by agency on
<dd/mm/yyyy>> message will be displayed.)

2.2.4 fad9oT(Analysis)

TRAYTr @ fFeeh FeAHAR Wellel Thie e, 31 Yool #AEY @relld A=y &, (After clicking on
‘Analysis’, user will get the following screen and menu in left panel.)

i #feéa g a9 faeewor(Service Book Analysis)

ii. Qa1 g&as aueiier ger(View Service Book details)

PR K WA S TS T BT et
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2.2.4.1 |ieEH g 19 faeavwor(Service Book Analysis)

‘wfeew g% 17 fRAYIr X Fereh hear=ick @eiter Thiel feder. (After clicking on ‘Service Book Analysis’,
user will get the following screen).

- T e TR A fvdor REECES

PUBLIC WORKS OEPARTMENT{1647)

EMPLOYEE GAP DETAIL

Excel | POF | P Search

o s oot Mled 322

.....

wing 110 10 of 49 entries

EMPLOYEE QAP LIST

HHARY YT GEHrEAT ST [IRAVOT HUATHIST FHarared] duNelre Teh Uil Gol shel SATSel. T Thiel Gar
greltel aMsET &% ehar. (A page of employee gap detail will be open up to analyze the data of the
employee Service Book. The following options are available for the user.)

o FHAIAT STl dueiiel T, HEIUh F&ITd Jgror 30T o e fRar s3adais aor .(View
the employee gap detail in excel, pdf format and also be able to print or download it.)

o Ul YEds HMOT Fredl Gefed & g @ @& gdde (This page will display error in
Service Book and their corresponding count ).

o B T UcEl HFAURIRER 9 foke @l gdide IO HUT T,
drgew 3nfor e geunay faers &= o drg 2rehar.( This page will also show user employee wise

gap list and user can view it by clicking on excel, pdf and print button.)
o FHrgraar 39 fore ALY @reiter aueie 3mdrer (The employee gap list will have the following

details)
i. FAaT wAE (Employee id)

ii.  Serarr d@ard 3madr (Employee code)
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iii. FIAarr ama.(Employee name)
iv.  gcara(Designation.)

V. g F3c(Gap count)

vi.  auite (Details)

e 39 U d HUITATS! Fairel aX TFerer T (Click on close in order to close the web page).

2.2.4.2 Qa1 JFas daefier gg1(View Service Book detail)

‘Fa1 gFds qufer ggr N Foleh hedldcR @rellel ThioT f&der. (After clicking on “View Service Book
detail’, user will get the following screen).

y
: e hd
Aar grw Aga auor NG
- PUIILIC WORK S DEPARTMENT[1841)
Moy Wb HOO§
INCUMBENCY REPORT
Adnin List Division List Section List
A v [X] - A v Fte

cov | ene | 1o | o o —

Cadre District Is Section

Name State Name N Post Name Pri N

;J
A T '~ vI‘.
GIGEF9 AIOO00000 WD Rl MAHARASHTRA ':!ILII.".A Yos Genera K
(Chowkdar) (Others) CITY R
o
P
' S w
9867645 o000 | Erépen ) | IR MAHARASHTRA | MUMBA Yes Genorst | K
(Othars) cITy P
(o]
P
- 4 W
STRRE | smocoocex SR TR | MAHARASHTRA | MUMBA Yes Geoeras | K
(Chomkidar) (Others) CITY R
0

ATSIAT FRTTT T FATANST FaAIT AT qTg AT ZAfaorer auefrer @rearyAToY 3med.( User will

able to see list of employees in selected section, division. Details shown are as follows)
i. ERY 3mIEr (Employee Id)
i. AT Ad (Employee Name)
iii. 9caarA(Designation)

iv. @hsY(Cadre)
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Vi.

Vii.

viii.

Xi.

Xii.

xiii.

Xiv.

XV.

XVi.

TSI (State)

Stegr (District)

qc (Post Name)
fFameT(Section Name)

FraTerd(Division Name)

ST dREYRLE UeraR 3iTg dr festieh(From Date)

Raféar 3ifreR 3maSi(Reporting Officer Id)

Raiféar 3iifthax @ sl@ (Reporting Officer Name)

faor 31feRT 3mET (Controlling Officer 1d)

fFoT F™SHRT o A1@ (Controlling Officer Name)

ST arRyuarge Raféer s¥a 3mg o Rt (Reporting From)

ST aRYUrgH fAg=07 3SR 3 H1H Hd 3¢ o &t (Controlling From)

2.2.5 YOTTelleT S1eY 9591 (logout)

JUTTell I STe ISUITATST <logout> aX el T (For exiting from the software, click on <logout>).
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