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Fields to be Captured for cadre.

1. Create/Manage Cadre

e G e
e honenEng Cade ame Rfrement Age
i wmmz .... _ Carbe R s Hed R-aswmge .
| Cowoingony’ | Servic Tpe  Commencement Dot
l-&&am&gm— Lo ~SelectServie Type- v %@w-«-.-,{ o g§
|SLNO.|  Feild NAME Description in English
1 |Cadre Name in|Name of cadre to be
:  English written in English
12 Cadre Name in|Name of cadre to be
Hindi written in Hindi
3 Retirement Age Age at which employee of
; this cadre will retire.
[ [Controlling | The  deparment/district | %
Authority which will be the cadre
controlling authority.
5 Service Type Service type refers to|:
- whether employees will be
called SGVT (State Govt | ¢
Employees), COVT | arteldr (5 v ),
(Central Govt. Employees), | wgoer (srier sl 2an)
| AIS (All India Services) or | _ o wma M%
Judicial.
6 Commencement | The date from which the | 3 faf 5= & Few o
' Date - cadre rules will be | s gk _ -
: effective. (s $r wftege & AR
(Date of Notification of
: | gazett.) _
7 Attachment Type | For verification select the




selection attachment type from | 3mwse® TR &1 o= FLA
dropdown, either cadre | ar &=t s & e s
rules or office order or any | ar % s sEeaS I
other attachment type. S AR

8 Attachment Choose cadre rules or | R ¥ ¥t P o wiea

: ofice order from the | e o sl o
system.

9 Add Click on “ADD” button to | #vva aFadsr # sisa & v
add the attached | "sr¥" aea © Bew #:11
document.

2. Create Post Position
Posk Pastion Name [Engisn) * Post Pattion Nast Bind]
Py Commission Poy Bard Pay Scate
~Select Pay Commssen- . IR %

SL.NO. Feild NAME Description in English fidr % Raor

1 Cadre Select the name of the cadre | 3= ¥ 37 &&= & a7
from dropdown against which | =t s wmet 3o e
details of their post/position is 10 | fRxazor sier smr &1

be added.
2 Post/PositionName | Name of Post in the given Cadre | &t ow =t # sg v A
(English) in English. ISt #)




3 Post/Position Name of Post in the given Cadre | Rw 71w st & oa & A
Name (Hindi) in Hindi. & A
4 Post Level Level at which post is in the | &= # @ R R W&
cadre. i.e., Basic, Promotional 27y, Afe, SRR dad 1,
Level 1, Promotional Level 2, | qrverer dae 2, EREE daw
Promotional Level 3 etc. 3 3R

5 Pay Commission Whether the cadre follows T e 78 A, 6F A4, 55
Pay, 6" Pay, 5" Pay. A= &7 T T B

6 Pay Band Pay The post belongs to which pay | 9z e daw dsre & el
Scale band/scale. (between level 1 10 | = 1 F TR 15 & @9

level 15)

T Is entry Level Click on the check box in case ot ¥= & 92 & fow W@y
Increment entry level increment is | TR & Ry e R A TE
Applicable applicable for the post in the | stew = =1
(checkbox) cadre.

'8 Final post Siick on the check box if the | af 5 R e & # aifem
(checkbox) post is the final post in the given | oz & & 9% dFw w B
cadre. Lodl

o Kaalavadhi Rule | The minimum year required on a | avte & fore RN 7 w®
Type (dropdown) post for promotion (Kaalavadhi) | smawas =gas FE(FTEET

will be as per GAD Rule oras )mmﬂtmm

per the given cadre rule isto | rRr A PR E

be selected from the dropdown. | s gfasrsar & e
grmi

10 Kaalavadhi for The minimum year required on a At & fav Bl @ W
Promotion post for promotion will be | sras wges o = ot #

entered in years. 3t fear SToIml

1 Probation Period | No. of years required by the | 3 31 & ofte & TN
(in months) joining to complete  as | aftdmmtie FHOT A

Probationer employee before | wfaer 8= & AT s et
confirmation of their service. £ we

12 Designation Designation/Designations to be | fw 7T %= ¥ st vt
(multiple selected from multiple | gfree ¥ TeAwR & T
checkbox) dropdowns under the given | f&ar S &1

post/position.

13 Cadre Post | Select whether the given post is | ¥3F =t 5 2 T 9
Sanction type sanctioned Department wise, RsrER, Sear ar
(dropdown) District type or Secretariat type. | sRam@aR FET 3

14 Appointing Name of the appointing authority | sfoes= & g sty &




Authority is to be selected from the |7 gr &I
dropdown. ‘ ,
15 Group Select whether the given post | 3 f& & § @ee 9 wdl.
belongs to Group A, B, C or | @ ar ymfirees & Haftidt )
Unfiltered.
16 Is Gazetted Whether the Employees on the | ¥ R 7w 5 w FHAE
(checkbox) given post are gazetted or non- | Temf¥E ¥ o Newomfya &
gazetted. In case of gazetted | gomfya gt & Rufer &
17 Pay Slip Authority | Click on the checkbox if Payslip | 3% m T 9 t\?
(checkbox) is generated for employees of | & faw A R r ¥
given post. a Yo | s w4
18 Pay Slip Authority | Select pay Slip generating | daw et f@afor srftERer &
type (dropdown) Authority, either its AG office or | === &%, ar & gaaT m
Dawa Koshang. S ar arar S
19 Attachment Type | For verification select the | seams ¥ fav g ¥
selection attachment type from dropdown, TER T 9q ﬁfw
either cadre rules or office order | ar &z faw ar weT
or any other attachment type. W W FE I HI
Eeond]
20 Attachment Choose cadre rules or office | fcs & &% fora ar
order from the system. FrdEa I
21 | Add Click on “ADD” button to add the | &ws zwardw # g &
attached document. v S geq | Bew

3. Post/Position Sanctioned Strength

SL.NO.

Feild NAME

Description in English

Ry # Raor




1. Cadre Select the name of the cadre sfoersa ¥ 39 PR T AT A
from dropdown against which Pored WA 3o TR
details of theirpost/position SfyerE @1 FERor ST S 2
reserve percentage is to be i
added.
2. Post/Position Select the name of post from
Name dropdown.
3. Sanction Order | Enter the Order no. which details
Number the sanctioned strength
4, Sanction Order | Choose the date from the
Date : calendar on which order for
sanctioning the post were
issued.
5. Sanction No. of Posts sanctioned
Strength
6. Remarks Enter Remarks if any.
: Attachment Type | For verification select the
selection attachment type from dropdown,
either cadre rules or office order
or any other attachment type.
8. Attachment Choose cadre rules or office
oorder from the system. :
9. Add Ciick on *ADD” bution to add the | #ewa e = aieat & fae
‘attached document. S @eA W FeE H

4. Manage Department/District Wise Sanctioned Strength.




R & fRaror

SL.NO. Feild NAME Description in English
1. Edit Symbol (under | Click on Edit Symbol under | B gz #r wiga ula &
Action) action against the post whose | sz smaws ¢ s8% e
sanction strength is required to | siard & Fra HuEs (edit)
be filled. sl o s =
2. | District/Department | Enter the Sanction strength | ResmvRSmrRR g wear
wise Sanction Department/District wise one by | tw-ts #=%F &t ®tI
Strength one.
3. Floating Post Enter the Floating strength (the | af =m & ar wifénr ®u
Sanction Strength | strength of post unsanctioned | @i B3 @r R & e
for any district or department) if | srger oz #r = 14 =
applicable.
A Attachment Type For verification select the a9 & v giossa &
selection attachment type from YT S A A
dropdown, either cadre rules or | g &=zt frgs ar g 3w
office order or any other S
attachment type. il i
5. Attachment Choose cadre rules or office | e & &t faw o
order from the system. w3 g
6. Add Click on “ADD” button to add | Heeer a¥adsr # e & o

the attached document.

S @ga W Fas i




5. Manage Depa

rtmentto office Wise Sanctioned Strength

SL.NO. Feild NAME Description in English & & Raor
, Cadre Name Select name of cadre from SqErsa & HE AN I
Dropdown
- Edit Symbol Click on Edit Symbol under forw oz & gl @
(under Action) action against the post whose FrdeER SR WAE § 3
sanction strength office wise is | fawg witas & e m
3 Office name Select name of office to against | 3 e &1 A o o
which sanction strength is A Sy EEW & HA
required to be entered. T ¥
a. Sanction s Sandion sength of | Fewe e 3
Strength : the seleted office of the

department/district under the




given post of the cadre.
5. | Attachment Type For verification select the Fea & fow glosmsa &
selection attachment type from dropdown, | s @R & aa= :ﬁém
either cadre rules or office order | zr %=v s o FfeT m
or any other attachment type. | o 48 sy smweas FRI
6. Attachment Choose cadre rules or office | s & = zs o !ﬁm
order from the system. A T
7. Add Click on “ADD” button to add the | #eva awms # a\s# ¥ ﬁv
attached document. S weA W Bew :

6. Cadre Post Position Reserve




SLINO.| Feild NAME Description in English R & Ror
5 Cadre Select the name of the cadre Fasrsa ¥ 30 I H AR I
from dropdown against which o FAa 3A% TERET
details of theirpost/position SfyerE T TERoT ST S
reserve percentage is to be ;
added.
2. Post/Position Select the name of post from ramrsar & I F A g
Name dropdown.
3. State Deputation | Enter percentage of State faw v 9% & AT =T :
Reserve deputation reserve for the given | sfifafia smfa = m |
post. =t W L
4, Central Enter percentage of Central for 7w 9 & A FH
Deputation deputation reserve for the given | sfafaf¥a smf@ & sforr
Reserve post. == &1
5. Training Reserve | Enter percentage of Training frw a1 gz & fow wftwmor
reserve for the given post. FRI®E & Sfand g
6. Junior Post | Enter percentage of Junior Post | few av 92 F fav g 9T
T Reserve Reserve for the given post. A & Sfaud & #
g Leave Reserve Enter percentage of Leave T 71T 92 & AT EEy
e Reserve for the given post. Il & wva & F
8. Attachment Type | For verification select the Fea= & faw sfasea d
selection attachment type from dropdown, S & TAT A
‘either cadre rules or office order | & m e m m
or any other attachment type. P
9. Attachment Choose cadre rules or office ﬂmm # a;sr ﬁmr T ﬂa\m
order from the system. e g1
10. Add Click on “ADD’ button to add the | ew Z&aas & s ¥ v
attached document. Srd ged W FeE H

7. Cadre Post/ Position Recruitment Sourcing




Descripti
onin
English

.ﬁzarﬁfaam

Cadre

Select the
name of
the cadre
from
dropdown
against
which
details of
Recruitme
nt
Sourcing
is to be
added.

Fawsa 3 30 6 o AR G o A

S B

st Affr #1 Reor Sier

&

Post/Positi
on Name

Select the
name of
post from
dropdown

gluesa & G & aH g

Direct

Recruitme
nt Quota

Enter the
percentag
e of Direct
recruitme
nt for the
given
post.

faw 7w gz & fav d@ndr w:lt # oftna =t &1

Promotion

Enter the




Quota

percentag
e of
recruitme
nt through
promotion
for the
given
post.

Sport
Quota

Enter the
percentag
e of
recruitme
nt through
Sports
Quota for
the given
post.

BT T 92 & fav A FeT & ACAH A wd F afeRE oo #

Lateral
Quota
(limited
exam from
Feeding
cadre)

Enter the
overall
percentag
e of
recruitme
nt through
Lateral
Entryfrom
feeding
cadre for
the given
post.

R 7T 9z F faw R F ¥ AT O & AW F 5 7 5
i o #X

Feeding
Cadre

Select the
Feeding
cadres
from the

dropdown

shuEEa ¥ Fiffer & & 9ga )

Lateral
Quota

Enter the
Lateral
Quota
percentag
e against
the
selected
feeding
cadre

e Bif¥er Fut & Reg d@ ey wfawe oo

Attachmen
t Type

For
verificatio

FATH & [T U F IS GHR H w4 AL A A wW e
a1 e R W A I HeJes T e




selection

n select
the
attachme
nt type
from
dropdown
, either
cadre
rules or
office
order or
any other
attachme

nt type.

10.

Attachmen

Choose
cadre
rules or
office
order
from the
system.

forecs & $et s 1 FwE 3R Al

1.

Add

Click on
“ADD"
button to
add the
attached
document

8. Cadre Training/Departmental Exam

mmﬂaﬁmtmﬁ?mwmﬁl




) sanawory

SL.NO. Feild NAME Description in English f¥ér & Ryaor

1. Cadre Select the name of the cadre gozsa ¥ 38 da & aH
from dropdown against which orF s et
details of Departmental freTT/fREToT @ AT ShEr
Exam/Training is to be added. 1

2, Post/Position Select the name of post from oz & R A .

Name dropdown. :

3. Training Type Select the names of Trainings RT 7w FuErEa & H-TE WS
one by one from given Tl & A g
dropdown.

4, Mandatory/Non- | Select whether the training is Aeraled T o w0 o

Mandatory mandatory by clicking the wfveror Hfeyar & ar w@
checkbox.

5. Add Click on ADD for entering the g & Ten GRETT & B F
next training in the list. fav ADDW fBow H11

6. Departmental Select the names of T 71w FaEEA ¥ UH-TF W

Exam Type Departmental Exam one by one | Rewia ofem & am o
from given dropdown.

) Mandatory/Non- | Select whether the departmental | ¥wafe W e #tr 34 %

Mandatory exam is mandatory by clicking st oder sfeard § ar @@
the checkbox.

8. Add Click on ADD for entering the ol # sereh i ol g
next departmental exam in the = & v ADD W FaF #1

| list.
9. Attachment Type | For verification select the HegaA F fow FaEEa §




selection attachment type from dropdown, | 3ies &R & 90w &%,
either cadre rules or office order | ar &st fram a1 Frfie ander
or any other attachment type. o A 3= mm
10. Attachment Choose cadre rules or office Rrees & &=t fgw o wdiod
order from the system. I gl s
1. Add Click on “ADD” button to add the | dewer awmder ¥ sisa & fw
attached document. "S$ gea W e H

9. Manage Increment Eligibility




SL.NO. Feild NAME Description in English &y & Ryawor
. Cadre | Select the name of the cadre Fassa & 39 HE W AH I
| from dropdown against which forrd ae o g & R
| details of Increment is to be Shter S R
added.
2. Post/Position Select the name of post from s ¥ A W AR I
Name dropdown.
3 Entry level | In case entry level mcrement is | afx s@w =R & I sﬁ:[tat
Increment | applicable then,
1. gfaersa ¥ AdA AT I
1. Select pay commission 2. ¥ ¥ AGAAA T T4A B
from dropdown. 3. Aeger 94
2. Select pay band pay 4. % | Faw
Scale. '-
3. Select Qualification.
4. Click on Add
4. 1*Increment Click on checkbox to ascertain | & A= gie & v
eligibility from following for o fopafafaa & oFar gaftaa

}ncrement




Rﬂtmm“‘ﬁw

0O No Active Disciplinary F1I : |
Proceeding e
O Training ©) o wfET S |
0 Departmental Exam FraTdr A8 ‘
O Report/Case Study ~ oo
0 Confirmation of Service .
0 Any Other Condition - BibnE ol
| dar #r gt
g e
2™ Increment Click on checkbox to ascertain | g# ¥ it & v
eligibility from following for g fafaf@a & awar gafea
Increment. = & v Awdlew W @Fos
F)
0 No Active Disciplinary
Proceeding | TR N
0O Training s
0 Departmental Exam @ wﬂm:“
0 Report/Case Study 3
0 Confirmation of Service j? N
0 Any Other Condition | Rrdvrrw =&
A e
0 WS 3T A
Regular Click on checkbox to ascertain | e o= g & faw
Increment eligibility from following for farfaf@a & arar giafad
Regular Increment. & & Bv dwalE W B
I
0 No Active Disciplinary
Proceeding O % WfeT FPIEACAS
0 Training Gheas . 0
0 Departmental Exam & A :
O Report/Case Study 2
O Confirmation of Service Y 9o
O Any Other Condition ' Reréw v &
A e
ﬁt 3 ud
Attachment Type | For verification select the prm— e
selection attachment type from dropdown, | v SR & 904 &,
either cadre rules or office order | gr %=v ey o Frftea 2y
or any other attachment type. 0 FE I I T
Attachment Choose cadre rules or office e & FR TR o mim
order from the system. IR A




Add

Click on “ADD" button to add the
attached document.

"E T W FE

10.Confirmation of Service

SL.NO. Feild NAME Description in English &Er ¥ Raor

1. Cadre Select the name of the cadre Frosse ¥ 30 F HAH A
from dropdown against which o we dandt #r gfte &
details of confirmation of Rragor Ser ST B
services is to be added. 5.

2, Post/Position Select the name of post from Fiqersa ¥ 9N W OAH

Name { dropdown.
3. Probation Period | Auto populated
(in months)

4. Extension Period | Enter the duration of extension in | af& 35w ¥t # R v 92
months in case Extension is ¥ fov oftder safy & R
permissible in the probation & gy A PR A iy
period for the given post in the R e
aforesaid cadre. :

5. Conditions for Click on the checkbox againstthe |aRRw wwm M Im A e &

Confirmation necessary conditions if the e o wnp ot § A s ol
conditions are applicable for the & wrr dwaEw W FEE sl
confirmation of service of the given o
: 0 W WY IR SR
0 No Active Disciplinary aft
Proceeding 0 witveror




O Training s whar

0 Departmental Exam o Rt =i

‘0 Report/Case Study 0 % 7 o

O Any Other Condition i 4
Attachment Type | For verification select the geaaw & foo gfasea &
selection attachment type from dropdown, | sweees SR &1 92 4,30

either cadre rules or office order | ar %=t s o Feg &
or any other attachment type. o F I IS T

Attachment Choose cadre rules or office e ¥ S omw a1 S
order from the system. I g

Add Click on “ADD" button to add the | #ea &= Fr A & e
attached document. “Frd T o FEE T

11.Seniority List management

WO @A 0 deplay

Ry IR ] Seva ity Pordlans s




SL.NO. Feild NAME Description in English & & o
1 Cadre Type Select cadre type from FaEsa ¥ $W TR a8
dropdown, whether Department | &% =t fsmrar, GreEm ar
wise, district wise or Secretariat | gRarazar) L%
wise.
- District Select District name from Froersa & fore &1 A\ g
dropdown
3. Office Select office name from oas A wrded A AR G
dropdown
4 Cadre Select Cadre name from Fraesa ¥ FT A A
dropdown
5. Search Click on Search st W Few X
6. Initiate Click on Initiate under Action to | R v 9z #r afvssar §&fr R
prepare the seniority list of the | &%t & faw Action ¥ il
given post. Initiate 9 e HI1
7. Updating of To update the seniority list aftsaar FEr B WA FA F
Seniority List search, select and add the fAr Pafafla et & -
following options one by one: = FF o, T AR
1. Employee Id 1. STl améd
2. GPF/Pran 2. FArdreE/SE
3. Employee Name 3 adrd @ A
4. Designation 4 qEE
5. Retirement Date Farfergfen
(Search any of the above and % St & ::m & ot
select the employee others ot
would be filled automatically.) | T # T 3
Fafaa ¥ & 8/ )
Enter the following: e 2 o
1. Choose from calendar the | | sper & wber 3t U &
pate of Entry in Sqaie, At o, A 7 At
i.e., the date at which the St 2o 1 o R B
employee joined the given | ~— :
position. P
2. Enter the Seniority 2. aisar feufey oo X
Position 3. v A g F
3. Enter Effective date L :
8. Attachment Type | For verification select the oA & v ghaEEa &
selection attachment type from dropdown, | sifeee W &1 T8 HLA
either cadre rules or office order | gr &=t foraw o FrffEg W&
or any other attachment type. T W I A T




Condition 3

g Attachment Choose cadre rules or office v & & AmA o qﬂm
order from the system. e g
10. Add Click on “ADD" button to add the | #&s= zFaw ®r M thv
attached document. S we W w1 :
12.Promotion
SL.NO. Feild NAME Description in English & & faaor
1. Cadre Select the name of the cadre Fraers & 30 KT F A g
from dropdown against which e TR 3% TEIRET
details of theirpost/position ST T Raor Sher S R
reserve percentage is to be
added. 7
2. Post/Position Select the name of post from s { G FAH G
Name dropdown. : ' :
3. | Eligibility for Select the checklist from the Teleta # grar gafed s
Promotion given option to ensure the ¥ faw v aw faeg # 3
eligibility for promotion. am T T97 FLI
O Confirmation of Service aar & ofe >
O Vacancies available on aﬂws 9 W ﬂﬁaar ma:
Senior Position :
O Minimum year required to | - R v 92 o = w02 &
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List of Department wise resource and data entry period

Resource Person loepartmentmme No. of Working Days Start date End date
General Administration Department 5 03-Jun-24 07-Jun-24
|Building Construction Department 3 10-Jun-24) 12-Jun-24
Taugqueer Minorities Welfare Department 2 13-Jun-24 14-Jun-24
Education Department 5 18-Jun-24 24-Jun-24
Health Department 7 25-Jun-24 03-Jul-24
Water Resources Department 4 04-Jul-24 09-Jul-24
Science and Technology Department -+ 03-jun-24 06-Jun-24
Finance Department 3 07-Jun-24 11-Jun-24
Environment Forest and Climate Change Departmen 2 12-Jun-24 13-Jun-24
Information Ted'lnolog_ﬁepanment 1 14-Jun-24 14-Jun-24
Aditya Home Department 7 18-Jun-24 26-Jun-24
Rural Works Department 2 27-lun-24 28-Jun-24
|Parliamentary Affairs Department 3 01-Jul-24 03-Jul-24
Panchayati Raj Department 2 04-Jul-24 05-Jul-24
Tourism Department 1 08-Jul-24 08-Jul-24
|Cabinet Secretariat Department 2 03-jun-24 04-Jun-24
Co-operative Department 2 05-Jun-24 06-Jun-24
Disaster Maw Department | 07-Jun-24 07-Jun-24
Industries Department 3 10-jun-24 12-Jun-24
Sumanta |Minor Water Resources Department 2 13-jun-24 14-Jun-24
Planning and Development Department 3 18-Jun-24 20-Jun-24
Revenue and Land Reforms Department 3 21-Jun-24 25-Jun-24
Transport Department 1 26-jun-24 26-Jun-24
Road Construction Department 3 27-Jun-24 01-Jul-24
Commercial Tax Department 2 03-Jun-24 04-Jun-24
Election Department 1 05-Jun-24 05-Jun-24
Energy Department 1 06-lun-24 06-Jun-24
Food and Consumer Protection Department o | 07-Jun-24 07-Jun-24
Umakan tIRa;k Labour Resource Department 4 10-Jun-24 13-jun-24
R Law Department 2 14-Jun-24 18-Jun-24
Public Hﬁmgimm Department 3 19-Jun-24 21-Jun-24
SC & ST Welfare Department 2 24-Jun-24 25-Jun-24
Social Welfare Department 2 26-Jun-24 27-jun-24|
Vigilance Department 1 28-Jun-24 28-Jun-24
Sports Department 5 01-jul-24 01-jul-24
Animal and Fisheries Resource Department 4 03-Jun-24 06-Jun-24
Art, Culture and Youth Department 3 07-jun-24 11-jun-24
Backward Community and MBC Welfare Departm 2 12-Jun-24 13-jun-24
Information and Public Relation Department & 14-Jun-24 14-Jun-24
Anmol/  |Mines and Geology Department 2 18-Jun-24 19-Jun-24
Gopal Prohibition, m: and Registration Department 3 20-Jun-24 24-Jun-24
Rural Development Department 2 25-Jun-24 26-Jun-24
Sugarcane Industries Department it 27-Jun-24 27-Jun-24
Agriculture Department 5 28-Jun-24 04-Jul-24
|Urban Development and Housing Department 2 08-Jul-24 09-Jul-24




