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Emplo lon Manual

(For onboarding employees who have joined services after resigning from other service)
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ln - Activo P.oaass ln Prcvlou3 Orfic. / Raliqving Otliea

1. Log ln with Employee Maintenanca Maker of office whsre last salary is drawn
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3. Choose the name of Employae who is eligible Ior service conyersion.
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2. Open Employee maintenance maker and Choosa Active / ln- ac-tive option
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4. Choct thB Doteils of Employee. Noto - ln new office enrployee will be s€archod with PAN'
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5. ehooso the Reason in Drop Down as'Employee Conversion'

o. Fill tho Order number, Ordsr Dato and In-Activo Date Wth their Ordor lssuing Authority / Oftics
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7. Verify tho PAN, click on Save as Draft and Confirm ro Proceed.

8. Forwsrd this roquest to Employ€a Mainl6n6nce Chscker / Approver.

mr-Ea
9. Get that request approvgd

Altq bttothrg ,bt c ,ndrrfu d*rr, Crr*rrc tLaf' ga n*{w tnn * otw wti' tast satary is D,
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On Boardlng Process in Joldng Dopartmont

'10. Log in as Appointing Authority Makerof NewJoining Deparhent / Office
11. Select "Employee Conyersion. option
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12. Search tha Employee with PAN number'

13. Fill allrtre necessary fields in Employee Profile page

Sxrlstgruorruurt- I

e

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

Sccdoo t: EmPlov.! P.rton lhlb

. Prefix: MrJ Ms. / MrsJ DtJ Ptof.

. First taame: Employes's firai name.

. Middls Namq: Employeo'r middle name'

. Last Nsm6: Employee's lsal name.

o Gander Employee's gender.

o Dlts 6t Sinh; Employes'3 dats of binh'

. Dlto of Birlh in tvods: Employ€€'s drtc ot bitth in words rwll bo suto populalcd)

o tHght {CM / F!6t'lnch}: Employ.c's htight in cm / fsst'incn'

. ldantification Mart: ldentitication marton Employee's lac: or body

. F!tto/! Namr: Employ66's fath6/s namc'

. Mothsr's Namq Employs€'s mothe/s ntms'

. Maritslstsn !: Employto's maritsl sttlus'

. Spousa Namo (Hueband/ Wfe): Employr!'s husb€nd or v'if€'s nam6'

o Dlcsbrsd (Yc!, No,: Ssloct oithar ona YGC No'

oTypaolDiaabllity:saloqtTYP0ofdistbilityit'Y€s'ls3lleciedundat'Disabl€d"(Dtopdowncvrilrblc)
. Porentlgo of Disabitityi P€rE€ntag6 ol dl3€bility it'Yos' is sslectod undet'Disablsd"

. Blood Gtoup: @ A+/ B, AB+/ OJ A' B-/ AB- (Dropdown 3veilsblo)

o PorsonalEmail: Employoo's personal emlil'
. Parsoaal Motile Numbor: Employoo's por3onal mobilo n"mb€r'

. Offcisl Emall: Emplovse's oflicirl em.il'

. Otficial Mobilo Numb€r: Employee's offcial mobile numl'er'

I I
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. Nationality: Employeo's nation3lity'

. SocialCalegory: Employoo's socisl catsgory. (D.o9down avEilabls)

. GPFFAAN Typ€: Employea's pension scheme.

. PAI{ No.: PAN number oI emPloYee.

. Aadhrar Rsf. No.: Enter Aadhaar numbor of employeo and Esarch. (Syst3m will Populatg Aadhst Rsf. No.l

Srsdon 2: Employcc O{ici.l Dstri}

. Employeo Type: Select Employ€e type. R8gular / Probation

. Service Type: Select Servico type o, th€ employee. lo.opdown availablo)

o Cadro: Employ€e's sorvice cadre, (Dropdown available)

. Patent Depanment: Employee's parent depanment (Otopdown availabls)

. Curronl Doparlment Employ€e's curr6nt d€partment (Dropdown available)

. Cursnt Dssignation: Employee's curront dosignation' (Dropdown avsilsble)

o Current Otfice: Employoo's curent oflice. (search Otfice Ust available)

. Appointment Orde, No.: Enrer ApPoinlme Ordor No. o, the emploYes'

. Ap!'oinlment Order Oale: Enter Appoinlmenl Orde, Dale o' lhe employee'

. ords.lssuing of,ice/ Authortty: selocl ordst issuing authoritY's office. {search offics List avsilablo)

. Source of Rectuitment: S€lect sourcs o, tectuitmenl for the employee'

. Joining / Charge Taken Dsle: Seloct ioining date.

. Joinirg Time: Forenoon / Afternoon

. Supgrannualion Daro: Will be auto calculated from OOB.

14. click on "save Personal Details" to save the request created with refurencs number.
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15. Fill €ll th€ n€oo.3rry fi61d8 ln Addrass dot8ils page'

16. Add Additional lnformation'

EIt-;;l...,,-..

17. Fon rard this requBst to Employes Maintenance Checkor/ Approver

@EIE
18. Gst ths request sPprovd

mskor and follow lhe normal onboarding process'
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