MANUAL -- Stage 1

UPDATION OF
EMPLOYEE DATA

MODULE
USER- CHECKER




HumaniResourcegManagementisystem

Government

Step 1. Open HRMS

website at
https://hrmshry.nic.in

LatestNews Department Board/Corporation  User Manuals ~ Others

LOGIN With

0 QTP ® Password

Checker

> Instructions to Departments/ Boards/ Corporations/ Universities on HIPA Training Module on HRMS.

> Clerk Re-Joining Cases:-

Ste p 2 - LOg i n With (1) Stepstobetaken by previous department- ¢ B |7 ‘

() Login with checker. Go to Transaction --> Update Service Status --» Update Service Status. Update the service status to "Resigned / Govt.

( : h k U iversities / Directions (Previous Service Not Counted For Future Benefit)"
e C e r S e r (b) Then Go to Employee Resigned / Govt direction and then the request to yout department admin user. i

ties
(c) Login with Department Admin User. Go to Update Information --> Employee Resigned / Govt direction. Then approve the request

d eta I I S a n d CI I C k O n » (Official Order regarding ACP/Time Scale entry through "Future Transactions==>Financial Upgradation™ ill 31/july/2022 order date.
L " > Mapping/Updation of Parivar Pehchan Patra (PPP) details in HRMS family details.

Qaniimh Nada
security Code

> Uploading All data of all Boards and Coporation and Updation of Parivar Pehchan Patra (PPP) including contractual employee.
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Stage 1 — Creation & Initiation of Drive



Human Resource Management System

Government Of Haryana

Home User Management + Model OTP + Employee Information Updation + Transactions + Modules / Generate Order v Reports v Other Task «
o
STAGE T » ypdation of Employee Data

STAGE2 n!MT?!Hrma Kumar Sharma (User Id: prihodc2). You are logged in as a Checker. Department : Jails (Prisons)

Click Updation of Employee Data from
menul.

Certification/Updation of Employee Data

Last date for Checker to update data / data

. Action
Certification

Transfer Drive Name Designation Cadre Name

1 Superintendent Jail-September-2025 Superintendent Jail Cadre No. 1 11-Nov-2025 ‘ Take Action ‘

2 Tent Master-September-2025 Tent Master Cadre No. 4 11-Oct-2025 Take Action




Transfer Drive Name

Step 1- Click on take action

Certification/Updation of Employee Data

[Last date for Checker to update data / data

Cadre Name o !
Certification

Designation

Action

Superintendent Jail-September-2025

Tent Master-September-2025

Name of Office $

SUPERINTENDENT JAIL DISTRICT JAIL KAITHAL

DISTRICT JAIL SIRSA

SUPERINTENDENT DISTRICT JAIL KURUKSHETRA

DISTRICT JAIL FARIDABAD

Superintendent Jail Cadre No. 1 11-Nov-2025

Tent Master Cadre No. 4 11-Oct-2025

Take Action

Take Action

Distnict © Total No of Employees $ Sanction Posts $

Kaithal 1 1 1
Sirsa 1 1 1
Kurukshetra 1 1 1
Faridabad 1 1 1

Regular Employees $ Contractual Employeces $

-~

employees

Step 2- Fill no. of contractual

Step 3-Click on submit to add
no. of contractual employee in
office.




Last date for Checker to update data / data
Transfer Dnive Name Designation Cadre Name Action
Certification

Take Action

Superintendent Jail-September-2025

2 Tent Master-September-2025

Superintendent Jail

Tent Master

Cadre No. 1 11-Nov-2025

Cadre No. 4 11-Oct-2025

Take Action

Certification/Updation of Employee Data

Superintendent Jail Cadre Details

Posted/Working No. of Employees pending for Data Certification No. of Employees whose data 1s certified

15 Summary of status of data updation

<

List of Employees of the Cadre :] Download

Download

Employee Name

1 SANJEEV PATTAR

2 SANJAY Singh

3 HARINDER Singh

4 BIMLA DEVI

5 ASHOK KUMAR

Download list of employees of the cadre

List of Employees of the Cadre(s) in this Office

Payee Code

8B217P

2NOLAY

0I1Q5D

bF21P5

6F3QMI

Service Verification
Status - on Qualifying
Date

NO
NO
NO
NO

NO

Date till which Service

has been verified

06-5ep-2023

17-Feb-2022

04-5ep-2023

10-Apr-2023

06-5ep-2023

Action




10

11

12

13

14

15

16

17

18

19

20

. Employee Name

SEWA SINGH

VISHAL CHHIBBER

ANIL Kumar

RAMESH KUMAR

SATYAWAN

SANJAY BANGAR

SURENDER Singh Dalal

SATVINDER KUMAR

RAJINDER SINGH

DEEPAK Sharma

SOM NATH NATH

DEVI DAYAL

~ Payee Code

1F2V45

2A01FH

Service Verification
 Status - on Qualifying

Date

NO

NO

- Date till which Service

has been verified

05-5ep-2023

11-0ct-2022

Step 4— Complete service verification of employee.

25-May-2022

NO

Before Certifjing ot
complete service verification of |
employee from future transaction

sScreen.

3A2B9A

ner parameters,

NO

EI3G93

NO

30-Jun-2021

11-Apr-2023

06-5ep-2023

06-5ep-2023

06-5ep-2023

30-Jun-2022

05-Jul-2020

12-Oct-2021

05-Jul-2020

~ Action

Certify

Certify

Certified

Certify

Certify

Certify

Certify

Certify

Certify

Certify

Certify

Certify




Human Resource Management System
Government Of Haryana "

Home User Management , Employee Information Updation . Transactions » Modules / Generate Order ., Reports , Other Task ,

Welcome DEEPAK DINESH SINGH DINESH SINGH (User Id: poldpoc23). You are logged in as a Checker. Department : Police

Future Transaction

NOTE: If you are not able to see the designation (Working Designation) in below dropdown list. Then give the permission for this designation to the checker from level admin user.

(O%earch By Unigue Code ® Search By Group/Rule/ Designation

Cook — D — (Haryana Police Department (State Service Group-D) Rules, 2000)

Designation Service Book (Service Verification, Break, EOL, Promotion, Financial Upgradation v

(You can also add suspension details after seleting Type=Service Book)

590 | UniqweCode | Eployes ame

BALINDER Gupta cook

1 21021V
DOB - 01/01/1970

s N = R IS

SUPERINTEMDENT OF POLICE RAILWAYS
()

Cook HARYAMA AMBALA CANTT (Town - AMBALA Edit Some Basic Information

SADAR), DDO - SP, Railways, Ambala Cantt

Employee Service Verification:-
1. Go to Transactions--> F
2. Search Employee
3. Click Select from grid.

re Transactions --> Future T

—

I0ONS.




Home User Management , Employee Information Updation » Transactions » Modules / Generate Order » Reports , Other Task .

Service Breaks

=
-

Leave Availed

=
-

Promotion

=
=

Financial Upgradation

=
-

Posting/Transfer

=
-

GPF Availed

=
-

Awards/Medals

=
-

Family Details

=
-

Physical Details

=
-

Gualification Acquired

=
-

LTC

O . 110505 0 [N

View Un-verified Service Period

Designation at the time of First Appointment on regular basis : m

Delete Edit Empld SNo. From Date To Date Designation  Office Remarks
SUPERINTEMDENT OFPOLICE RAILWAYS HARYANA AMBALA
Delete  Et 20021V 6 01/07/2022 30/06/2022 Cook true
UPERINTENDENT OF POLICE RAILWAYS HARYANA AMBALA
Edit 20021V 5 01/07/2021 30/06/2022 Cook

Delate CAMNTT(SP, Railways, Ambala Cantt)

I P — SUPERINTENDENT OF POLICE RAILWAYS HARYANA AMBALA

Is Service
Verify

Yesg

Yes

Waoc

are locked.

Islocked LockedBy

Tena rnldnine7a

1. Click service verifica:tio/nfwrrﬂeft menu.

2. Click Add button.




Total Previous No Previous Service. Date Date To *
Service:

From™*
8] (dd/mmiyyyy) 5] (dd/mmiyyyy)
@Haﬂﬂna iowt. DeparhrlenIE'Dmher Departments Board, Co-operationf Out of Haryana ®rn Can ®rn AN
Office
DEPEI'II‘I‘IIEI'IF Palice ot SI'EIEEt-DEpﬂI'ITI'IEﬂt —Sealect— —
Establishment
Lewvel
Office -
Group * Please Select - Designation * —
Rules * - Remarks
o
Service Verification Salect -

Status *

1. Fill details.
2. Click Save to Submit.




List of Employees of the Cadre :| Download

Download

Employee Name

1 SANJEEV PATTAR

2 SANJAY Singh

3 HARINDER Singh

4 BIMLA DEVI

5 ASHOK KUMAR

List of Employees of the Cadre(s) in this Office

Payee Code

8B217P
INOLAY
011Q5D
6F21P5

6F3QMI

Service Verification
Status - on Qualifying
Date

NO
NO
NO
NO

NO

Date t1ll which Service

has been verified

06-5ep-2023

17-Feb-2022

04-5ep-2023

10-Apr-2023

06-5ep-2023

Step 5 - After service
verification click certify.




Employee Detail

Step A
Employee Name Payee Code Composite Score Present Place of Posting Date OF Joining
DEEPAK Sharma 1H360L 58.8356 Deemed Superintendent Jail, Hisar 06-Jul-2020
Step B

Service Tenure on Unit as on Qualifying Date Extra Ordinary Leave Child Care Leave

3-Years 6-Month 23-Days ( 09-Sep-2025 ) 0 0 0

Step C
Factor Value | Max Points Composite Score Last Updated On

1 Age 43-Years S-Month 21-Days 60 43.8356 24/07/2023

2 Gender Female 10 10 24/07/2023

3 Special Category Female Employees - 10 0 24/07/2023

4 Special Category Male Employees Serving Military/ParaMilitary Personal 5 5 24/07/2020

5 Couple Case — 5 0 24/07/2020

6 Spouses of Military/Paramilitary Personnel - 10 0 07/07/2020

7 Diseases of Debilitating Disorders -- 10 0 24/07/2020

8 Differently abled or mentally challenged child/children - 10 0 24/07/2020

9 Differently Abled Persons - 20 0 24/07/2020

10 Disciplinary Proceedings Under major penalty - -10 0 01/01/1900

0 Total Score 80 58.8356

Ster>

Vwhether Ermployee under Notiomnal Category = O Yes —oONo

Step» E

wVwhether Employee under Protected Category ™ O Yes=s O No

Step>

Data Updation Reqguired O Ves




Employee Data Updation

Employee Detail

Step A

Emmployee TNarme Pavyvee Code Composite Scorne Categsory Present Place of Posting INDate (OF Jolmirng

DEERPAK. Sharma A1H3IBODL 585 8356 ol LamtaE e Superintendaent Jaill, Hisar O&—TJul-2020
Step B
MMiminmuarn  Lenuare o UUnit as omn Oualifyaing TDate FPrescribed Temmuare om UUnit as on Oualifsang TDate Exitra Ordmar}f I.easwe CThild Care T.eave
Z2vYears—-11-Month 23 - Daws { 09-Sep—2025 ) S-vYears 6-Month 23 - Dawvs { 09-Sep-2025 O

Step

" roctor vaine Composite Score Tone Upantea on

a1 AT vears S9-MMontih 21 -Days 23T . 8356 2SO F L 2023
2 Gender =male 10O 10O 2/ 07/ 2023
= Special Category Fermale Employvees - 10 (a] Z2ASOFS 2025
=2 Special Category Malse Employveses Serving Militaryy Parabilitary Personal = = 2 07 2020
= Couple Case —_ = (o] RS OF S 2020
(=3 Spouses of Military s Paramialitary Personmnel - 1O o DOFSOFS 2020
- Driseases of Debilitatimng Disorders — 10 o 2 O 7S 2020
£=1 Drifferently abled or mentallhy challengaed chilldsSchildren = 10 (o] 24 OFS 2020
= Differentlhy Abled Persomns - 20 (a] Z2ASOF S 2020
1o Drisciplinary: Proceaedings Under major penalioy —_ —10 o OLSOLS 12200

Step D

7

Whether Employee under Notional Category * DYes ONo

Step E

Whether Employee under Protected Category * OYes ©ONo

Step F

Data Updation Required OYes ONo

Print




Employee Detail

View Employee details in step A,B and C.

Payee Code Composite Score Present Place of Posting Date OF Joining
DEEPAK Sharma A360L 58.8356 Deemed Superintendent Jail, Hisar 06-Jul-2020

Szrvice Tenure on Unit as on Qualifying Date Extra Ordinary Leave Child Care Leave
0

3-Years 6-Month 23-Days ( 09-Sep-2025 ) 0 0
[ Step C ]
Factor Value | Max Points Composite Score Last Updated On

1 Age 43-Years 9-Month 21-Days 60 43.8356 24/07/2023
2 Gender Female 10 10 24/07/2023
3 Special Category Female Employees - 10 0 24/07/2023
4 Special Category Male Employees Serving Military/ParaMilitary Personal 5 5 24/07/2020
5 Couple Case = 5 0 24/07/2020
6 Spouses of Military/Paramilitary Personnel - 10 0 07/07/2020
7 Diseases of Debilitating Disorders - 10 0 24/07/2020
8 Differently abled or mentally challenged child/children - 10 0 24/07/2020
Y Differently Abled Persons - 20 0 24/07/2020
10 Disciplinary Proceedings Under major penalty - -10 0 01/01/1900
0 Total Score 80 58.8356



[ S ] Step 6— Certify if employee under notional category or not. Read clause 3(xiv)(4) of policy.

Whether Employee under Notional Category * @Yes ONo

(] Initial appointment
) Promotion
[J Reinstatement after suspension

[J Repatriation from deputation from another Organization

Step E Step 7— Certify if employee under protected category or not. Read clause 3(ix) of policy.

Whether Employee under Protected Category * ®@Yes ONo

A e . e o C ot
BreabittyTore-tTaTro%

Undergoing Treatment for cancer or undergoing dialysis or having undergone bypass heart surgery (during last 2 years) or having undergone organ transplant.

Medical Certificate and Details

Upload Certificate *

Note:- 1. Certificate issue date should not be older than 2 years from today.

Choose File Mo file chosen . )
2. Certificate issue date cannot be more than current date.

[File should not be more than 2 MEB)

Select

Certifying Category: RYIESIeINr 0 Rog LA Issue Date: @ Certificate Issue Date _

PGI-Chandigarh
PGI-Rohtak
_ Government Medical Colleges situated in Haryana/Delhi/Chandigart




| step F ] \Step 8 —Update employee details and click submit to save. Read clause 4(ii) of policy.

Data Updation Required @ Yes ' No

1. Special Category (Male/Female Employees) [ Divorced
() Judicially Separated

Widower with minor children/unmarried daughter(s)

Goto Transaction->Future Transactions->Future Transaction

2. Couple Case (] Please Click On Check Box
Path to update
3. Spouses of Military/Paramilitary personnel () Spouse of serving Military/Paramilitary personnel
4, Diseases of Debilitating Disorders Goto Transaction->Future Transactions->Future Transaction

(Self/Spouse/Unmarried son/daughter)

5. Differently abled or mentally challenged Employees having 100% differently abled or Mentally challenged child/children.

child/children Goto Transaction->Future Transactions->Future Transaction

6. Differently abled persons --Select-- v | |in (%) Percentage
7. Disciplinary Procedings under major penalty UWithholding of increment(s) with cumulative effect

Step 9 — After updating
data click on submit.

From Date: From Date To Date: To Date

LWithholding of promotion for a specified period more than one year
From Date: From Date To Date: To Date [ ]




Couple Case - |
Whether Employee's Spouse is working [reqular employee] in Haryana Government?
In case of couple case
read amendment in ®Yes ONo
policy.
Spouse's Payee Code | |
Note- t

1. If spouse is working in Haryana Government, then click yes and enter Spouse Payee code.
2. If spouse is not working in Haryana Government, then click no and enter organization name and select

posting station, 1

Couple Case | | | |
Whether Employee's Spouse is working [regular employee] in Haryana Government?
OYes @No
Other Organisation Name Posting Station Name | -- Select Station -- v

-- Select Station --

Haryana

Delhi




Clause 4 (if) (4) = “Couple Case” may be amended as under in Model Online

Teansfor Polley:
Sr. | Major | Sub-Factor | Maximum | Remurks
No. | Factor | | Points | -
1. Couple | Applicable | § An employee whose spouse is serving as o
Case | to all Cregular employee in any Department or
regular Organization of the Government of
employecs | Haryana, or as a regular employee under
any other State Government or  the

Government of India, and is posted in
rlim'ysum. Delhi, or Chandigarh will be
awarded these points. Furthermore, the
merit points will be awarded only to one of

the two employees of Government of

' ! Haryana comprising the couple.




Disciplinary Procedings under major penalty

LJWithholding of increment(s) with cumulative effect

From Date: From Date To Date: To Date

LWithholding of promotion for a specified period more than one year

From Date: From Date To Date: To Date

reduction to a lower stage in the pay band or pay scale for a specified period, with the

t
t

specific directions as to whether normal increment shall be admissible or not during

ne currency of the specified period of reduction, and further, whether on the expiry of
ne period of reduction his pay is to be restored or not

From Date: From Date To Date: To Date

Ureduction to a lower pay structure, post or service for a period of more than one year
from which he has been promoted which shall ordinarily be a bar to the promotion of
the Government employee to the pay structure, post or service from which he was
reduced, with or without further directions regarding conditions of restoration to the
pay structure, post or service from which the Government employee was reduced and
his seniority and pay on such restoration to that pay structure, post or service;

From Date: From Date To Date: To Date



v Employee Details Updated &
Certified Successfully!

You will be rediracted shortly...




THANK YOU
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