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MANUAL -- Stage 1



Step 1. Open HRMS 

website at 
https://hrmshry.nic.in

Step 2. Login with 

Checker User 

details and click on 

Login. 

Login
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Click Updation of Employee Data from 

menu.



Step 1- Click on take action

Step 2- Fill no. of contractual 

employees 

Step 3-Click on submit to add 

no. of contractual employee in 

office.



Summary of status of data updation

Download list of employees of the cadre



Before certifying other parameters,  

complete service verification of 

employee from future transaction 

screen.

Step 4– Complete service verification of employee.



Employee Service Verification:-

1. Go to Transactions--> Future Transactions --> Future Transactions.

2. Search Employee 

3. Click Select from grid.



1. Click service verification from left menu.

2. Click Add button.



1. Fill details.

2. Click Save to Submit.



Step 5 - After service 

verification click certify. 







View Employee details in step A,B and C.



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

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

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

2. Certificate issue date cannot be more than current date.



Step 8 –Update employee details and click submit to save. Read clause 4(ii) of policy. 

Path to update 

Step 9 – After updating 

data click on submit.



In case of couple case 

read amendment in 

policy. 

Note-

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, 







Employee details 

hence updated and 

certified successfully.



Thank You
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