Guideline for declaration of custodian of e-Service Book and Creation of Workflow
Purpose of declaration of custodian:

The purpose of declaration of custodian of e-Service Book is to enable the employees to
forward their e-Service Book online to his/her Custodian of Service Book through a
predefined path and to forward e-Service Book from one Custodian to another Custodian
when required.

Classification of Custodian:
Custodianship of Service Book is broadly classified infollowing two types:

(i) Centralised- The Service Books of the members of a particular Cadre is maintained in
a single specific office (Cadre Controlling Authority/Appointing Authority) or at an
office other than CCA/AA.

(i) Decentralised- The Service Books of the members of a particular Cadre are not
maintained in a single specific office; rather they are maintained in multiple offices
where they are posted during their service tenure.

On the basis of the above classification of custodianship Cadre Controlling
Authority/Appointing Authority (who is the CCA and/or AA of at least one Cadre)
through his/her AA/DAA Approver role shall specify custodian/approver of service
book in HRSMS as (i) Centralised and (ii) Decentralised manner.

Steps Involved:

For Centralised System (3 steps) For Decentralised System (4 steps)
A.Mapping of AA code with HOO code, | A.Mapping of AA code with HOO code,
being custodian of Service Books being custodian of Service Books

B.Declaration of Approving Authority i.e. | B. Declaration of Approving Authority i.e.
determination of type of custodian on the | determination of type of custodian on the

basis of Cadre: Centralised/Decentralised basis of Cadre: Centralised/Decentralised

C.Creation of Workflow Chain C.HOO should Accept/Forward Service Book
intimation received from CCA or other Head
of Offices

D. Creation of Workflow Chain

Task (A) above is a onetime activity and shall be performed by a Cadre Controlling
Authority and/or Appointing Authority through his/her Head of Office Approver Role
or Workflow Nodal Officer Approver log in on behalf of the Head of Office .A Workflow
Nodal Officer Approver Role has to be assigned to a Group A Officer against the concerned
HOO code by Head of Office Approver. This is to be done only by that Head of the office
who himself/herself is also the Cadre Controlling Authority in respect of one or more
Cadre(s)




Task (B) above is a onetime activity and shall be performed by a Cadre Controlling
Authority and/or Appointing Authority through his/her AA/DAA Approver Role
only.

Tasks (C) and (D) above are not onetime activity and shall be performed as and when
required by a Head of Office through his/her Head of Office Approver Role or Work
Flow Nodal Officer Approver log in who has been assigned the role of a custodian of
service Book either in centralised or decentralised manner.

Note: A Workflow Nodal Officer Approver can create another Workflow Nodal Officer
Approver at his/her own level and at the immidiate lower level.

Steps to be followed to create workflow:

A. Mapping of AA code with HOO code
Step 1 :-

Login and select HOO Approver Role/Workflow Nodal Officer Approver log in of AA
.Click HRMS under Application List.
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Step 2 :-

Go to HRMS : Click Organisational Structure and Workflow ->Mapping of AA code with
HOO code -> Insert.

Next task is to map the Head of Office code with Appointing Authority code. This is to be
done only by that Head of the office who himself/herself is also the Cadre Controlling
Authority in respect of one or more Cadre(s).If the Cadre Controlling Authority(CCA),
being a user of Stakeholder module of HRMS, is assigned with both the roles of HRMS AA
Approver and HOO Approver through User Management, then both codes (Head of Office
Details and Appointing Authority details) will be available in the page.




If the details are shown correctly then proceed with Save or Save & Approve button.
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The User can Save or Save & Approve the data here.

Step 3 :-

These entries can also be viewed and approved in "Inbox".
Three options will be available in the "Inbox" such as:-

1.Forwarded by Operator but not yet Approved:- Which is forwarded to Approver by



Operator but not yet Approved.

2.Entered by me but not yet Approved :- Which is entered by Approver but not yet
approved

3.View Request Sent back to Operator for Rectification:- Which is already sent back to
Operator for rectification.

Selecting the data from this table these entries are to be Approved or Sent back to Operator
for Rectification.
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Step 4 :-

"Approved List" lets the User to go through the approved mapping and make any of the
approved mappings active or inactive.
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B. Declaration of Approving Authority by AA in AA Role:

Step 1 :-
Go to HRMS : click Organisational Structure and Workflow ->Declaration of Approving
Authority ->Insert -> Service Book

Thisprocess is to be used to declare the type of custodianship of Service Book,Cadre and
Group.This is also a function of the Cadre Controlling Authority who controls one or
more Cadres. The Cadre Controlling Authority shall declare whether the Service Book is
maintained in Centralised or Decentralised manner.Such declaration should be made for all
such Cadres which are controlled by the Cadre Controlling Authority.

rf’li!&ﬁ Integrated Financial Management System, West Bengal M tome | | Downloods | Suatch Role | Logeut
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1 Callopse ol | Expand ol |

aHaNs Declaration Of Sanctioning Authority

+ ce Book

£ Orasnizabonal Structurs and Workilow
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roup/section/be:

Purpose of the Screen: This Streen is 10 be used 1o degiare the type of Casiodianship of Sevice Book, Cadre and Group wise: THE is

a funchon of Cadre Confroling Authonty who contiols gne or more Cadies: The Cadre Cantroling authosly shall dectare whether the

Service Book 1s maintained In Centralized or Decentralized manner. Such declaralion should be mace for gil such cadres which are
Signature controfied by the Cadre Cantroliing Authority.

Exampie 1: Deparinent Ais the Cadie Conliofing Authofily of Cadres X and Y both belonging In Group A- The Service Boaks for Cade
X are maintained centrally In the office of Depariment A and the Senice Books for Cadre Y are maintaingd centrally n office B.
Department A sirall dexciare rom is sereen e ype of custodianship of Service Book which is 'Centralized' In bolh 1he cases and also
specily Ihe office whers the Senvice Books a2 malntamed cenfrally Cadre and group wise

Example 2: Dislricl Magishale office is Ihe Cadre Conlrofling Authority of Cadre *Others’ having bofh Group B and C. The Servite Books
of Cadre ‘Others' bearing Group A are mamtained centrally iIn the OMce of Disinct Magistrate fself and the Senvice Books of Cadre
'Others’ beairing Group B are maintained decentially In he offices whede [he employeds am posted. The oflice of Disicl Magistrale
shall declare in HRMS fhat the custodianship of Service Books of Cadre 'Others’ beanng Group A is 'Centralized' m the office of the
District Magistrate and Ihe custodanship of Sevice Books of Cadre *OIhers' Dearing Group B is ‘Decenliaiizeéd’ in ihe offices whese the
employess of thal Cadre amd Gioup ae posted In case of deceniralized Service Books, ihere is no need o mention the office of the
custodian In the sysiem

Step 2:-

Enter the name of Cadre from dropdown menu and enter Parent Department, Service Type
& Group accordingly. Select the Type of Custodian from the dropdown and Save.
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Declaration of custodianship for Service Book
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Module Type: Service Book

l Select cadre d! I
Parent Department ~Setect—
/Medify Approved List P -.Select—
B Y " A %
15 Sérvice Book Intimation Group --Select-

% Home | | Downdosds | Switch Role | Logout

Please read the instructions properly beforey
proceeding further

Please select ihe Iype of custodianship
for Seyvice Book for the Cades and
Groups controied by you as Cadre
Controlfing Authorly

Irihe Service BookS of all the members
of a specified Cadee and Gioup ae
mainiained N a sSingie oMce hen

Nso?m I Type of Custodsan | | --Selact Custodian-- -

®

sefec! the "Type of Custodian’ ficld as
"CENTRALISED' and aiso enter ihe
name of the ofice from ‘Details of
Custodian’ field_

Please select the "Type of Custodian®
feid as "DECENTRALISED' T the
Seqvice Books of aif Ihe members of 3
speciied Cadre and Group are

Step 3:-

mainiained in the ofice where ey an
posted. Also i the Service Books of
some of the empioyees of @ specimed
Cadie amd Gioup are maintained in 3
amee and the Service BOoks of some
af the olber employees of he same
Cadre and Group are mamtained in
Aanoier office, please Selet

Select the Type of Custodian from dropdown and select Details of Custodian according to

Type of Custodian.

(i) Under Centralisedtype of Custodian Details of Custodian may be of 2 (two) types: (a)
Maintained centrally by CCA and (b) Maintained centrally by an office other than the

CCA.

If the first option is selected AA Code and AA Description will be auto-populated.
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E| Craclaration of Approving Authority

nbax

View/Modify Approved List

B Workflow
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HEMEHOO Code: 118H000?  Mame: wwl apl  Role Workflow Nodal Officer Approver
Declaration of custodianship for Service Book

SAVE' button to retain the information

— Module Type: Service Book

Cadre | Others |
Parent Department | Finance - |
Service Type Stats Govamment |
Group | A v |
Type of Custodian Centralised " |
Details of Custodian | Maintained centrally by cadre controlli... ~ |I
AA Code: L ]
AA Description: [

In case of selection of second option the concerned HOO code is to be selected by choosing

the Level and Department.



HEMSHOO Code: I18HODI2 Wame: wwl ap2  Role: Workflow Nodal Officer Approver
Collapse all | Expand all |

Declaration of custodianship for Service Book
-.e-Service Book SAVE' button to retain the information
H--Qrganizational Structure and Workflow
5 Coeste roucacsionivanch uihiaireq] [~ Module Type: Service Book
syt oo sy | SR | Others |
Parent Department i Finance - |
MD::;:LNDNW R Service Type istate Govemment |
B Service Book Tnbmation Group A -]
o kol Type of Custodian | | Centratised -
@ Details of Custod: Maintained centrally by an office other ... ~
Level: | --Select Level—- v
Department: | —Select Department-- v
HOO: | —Sclect HOO— - |
Save

(i) Once the Type of Custodian of a Cadre is declared as Decentralised, on saving the entry
an INTIMATION will be sent by the system to the Head(s) of Office where the member(s) of
that cadre are posted.The intimation shall also be available in the Workflow Nodal officer
Approver Login created in respect of the Head of Office code.The system does so on the
basis of the logic of Sanctioned Strength.

***N.B. If in any case, Service Books of some members of a Cadre are maintained centrally
and those of the remaining at more than one office, Decentralised type of Custodian is to be

selected.

After saving the details, a Request ID will be generated.
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Step 4 :-

Here also the entries can be viewed and approved in the next tab "Inbox".
3 options will be available inWorkflow Nodal Officer Approver “Inbox".

1.Forwarded by Operator but not yet Approved:- Which is forwarded to Approver by
Operator but not yet Approved.

2.Entered by me but not yet Approved :- Which is entered by Approver but not yet
approved

3.View Request Sent back to Operator for Rectification:- Which is already sent back to
Operator for rectification.

Selecting the data from this table these entries are to be Approved or Sent back to Operator
for Rectification.
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Step 5:-

Go to HRMS : click Organisational Structure and Workflow ->Declaration of Approving
Authority ->View/ Modify Approved List

Cadre wise list of the approved authorities declared as Custodian could be viewed here and
could be modified if required.
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C. Service Book Intimation

Step 1:-

Go to HRMS : click Organisational Structure and Workflow ->Service Book Intimation->
View/ Modify Approved List->Centralised (view).

A List is available for such Employees in favour of whom the type of Custodian of Service
Books is declared as Centralised by the Cadre Controlling Authority of such Cadre(s). Click
any row to view the details.

Home | | Dowrdoads | Switch Robe | Logout
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ERMS HOO Code: 115H0N07 Nonsa: e l_sy)
Colizps= all | Expand |

Rale Woekflow Nodal Dificer Approver

||List of Officers’ whose service book maintained centrally at this office |

Search
No.af
amployees:

Group  Parent Depariment Senvice Type Intimation receved from

Custodian Type

Maintained centrally
1 Others o FO-Finance State Government 11844002-FINANCE DEPSRTMENT 10 by cadre controliing
authority
Showing 1 to 1 of 1 entries

Signature
Not Verified

@

List of Employees whose Custodian of Service Books is of Centralised type.
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HRMEHOD Code: LEHOM Namet ww

| Collapse all | Expand 3l I

Rale Wurdflan Nodal Officer Approvar

List of Officers' whose service book maintained centrally at this office

O Back
Detall
Cadre Phers Group 3]
Parent Department  FO-Enance Appointing Authority [183A002-FINANCE DEPARTMENT

w

Scarch:

eatn

1 ASIT KUMAR BISWAS Group O Group D

2 DEBARSHI MUKHERIEE Group D Group D

3 DEVAIYOTI DAS Group D Group D

4 2018000467 KRISHMA HART Group O Group D

Niﬂ::::d )’ 5 2017004322 PRANAE KUMAR SARDAR Group O Groap D
} 6 2018000252 RUPSHA DUTTA Group D Group D

@ ] 7 SOURAY BANERIEE Group O Group D

| s SUDIP DAS Group D Groap D

I s 2017004323 SUTAPA BISWAS Group O Group D

: 10 2018001115 VIVEK KUMAR GUPTA Group O Group D

Showing 1 to 10 of 10 entnies

Similarly the list of the employees whose Custodian of Service Books is of Decentralised type
could be viewed from View/ Modify Approved List >Decentralised tab.

On clicking on the names of individual employee, the details could be modified for both the
cases, if required.

After this step is done, Creation of Workflow Chain of Service Books of the cadre members
having Centralised Type of Custodian may be done. The workflow can be created through
the HOO Approver/Workflow Nodal Officer Approver login of the HOO declared as
Custodian. Here,the Service Books are maintained centrally at the Office of the CCA or at an
Office other than the CCA.

D. Accept/Forward Service Book intimation (For Decentralised System only)

This step is required to be performed only for the members of a Cadre who comes
under the perview of Decentralied maintenance of Service Book.

It has been mentioned in the earlier step that Once the Type of Custodian of a Cadre is
declared as Decentralised, an INTIMATION will be sent by the system to the Head(s) of Office
where the member(s) of that cadre are posted.The intimation shall also be available in the
Workflow Nodal officer Approver log in, created in respect of the Head of Office code.The
system does so on the basis of the logic of Sanctioned Strength.

Step 1:-These intimation shall be available in the link Service Book Intimation > Inbox of
Service Book Intimation> Enter
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The screen is divided into two parts :-

Left part Indicates the employees who are posted in this office and whose Cadre
Controlling Authority(s) have declared him/ her as the custodian of service book in respect of
those employees.After entering into the link the INTIMATIONS could be accepted for the
purpose of custodianship of Service Book for such employees or all or any of them could be
forwarded to another Head(s) of Office.

Right part indicates the employees who are not posted in this office but their Head of
Office (s)have declared this HOO as the custodian of their Service Books. After entering the
link, the INTIMATIONS could be accepted for the purpose of custodianship of Service Book
for such employees or could be declined.

ETUITEN Has SHLE B0 A
“* W Inbox for A il ining D i Service Book Received from Cadre Controlling Authority
D Back

A e Thir 88T rRquiks Tleaao ek on b &lgry baskl the row toapon the reguast far taxing ony

farther sction. Kty remember thal lhe same reuest shel be clvsed o the present user if you cick un O sign

5 5 =

1 Auidit wnd 4 i O Fiomnce 1182A002-FINANCE DERARTMENT 26 i
4 i

2 Indian Sdministretve Service2& FO- Frmnes 11ALOOI-FINANCE DESARTMENT i

3 Othars- EO-Enance 118AAR02-FINANCE CERARTMENT 2

On clicking any hyperlink row INTIMATIONS would be available. After clicking on the
hyperlink following screen will appear:
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'O Back
Details
Cadie Others Emgloyee Group A
Parent Department FO-Firance Service Type State Government
Cadre Centtoling
Autharty HBAACOZ FINANCE DEPARTMENT
Un approved list | Saved list
Accept: o Forward: @
Search
Desgnation
1991007266 AMIYA NANDA BASAK Fersonnl Secrexnry Personal Secretary &
1983006075 BIPLAB CHATTTRIEE Administrathee Officer Administrative Dfficer
1385008554 GOUTAM CHANDRA CHATTERIEE Personnl Secretary Pessonal Seceetary
1994008336 MALAY KUMAR PAL Parsonal Secoeany Personal Secretary
1991007217 TANAY KARMAKAR Fersoanl Secremy Personal Secietary
1901007255 TAPAN KUMAR GHOSH Persoaal Secresary Personal Secretary ¥

<
Showing 1 16 6 of € entries

m

In the Unapproved list tab intimations/employees shall be available in respect of whom the
HOOis declared as the custodian of Service Book by the CCAs of those employees.These
intimation are either to be accepted orto be forwarded to the approprate Custodian of
Service Book at their respective HOO log in,selecting the correct data from LOV button, in
case the HOO not being the custodian of Service Book of such employees.

Step2:-

To accept click on the Accept radio button(bydefault selected) and Select/Select All>Save.
To Forward click on the Forward radio button and Select/Select All>Click on LOV ofblank
Office Details>Save. The HOO details may be copied if others are also to be forwarded to
the same HOO.

HRMS HOO Code: (1511000 Name: woed ww? Rele: Vork (b “odal Utieer Apmeror

m Data Accepted Successfully.You can Find the data in Saved List Tab
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Search
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[ " nal Secret: = y, Ok here to copy office datais
= 1991007255 TAPAN KUMAR GHOSH Persanal Secretary Personal Secretary Q oF previous niployée

¢
Showing 1 10 3 of 3 entries

Fill up blank Office Details as per screen below and save:-



Office Details

Depariment * District* Search
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ALDHO044-0/0 THE DISTRICT

0 ®

<
Showing 1 to 8 of 8 entries

In the Saved Listtab you shall have the Saved intimations either for Accepted intimations or
for Forwarded intimations.
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Search

(u] 1991007258 AMIYA NANDSA BASAK, Persanal Sgoratany Parsanal
L] 1885008555 GOUTAM CHANTRA CHATTERIEE Prisanal Secriany Prrsnnal Secretary
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Step 3:-Approve the intimation regarding Service Book Intimation Accepted or Service
Book Intimation Forwarded,as applicable.If the intimation under the tab Service Book
Intimation Accepted are approved, the HOO is eligible to perform the role of Cusodian of
Service Book for such employees. And if the intimation under the tab Service Book
Intimation Forwarded are approved, the initimation would be forwarded to the selected
Head (s) of Office.

***Declining the intimations in the Saved List will revert the inimation to the Unapproved list.
The Approved list will be available in the link : Service Book Inimation>View/Modify
Approved List>Decentralised.
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Step 4:- Employees still in this office: tab
On clicking on the Decentralised link the screen will appear as shown below:
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Pie re ing further
In the table below you can see th P y and for whom you have been declared as the
custodian of Service Book. However you can f d any such employee to any other office (if you are not the custodian of
Service book) by clicking on 'Sefect to forward' button after selecting the receiver office details

A. Employees of this office for whom Service Book Is maintained by this office: In the table you can see the list of employees
who are posted in your office @nd for whom you have been declared as the custodian of Service Book. However you can
forward any such employee to-any other office (if you are not the custodian of Service book) by clicking on ‘Select to forward*
button after selecting the appropriate office details of custodian of Service Book
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The above list under the tab “1.Service Book Maintained by this office>A.Employees still
in this office” is showing the data as saved and approved in the previous step under the
Saved List >Service Book Intimation Accepted.lt means that the request to act as the
custodian of the Service Books of such employees posted in that particularoffice have been
accepted. However, any intimation could still be forwarded to any particular Head of Office
by clicking on “Select to Forward” button and after selecting the receiver’s office details if
the HOO is not the custodian of Service Book of that employee.

Step 5:- Transferred but Service Book lying in this office:tab

The above list under the tab “1.Service Book Maintained by this office>B.Transferred but
Service Book lying in this office” will continue to show the employee(s) who have already



been transferred from this office but the Service Book(s) is (are) still lying with this office.The
Service Book could be transferred to the appropriate custodian if the transfer
request/intimation of Service Book is accepted from Service Book Request Accept sub
menu under Service Book Intimation menu after such request is received from appropriate
custodian of Service Book of such employee.

Step 6:- Forwarded to other office :tab

Service Book intimation (which has already been received from the CCA/other HOO and
accepted as custodian) may be required to be forwarded to other office or to custodian of
Service Book.The other office would find the intimation from menu Inbox For Service Book
Intimation>Other Heads of office declared you as custodian of Service Book.See step
1(Right side of screen).

If you have forwarded such intimation to any other office or custodian that can be viewed in
the tab”Forwarded to other office”. See image below:
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Please read the instructions properly before proceeding further
1. Check box W beside a row means the Service Book intimation is accepted by the new office and can be requested to send it back. Returned intimations shall be
avaifable under
2) Employees still in this office tab (for employees who are in this office and not transferred in HRMS)
b) Transferred but Service Book lying In this office tab (for employees who have been transferred in HRMS)
2. Without check box B means the Service Book intimation is yet to be accepted by the new office and no request can be initiated.
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e Check box beside a row indicates that the Service Book forwarded intimation has
been accepted by the other office and can be requested to send it back.

e Without Check box indicates that the Service Book forwarded intimation has not
been accepted by the other office and no request can be initiated.

Step 7:-Received from other office: tab

The list of the employee(s) under this tab is of those employees who are not posted in this
office but the HOO is still the custodian of their service Book and for transfer of the
custodianship of their service Book, requests have been received from other Office

(s).If those requests are accepted through Service Book Request Accept sub menu under
Service Book Intimation menu,the custodianship of the Service Books in respect of those
empoyees will be transferred to the appropriate custodian of Service Book.See the image
below:
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Please read the
in the table beiow you can see the list of employ who are not posted in your office but for whom you have been declared as
the custodian of Service Book. If you dre not appropriate custodian of any of such employee, then the service book will be
transferred to the appropriate custedian if you accept the transfer request of Service Book from ‘Service Book Reguest Accept’ sub
menu under 'Service Book Intimation’ menu after such request is recelved from appropriate custodian of Service Book of

No data svnlable & table

Step 8:-Sending/Accepting Service Book request:

If an employee has joined the office on transfer or is already posted in the office and the
Service Book is likely to be maintained at the office, a request is to be sent to the previous
office for transferring the custodianship of Service Book to this office.

Go to the menu: Service Book Intimation>Sending Request for Service Book. To send a
request no Head of Office (HOO) Code is required to be selected.Once the request is sent it
reaches to the office/custodian where the Service Book of the employe is lying.This
functionality is similar as the sending and accepting of beneficiary request under the modue
e-Pradan.
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Step 9: Service Book Request Accept:

Similarly a request, sent by any other office, may be accepted in the menu Service Book
Request Accept to transfer the custodianship of Service Book to the requesting office. This
request may also be declined to keep the custodianship in the present office.

Last Step: Workflow Chain Creation of Service Book
Workflow Chain creation needs some processes:—

Objective of Workflow Chain creation:
By creation of Workflow chain, the online application related to service matters, forwarded



by specific employee through ESE, will be automatically directed to the operator who deals
with the service matters of such employee seamlessly.Similarly the opeator will also be able
to forward the application after examination to his/her immediate higher authority
automaticaly.Also for the process, initiated directly by the operator of an office, can be
forwarded to the immediate next level for examination/approval of the same as per the chain
created.

A Workflow Nodal Officer Approver Role has to be assigned to a GroupA Official in favour of
the HOO code.

Step 1 :-

First enter the HOO Approver/ Nodal Officer Approver login and then click HRMS under
Application List.

AFPPLICATION LIST

©r=]
@ USER ADMINISTRATION

Step 2 :-

Organisational Structure and Workflow ->Workflow ->Create ->Then go toService
Book

ETIEMS I Financial M 1t System, West Bengal
SR
w, IWIIO'!HJ7 }‘-:(?ftL\‘D.\NI TUDL  Role: Wurkfaw Nadsl Officur Agpraver
Coflapse all | Expand =il | = - =

I, praes Workflow Chain Creation e
5 [Organizational Structure and workdiow |

p F Appointing Authanty

- Dedh of Approving Authority

S ok Inbmation

i--Approved Chain
i Daletion of Aspeoved Chain

- Exception Chain
Please read the Instructions property before proceading further

Objective of Workflow Chain Creation: By crealion of workflow chain. Ihe onfine application related lo sewice matters forwarded by
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Step 3 :-
For initiating Workflow Chain Creationclick "Workflow Chain Details” and insert chain

name under “Insert workflow Chain Name" menu. Under "Workflow Chain Details", the
name of the workflow chain should be meaningful in nature by which it could be identified

later. Save the name.
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Example 2: e workllow chain Tor pay fixation of
Cadre X Group A belonging to year of joining 1999
o 2005 may be named as ‘Pay Mxation fn
snployees of Cadie X Group A whose year of
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Step 4 :- Aftersaving successfully, a successful message is shown and Request Id generated.
Then click "Next".
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Step 5 :-
Now the employees’ parameter is to be assigned.In this step under the tab "Select

parameter for employees to create Workflow chain”,Click " Insert " button.Here some
parameters, viz., "Cadre", "Group" and "Service type" are to beinserted.
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Step 6 :- Select the "Cadre", "Group" and "Service type" and if required for better
management some more details under "Advance Criteria". Fill in the details and Save. This
parameter details illustrate the particular group of employees/Officials whose service Books
would be flown through this chain.
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you are creanng he workfiow for Cadre X and Group Y then please seleci Cadre 2s X and Group as Y. Select the Service Type as
appiicable. if ot automaticaliy populated. You may also provide the ROPA, Year of Joining and Inttial of name of the members of the
cadre, it you want to create separate workfiows refating to different ROPA, Year of Joining of Initial of Name(s}
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[You can seiect the Tirst ietler of the employees 1o create workflow chiain, if reuired. However yOu can proceed without selecung
the same too. For example:- Type alphabets or alphabet ranges separated by comma counting from the start of the alphabst
fange For example: Type AC E-Gele )

Step 7 :-
After successfully savingthe details move on to next page by clicking on "Next" button.

Clicking on "Previous" button one can move back to the previous page.
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Step 8 :-

’ w Parameter Details Saved Succassfully. I
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In this step one has to assign the Users in the Workflow Chain under the tab "Workflow
chain users". After Clicking "Next' button,'Workflow Chain Users' Tab will open with Two
Levels (‘Top Level' and 'Level 2'). Users may Add ('Add Level After' Button) more Levels or
delete (‘Delete Level' Button) as per their requrirement. ‘Top Level' cannot be deleted And No
Level can be added before 'Top Level'.
In the drop down menu a User with only the Approver Role is to be selected under "Top
Level" to whom Service Books are to be sent for final Approval.User Name for the 'Top
Level' is to be selected from the dropdown. As mentioned earlier only Users having'Service
Book Appover' roles will be available here. HOO Approver/ Nodal Officer Approver may
add/delete more User Names in Top level.Save the details and click Next.
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Details of Lavel

Two levels are incorporaled In the screen by defaul to create the workflow chain. if you want o add
more levels please click ‘Add kevel after' or 'Add level befors' as per the requirement
Flease save the user 0etads for afl individual levels before next ievelieaving the screen
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Example 1.
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approval. The workflow cham 1o be
created shall have 3 levets: In ihe lop
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Magistrate as approver below whom
there shiall be fhe Head Assistant al
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User has to enter 'User Name' and 'User in previous Level' in rest levels. Only users with
Appover and Operator roles will be available under '‘User Name' in the subsequent levels.
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Details of Level

Two levels are incorporated in the screen by default to create the workflow chain If you want to add
more levels please click 'Acd level after or 'Acd level before' as per he requirement
Please save the user details for all individual levels before going fo next levelleaving the screen

[ Top Lavel Ilevelz” Level3

Liser Name (Login 1LY

TEVIOUS Jeved

~-Select User -
+Agd Usar

proceeding further

Please read e inslructions caiefully
since the entnes 10 be made here will
have izl impact on the workflow ar all
Ihe employees of yowr offcel all the
employees belonging 1o the Cadre {s)

controlled by you

Il this screen diferent chains for flow.
of ‘service retated applicalion requesis’
shall be defined so that an application
shall pass through diferent levele of
examaning/checking authorities before
he application eaches Ihe approves
fon dispoasal
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pelonging to Cadre X applies for 'GP

advance’ through eSE The application
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approval. The workfow cham o be
- created shall have 3 kevels. In the tp
level these shall be Addifional District

Step 9 :-
For approval click "Inbox".All created request Ids would be available here. Click any row to

view the details.
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Yot Ta Approve By
- sEcun fpprave) X
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Three options would be available inWorkflow Nodal Officer Approver "Inbox".

1. Forwarded by Operator but not yet Approved :- Which is forwarded to Approver by
Operator but not yet Approved.

2. Enter by me but not yet Approved :- which is prepared by HOO Approver but not yet
approved

3. View request sent back to operator for rectification :- Which is already sent back to HOO
operator for rectification.

Click Approve for Approval of the Chains.See image below:



I d Financial M

System, West Bengal I Home | | Dowrloods | Switch Role | togeut
msaoomnmom Nama e -;. !ckWorlﬂnl\vdulOMAm e

Collapse all | Expand oll |
IWorkﬂow Chain Creation for:test123 [ » ] BACK TO INBON

Please read the instructions properly before|
proceeding further

< : Please read the Instructions caredy
Declaration of Approving Authority S __ !
i ke e e 1] ] it | = R vt npact o e workdow sl
the employees of yowr officel ail the
employees balonging to the Cadre (s}
controlled by you
Two levels are incarporated i the screen by default to create the workflow chain It you want to add Inthis screen dmferent <hains: for flow
more leveis please ciick 'Acd level anter or 'Acd level before’ as per the requirement. of ‘sesvic aled appcation egue
Please sava the user detalls for all individual levels before going to next kevelleaving the screen shall be defined so that an application
shall pass thiough et jevels of
examinng/checkng authoriies before
the appiication feaches the approver
for dispoasal

Workflow Chain Dertails

Workflow Chain Users

Select parameter for employees to create Workflow chain

)
B-Lreste group/section/branch within office
- Creare group/section/branch head within
|

Approved Chain - Details of Level
-Deletion of Appesved Cham
Bxception Chain

nbex of User ReplaceOtln
ser Replace Dr Inactive
8. Seryice Book Intimation

[ Top Level I Level2 ] Level3 ] Leveld

Example 1: Some espioyees
belonging to Cadre X applies for
advance” Ifough eSE The application
passess fhrough a Dealing Assistznt
and Head Assistant for the purpose of
examination and © then forwared lo
the Addiional Distnct Magstate for
approvai. The worklow chain 1o be
- crea!ed shail have 3 levels, In the top
leved ihere shall be Additional Districl
Magstrate appraves below. whom
there shall be ihe Head Assistam al
level 2 and the dealing Assistant al Y

1 |[Sankar Prasad Thakur tdst ) v ¥
Mondte +4dd User

Not Verified T
®

Step 10:-
Click on " Approved Chain" button where the approved workflow chain could be seen. Click

any row to view the details and click on " Modify Chain " button to modify the chain in all
respect.
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’ Please read the instructions properly before
proceeding further

Yrorksow Deacrption " In this screen there are only two fields namely
1 'Workflow Chain Name' The

2 ; fomatically popuiated 3s per ihe
o Module:* |sa'““ Boak ad selection made In he previous page. In the ‘Insen

Workflow Chain Details

F- Mapping of Agpointing Authanty (AA
- Creste grovp/section/branch with

Workflow Chain Users

®-Creare group/section/branch head w

tion of Approving Authority

Insert vrorkflow Workflow Chain Name! field please type the name
/ chais name % lTwFWI OF e Workfiow chain as per the convenience of the
) user
i Exception Chain
i 'n:,p::iw ;ffr:t :"3‘1' For betier understanding picase seé the examples
8-5ervice Book Intimstion below:

Example 1: A user may give ihe pame of the
workfiow chain for Service Sookaf the empioyees
ol adie X Croup A vy name  @Enge
Alphabetically fiom A 1o D 35 ‘Sevice Book
Signature workliow of Cadre X Group A wilh mnitials In the

Not Verified range of Afe D

Example 2: The workfiow chain for pay fication of
Cadre X Gioup A beionging o year of joming 1999

o 2006 may be named as 'Pay mabon n)!
employess of Cadie X Group A wi a of
Joming IS WAtNin e range of year 1939 ta

Step 11:- In " Deletion of Approved Chain " button one can delete any/ all approved
workflow chains. Error would be shown if any pending task is present in this workflow.
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|| Request Type wise Approved Workflow Chain| €3

Normal
Exceptic
Horms}

Hormat
Norme!
Exception
Exceptica

Normes!

#.-Senvice Book Int
Normal

formal
Mormal

Normal
Signature

Not Verified torat

Norma!
Normal
howing 1 to 15 of 15 entries

Relevant G.O.s:

Sub Moduss
(|
Service Book TestFlowl
ROPA 2019 Pay Fixaticn Exceptiona! Chain for Tanay Adak
Service Book Se
Service Book Testing for zervl
Service Book NAALA
ROPA 2019 Pay Fixation Payfixation for approver
ROPA 2019 Pay Faton rerers
ROPA 2019 Pay Fixation erterertztretr
ROPA 2019 Pay Fiation To Test Apgrove form Backend
ROPA 2019 Pay Fixation CIVIL DEFENCE
ROPA 2019 Pay Fixation k41
ROPA 20189 Pay Fixation testitt
ROPA 2019 Pay Fixaticn wyy
ROPA 2019 Pay Fixation thit
ROPA 2019 Pay Fixation tyut

1. 6000-F(Y) Dated:05.11.2019 -regarding online management of Service Book
2. 1880-F(Y) Dated:25.03.2019 -regarding uploading of scan copy of Service Book
3. 6716-F(Y) Dated:10.12.2019 -regarding creation and management of workflow
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