
               Guidelines for declaration of custodian of e-Service Book and Creation of Workflow 
 

                    
 

 A. Mapping of AA code with HOO code 
 
 
 

{Not required if done earlier by HOO/Workflow Nodal Officer; to check, use Menu <Organizational 
Structure and Workflow>      <Mapping of Appointing Authority (AA) with Head of Office (HOO)> 
        <Approved List>} 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
  

STEP-1 

YES  NO 

Do you have any Workflow Nodal Officer Approver? 

<Organizational Structure and Workflow> 

<Mapping of AA Code with HOO Code> 

If Yes, log in as Workflow Nodal Officer Approver 
If No, log in as HOO Approver 

Next Step 

Are you an HOO who function as Appointing 
Authority(AA)/Cadre Controlling Authority? 

Abbreviation Used  
AA – Approving Authority 
HOO – Head of the Office 
CCA- Cadre Controlling Authority 

Symbol used 
Menu:  -  <xxx> 
Button: -  [xxx] 
Tab:      -   (xxx) 



B.   Declaration of Approving Authority by AA using AA Role 
 
                                        

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

  

Log in as Workflow Nodal Officer Approver 
or as Appointing Authority Approver 

STEP-2 

<Organizational Structure and Workflow> 

<Declaration of Approving Authority        <Insert> and choose 
appropriate ‘Type of Custodian’ for a particular combination of cadre and 
group as per existing system of maintenance of physical Service Book. 

  CENTRALISED DECENTRALISED 

Maintained 
centrally by CCA 

Maintained centrally by an 
office other than the CCA. 

AA Code and AA Description 
will be auto-populated. 
 

Level 

Department 

HOO 

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. 

[Save] 

Next Step 

Abbreviation Used  
AA – Approving Authority 
HOO – Head of the Office 
CCA- Cadre Controlling Authority 

Symbol used 
Menu:  -  <xxx> 
Button: -  [xxx] 
Tab:      -   (xxx) 

[Save] [Save] 



The employees who are posted 
in this office and whoseCCA(s) 
have declared him/ her as the 
custodian of service book in 
respect of those employees 

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. 

 

                                                    C. Service Book Intimation 

       

 
 

  

STEP-3 

Log in as Workflow Nodal Officer, if any, or as HOO 
Approver  Role if declared by Appointing Authority 
(AA) as Custodian of Service Book. 

<e-Service Book> 

<Service Book Intimation> 

<Inbox of e-Service Book Intimation> 

[Enter] [Enter] 

For Centralised For Decentralised 

<Centralised View> 

 [Save] [Save] 

Next Step 

Symbol used 
Menu:  -  <xxx> 
Button: -  [xxx] 
Tab:      -   (xxx) 

Abbreviation Used  
AA – Approving Authority 
HOO – Head of the Office 
CCA- Cadre Controlling Authority 

<View/ Modify Approved List> 



               D.     Workflow Chain Creation for approval of e-Service Book 
 

 

   

Log in as Workflow Nodal Officer, if any or as 
HOO Role if declared by Appointing Authority 
(AA) as Custodian of Service Book. 

<Organizational Structure and Workflow> 

<Workflow> 

<Create> Workflow Chain 
to deal with e-Service 

STEP-4 
Symbol used 
Menu:  -  <xxx> 
Button: -  [xxx] 
Tab:      -   (xxx) 

Abbreviation Used  
AA – Approving Authority 
HOO – Head of the Office 
CCA- Cadre Controlling Authority 

Next Step 



 

1. Mapping of AA code with HOO code

 
This is to be done only by that Head of
Controlling Authority in respect of one or more
Approver of Cadre Controlling Authority. 

 

 

 

 

 

           

 

If the details are shown correctly then proceed with 
Otherwise the AA code is to be selected through the LoV
 

Login and select WorkflowNodal Officer Approver
Authority Approver Role .Click HRMS  under Application List.
 

Go to HRMS : Click <Organisational
with HOO code>          <Insert.> 
 

Symbol used 
Menu:  -  <xxx> 
Button: -  [xxx] 
Tab:      -   (xxx) 

Mapping of AA code with HOO code 

by that Head of the office who himself/herself is also the Cadre 
Controlling Authority in respect of one or more Cadre(s) or by Workflow Nodal Officer 
Approver of Cadre Controlling Authority.  

 
 

If the details are shown correctly then proceed with [Save] or [Save & Approve
Otherwise the AA code is to be selected through the LoV (List of Values). 

Nodal Officer Approver log in of AA/ Appointing 
.Click HRMS  under Application List. 

<Organisational Structure and Workflow>          <Mapping of AA code 
 

Abbreviation Used 
AA – Approving Authority
HOO – Head of the Office
CCA- Cadre Controlling Authority 

BACK 

the office who himself/herself is also the Cadre 
Workflow Nodal Officer 

 

Save & Approve] button. 

Appointing 

<Mapping of AA code 

Abbreviation Used  
Approving Authority 

Head of the Office 
Cadre Controlling Authority 



          

 

 

  

     Forwarded by Operator but not yet Approved                   Entered by me but not yet Approved 

View Request Sent back to Operator for Rectification 

 

 

 

 

 

INBOX 

"Approved List" lets the User to go through the approved mapping and make any of the approved 
mappings active or inactive. 
 

BACK 



         

BACK NEXT 



                                           
                                   2. Declaration of Approving Authority by AA in AA Role: 

 
 

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. 

 

 

 

    

 

 

 

 

 

 

Login and select WorkflowNodal Officer Approver log in of AA/ AA Approver Role ->Go to 
HRMS : click <Organisational Structure and Workflow>    <Declaration of Approving Authority> 

 <Insert>  [ Service Book]   

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]. 

BACK 

Abbreviation Used  
AA – Approving Authority 
HOO – Head of the Office 
CCA- Cadre Controlling Authority 

Symbol used 
Menu:  -  <xxx> 
Button: -  [xxx] 
Tab:      -   (xxx) 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

 

 

 

 

 

 

Type of Custodian 

CENTRALISED DECENTRALISED 

Maintained centrally by CCA 

AA Code  and AA Description will be 
auto-populated. (See Screenshot1 below). 

Maintained centrally by an 
office other than the CCA. 

HOO code is to be selected by 
choosing the Level and 
Department.(See Screenshot2 below) 
 

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. (See Screenshot3 below). 

BACK 

Abbreviation Used  
AA – Approving Authority 
HOO – Head of the Office 
CCA- Cadre Controlling Authority 

Symbol used 
Menu:  -  <xxx> 
Button: -  [xxx] 
Tab:      -   (xxx) 



 

 Pic -1 

 
 Pic -2 

BACK 



 

                Pic-3 

 

 

  

Forwarded by Operator but not yet Approved                                  Entered by me but not yet Approved 

                     View Request Sent back to Operator for Rectification 

 

 

 

 

 

INBOX 

BACK 



 

 

 

 

 

 

 

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

 

 

  

Login and select WorkflowNodal Officer Approver log in of AA/ AA Approver Role ->Go 
to HRMS : click< Organisational Structure and Workflow>         <Declaration of Approving 

Authority>  <View/ Modify Approved List>  

NEXT BACK 

Abbreviation Used  
AA – Approving Authority 
HOO – Head of the Office 
CCA- Cadre Controlling Authority 

Symbol used 
Menu:  -  <xxx> 
Button: -  [xxx] 
Tab:      -   (xxx) 



 
                                                             

                                                                    For Centralised Cadre  

 
 
 
 

 
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. 

 

 

                 List of Employees whose Custodian of Service Books is of Centralised type. 
 

 
  

BACK NEXT 

Symbol used 
Menu:  -  <xxx> 
Button: -  [xxx] 
Tab:      -   (xxx) 

Login and select WorkflowNodal Officer Approver log in of HOO/ HOO Approver Role ->Go 
to HRMS : click <e-Service Book>         <Service Book Intimation>   <View/ Modify 
Approved List>  <Centralised (view)>. 
 

 
 

Abbreviation Used  
AA – Approving Authority 
HOO – Head of the Office 
CCA- Cadre Controlling Authority 



Left part indicates the employees who are posted in 
this officeand whose Cadre Controlling Authority(s) 
have declared him/ her as the custodian of service 
book in respect of those employees 

 

3.  Service Book Intimation 
      Only for Decentralised Cadre 
 

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 

 
 

 

 

 

 

 

 

 

 

 

On clicking any hyperlink row INTIMATIONS would be available 

 

Login and select WorkflowNodal Officer Approver log in of HOO/ HOO Approver Role ->Go to 
HRMS : click <e-Service Book>      <Service Book Intimation <Inbox of Service Book 

Intimation >     [Enter] 

 

 

Right part indicates the employees who 
are not posted in this officebut their 
Head of Office (s)have declared this HOO 
as the custodian of their Service Books. 

BACK 

Abbreviation Used  
AA – Approving Authority 
HOO – Head of the Office 
CCA- Cadre Controlling Authority 

Symbol used 
Menu:  -  <xxx> 
Button: -  [xxx] 
Tab:      -   (xxx) 



 

 

 

 

 

In the (Unapproved list) tab intimations/employees shall be available in respect of whom the HOO 
is declared as the custodian of Service Book by the CCAs of those employees. 
 
 
 

 
 
 
 
 

 

  

 

 
 

 

 

  

HOO 

To Accept :Select Accept radio 
button and select Employees 

To Forward : Select Forward radio 
button and Select Employees . 

Click on LOV of blank Office Details 

Fill up blank Office Details as 
per screen below and [Save] 

[Save] 

BACK 

Abbreviation Used  
AA – Approving Authority 
HOO – Head of the Office 
CCA- Cadre Controlling Authority 

Symbol used 
Menu:  -  <xxx> 
Button: -  [xxx] 
Tab:      -   (xxx) 



 
 
 
 
 
 
 

 
Fill in the Office Details as shown in screen below and [Save]: 
 

 

 

Under the Saved List tab, you will find all the saved intimations grouped either as Intimations 
Accepted or as Intimations Forwarded.  (See diagram & Screenshot below). 

 
 
 
  

Abbreviation Used  
AA – Approving Authority 
HOO – Head of the Office 
CCA- Cadre Controlling Authority 

Symbol used 
Menu:  -  <xxx> 
Button: -  [xxx] 
Tab:      -   (xxx) 

BACK 



 
 
 

 

 

 

 

 

 

 

 

  

BACK NEXT 

(Saved List) 

(Service Book 
Intimation Accepted) 

(Service Book 
Intimation Forwarded) 

If the intimation under the tab 
Service Book Intimation Accepted 
are (Approved), the HOO is eligible 
to perform the role of Custodian of 
Service Book for such employees. 

If the intimation under the tab 
Service Book Intimation Forwarded 
are (Approved), the initimation 
would be forwarded to the selected 
Head (s) of Office. 
. 



                                               4.   Workflow Chain Creation for Service Book 
 
 
 
 

 

 
    For initiating Workflow Chain Creation use menu <Organisational Structure and Workflow>, 
<Workflow>then<Create>,under (Workflow Chain Details)tab select “Service Book” as the 
module and assign a name to it in the text box against "Insert workflow Chain Name" (See 
Screenshot below).  
Note:If more than one Workflow Chain is to be created, the name should be so assigned that later on you can identify the 
employees to be covered by it. For example, “SB Chain for Exe Engrs” or “SB LDCs with First name A to G” or “SB 
Chain for JS and above” etc. There is no rule. Name them according to your convenience. 

 

 

 

 

 

 

 

 

If it is properly saved, a success message is shown and a Request Id generated. Then click[Next].(See 
Screenshot below) 

 
 
 
 

Log in using Workflow Nodal Officer Approver of HOO, if any, or as  HOO Role as declared by 
Appointing Authority(AA) as Custodian of Service Book.  

BACK 

Abbreviation Used  
AA – Approving Authority 
HOO – Head of the Office 
CCA- Cadre Controlling Authority 

Symbol used 
Menu:  -  <xxx> 
Button: -  [xxx] 
Tab:      -   (xxx) 



 
 
 
 

 The next tab (Select parameter for employees to create Workflow chain) Click [Insert] 
button. Here some parameters, viz., "Cadre", "Group" and "Service type" are to be inserted.(See two 
Screenshots below) 

 

Select the "Cadre", "Group" and "Service type" and for better management, if required, some more 
details may be selected/entered under (Advanced Criteria).Then click [Save]. These parameters 
actually determine the group of employees/officials whose Service Books would move through this 
chain. 

 
 

After successfully savingthe details to move on to next page click [Next] button. Click [Previous] 
button to go  back to the previous page.(See Screenshot below) 

 

 BACK 

Symbol used 
Menu:  -  <xxx> 
Button: -  [xxx] 
Tab:      -   (xxx) 

Abbreviation Used  
AA – Approving Authority 
HOO – Head of the Office 
CCA- Cadre Controlling Authority 



 
 

 

 

In this step one has to assign Users at different levels in the  Workflow Chainin the tab (Workflow 
chain users). After Clicking [Next] button, (Workflow chain users)'tab will open with Two Levels 
('Top Level' and 'Level 2'). Levels can be added by clicking [Add Level After]button or  to delete using 
[Delete Level]button.As many levels required in the office may be created, there is no restriction. 
Hosever, neither the 'Top Level' can be deleted nor can level be added before it. 
For the "Top Level", In the drop down menu an employee having 'Service Book Appover'Role only will 
be available and the desired name is to be selected  to whom Service Books will reach 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.Once created, HOO Approver/ Nodal 
Officer Approver can modify  the Top level user afterwards. [Save] the details and click [Next] 

 
Next, employees are to selected for the levels below the ‚Top Level‘ to function as ‚Recommending 
Authority‘ and ‚Operator‘ and for these levels employees assigned with Appover and Operator roles will 
be available for selection. 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. 
'User in previous Level' dropdown will be populated with last levels‘ 'User Name'. 

 
 BACK 

Abbreviation Used  
AA – Approving Authority 
HOO – Head of the Office 
CCA- Cadre Controlling Authority 

Symbol used 
Menu:  -  <xxx> 
Button: -  [xxx] 
Tab:      -   (xxx) 



 
 
 
 

 
 

For approval of the Workflow Chain(s) so created click <Inbox>.All created Workflow Chain request 
Ids would be available here. Click any row to view the details of that Workflow Chain.(See Screenshot 
below) 

 

Three options would be available in Workflow Nodal Officer Approver <Inbox> all these are self 
explanatory 
All the workflows thus created will be available in the Workflow Inbox grouped under Three tabs 
which are self explanatory : 
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. 
For approval of them, select one or more Workflow Chain and Click [Approve] button at the lower part 
of the screen.(See Screenshot below) 

 BACK 

Abbreviation Used  
AA – Approving Authority 
HOO – Head of the Office 
CCA- Cadre Controlling Authority 

Symbol used 
Menu:  -  <xxx> 
Button: -  [xxx] 
Tab:      -   (xxx) 



 

 
 

 

Use<Approved Chain>menu under <Workflow> to view all the workflow chains so far approved. Click 
any one of them to view its details and click [Modify Chain] button for any type of modification 
subject to the conditions already specified. To modify the chain in all respect. (See Screenshot below) 

Use <Deletion of Approved Chain>under <Workflow> to delete any/all approved workflow chains. If 
any pending task is present in the workflow attempted to be deleted, an “Error Message“would be 
generated.

 BACK 

Abbreviation Used  
AA – Approving Authority 
HOO – Head of the Office 
CCA- Cadre Controlling Authority 

Symbol used 
Menu:  -  <xxx> 
Button: -  [xxx] 
Tab:      -   (xxx) 


