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

STEP-1

Symbol used
Menu: - <XXX>

Button: - [xxx]
Tab: - (xxx)

A. Mapping of AA code with HOO code Abbreviation Used

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

{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>}

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

l

YES

! o

Do you have any Workflow Nodal Officer Approver?

A 4

If Yes, log in as Workfl
If No, log in as HOO Approver

ow Nodal Officer Approver

\ 4

<Organizational Stru

cture and Workflow>

A 4

<Mapping of AA Code with HOO Code>

» Next Step




STEP-2 B. Declaration of Approving Authority by AA using AA Role

Symbol used
Menu: - <XXX>

Button: - [xxx]

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

Abbreviation Used
AA - Approving Authority

HOO - Head of the Office
CCA- Cadre Controlling Authority

Tab: - (xxx) l
<Organizational Structure and Workflow>
A 4
<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.
v A 4
CENTRALISED DECENTRALISED
A
Maintained | Maintained centrally by an On saving the entry, an

4
A

centrally by CCA

office other than the CCA.

A 4

A 4

AA Code and AA Description Level
will be auto-populated.
A 4
Department
HOO
A 4 A 4
[Save] [Save]

A 4

INTIMATION will be sent
by the system to the
Head(s) of Office where
the member(s) of that
cadre are posted.

[Save]

| o .
» Next Step [¢




STEP-3

Symbol used
Menu: - <XXX>

Button: - [xxx]
Tab: - (ox)

C. Service Book Intimation

Abbreviation Used
AA - Approving Authority

Log in as Workflow Nodal Officer, if any, or as HOO

Approver Role if declared by Appointing Authority
(AA) as Custodian of Service Book.

HOO - Head of the Office
CCA- Cadre Controlling Authority

\ 4
<e-Service Book>

\4
<Service Book Intimation>

For Centralised

A

A 4

For Decentralised

v

<View/ Modify Approved List>

v

<Inbox of e-Service Book Intimation>

A 4

<Centralised View>

A 4

\ 4
The employees who are posted The employees who are not
in this office and whoseCCA(s) posted in this office but their
have declared him/ her as the Head of Office(s) have declared
custodian of service book in this HOO as the custodian of
respect of those employees their Service Books.
v v
[Enter] [Enter]
v
\ 4
[Save] [Save]
ext Step |«

» N p
— — — J




STEP-4

Symbol used
Menu: - <XXX>

Button: - [xxx]
Tab: - (ox)

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.

Abbreviation Used

AA - Approving Authority

HOO - Head of the Office

CCA- Cadre Controlling Authority

A 4

<Organizational Structure and Workflow>

<Workflow>

\ 4
<Create> Workflow Chain
to deal with e-Service

Next Step




Symbol used Abbreviation Used

Menu: - <XXX> . . AA - Approving Authority
Button: - [xxx] 1. Mapping of AA code with HOO code HOO - Head of the Office

Tab: - (xxx) CCA- Cadre Controlling Authority

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) or by Workflow Nodal Officer
Approver of Cadre Controlling Authority.

Login and select WorkflowNodal Officer Approver log in of AA/ Appointing
Authority Approver Role .Click HRMS under Application List.

L 4

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

Integrated Financial Management System, West Bengal #% Home | | Downloads | Swich fale | Logaut

HEAE HOO Dot I Howa! WANIKTIEA NATHOEY | Rolic HIEAE OO Apprevar

L IMapplng of Appointing Authority with Head of Office

Please click 'SAVE' button to re
—Level of Office and Administrative Departmant as created under Stakeholder modulz of HRMS (visw only)

Aibminttiv |F'D-|-$.It‘lt‘ Works.

Leval. L5508 OMSIONRANGE
Department

Head of the Office Details {view only)

Code |EDEHC|EE Nams= }:*F‘E,E OF THE EXECUTIVE ENGINEER, AHARGRAMDIASION, PN DTE

| HoussMoiStreetfLane: Oid Treasury Roed Gy Townfillage. Jharpram Post Office. Jhargrem Police Stafion: Shargram District Jhargram . State: Wes!
Adiress: Bangal Fin 721507

- Appointing Authority details|if nothing shown in the boxes below then insert the required information here)

Code: SPDAAIET Name: EEJHARGRAM DIMEION . PWDTE |

Househio/SmestiLens: | CinyTownMllsge: Fost Cffice: Pobee Stetion:  Distnet Stater Pm:
Address:

i the AA Code of “Appoming M(‘teihhhmbhummmwhmmhwmehm“kw
Management Please Workdflow Management

contact Head of office / Budget Adminsiralor {as the case may be) if there 15 no Modal Offices for

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



CJFMS  Integrated Finandial Management System, West Bengal
- ESEs
RS HOO Codse SLDEAI Mamar SIOLALALBACH Rola: FRMSHOD dpprmver
I' Caltapse-all | Expand 2=
& HRMS - Head of the Office Details (view only)
+-Tash List
[-Mosters

]-- :I:b-.\x Code: ELDHO150 Name: ISDO LAL BAGH MURSHIDABAD
aan T ——

Leave

Head of Office Emplayes Mapping
--Head of Offize Favlist

HouseNo/Sirectlane: LALBAGH CityTownhMiilzge: LALBAGH Post Office: LALBAGH FPofice Station: LALBAGH Dicirict

Idurshidabad Stale; West Bengal Pin. 742143
Addrass

- HAMS ME

i Employer tnfarmation Appointing Authority details(if nothing shown in the Boxes below then insert the required information hers)

Family & Momines Declaration

Employes Search o
il Szarch AA Details

nsfer
Code: Name: |

toyee Termination

Address:

INBOX

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

View Request Sent back to Operator for Rectification

FMS  Integrated Financial Management System, \West Bengal

HEME HOO Code: LLEHOME  Mame: vl apl Role Werkilow Nodal Offiver Appromer
Caltapss all | Expand al

[ Newenty

Mapping of Appointing Authority with Head of Office |:| Pending For Revision

:l Approved Data Modified

e and Workdiow
F1{Mapping of Appointing Authonty [&A] with)
! Irsert
-{lnbm(
--Approy 0
= group/sestion/branch within office Forwarded by Operator but not yet Approved

3]

&I Creare group/section/bra 2zt within show |10 ¥ eniries

o 'i,zc'i-'?h.on mta ity Appoirting Ap | et

il by ava £pa ¥ Authorty | Autho, Appoinang Authanty Adarass T Flag | Delots Remarks
Bl-Service Boak Intimation Descilption Approve 0

Showing 0 to 0 of G entries

S
Not Verified

@

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




Financial i

@- Create group)section/branch within office

reare group/sectian/branch head within
#-Declorotion of Approving Autharity:

W oridow

- Service Book

imation

System, West Bengal

Role: Warkflew Neddul Dffirer Apgprover

Approved List of Appointing Authority and Head of Office mapping |

L1-DEPASTMENT

11840002

FINANCE DEPARTHENT

Lane
CibyTown/Villaget
kokatn Fost Offce:

0L
District: 24
Enrgangs(3) State:
I 1gal Fins
743133




Symbol used
Menu: - <xxx> | 2. Declaration of Approving Authority by AA in AA Role:

Button: - [xxx]
Tab: - (xxx)

Abbreviation Used

AA - Approving Authority

HOO - Head of the Office

CCA- Cadre Controlling Authority

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>C—=p<Declaration of Approving Authority>
= <Insert> = [ Service Book]

{ v Integrated Financial Management System, West Bengal

HENS HOO Coda: UISIONE: Faioa;wud a2 Rale: Werhfiun Nudal Oficar Agpsunr

@ HRMS = — |l Declaration Of Sanctioning Authority

-e-Service Boak
= Drganizational Structure and Werkflow
[-Mapping of Appainting Autharity (AA) with|
[-Create groupdsection/branch within office
[-Creare aroup/sectiony/branch head within

of Approving Buthority |

View/Madify approves List
=W arkflow

[#--Service Book Infimatisn

Please read the instructions properly before proceeding further

Purpose of the Screen: This sireen (s o DE used o D&hile ine type QTCUEJMIBI'IJ'IID of Senvice Book, Cadre and Group wise. This 15
£ re whether the

h ﬂm‘hmuuu shodld e e for all Sl res which are
Signature
Not Verified
@ Example 1: Depariment A s the Cadre Contraling Authorily of Cadres X and Y both Irlnmmg G Inupi\ lhe Service Hr;ulu\ for Cadre

e of I)epaﬂmnt A and the

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].

x5
QJIEME Integrated Financial Management System, West Bengal

HEMEHOO Code: TITHOME  Name: wwl_apl  Role: Workilow Nedal Officer Apprevo
| Coft il | Expand all , > = :
lf, e ==l Declaration of custodianship for Service Book
r: Hasters -
- e-Service Book nation
= -Organizational Structure and Workflow

Al-Mapping of Appomting Authority (AA) wath Module Type: Service Book
A]-Create grousfzection /branch within oFfice 3
fbranch l-ern1 within | | Silpit pedtie = | |
Parent Department |—9e42ct-- | Please ﬂrh 1\:;: ;(‘er?'-tmﬁ-nhhm
I Cadres and
view/Madify Approved Liss B Tope |—selecl-- Glum:b‘= conlioled w you as Cade
- Workflow . vp

- Service Book Intimaticn

Group |—Selecl—

seect the "Type of Custodian' Nieid as
‘CENTRALISED" and ako enter ihe

sulwalun Tvpe of Custodian | —Select Custodian— | name of ihe office fom 'Details of

Custodian® fieid
®

Piease: select Ihe "Type of Custodian'
fickd a5 'DECENTRALISED' if ihe

Service Books of all e members of 2
spenified Cadree and  Group  ae
maintained in the office Where they are
posied. Also if the Servine Books of

some of e employees Of 3 specied
Cadre and Gioup ae maintained n 2
office and the Sernce Books of some
of e oiher cmployers of e same
Cadie anrd Group are mamntained n
another  omce, please  select




Symbol used
Menu: - <XXX>

Button: - [xxx]
Tab: - (ox)

Abbreviation Used

AA - Approving Authority

HOO - Head of the Office

CCA- Cadre Controlling Authority

A 4

CENTRALISED

Type of Custodian

A 4

DECENTRALISED

A 4
Maintained centrally by CCA

A 4

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

A 4

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).

A

4

Maintained centrally by an
office other than the CCA.

A 4

HOO code is to be
choosing the

Level and
Department.(See Screenshot2 below)

selected by




3 HRMS HOO Code: 115110002 Name: wwl_ap2
i Collapse all | Expand all |
@ HRMS
v Masters
pe-Service Book
B 2rganizational Structure and Workflow
-Mapping of Appointing Authority (880 with
Create group/section/branch within offic
-Creare groupfsection/branch head within
-Dreclaration of Approving Authority
Insert
Inbox
Wiew/Modify Approved List
Workflow
‘Service Book Intimation

Signature
Not Verified

®

Foole: Workfluw Nodal Officer Appruver
Declaration of custodianship for Service Book
SAVE' button to retain the information

— Module Type: Service Book

Cadre | Others |

Parent Department | Finance - |

Service Type |State Government |

Group | A v |

Type of Custodian | Centralised i |

Details of Custodian

| Mamntammed centrally by cadre controlls. .. ™~ |

AA Code:

AA Description: [

Pic-1

i HRMS HOO Code: 115170002 Name: wnl_sp2
| Collapse all | Expand all ]
@ HRMS
F-Masters
c-Service Book
B Organizational Structure and Waorkflow
- Mapping of Appointing Authority (AA) wit
Craate group/cection/branch within offic
Creare group/section/branch head within
eclaration of Approwving Authority
-Iinsart
-Trkyox
“view/Modify Approved List
orkflow
-Service Book Intimation

Signature
Not Verified

@

Role: Workflow Wodal OMesr Approver
Declaration of custodianship for Service Book
SAVE' button to retain the information

Module Type: Service Book

Cadre | Omers - |

Parent Department | Finance - |

Service Type |State Government |

Group | A g |

Type of Custodian | Centralised -

Details of Custodian | Maintained centrally by an office other .

Lewvel: | —-Select Level--

Department: | —Select Department-——

HOO: l —belect HOO-—-

Pic -2




+ Ih@® =

£ e @ & 2025111750/

TIFMS  Integrated Financiaf Management System, West Bengal
5 p3 Raole Wikl Sadal Offierr Apprener

' IDeclaration of custodianship for Service Book

Please click 'SAVE' button to retain the mform.

" Please read the instructions property
MG Ty SR ¥R

"N | Cadre Others -

H-Creete group/section/branch within ol
fsection, nch head wi

Par=nt Department Figunea -

Service Tvpe Blate Gavernmanl

Group A -
Signat ; i i
e P i i Decentratised - b ik o

The Cuslodian of Service Book for Cadre Others and Group A is dectared ag decentraised. I means thal he Service Book is
maintained in the office where the members of such Cadre and Group are posted or maintained in more than one office = t hie "Type of Custodian’

5 'DECENTRALISED' i1 1

Mg
"DECENTRALISED'
Custodian’ Nk,

Pic-3

INBOX

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

View Request Sent back to Operator for Rectification

d Financial Manag System, West Bengal

HEMS HOO Cod: 1110967 Name: vl ap?  Rale: Wariellan Sudal Cifmar Apgemrar

Collapse all | Expand all

.
Declaration Of Sanctioning Authority Pl

and Worlkfow .
g Autharity {AAY Furwarded by Operator but nat yet Approved Entersd by me but mot yet Approved

Declarstion of Appreyi sthority
- inser
Paient Depl

oo
e Book Intimation

Signature 5 ho\'."iné 1to1of 1 enmries
Not Verified




Symbol used Abbreviation Used
Menu: - <XXX> AA - Approving Authority

Button: - [xxx] HOO - Head of the Office
Tab: - (xvx) CCA- 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>==> <View/ Modify Approved List>

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

West Berigal Finance De

j IFM; Integrated Financial Management System, West Bengal

i 'HRME HOO Code- ITEHONE  Naoe: vl spl  Role: Warkflow Fodal Offiesr Apprors

Aftention

Parenl Gept

T

Search I | [Search

' View/Modify Approved List
-k 3 = s
B Sarvica ok Htimaton Others FO-Finance Stale Governmerk A D ! cf in the ffice where posted ﬁ%ﬂ#ﬁ:d
Sl g FO Finance State Governmart 4 o intnined n the offics where pasted _fort2nedin the
3 . ) . Mairtzinad in the
gthars E0-Einance spvarnm c | Dimmantealinad i the 0ffing whers ¢ R
| To medify row, click cn e hygedink | alfice where peciad
z 7 e : e et
= s ] v piralis s
Signature st Benoal Exoee Service ER-Finance ‘State Goveromard & Decantralized Maniined o the ofica whare oestad gt Gh ot oany
Mot Verified " 7 ; H E
West Bangzl A=gstraion and R ; Mairdzined in the
@ Starmn BEveri i Serinoe FO-Finance State Governmert A [uf in the offics where posted =P 0 prey
- = o = Corural Maintained cantrally by eadre contralling nﬁr%fucéﬂ
PR [LLEH000Z)
vizsl Bannal Reastration and Maintaingd centrally by cadre controlling e
L e FO-Finance Stete Governmart 4 Canirelised e DEPARTMENT
amp Revenue service authority. Timinoigz)
Indinn Administrative Service E-Fingnce. als a oy ok 2 pnaie pames Q[ﬂm_*hiﬂa_m ms.ad:

Whowing 1 1o & of B entries




Symbol used Abbreviation Used

Menu: - <XXX> AA - Approving Authority
Button: - [xxx] HOO - Head of the Office

Tab: - (xxx) For Centralised Cadre CCA- Cadre Controlling Authority

Login and select WorkflowNodal Officer Approver log in of HOO/ HOO Approver Role ->Go
to HRMS : click <e-Service Book> T——>xService 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.

TIFMS  Integrated Financial Management System, West Bengal
[ west aencaL §

ERLES HOO Cod; (L0008 Hamar CE LAMA Rake NIRH HOO Apprmer

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

Showing 1 10 4 of 4 entrias Search:l

nbmahan recerved fram Cusmdan Frpe
1 Cthers B LO-Land mnd Land Reforms Shate Govemment 4LDARDSE-OFFICE OF THE b M COOCHEEHAR 154 Mamintained centrally by cadre
and Refugaa Raliaf and zantralling autharlty

Aehabitation

= Othars o AM-Agnculturs] Marksbing Stata Govemmant ALOANGEZ-0)'0 THE DISTRICT MAGISTRATE AND E Maintzinad ceamrzlly by 3n
COLLECTOR, HOWRAH office other than cadre
rontralling =utharity

3 Other c LC-Land end Land Aeforms Stete Govemment: 4LDAADSS-OFFICE OF THE 0 M COOCHBEHAR n Weintained centrally by cadre
and Refugea Raliaf and contralling =uthority
Aehabitation

4 Wisst Bangal Genaral Servica A ET-Technical Education, Training ALCTE ALDAADSI-OFFICE OF THE 0 M COOCHEEHAR 2 Maintainad tantrally by cadre
{Pohtachnic/Pharmacy] & Skill Devalopmant controlling authority

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

TiFMS Integrated Financal Management Systom, Wes! Bengat
EE

TR e A

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

Detail

Cadres : Cihars Group : D
Parent Department : Al-Agricultural Markeling Appointing Authority : ALDAADA2-0/0 THE DISTRICT MAGISTRATE AND
COLLECTOR, HOWRAH

Shawng 1ta B af 8 entries

Search

2012016152 #bir Sen agriculturs| Extension Sificer agricultues] Extension Cfficer Centrzlized Office
2 2020000076 Bl Tha Agriculturs | Extension Gficer Agriculturs| Extersion Oficer Centralized Office
3 2020000077 BIMAL JAN& Agricultural Tneoms= Tax Officer Additianal Director of Agricultuse Centralized Office

{admn)

4 2015000007 KoLz 2né Clark cum Accountart 2Znd Clark cum Accountant Cantralizad Offica
- ) 2021000005 Md Kalm 2nd Clark cum Accountant 2nd Clark cum Accountant Cantralizad Offica
-] 2020000075 Rarn Saha Agricultura! Extansion Officar Agncuhtura Extn, Officer Cantrzlizad Office
T 2015012444 Aoht zat Agricultural Incoma Tax Cfficer egricultural Incoma Tax Cfficer Centralizad Office
3 2021000008 Segar Karar 2né Clerk cum Accountant 2nd Clark cum Accountznt Centralized Ofics

Repository

» Deputation

Cone) =



Symbol used Abbreviation Used

Menu: - <XXX> AA - Approving Authority
Button: - [xxx] 3. Service Book Intimation HOO - Head of the Office

Tab: - (xxx) Only for Decentralised Cadre CCA- Cadre Controlling Authority

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

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

Intimation > — [Enter]

{ iFMS Integrated Financial Mariagement System, West Bengal
EETEY

‘HRMS HOC Cae £IEDAE]  Noms: Exbmdrmtt Biowes Bl HICWS HOG) S ppremr

Inbox for Service Book intimation

Other Head of Offices declared you as Custodian of Service Book

aret! you ag the custodian of Survice Book. Alfer éntaring this:fink you tan accegt
e for the purpnzs of custodanship of Senice Bock or you can fooward any employes to any
cother office, a5 applicalie.

stnplovess have doclared pou 25 the custodian of Samice Book. Aflar entoring this link you ca
Bzcept the ampla rthe purprse of custodianship of Serice Book or you can decline the request
for any smployes, a6 applicable.

Left part indicates the employees who are posted in Right part indicates the employees who
this officeand whose Cadre Controlling Authority(s) are not posted in this officebut their
have declared him/ her as the custodian of service Head of Office (s)have declared this HOO
book in respect of those employees as the custodian of their Service Books.

| Integrated Fmnancial Management System, West Bengal

‘HFME 00 Code: 1171007 Name: Tabingiranal & Tiwnr Rihe FTRNAS FIEXD Apgraver

de aoma o :
sfaur end for firther

inlirmarfinn o

Already being uzed
142AA001-PAAR AND E-GOVERNENCE DEPARTMENT £ by Rabindranath
Eisvas

Showing Lo 1 of 1 entries | First| Previous | 1 r!\es.l:'fmt

=R-Farsonnel & administrative
flefarms and =-Goverence

On clicking any hyperlink row INTIMATIONS would be available



Symbol used Abbreviation Used
Menu: - <XXX> AA - Approving Authority

Button: - [xxx] HOO - Head of the Office
Tab: - (o) CCA- Cadre Controlling Authority
SRMBHOO Colde: UAHDNNT Memc: swl apt  Role: Wkl Sodel Officer Apprevs
L ]
O Back
Details
Cadre Cheis Employes Group A
Parert Depariment  |FD-Fnance Sarvice Type |State Gevernmant
o oo 13AAD02 FINANCE DEPARTMENT

Accept:

Search:
Sefecl
i:&m:lmls HRMS 10 Lesignation

E 1991007266 AMIYA NANDA BASAK Persana Secietary Persanal Secietary o
O 19673006075 DIPLAD CHATTERIEE Administrarive Officer

[] 195006559 GOUTAM CHANDRA CHATTERIEE Peisana Secietary Persanal Secietaly

5] 1984006336 MALAY KUMAKE PAL Parsonal Secretary Personal Secietary

= 1991007217 TANAY KARMAKAR Peisonal Secrerary Persanal Secietaty

[m] 1961007355 'm.wm MUMAR GHOSH Parsonal Sacratany Parsanal Secnetany L

€
showing 110 5 of 6 entries

m 28w & Auprovs “

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

' v

To Forward : Select Forward radio

To Accept :Select Accept radio

button and select Employees button and Select Employees .

A 4

Click on LOV of blank foice Details
[Save] i

A 4

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




Symbol used
Menu: - <XXX>

Button: - [xxx]
Tab: - (oxx)

Abbreviation Used

AA - Approving Authority

HOO - Head of the Office

CCA- Cadre Controlling Authority

HRMS HOO Code: 11850007 Name: wwnl_ap]  Role: Workfow Nedal Oicnr Approver

0 Data Accepted Successfully. You can Find the data in Saved List Tab

n
1
‘O Back
- Details

Cadre Others Employse Group h

Parent Deparimani FO-Finance Servien Type Esrate Govermnment

Cadre Controiling =
Authorit _‘I‘EW-F!N:WCE LEPARTMENT

Atcept L3 Forward: (e}

Search|

HHAMS IO

| [ 1983008075 BIPLAB CHATTERJEE Adeministrative Officer Adminstrative Officer i 1]
! [« 1994008336 MALAY KUMAR PAL Persanal Secretzry Personal Secratary | Q gﬁm?;&gm dckie
| = 1991007255 TAPAN KUMAR GHOSH Parsanal Sacratary Purcanal Sacratsry [ 1q ik here ko copy. offics detals

of previsus emplayes

| Office Details Suggestive list
Department* q District*

il ' Office Details
Level: | Select Level % Office Detarls:

123H0001-DEFARTMENT OF FORESTS

142H0D0L-PE AR AND E-GOVERNANCE
DEPARTMENT

ZFOHO00768-WEST BENGAL FINANCIAL
CORPORATICN

IFDHOO28-KOLKATA PAY AND
ACCOUNTS OFFICE-I

4AMHODO4-OFFICE OF THE
AGRICULTURAL MARKETING OFFICER
(TRC), BARASAT

4LDHO044-0/0 THE DISTRICT

<
Showing 1 to & of & entries

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).




(Saved List)

(Service Book P .| (Service Book
Intimation Accepted) Intimation Forwarded)
\ 4 \ 4
If the intimation under the tab If the intimation under the tab

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

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

BMSHOU Oa.\!é:!lﬂmm! Hame: wwd_apl Raﬁ:\l-‘:rum Nadal Officer Appeoves

N
O Back
Details
Cadre ‘Cthers Employae Group A
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Symbol used 4. Workflow Chain Creation for Service Book |Abbreviation Used

Menu: - <XXX> AA - Approving Authority
Button: - [xxx] HOO - Head of the Office

Tab: - (o) CCA- Cadre Controlling Authority

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.

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.

IFMS | 1 Financial M. System, West Bengal
HRUE HOO Codu: 170HS00T Nazs: CHARDAS] TEDE . Eola: Warkller Nodal Offcr Apprsrer
I. Coitapsa all | Expand il . N
= Workflow Chain Creation
am

Salect paramerer for smploy = Warkilow ‘chaln

farabicin E Rripeesria Ads
= Sook [rkimation

Iwnrleﬂuw Chaln Details I

workFflow Chain s

Warkflow Descri;‘n‘ion

Approved Chain
--Deietion of Approved Chain \J.odu]e ISanm:a B

» &
a5 previous. page.
Ewzeption Chain wowﬂuw Name' feld pleases ype (he names
Insert workﬂ.o\\ chan } of the workilow chain as per the convenience of the
namc user

For belier undersiandng plesse see (he examples
Dedowr

Signature

Mot Vedified
@ user may give the namea of the
kT lm Seavice Bookal the emphiyees

ranoe of Ao

Example 2: The winkRow chain fon pay Gxation of
C= Delonging T ol

joining = wiihin the range of year 1994 o

If it is properly saved, a success message is shown and a Request Id generated. Then click|[ Next].(see
Screenshot below)
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Symbol used Abbreviation Used

Menu: - <XXX> AA - Approving Authority
Button: - [xxx] HOO - Head of the Office

Tab: - (oxx) CCA- Cadre Controlling Authority

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)
o _—
T2 IFMS  Integrated Financial Managerment System, West Bengal
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Please read the instructions properly before
proceeding further
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In his sceeen lhe feld ‘Moduie name' and
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the user m fhe tab "Workflow Chain Delails'

S . 4 For enfenng parameiers cikk on me 'inser
Module: EIMK‘Q Book | Deseription® |eetl 23 button helow and enter the parameters =5 per
the requirement. All such enlies reisting O 3

1 F ter Details cadre and group will be shown below in
Show |10 v |enmries Search:l | Parameter Details’
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Pay BandiStale. Grade Py DDO Joming | Mame Starts Wit
From- To

Iser Replace Or In

BISERKe otk Ak marion Service While entering the pammeter details you will
get 9 (nine) fields pamely Cadre, Group,
. Service [ype. ROPA, Year of Joming from |
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@ whom ihe "‘Workfiow Chain' will be crealed.

Group

Typ=

Example 1: There are Iwo empioyees
pelonging 1o Catre X and Group Y and Senvice
Type 'State Government. For the employee
who joined in the year 2001 the pay fixalion is
aeall by dealing assistant A and approver B of
the office. For anather employee who joined in
1991 i Ihe service, the pay Tclion |s deal by
dealing assistant C-and approver [ the

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.
o _
“JIFMS  Intagrated Financial Management System, West Bengal
| wesT senca |

Home | | Downloads | Switch Role | Logout

HENS HOO Code: DIAMONEE  Wame:wwl apl  Role Workiflew Nl Ofcee Approvsr
I Coflapse all | Expand 2l |

@ HEMS .
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; i ! W you are cresling the workniow Tor Cadre X and Group Y then piease select Cadre 25 X and Group as Y Select ne Sevice Type as
#l-Creare group) section/branch head within appiicable, if nol automatically populaied. You may also provide the ROPA, Year of Joining and Initi

: 1 of name of the members of the
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Hl-Senins Book Intimation T
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Treasury | ALL
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Signatute
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Imitial of name - |
(You can select the first letter of the employees 1o create workfiow chain, if reuired. However you can proceed without selecting

the same too. For example - Type alphabeis or alphabet ranges separated by comma counting from the start of the aiphabet
range. Forexampie: Type AC E-Gelr)

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)



Symbol used Abbreviation Used

Menu: - <XXX> AA - Approving Authority

Button: - [xxX] HOO - Head of the Office
Tab: - (xxx) CCA- Cadre Controlling Authority
] I d Financial I System, West Bengal
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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]
ﬁ:ﬁFm}S Integrated Financal Management System, West Bengal # Home | | Dawnioads | Switch ftoke | Logaut
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|
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<Agd Usar

Sighalure
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&)

: - e shall r!P Adciionsl District
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el 3. o
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'.




Symbol used Abbreviation Used

Menu: - <XXX> AA - Approving Authority
Button: - [xxx] HOO - Head of the Office

Tab: - (xxx) CCA- Cadre Controlling Authority

. S -
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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

grated Financial b 1t System, West Bengal Home | | Downioa
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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)



Symbol used Abbreviation Used

Menu: - <XXX> AA - Approving Authority
Button: - [xxX] HOO - Head of the Office

Tab: - (xxx) CCA- Cadre Controlling Authorlty

Integrated Financial Management System, West Bengal

HRME HOO Coda: LEHOMN  Nama: wirl_apt  Rolo: Warkflyw Sodet O Micer Approrr

| Coilapse ail | Expand all| - - -
> RS Workflow Chain Creation for|:test123 = Back 1o INEox i
i -Masters
{--B-Service Book
! z Please read the instructions properly before
Bt tonal Structure and Workflow | Waorkflow Chain Deails Select parametsr for employess to create Workflow chain proceading Il.lrll‘rir v
- Mappmg of Appointing &tharity (AR} with

Waorkflow Chain Users

[F Create group/section/branch within office

[ Creare group/section/branch heed wathm o 2 P

@ Dederation of Approving Authonty i B TEEAG | IO/ ITEH T EHORE S el LAt

T [Mext | Tast] | @ since e entries to be made hers wi
= wvital impact on Me workow ar 2

the employ; of your ofice/ all the

employees helonging o the Cadre (5)

controlied by you

Two IEvels are incarporated in e screen by default to creats the workfiow chain. If you want 1o add In bz stres

maore levels please cilck 'Adad level after or 'Add level before' &3 par the reguirement.

Please save the user details for all individual lavels before going fo next levalieaving the scraen

l— @l | showing 1 to 2 of 2 entries |_F_|;t i_PW : 3 “Last |

Create

Details of Level

Inbox of User ReplaceCrInschive

| pass through diferent level
examining/checking atnortes: before
plication reaches [he approver
for dispoasal

|5 Service Bock Intimation

I Top Level I Lovelz I Levalx ] Leveld

| sankar Prasad Thakur (dst1 } ®

Signature -
Mot Vesified +Add User

Add Level After

approval = woricHow l'hr]lll o be
- wreated shall have 4 levelz In the top

level there shall be Addiional Distnict
il AQPIover Delow whom

Frevious

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 5creenshof below)
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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.
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