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About

Personnel Information Management System (PIMS) v3.0 application has been developed for eFile v7.0 aims at
storing data at the global level in any organization. The data is stored at the central level that can be accessed
by all the applications of eOffice.

The interface allows the EMD Manager to create/update other employee’s account and also to create/update
the Post mapping with the Organisation Unit. EMD Manager has two roles.

1. Admin Creator: It creates/updates the employee account.
a) Creation of Employee Account.
b) Update details of an Employee Account.
¢) Direct Transfer of Employee Account.
d) Employee to Organization Unit Mapping for an additional charge.

2. Post Admin: It creates/updates the Post mapping with the Organisation Unit.
a) Creation of Organization Unit and its hierarchy.
b) Creation of Root OU (Organization Unit).
c) Organization Unit Structure (Complete Structure).
d) Creation of Org Post Mapping and its hierarchy.
e) Root PD (Post Details).
f) Post Detail Structure (Complete Structure).
g) Employee to Org Post Mapping (Assignment / De-assignment).
h) Post Delegation (Assignment / De-assignment).

However, Admin Creator and Post Admin roles can be assigned to the same or different person based on
requirements from the department. Roles can be switched from the options available under the username.

NIC, 2021 Ver. 3.0
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I. Admin Creator:

It deals with the data related to an Employee. Creates Employee Account and updates data related to
personal details and service details.

a. Creation of Employee Account:
1. Login to eOffice Portal with the NIC Email Credentials (Fig.1).

Powered by :

Wwelcome. Please sign-in

Enter Password

[ stay signed n ®
e@ffice

Fig.1

2. Click the Personnel Information Management System (PIMS) link from the eOffice Portal Home Page
left side menu (Fig.2).

&= || @ search Here Advanced Search v rs O - @xugm

DIRECTORY

2 F ]

CONTACT

EMPLOYEE SERVICES  QUICK LINKS

[ QusteFtheweek » He attacked everything in life with a mix of linary genius and naive i and it was often difficult to tell which was which. - Douglas Adams

s seeoro

EVENTS

» No Event Available

dge Management Syste}
information Management

s
14= Other Services
Calender |

@ » Finance Services
EX. bownload Forms
Gallery —_—
®
eConnect |

Connect

cofficegovin Reportissue  Submit Feedback eOfie Training _ Learning Resources
[25] Employee Corner

Fig.2

3. Click the Employee Name at top right corner to switch role, select ADMIN CREATOR (Fig.3).

eOffice = Personnel Information Management System
A soralmonmace soumox

SEARCH USER

Q Search Employee
Basic Employee Parameters

& Basic Employee Parameters

& Create New Employee

& Direct Transfer

Primary Organisation .| Wrapper Organisation (Global)

Logged in As: -

Organisation Unit* Service™ o

® PUSTADHIN

e & [ selectan option +|  Designation ® USER =

Note- Either Wrapper Organisation, Organisation Unit or Service is mandatory.

o tapou

Fig.3
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4. Click Create New Employee tab from the left side menu for Employee Account creation.

5. Fill in all the mandatory and required fields’ data, section-wise. i.e. Login Details, Designation Details
and Organisation / Service Details. Then Click NEXT button (Fig.4).

Personnel Information Management System

Login Details

## Login Details

Q  Search Employee
& Create New Employee

& Direct Transfer

Login Id T | supporteoffice Ldapid T

User Name * T |eOffice Support Date of Birth* 01/01/1990 B | @
Email 1d* T | support.eoffice@nic.in MODHSHDembe & [s8Te543210
i Employee Basic Information

Appeliation® + | - = Name* T | eOffice Support

Gender* I

Note- Either Login Id or Ldap-Id is mandatory. O

Fig.4

6. Fill in all the mandatory and required fields’ section-wise in Organisation /Service details. Then click
the NEXT button (Fig.5).

Personnel Information Management System

crzare e s x
C = Organisation/Service Details

& Organisation/Service Details

Q  Search Employee

& Create New Employee

O B Primary Organisation* ¥ Gacoa . [.| Wrapper Organisation(Global)* 3 | e ocin =
|41} B
Organisation Unit* 4 | TRAINING DIVISION x | Satvied 4 | CENTRAL GOVERNMEN...x |~
Service Cadre® + | CENTRALSERICEs  x |- |  Dateof Joining Govt Service® DiloiI020 | @
Source of Recruitment™ T [omecr . .| Cadre Service Identification Number T |1234456
OU Employee Code* T 1234856 Service Allotment Year* T |2020

Fig.5
7. Fill in all the mandatory and required fields’ section-wise in Designation details.

8. Click Create User button (Fig.6) to create the account in the Application.

Personnel Information Management System

oo x
. Designation Details

Q  Search Employee

& Create New Employee
iii Designation Details

& Direct Transfer

Designation” 4 | EOFFICE ADMIN « = Appointment type’ 3 DIRECT RECRUITMENT x | v
Designation Appointment Date* 01/01/2020 = ﬁ Designation Joining Date* 01/01/2020 ™ | 'ﬁﬂ
Effective From Date™ 01/01/2020 [ & Under Probation O Yes @ No

e [ )

Fig.6
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b. Update details of an Employee Account:
1. Click Search Employee tab (Fig.7) from the left side menu for Employee Account search.

‘4 Search Employee
Basic Employee Parameters

& Create New Employee ~
i Basic Employee Parameters

Dy Primary Organisation

¥ | NIC DELHI

Organisation Unit"

Cadre

+

Select an opt

Sencr

Personnel Information Management System

SEARCH USER

+ | TRAINING DIVISION
ion

Note- Either Wrapper Organisation, Organisation Unit or Service is mandatory.

« |+ ‘Wrapper Organisation (Global) ¥ Select an option
« |v | Service ¥ | Select an option v
I Designation <+ ct an option X

Fig.7

Search the concerned Employee Account with the filter of Primary Organisation, Wrapper (Global)

Organisation or Organisation Unit and click the Search button (Fig.8).

Personnel Information Management System
Q Search Employee
Basic Employee Parameters n =
& Create New Employee
i Basic Employee Parameters
& Direct Transfer . 5L TS o
Brimary Oraanisstion + | NIC DELHI x| v Winpyior rpsisaBoc (Giotiel) ¥ | selectan option v
Organisation Unit* 4 | TRAINING DIVISION % j. Service™ 4 | Select an option v
= ¥ | Selectan option v i ¥ | Selectan option v
Note_Either Wrapper Organisation, Organisation Unit or Service is mandatory.
ent—™
‘ SEARCH l CLEAR
i Search Employee
show[T0_] entries sasci]
EMPLOYEE EMPLOYEE ORGANISATION
CODE NAME DESIGNATION SERVICE CADRE UNIT LOGIN ID EMAIL ID ACTION
CENTRAL
eOffice GOVERNM  CENTRAL  TRAINING
1 12344 EOFFICE ADMIN rt.eoff rt.eoffice@nic.
e Support EEAD, ENT SERVI SERVICES = DIVISION supporteoffice  support.eof m&'“cm.
CES

3. Click the arrow (=) button under Action
gets opened beside the Search User page.

Personnel Information Management System

Fig.8

column (Fig.9), the profile page of the Employee Account

Q  Search Employee
Employee Parameters =  Pa e
& Create New Employee ~
i Basic Employee Parameters
& Direct Transfer . - — -
Pry Orpanisation 4 | Nic DELHI x |v Wianger Orsmisuon (Gotial) & | setectan option -
Qranisation Uni 4 | TRAINING DIVISION B S + | Selectan option %
Cadre & | setectan ion i Designation: ¥ n option v
Note- Either Wrapper Organisation, Organisation Unit or Service is mandatory.
Csonen | i
15 Search Employee
Show[10_v| entries Search;|
EMPLOYEE ORGANISATION
NAME DESIGNATION SERVICE CADRE UNIT LOGIN ID EMAIL ID ACTION
CENTRAL
eOffice GOVERNM CENTRAL TRAINING
1 1234456 Support EOFFICE ADMIN ENT SERVI SERVICES DIVISION support.eoffice support.eoffice@nic.in
CES
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4. By clicking the Profile page the details of Employee gets displayed (Fig.10).

Personnel Information Management System v

somcssuronsx
& Personal Info +

i Employee Basic Information
& Employee Account

m Name: eOffice Support DOB: 01/01/1990 Gender: Male
Designation: EOFFICE ADMIN Login-Id: support.eoffice
o
<t

OU Employee Code: 1234456

Fig.10

5. Click Personal Info + tab of the left side menu to open the personal details page wise (Fig.11).

= Personnel Information Management System v v x
& PersonalInfo -
i Employee Basic Information
m Name: eOffice Support DOB: 01/01/1990 Gender: Male ‘OU Employee Code: 1234456

Designation: EOFFICE ADMIN Login-ld: support.eoffice

<t

Fig.11

6. Click the required page to update required information. For eFile information in the following pages
should be properly filled in:

» Employee Information
Contact Info

Designation
Login ID

Y V VY

NIC, 2021
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c. Direct Transfer of Employee Account:

When an Employee gets transferred from an Organization or Organization Unit, then the account of user
needs to transfer from PIMS also. And before transfer, the users’ account needs to be relieved from the

mapped post. Please refer Employee to Org Post Mapping De-Assignment in page number 18

Following are the steps of Employee Account Transfer:
1. Click Direct Transfer tab of the left side menu for Employee Account search (Fig.12).

Personnel Information Management System v

DIRECT TRANSFER X
Q  Search Employee

& Create New Employee i Basic Employee Parameters

& Direct Transfer Primary Organisation® 3 | select an option v Wrapper Organisation (Global) +

Organization Unit & | Selectan optio = Service® 3 | Setectan option =
Cadre + Select an aption v | Designation ¥ | select an optior =)
Employee Code T Employee Name T
Email-id T Login-id T

ijnmary Organisation or Service is mandatory.

2. Search the concerned Employee Account with the filter of Primary Organisation, Wrapper (Global)
Organisation, or Organisation Unit and click the Search button (Fig.13).

Fig.12

Personnel Information Management System v v R

NIC DELMI

+
+ | TRAINING DIVISION
+
T
1

HOH e e e

" Search |

1 1234456

EMPLOYEE
NAME CADRE
eOffice TRAINING CENTRAL
support.eoffice FOFFICE ADMIN aupport.coffice@nic.in
Support DIVISION SERVICES

Fig.13

3. Click the INITIATE TRANSFER button under Action column, the transfer page gets opened in the pop-
up window (Fig.14).

2 Employee Basic Information
m Name: eOffice Support DOB: 01/01/4990 Employee Code: 1234456

PSS Designation: EOFFICE ADMIN Login-id: support.eoffice

1 Transfer Employee

Existing Organization: TRAINING DIVISION Select New Organization Primary Organisation

Organization Unit*

Wrapper Organisation (Global) ¥ s

Fig.14

4. The Existing Organization Unit gets displayed. Selected New Organization Unit based on Primary and
Wrapper Organization and click the SAVE button to transfer the Employee Account.

NIC, 2021
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d. Employee to Organization Unit Mapping for additional charge:

When an employee gets an additional charge (additional post) for an Organization Unit, needs to map
the unit with the Employee Account. So that it reflects in the unit for Post Assignment.

Following are the steps of Organization Unit Mapping:
1. Click the Search Employee tab of the left side menu for Employee Account search (Fig.15).

4 Search Employee
& Create New Employee

& Direct Transfer

Personnel Information Management System

Basic Employee Parameters

i Basic Employee Parameters

Primary Organisation 4 | NIC DELHI « B Wrapper Organisation (Global)
Organisation Unit* ¥ TRARBGDTSION L. servicer

Cadre & | Seiectan option I Designation

Note- Either Wrapper Organi; o Unit or Service is V.

SEARCH CLEAR

SEARCH USER

& [ setectan option
¥ | Selectan option

4 | select an option

Fig.15

2. Search the concerned Employee Account with the filter of Primary Organisation, Wrapper (Global)
Organisation, or Organisation Unit, and click the Search button (Fig.16).

Q  Search Employee

& Create New Employee

& Direct Transfer

Personnel Information Management System

Basic Employee Parameters

i Basic Employee Parameters

Primary Organisation + [ wcoeLm . || Wrapper Organisation (Global)
Organisation Unit ¥ | RANNG DIISON L [.]  servicer
ot + Select an option v Designation

ion Unit or Service is

Note_Either Wrapper O isation, O
an—
‘ SEARCH I CLEAR

i Search Employee

+ | selectan option

¥ | Select an option

¥ | select an option

Show| 10 v |entries Search:
EMPLOYEE EMPLOYEE ORGANISATION

S.NO CODE NAME DESIGNATION SERVICE CADRE UNIT LOGIN ID EMAIL ID ACTION

CENTRAL
eOffice GOVERNM CENTRAL  TRAINING
ice@nic.

1 1234456 sl EOFFICEADMIN  Flo oVl SERVICES | DIVISION supporteoffice  support.eoffice@nic.in

CES

Fig.16

3. Click the arrow () button under the Action column (Fig.17), the profile page of the Employee
Account gets opened beside the search user page.

Q  Search Employee
& Create New Employee

& Direct Transfer

NIC, 2021
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Basic Employee Parameters

i Basic Employee Parameters

Primary Organisation 3 Wrapper Organisation (Global)

NIC DELHI * |¥
Organisation Unit + | TRAINING DIVISION L || service
Cadre ¥ | Select an option Designation
Note- Either Wrapper Organisation, O Unit or Service is
senecn [ cioas
i Search Employee
Show| 10 v |entries
EMPLOYEE EMPLOYEE 'ORGANISATION
S.NO CODE NAME DESIGNATION SERVICE CADRE UNIT
CENTRAL
1 1234456 eOffice EOFFICE ADMIN GOVERNM CENTRAL TRAINING
Support ENTSERVI  SERVICES = DIVISION
CES

¥ | Selectan option
¥ | Select an option

+ Select an option

Search:|

LOGIN ID EMAIL ID

supporteofiice  support.eoffice@nic.in

ACTION

Fig.17
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4. By clicking the profile page the details of Employee gets displayed (Fig.18).

Personnel Information Management System

somcssuronsx

£i Employee Basic Information

& PersonalInfo +

& Employee Account

m Name: eOffice Support DOB: 01/01/1990 Gender: Male OU Employee Code: 1234456
Designation: EOFFICE ADMIN Login-Ild: support.eoffice

<twm

Fig.18

5. Click the Personal Info + tab of the left side menu to open the page-wise personal details (Fig.19).

Personnel Information Management System v v 8

somcssoroxt_x

i Employee Basic Information

& Personalinfo —

m Name: eOffice Support DOB: 01/01/1990 Gender: Male OU Employee Code: 1234456
Designation: EOFFICE ADMIN Login-id: support.eoffice

<tm

Fig.19

6. Click the OU Assignment /De-Assignment page to map the desired Organization Unit with the
selected Employee Account.

7. First, search the list of Organization Unit with filters of Primary and Wrapper Organization, then move
the desired Organization Unit to the right side by clicking the (>>) button and then, click the SAVE
button (Fig.20).

Personnel Information Management System v v z

#2 Employee Basic Information

m Name: eOffice Support DOB: 01/01/1990 Gender: Male OU Employee Code: 1234456
Designation: EOFFICE ADMIN Login-id: support.eoffice

<im

12 Assignment/De-Assignment of OU

OU Assigned at Creation: TRAINING DIVISION

0U List OU Assigned

search OU here
Aadhaar Services Division (ASD) =
AADHAR ENABLED AUTHENTICATION DIVISION

AADHAR ENABLED BIOMETRIC ATTENDANCE SYSTEM

Aarogya Setu Project

ACCOUNTS INFORMATICS DIVISION

|Accounts Informatics Division and PFMS

ADMINISTRATION-I

ADMINISTRATION-II

ADMINISTRATION-II

v 0U Assignment /De- Administration, General Coordination Section,Protocol & Public Relatior
Administrative Reforms and Public Grievances
feeuement AFANIFS SECTION

AGRICULTURAL CENSUS PROJECT COORDINATION

[search OU here
e

& Employee Account

NIC, 2021
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II. Post Admin:

It deals with the data related to Organization Units and Org Post mapping with their hierarchy.

a. Creation of Organization Unit and its hierarchy:
1. Click the Employee Name at the top right corner to switch roles, select POST ADMIN (Fig.21).

Personnel Information Management System

Q  search Employee

31 Basic Employee Parameters

& Create New Employee

& Direct Transfer

Primary Organisation Wrapper Organisation (Global) e TR

(]

Organisation Unit* Service®

® POST ADMIN

Cadre Designation s

Note- Either Wrapper Organisation, Organisation Unit or Service is mandatory.

[Csovcn | o

Fig.21

2. Click the Org Structure tab under Organogram of the left side menu to Search an already created
Organisation Unit (Fig.22).

3. Org Structure contains the list of Organization Units in a Global/Wrapper Organization.

4. Further, the hierarchy of the Organization Unit can also be viewed from the selected Organization Unit.

eOffice = Personnel Information Management System Ej v v R
Pty =
& PostEchelon *
B Search Organization
& Organogram - SN o
Primary Organization :== TE Wrapper Organization .
v Org Structure | NICDELHI | & | v DELH
vR Org Unit Name m |EOFF Is Root o0

il

# Organization List

Search:
SNO. ORG UNIT CODE ORG UNIT NAME ORG UNIT TYPE PARENT ORG UNIT ACTION
1 EOFFICE €Office MMP Division Division 0lo DDG(GKG) zm:
2 0/0 DDG(GKG) €Office MMP, Smart... DIVISION GROUP D.G. OFFICE 2]
NIC eOffice Admin NIC eOffice Admin Division National Informatic... =
4 €OPD eOffice Project Divi... Division National Informatic... @
5 IMD eOffice IMD eOffice office AADHAR ENABLED... =
Showing 1 o 5 of 5 entries First  Previous ‘ 1| Next Last

Fig.22

5. Click the edit button beside Organisation Unit under the ACTION column to update the Organisation
Unit name and its details (Fig.23).

Personnel Information Management System uE v v 2

& PostEchelon *+

B Search Organization
& Organogram - oL

Primary Organization =3 B Wrapper Organization =
O S # | NCDELH | & | MCoELth

Org Unit Name = | EoFF Is Root u}

# Organization List

Search:
. ‘ORG UNIT CODE 'ORG UNIT NAME ORG UNIT TYPE PARENT ORG UNIT ACTION
1 EOFFICE eOffice MMP Division Division 0/0 DDG(GKG) o
2 0O/o DDG(GKG) eOffice MMP, Smart... DIVISION GROUP D.G. OFFICE z =
3 NIC eOffice Admin NIC eOffice Admin Division National Informatic. z 2
4 eOPD eOffice Project Divi... Division National Informatic... = =
5 IMD eOffice IMD eOffice office AADHAR ENABLED... zm
(Showe 4105 of & entries Fit  Previous ’T Next Last

Fig.23
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6. Click the view Org Unit hierarchy button beside Organisation Unit under ACTION column to view its
hierarchy down the line or Create NEW Organisation Unit. To Create a NEW Organisation Unit, select

the Parent Organisation Unit first.

7. Click the Arrow (>) button shows the child Organisation Unit(s) one level down the line. On the mouse-
hovering above the rounded icon the option to Create Child Organisation Unit is displayed (Fig.24).

€ Ofﬁce = Personne! Information Management System
[Assia wania sorem |

Enable Shuffie @ | Primary Organization: NIC DELHI M | Other Primary Organization

& PostEchelon *+ Level Selected : 1 | Selected Name: eOffice MIMP Division OU Child Count: 1|

PARENT OU (Level-1): O/o DDG(G... PARENT OU (Level-2): eOffice MM...

& Organogram +

Search Ou Name. Search Ou Name.
€Office MMP Division Sparrow N = Assign child
7 S Edit org unit
Org Unit: eOffice MMP Division Org Unit: Sparrow Create child
Entity Type:  Division Entity Type:  Division —
Active Since: Jun 28, 2020 Active Since:  Nov 23, 2020

Primary Org:  NIC DELHI Primary Org:  NIC DELHI

Additional Information + Additional Information o

Fig.24

8. By clicking the Create Child option, the form to create a New Organisation Unit gets opened under the

selected Parent Organisation Unit.
9. Fill in the mandatory fields section-wise and click the SAVE button (Fig.25). The First section of the

form is mandatory.

& Organisation Unit - | Parent Organisation Unit - eOffice MMP Division

Primary Organization® Wrapper Organization(Giobal)* Org Unit Code*
NIC DELHI x |~ NIC DELHI x |~
Org Unit Name(English)* Org Unit Name(Hindi) Org Unit Name(Regional)

From Date* Parent Relation Type* DDO*
29/12/2020 |& | & M =
Entity Type*
> Is Post Sanctioned
Is Active
& Organization Unit Address
Address Line 1% Address Line 2 Country*

Y V.
State* City District
v elect an op -
Division Panchayat Tehsil
Village Latitude Longitude
ptior |
& Organization Unit Contact Info
Contact Person® Contact Email* Contact Number*
[ e |
Fig.25
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b. Root OU (Organization Unit):

It defines as the highest Organisation Unit in an Organisation from where the hierarchy starts. There can be
multiple Wrapper (Global) Organisations in an eOffice instance but ideally, there should be only one root
OU as the hierarchy needs to be maintained from the top Organisation Unit. It is generally created at the
inception of a particular eOffice instance. Can be changed at a later stage but should be handled carefully.

1. Click the Root OU (Create/Edit) tab under Organogram of the left side menu to the checklist of Root

OU (Fig.26).
€ i = Personnel Information Management System v v x
& PostEchelon *+
& Organogram - " B Wrapper Organization List with Root Organization Unit(If Present)
v 0rq St Search: |
WRAPPER ORG WRAPPER ORG PRIMARY ORG ROOT ORG UNIT ROOT ORG UNIT
S.NO. CODE NAME CODE PRIMARY ORG NAME CODE NAME ACTION
1 EOPD EOFFICE PROJ... @
2 600009 NIC DELHI 600009 NIC DELHI NIC National Infor... (BN O]
3 600011 NIC GUJARAT [N C]
4 600031 NIC UTTAR PRA... [N C]
5 TEST-EOFFICE TEST-EOFFICE 600009 NIC DELHI TEST1-EOFFICE TEST EOFFICE (BN O]
Showing 1 0 5 of 5 entries First  Previous | 1 | Next Last
Fig.26

2. There is two action button under the Action Column:
a. Create Root Organisation Unit: For a newly created Wrapper Organisation, there is a provision
to create the first OU as a root OU from here. Once a root OU is created can be edited also.
b. Assign an existing Organisation Unit as Root: If the OUs are already created in a Wrapper
Organisation and the Root OU is not created yet then we can assign one of the OU as Root. Root
OU can be de-assigned also if required.

NIC, 2021 Ver. 3.0
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c. Org Detail Tree:

It is the tree-like structure of Organization Units from the selected one for ease of understanding the
hierarchy of Organization (Fig.27).

eOffice Personnel Information Management System
e

+ =
O ECEIED & Org Detail Tree

& Organogram =
¥ Org Structure
v Number of Level* m
v

O Accrepmamon
O Agministration

O cec Examination

Ocm

O Cviiana aintsnance

O E-Govemsnce & Project Coordination Division
O £50m & Network Dvision

O Exemination

O Finance

om

O 00 Aceredistion

MIELIT ADMIN O
© ovo Chiet Finance Officer

O oio DDPEA)
Ol DGMNELIT) O O academics
O Olo DiToch)
0o JD{Academice) O O Marksting
O oo Joisys)
oo Regietrar O O Projeets

© Purcnaseistors
O Recrutment & Promotion

O Regitration

O syabus & Dsity Coorainstion Cail -

Fig.27

d. Creation of Org Post Mapping and its hierarchy:

1. Click the Post Structure tab under Post Echelon of the left side menu to Search an already created Org
Post Mapping. Post Structure contains the list of Posts mapped with the Organization Units.

2. On selecting a particular post, the details of an employee mapped to that post are shown.

3. Further, the post hierarchy can also be viewed from the selected post.

Personnel Information Management System

& PostEchelon =
£ Search Post
v
v 7 Primary Organization* e ecoein Wrapper &
v
Organisation Unit Post &
& Organogram +
Employee Code & Employee Name P
: ignati
Service = | soneta = Designation & =
Email =

2 Organisation List

2 NIC DELHI NIC DELHI <Office MM INDIVIDUAL 6519 Subramania SCIENTIST C ms.mani@n 2
3 NIC DELHI NIC DELHI <Office MM INDIVIDUAL 5991 Panicaj Kum SCIENTIST C pkhetwal@ n
4 NIC DELHI NIC DELHI <Office MM INDIVIDUAL 6355 Anu Neelam SCIENTIST C anu.neelam 2
5 NIC DELHI NIC DELHI <Office MM INDIVIDUAL 7099 Ruby Goel SCIENTIST B ruby.goel@ =
s NIC DELHI NIC DELHI <Office MM INDIVIDUAL 6930 Moni , CEN. SCIENTIFIC moni43@ni n

Fig.28

4. Click the view Org Post Mapping hierarchy button beside a particular Org Post Mapping under the
ACTION column to view its hierarchy down the line or Create NEW Org Post Mapping. To Create a NEW
Org Post Mapping, select the Parent Org Post Mapping first.

NIC, 2021
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5. By clicking the Arrow (>) button shows the child Org Post Mapping(s) one level down the line. On the
mouse hovering above the rounded icon the option to Create Child Org Post Mapping is displayed

(Fig.29).

Personnel Information Management System

RN -1 el | Post Deti chid count 0| Selcted PostDetall INDIVIDUAL(eOffce MMP Divisio) Enable Shuffe @

Search Post

INDIVIDUAL - Shri. Nirv...

Description : INDIVIDUAL (6
Org Unit:&Office MMP Divs...

ank : NOT AVAILABLE
Posted Since | Year :11-05-2017 | 4
Employee Information +

& Organogram *

Fig.29

6. By clicking the Create Child option, the form to create a New Org Post Mapping gets opened under the
selected Parent Org Post Mapping. Fill in the mandatory fields and click the SAVE button (Fig.30).

Wrapper NIC DELHI
Organization(Global)

Post Rank*

Remarks.

Fig.30

NIC, 2021
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e. Employee to Org Post Mapping Assignment:

1. On Mouse-hovering on the Action button of the selected Org Post mapping, an option of Assign
Employee is available to assign an employee if no one is assigned to it yet (Fig.31).

eOffice Personnel Information Management System
=g

Enable Shuffle @

Post Echelon + Selected level: 1 | Post Detail child count: 2 | Selected Post Detail: INDIVIDUAL (eOffice MMP Division)

Organogram  + Parent (Level-1): - Parent (Level-2): INDIVIDUAL - eOf....

Sea Search Post

‘COMMISSIONER - > =
Description : COMMISSIONER
Org Unit : O/o COMMISSIO.
Rank : NOT AVAILABLE

SCIENTIST B - | =

Description : SCIENTIST B

Org Unit : TRAINING DIVISI...

Rank : NOT AVAILABLE

Posted Since | Year : 0
)

Description : INDIVIDUAL
Org Unit : eOffice MMP Divis.
Rank : NOT AVAILABLE

Posted Since | Year :11-05-2017 | &
Employee Information +

H Previous Employees

Fig.31

2. Search the concerned Employee with the filter of Primary Organisation or Wrapper (Global)
Organisation and Organisation Unit, etc (Fig.32).

e 1o Post (SCIENTIST &) under Org Unit (TRAINING DIVISION)

NIC DELHI x | Wrapper NIC DELHI x | v Organisation TRAINING DIVISION

Oranization Note:This fieid is in read.only mode. Orgenization Note This field is in read-only mode unit Note This field is in read-only mode.

Designation i - Service - Cadre.

Employee Employee PRIYANK Email

Code Name.
1 Employes List -

n et bl e e _ SR _
1

6501 Priyanka Tiwari SCIENTIST B CENTRAL GOVERNMENT S... CENTRAL SERVI... priyanka.tiwari@n...

Showing 110 1 of 1 entries.

CLOSE

Fig.32

3. Click the Continue button (Fig.32) under the Action button for Employee Assignment to the particular
Org Post mapping.

4. Fill in the Employee Assignment Details and upload an order copy (Fig.33).

& Assign Empioyee 1o Post (SCIENTIST B) undor Org Unit (TRAINING DIVISION)
Primary NIC DELHI x [» Wrspper NIC DELHI x [v Organisation TRAINING DIVISION
Orosntzston Note This feld is in read-only mode. Organization Note This field is in read-only mode i Note This fieid s in read-only mode.
Designation - = Service = E Cadre
Employee Employee PRIYANK Email
Code Name
ari - SCIENTIST B
Nature of REGULAR x|z Post TRAINING DIVISION (SCIENTIST B) Post
Posting * Info(En) * Info(Hi)
Post Is Primary 1s0u (s]
Info(RI) Head
Marking SCI-B(PT )-TD Order 46A-l Order 01/02/2021 LHE ]
Abbr. * Number * Date *
Assignment | [Choose Fils | NOT_AVAILABLE pd
Document
_

Fig.33

5. Click the Assign button to assign an Employee to the Org Post mapping (Fig.33).
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f. Employee to Org Post Mapping De-Assignment:

1. On Mouse-hovering on the Action button of the selected Org Post mapping, an option of Relieve
Employee is available for Employee De-Assignment from a particular Org Post mapping if an

employee is already assigned to it (Fig.34).

C‘Offlce Personnel Information Management System
[ == =]

Post Echelon + Selected level: 1 | Post Detail child count: 2 | Selected Post Detail: INDIVIDUAL(€Office MMP Division) Enable Shuffle @

) Parent (Level-1): - Parent (Level-2): INDIVIDUAL - €O...
Search Post. Search Post.
INDIVIDUAL - Shriman .. &= | COMMISSIONER - > =

< Description : INDIVIDUAL ) Description : COMMISSIONER
No Profile Org Unit : eOffice MMP Divis... Mot Org Unit : O/o COMMISSIO....
Image Rank : NOT AVAILABLE
Posted Since | Year :11-05-2017 | 4
Employee Information +

Asigred Rank : NOT AVAILABLE

Posted Since | Year :| 0

Action

(™ Relieve employee
dit.EmplayeePost

() Create Child Post
21D i H Previ ploy

SCIENTIST B - Ms. Priy =
e Description : SCIENTIST B

No Profile Org Unit : TRAINING DIVISI.
Image Rank : NOT AVAILABLE

Posted Since | Year :09-02-2021 | 0

Employee Information +

Fig.34

2. Fill in the Relieving Information Details and upload an order copy (Fig.35).

& Relieve Employee (Priyanka Tiwari) from Post (SCIENTIST B) under Org Unit (TRAINING DIVISION)

Order A7AI Order Date 09/02/2021

Fig.35

Relieving ‘ Choose File | NOT_AVAILABLE pdf

Document Number

3. Click Relieve button (Fig.35) to relieve an Employee from the Org Post mapping.
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g. Post Delegation Assignment / De-assignment:

1. On Mouse-hovering on the Action button of the selected Org Post mapping, an option of Delegation
Workbench is available to assign/de-assign delegation for a particular Org Post mapping if an
employee is already assigned to it (Fig.36).

Personnel Information Management System

Enable Shuffle @

& PostEchelon = Selected level: 1 | Post Detail child count: 2 | Selected Post Detail: INDIVIDUAL (eOffice MMP Division)

Parent (Level-1): - Parent (Level-2): INDIVIDUAL - €Of...

Search Post. Search Post

INDIVIDUAL - Shriman ... B | COMMISSIONER - >]=
Description : INDIVIDUAL Description : COMMISSIONER
& o + .

rganogram NoProfile | Org Unit : eOffice MMP Divis... Org Unit: 0/o COMMISSIO...
Image | Rank :NOT AVAILABLE Awiged | Rank :NOT AVAILABLE

protd Seca o sz ek tealer o

4
Employee Information o =
® Relieve empl

oyee
SCIENTIST B - Ms. Priy > = ViewiEdit Employee Post
-~ Description : SCIENTIST B D i H Previ ploy
NoProfile |  Org Unit : TRAINING DIVIS!

Image. Rank : NOT AVAILABLE
Posted Since | Year :09-02-2021 | 0
Employee Information +

Fmpliyon
Nos

Fig.36

2. Click Modify/De-Assign Delegated To tab (Fig.37) to check whether delegation for this post is already

active.
3. The To Date can be updated to increase the delegation period. And Delegation can be de-assigned

from here also after completion of the delegation period.

H! Current Delegations for Post (SCIENTIST B) under Org Unit (TRAINING DIVISION}

No Current Delegations.

Fig.37

4. Click Assign Delegated To and search the Org Post mapping to whom the delegation is to be assigned
(Fig.38).

Assign Delegaied To [INY s - e P
b § ) ||| DeasoTo sy, || SshewIie Assin Dekicied Th:mr
52 Search Post for Delegation | Org Post Mapping - TRAINING DIVISION(SCIENTIST B)
Primary Organization® =l [ = Wrapper Organization(Global) = ST _
Organisation Unit o B Post Name
Employee Code Employee Name = [an0
Service B |:Setectanoption = Designation 2 | Selectan option M
Email
H1 Org Post Mapping List
Search: |
ORGANIZATION
S{NOPRIMARY ORG WRAPPER ORG uNIm POST NAME EMP CODE NAME-SERVICE DESIGNATION EMAIL ACTION
1 NICDELHI NIC DELHI eOffice MMP... INDIVIDUAL 6355 Anu Neelam,... SCIENTISTC anu.neelam... [ pececare |
Showing 1 to 1 of 1 entries it P Wi ‘ v~

Fig.38
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5. Click the DELEGATE button under the Action tab to assign delegation for a particular Org Post
mapping (Fig.39).

Assign Delegated To
5 Search Post for Delegation | Org Post Mapping - TRAINING DIVISION(SCIENTIST B)
Fmaty Oiganizaion | NIC DELHI x [« Wenpper. Orgatzation((Global) Select an option >
Organisation Unit = | oM s OEen = Post Name
Employee Code Employee Name = |anu
Service - = ] Designation .
Select an option - | selectan option -
Email
SEARCH RESET
Balogeticu Type SIGNATORY Froms 1510212021 & @ o 1910212021
81 Org Post Mapping List
'ORGANIZATION
S{NOPRIMARY ORG WRAPPER ORG uNIT POST NAME EMP CODE NAME-SERVICE DESIGNATION
1 NIC DELHI NIC DELHI eOffice MMP... INDIVIDUAL 6355 Anu Neelam.... SCIENTIST C
Showing 1 to 1 of 1 entries I

Fig.39

6. Click Submit button (Fig.39) by selecting the Delegation Type and From & To dates.
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h. Root PD (Post Details):

1. It defines the highest post of the office instance and its creation is mandatory under every eOffice
instance.

2. There can be multiple Wrapper (Global) Organisations in an eOffice instance but there can be only one
Root PD as the hierarchy needs to be maintained from the highest Post. It is generally created at the
inception of a particular eOffice instance. Can be changed at a later stage but should be handled

carefully.
€ “OffICe Personnel Information Management System
L]
& PostEchelon =
Note: Root PD present, you can hit ediit button to update it!
v & Create/Edit Root Post Detail
v

" i Note: Root PD present, you can hit edit button to m
v ee update it!

& Organogram +

Fig.40

i. Post Detail Tree:

It is the tree-like structure of Post Details from the selected one for ease of understanding the hierarchy of
Post in an Organization.

Personnel Information Management System v v 8

1 Post Detail Tree

Primary Organization® = | TELECOMREGULATOR... x |~ jOranisation Uietr i | OloAdvisor (Admin & IR) x |~

Org Post Mapping* Number of Level*

= | Olo Advisor (Admin & IR...x |~ |

& Organogram +

Finance(DEPUTY ADVISOR (FINANCE)} O
O internal Audit{SRO (1A))

International Relations{Deputy Advisor (IR) §
Interational Relations(PERSONAL ASSISTANT)

g Oio Advisor (Admin & IR)[PRIVATE SECRETARY)

ok JOINT

Olo Joint Advisor(GA)(JOINT ADVISOR (GA)) O
Olo Advisor (Admin & IR)(Advisor (Admn & IR)) O

Olo Joint Advisor{HR)(JOINT ADVISOR) O
Olo Joint Advisor{Library{JOINT ADVISOR (LIBRARY)) O
0o Joint Advisor(MR)(JOINT ADVISOR (MR)) O

Qo Joint Advisor{OL)(JOINT ADVISOR (L)) O

Olo Joint Advisor(PR){Joint Advisor (PR}) O

Olo Joint Advisor(RTI)(JOINT ADVISOR (RTI)) O

Fig.41
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