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GOVERNMENT OF INDIA
DIRECTORATE OF INCOME TAX
HUMAN RESOURCE DEVELOPMENT
CENTRAL BOARD OF DIRECT TAXES
2™ Floor, Jawaharlal Nehru Stadium, Gate No. 1, New'Delhi- 110003

F.No. HRD/PMD/RMM/2018-18/ [/ 7 - Date: 25/05/2018

A

All Principal Chief Commissioners of Income Tax (Cadre Controlling Authorities)/
All Principal Director Generals of Income Tax of Attached Directorates of CBDT and
Principal Director General of Income Tax(Training), NADT, Nagpur.

Sub: Uploading and populating authentic data of Posts on Recruitment
Module of HRMS-reg.

Ref.: 1. Letter DoR F. No. 14/3/2017-IFU (B & A) DT dated 13/03/2018 (Encl.)
2. Letter F.No. HRD/CM/225/4/2017-18/6104 dated 09/02/2018 (Encl.)

Madam / Sir,
Kindly refer to the above cited subject.

2. The Recruitment Management Module as part of ITBA HRMS is already available
for Implementation. The Recruitment Management Module deals with :

(i) The vacancy positions on real time basis in each region;

(ii) Receipt of dossiers from SSC and other recruiting agencies;

(iii) Allocation of dossiers based on rank, category and preferences of the
candidates.

3. The usage of this module for uploading vacancy positions and allocating the
dossiers will go a long way in simplification of the recruitment process by bringing
the entire process online on HRMS.

4. Provision of uploading the yearly vacancy position at the cadres of ITI, TA,
Steno Gr.II and MTS has been made available in the Recruitment Management module
of HRMS.

5. I have, therefore, been directed to request you to kindly direct the CIT (Admn.
& TPS) to upload and populate the authentic working strength/vacancy position of all
ranks in the Recruitment Management module of HRMS.

6. Further, in continuation of the earlier correspondence in this regard from the
o/0 ADIT, CMD-1, HRD as per Ref. letters (Supra), I have also been directed to request
you to direct the CIT (Admn. & TPS) to populate the data of vacant post for more than
2 years and data of posts vacant for more than 5-years as per the pro-forma
communicated by ADIT, CMD-1, HRD a copy of which is also enclosed herewith for
ready reference.



7 The HRMS Recruitment Management Instruction Set, updated HRMS
Recruitment Module User Manual including its additional functionality and FAQ's of
Recruitment Management Module are enclosed herewith for your ready reference.

8. This issues with the approval of Pr. DGIT (HRD), New Delhi.

Yours faithfully,
R

Encls : As above /\’w}-““m‘: ae

qS)
(Shashi léajle),
JDIT(PMD & HRMS) (HRD).
Copy to :-

1. Web Manager, for www.irsofficersonline.gov.in to upload it on the website.

2. DDIT-CMD-II with request to assign the role to concerned officers.

3. DDIT- CMD-I with respect to his letters No. HRD/CM/225/1/2017-18(PT.
File)/400, Dated: 16.04.2018 and F. No. HRD/CM/225/4/20117-18, Dated:
26.04.2018

JDIT (PMD & HRMS) (HRD)

er being very elaborate

this lett
noted that the enclose to ective CCA charges for

y indly be
P.S.: Itmay KU Y eing separately emailed to the resp

document is bein :
necessary action at their end.
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DIRECTORATE OF IN COME TAX
HUMAN RESOURCE DEVELOPMENT
CENTRAL BOARD OF DIRECT TAXES
ICADR Building, Plot No. 6, Vasant Kunj Institutional Area Phase-11,
New Delhi - 110070. Ph 26125213, Fax 26130594

T No. HRD/CM/225/4/2017-18/ ] 0 & Dated: 09.02.2018

To,

All the Pr. Chief Commussioners of Income Tax (CCAs),

Sir/Madam,

Sub: Submission of an Action Taken Report regarding abolition of posts
vacant for more than 5 years- r€g.

Kindly find enclosed herewith a copy of OM F No. 14/3/2016-1FU (B & A)
DT dated 29.01 2018 and Department of Expenditure O.M dated 16.01.2018 on the
above mentioned subject.

2. In this regard, the undersigned 18 directed to request you to identify all the
posts which are vacant for more than 5 years in your region.

3. Therefore, the undersigned 15 directed to request you to kindly send the same
to this office by fax (011- 26898805) or by email (cbdt.hrd.cmdl@gmail.com) latest
by 15.02.2018.

4 Kindly specify the no. of personnel including DEOs deployed on contract,

5. No hard copy 1$ being sent to save paper
Yours faithfully,

(hot”

(Chanchal Meena)
Joint Director of Income Tax
(CMD-1)(HRD), New Delhi

Encls: As above

Copv to: Under Secretary, IFU (B & A) DT, Department of Revenue, North
Block, CBDT, New Delhi- 110001

Joint Director of Income Tax
: (CMD-1)(HRD), New Delhi,
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* DIRECTORATE OF INCOME TAX
HUMAN RESOURCE DEVELOPMENT
CENTRAL BOARD OF DIRECT TAXES
ICADR Building, Plot No. 6, Vasant Kunj Institutional Area Phase-1],
New Delhi - 110070. Ph. 26125213, Fax 261305%4.

F.No. HRD/ CM/225/1/ 2017-18(Pt. File)/ ;Lo?_f? Dated: 27.03.2018

To,

The Joint Director of Income Tax (PMD & HRMS)
HRD, New Delhi.

Madam,

Sub: Preparation of databage of posts in Govt of India offices- reg.

Kindly refer to the above mentioned subject.

Kindly find enclosed herewith a copy of O.M. F.No. 14/3/ 2017-IFU(B&A)DT
dated 13.03.2018 US, [FU(B & DT) vide which it was requested t0 furnish the data
of Group ‘B’ (Non-Gazetted) and Group ‘C’ posts of Income Tax Department in the
Department in prescribed proforma.

2 The above mentioned proforma contains the column vide which it was
requested to provide the data of posts which are vacant for more than 2 years. In
this regard, it is submitted that this section does not maintain the requisite data.
The above mentioned information should be available on HRMS in your section.
Therefore, the undersigned is directed to request you to kindly submit the requisite
data at the earliest directly to IFU (B&A), under intimation to this office.

" Yours faithfully,
Encls: As above
(Manoj Tiwari)
Asstt Director of Income Tax
(CMD-])(HRD), New Delhi.

Aopy to: The Additional Director General-3, HRD, Vasant Kunj, New Delhi-

110070. \-k
As%@ﬁof Income Ta
A\(}\/ (CMDM1)(HRD), New Delhi

M\z\/}' . p\"d\" b )
| — (QP_D\) i QN\D A w@h



F.No.14/3/2017 - IFU (B&A) DT 6
Government of India
Minis{ﬁry of Finance

’:"TE No-

Department of Revenue

"/b IFU (B&A) DT
New Delhi, the 13t March, 2
\ )/\/\_’/

(e |8 ) OFFICE MEMORANDUM
e

Subject: Preparation of database.of posts in Govt. of India offices - reg.

The undersigned is directed to refer to the Department of Revenue, CBDT's O.]
No. A-35015/21/2017-Ad. VI dated 01.03.2018 on the above subject and to say that t]

information sent by Ad.VI Section is not in the proforma prescribed by the Departme
of Expenditure (copy enclosed).

2. Accordingly, it is requested to provide the information on the above subject
the proforma prescribed by the Department of Expenditure to this Section at tt
earliest. Soft copy of the information prepared in MS-Excel sheet may also be e-maile
at r.kumar65@nic.in for onward submission to DoE. é

Encl: As above. " l/\
. (Raj/Kumai

Under Secretary to the Government’of Indi
Tele: 2309225,

To
/ The Chairman,

Central Board of Direct Taxes,
North Block, New Delhi

‘>

Copy for similar action to: The Joint Secretary (Admn.), CBDT, North Block, New
Delhi.

(Raj Kumar

b
/

Under Secretary to the Government of Indie

e
\T\ \7
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Income Tax Department HRMS User Administration User Manual v2.0

1. Getting Started

This section provides information for accessing the application, email services and help desk details.

e Browser Reguirements

Recommended - IE 9 onwards, Google Chrome 38.0 onwards and Mozilla Firefox 36.0 onwards

e Accessing ITBA Portal: http://itba.incometax.gov.in (Production URL)

| S0 dune 2015 17:57 PM A- A A+  Ciemap Setings ™
& IncomE TAx BuSINESS AFPLICATION

Home | HRAMS | Help | FaQs

I :m Statistics Of The Day

Usemams © Message from Chairperson
Password *
" ® a The lntmch af the Incame Tax Business Application (ITBA] &= o lang mwaited mament for the Incame Tax
Department. With this launch. the Department 15 intating a decisive move towards computerization of all it
m busness processss This is an e-governance pragram which vwill be o single interface for all departmental users
bound seamiamsly together.
Lhange RSA PIN - Forgal | Launching of ITBA is a major step towards the vision of making the Income Tax Deparirmen .
o Ms. Anita Kapur See More...
Happiness iz whon wiai you think, (Chairperson, CBDT)

wihear you say, anel what you do are i

hermmomy. " El Tranefer. Promotions and Posting Important Decisions E3

Income Tax department issues mass tranaler and promotion orders to 500 officials [«
ZWARI201S

June 2015
Sun Mon Tue Wed Thu Fri Sat
[tz s [+ ] 5[]

IEEN ETR(EEN|
[ 18 | 19 |[ 2
SE e

Show Current Date

me Tax Department Covemment Of (ndia
ed

s
esolution with Chrome (version 38 & above)

e Accessing Email Messaging Service: http://webmail.incometax.gov.in (Production URL)

E-mail Solution

i TBA

Sign In

= 2014-201S Department of Income Tax, Government of India
Powered By TATA CONSULTANCY SERVICES

Helpdesk
- Contact No
= Email ID

0120- 2772828 . 0120- 2772842
helpdesk _messaging@incometax.gov.in

Income Tax Business Applcation Internal Use i
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Contact us:

e URL of helpdesk - http://itbahelpdesk.incometax.net

e Help desk number — 0120-2772828

e Email ID — helpdesk messaging@incometax.gov.in

e Help desk Timings — 8.30 A.M. — 7.30 P.M. (Monday to Friday)

Income Tax Business Applcation Internal Use ii
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Introduction

Human Resource Management System (HRMS) system covers processes which help in
better and effective management of personal & administrative functions related to the ITD
officials.

As a part of the HRMS system, the Recruitment module is used to allocate dossiers to
different regions on merit cum preference basis keeping in view DOPT instructions as well as
various court rulings on the matter.

The steps mentioned below are followed while allocating candidates to various regions:

1. First allocate the PH candidates (even though other candidates exist with better ranks than
PH candidates) to respective regions

e While allocating PH candidates, deduct the seats from the original category,
irrespective of the vacancy for PH candidates in a particular region

2. Next allocate the Ex-Servicemen (even though other candidates exist with better ranks
than Ex Servicemen) to respective regions

e While allocating Ex-Servicemen, deduct the seats from the original category, with
due consideration to the seats reserved for Ex-Servicemen (i.e. once the Ex-
Servicemen vacancies are filled for a particular region, they cannot be allocated
any more seats in that region)

3. Next allocate the rest of the candidates on a merit cum preference basis.

Income Tax Business Applcation Internal Use 2
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List of Abbreviations:

The list of abbreviations is as follows:

Table 1:- List of Abbreviations

S.No Abbreviations Description
1. ] A0 Assessing Officer
2. | cct Chief Commissioner of Income Tax
3. |ar Commissioner of Income Tax
4. | DGIT Director General of Income Tax
5. | DIT Director of Income Tax
6. | HRMS Human Resource Management System
7. | ITBA Income Tax Business Application
8. |[ITD Income Tax Department
9. | cca Cadre Controlling Authority

Income Tax Business Applcation Internal Use 3
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4. Introduction to Recruitment Module

This section explains how to perform Dossier allocation to various regions using HRMS
Recruitment module

4.1 Dossier Allocation using Recruitment Module

Allocation of dossiers using Recruitment module involves 3 steps:

a) Uploading Recruitment Vacancies: Total Vacancies in each region

b) Uploading candidate staging details: Rank and Location preferences of each
candidate

c) Executing candidate allocation process: Allocating candidates to respective regions

4.1.1 Uploading Recruitment Vacancies

Recruitment Vacancy Management Screen is used to upload vacancies corresponding to
various regions.

Navigation: Main Menu - Workforce Administration = Recruitment - Recruitment Vacancy

Recruitment Vacancy Management

Find an Existing Value Add a New Value

Post: | la
CCA Region: §CCCHE
Year:

Add

Find an Existing Value | Add a New Value

Figure 1: Recruitment Vacancy Management Screen

Income Tax Business Applcation Internal Use 4
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Click “Add a New Value” to enter vacancies for a region. The following screen (Figure 2) is
displayed. Specify the post, region and year for which vacancies are being entered and click

“Add”

Recruitment Vacancy Management

Find an Existing Value Add a New Value

\a

&

Post: |
CCA Region: [cCCHE

Year:

Add

Find an Existing Value | Add a New Value

Figure 2: Recruitment Vacancy: Add a

Fields on Recruitment Vacancy Screen:
Post (Lookup): Post for which vacancies are being entered

New Value

CCA Region: HRD Admin will have provision to enter Region for which vacancies are being
entered, and Region based Admin can only enter the vacancy of their own region.

Year: Year for which vacancies are being entered

Income Tax Business Applcation Internal Use



Income Tax Department

Look Up Post

HRMS Recruitment Module User Manual v2.0

Job Function Code: begins with - ==
Descriptiom: begins wwith - =
Look Lip Clear Cance Basic Lockup i
Search Results
Wigwe 1040 First i -85 of 1ES k Last
Joxb Functicon Code e scription
SCC ASCCOUT FUMCTHIOM
A0 Sdministration
AUy Internal Soudit
CiSA1 Ol -Job funct Artistic Careers
CiEE CGE-Job function for EE
et B | Communications
E NG Enginecsring Services
F31 Chairman CBDT
Fo2 KMember
FO3 Chief Commissioner of Inc. Tax
FOo4 Director General of Income Tax
FoS Commissicner of Income Ta=x
FO5 Director of Income Tax
FoF Sdid]l. Commissioner Income Tax
Figure 3: Lookup for Post
Loock Llp COCS Region
TS, Reagiioens beegins=s weith — ==
D= = o i i s o E.Lgin-s e ith ——
Lok I_Ir:- 1 ey i Lot = o et 1 | IBa=sic Lo kL
Search Resulis
i 100 Fir=t -~ =0 = =T . La=t
:-_-:!.Egﬂ; et e s it
s PR TS, H e OrE s B
BB CCos BHUBMES WA R -
CCBEPL Ci s, BEH O P =
CCICHE Cs CHERIMLS]
e L C s TEEL HI
e A = et T For Dhirectorate
= H e, = WS s T
L el =1 8 | Ciass S H RTEL S B S
[l ] L .3 CiCsS Bas MG L TV RE
RN CiCs A MPFLUOR
R R C s, o H I
Ll el Y ot CT s, L e
(sl SRR N | Cas FAL R B |
il il ] PES T H ML ST ST HE P CFIFREE T T8 e =
CiT M= CCS MSd=PIU R
P et TS PT = 3 CT s, T H A =S FEH

Figure 4: Lookup for CCA Region

On clicking “Add” Button, Vacancy Details Screen will be displayed where user should enter
the total vacancies in each category for the region and Click “Save” and then Submit the

data.

Income Tax Business Applcation Internal Use
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Recruitment Vacancy Management
Post SR. TAX ASSISTANT CCA Region CCA CHENNAI
Year 2018
Vacancy Details Find |2 B First 4 12 ora () Last
Category Category Vacancy Remaiming Seat Total Count {GEN+SC+ST+0BC) - 16
Total Count {HH,VH,OH,Ex-Servicemen) - 21
1 EX-Serviceman 5 ]
: Vacancy Left (GEN+SC+ST+0BC)- 15
2 HH 7 7 :
Vacancy Left (HH,VH,OH,Ex-Servicemen) - 21
3:0BC 3 3
4 CH 7 7
58C 5 5
6 ST i3 3
7 GENERAL 5 5
8 vH 2 2
Save || Submit

Figure 5: Recruitment Vacancy Details Screen

Income Tax Business Applcation Internal Use 7
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Table 2: Regional Preferences for Dossier Allocation

CCA Region Description

CCAPR ANDHRA PRADESH
CCBBN ODISHA

CCBPL MADHYA PRADESH
CCCHE TAMILNADU
CCDEL DELHI

CCGHY NER

CCGUJ GUJRAT

CCKAR KARNATKA
CCKNP UP(W)

CCKRL KERALA

CCLKN UP (E)

CCMUM MUMBAI

CCNGP NAGPUR

CCNWR NWR

CCPNE PUNE

CCPTN BIHAR

CCRJN RAJASTHAN
CCWBG WEST BENGAL

1.Admin having role “GOV_REG_REC_VAC” can create the Vacancy of their own Region.

Income Tax Business Applcation Internal Use 8
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2.Admin having role “GOV_HRD_REC_VAC” can create the Vacancy of all Region.

4.1.2Recruitment Vacancy approval by Role Based Approver

e Role Based Approver can access the Pending, Approved and Denied Vacancy created of
their region through Workforce Administration -> Recruitment Vacancy -> Approval for
Vacancy

e He/ She can Approve or deny the Vacancy created by Admin.

1. Navigation: Main Menu > Workforce Administration > Recruitment > Approval for
Vacancy

Recruitment Vacancy Approval

Status ¥
Start date [=] Till Date e
Search

Figure 6: Approval for Vacancy

1. Select Status from the Status Dropdown

2. Enter the Start date and Till date
3. Click on Search Button.
Recruitment Vacancy Approval
Status Submitted v
Start date [#] Till Date [
Search
Find | 2] First &' G*
Go for Approval Post CCA Region Year Status Request Date
1 Go for Approval DEF CCCHE 2018 Submitted 06.04.2018
2 Go for Approval FOG CCCHE 2018 Submitted 10.04. 2013
3 Go for Approval J5G CCCHE 2018 Submitted 11.04.20138

Figure 7: List of Submitted Vacancy

Income Tax Business Applcation Internal Use 9
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Approver can act upon the submitted Request by Clicking on Approve Button Corresponding
to the Request.

After Click on Approve Button, Recruitment Vacancy page will open in New Tab.

Recruitment Vacancy Management
Post SR. TAX ASSISTANT CCA Region CCA CHENNAI
Year 2018
Vacancy Details Find | 2 | E First'4' 1-80f8 '}’ Last
Category Category Vacancy Remaiming Seat Total Count (GEN+SC+ST+OBC) - 18
Total Count (HH,VH,OH,Ex-Servicemen) - 21
1 EX-Serviceman 5 5
Vacancy Left (GEN+SC+ST+0BC)- 15
2HH 7 7
- Vacancy Left (HH,VH,OH,Ex-Servicemen) - 21
3 0BC 3 3
4 OH 7 7
5 8C i} ]
6 5T 3 3
7 GENERAL 5 5
g wvH 2 2
Approve Deny

Figure 8: Approval Page for a Vacancy Created

Approver can Approve or Deny the Vacancy Created.

1. Admin having role “GOV_REGION_ADM_REC” can approve the Vacancy of their
own Region.
2. Admin having role “GOV_HRD_ADM_REC” can approve the Vacancy of all Region.

4.1.3Uploading candidate staging details

Candidate staging details include the rank as well as the location preferences of each
candidate along with their name, category, roll number, post and recruitment year.

In order to upload candidate staging details, following steps are involved:

Stepl: Upload the attachment on the Attachment Screen

Navigation: Main Menu - Workforce Administration - Recruitment - Attachment

Income Tax Business Applcation Internal Use 10
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Income Tax Department

Attachment
Enter any information you hawve and click Search. Leave fields blank for a list of all values.
Find an Exizting WValue Audd a New Value

Search Criteria

Attachment Type: = - -
Year: begins with -
Job Function: begins with -

[l case sensitive

Search Clear Basic Search ;3""' Save Search Criteria

Figure 9: Upload of Candidate Staging Data

Fields on Attachment Screen:
e Attachment type: Select Candidate Data while uploading the Staging Data
e Year: Year for which recruitment is being done
e Job Function (Lookup): Specify the post for which recruitment is being
done(Figure 7)
v For Income Tax Inspectors: J20
v' For Tax Assistants: J45

Look Up Job Function

doibx Fumnction Codes I}&glns'..‘.'i‘th -

e scripiiom: bEegins with -

Look Ll == Carncel Basic Lookup

Search Results

e 1D First 4 - 1ED o D » La=st
Job Functiorn Code e socription

ST AT FURCTHDM

S0 LAodministration

Ay Internal Soudkit

L= | CiE1—Job funct Artistic Careers
Ci=E CG—Job function for EE

(o | Communication=s

ErG Enginesring Servwicaes

o Chairman BT

FO= Member

FO= Chief Commissioner of nc. Tao=
F s Cirector General of Income Tasx

Figure 10: Lookup for Job Function

Income Tax Business Applcation Internal Use
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Step2: Execute the Candidate Staging data upload process

Navigation: Main Menu - Workforce Administration = Recruitment - Recruitment AE Run

Gov Rec Aerun Pg

Run Control I &  Report Manager Process Monitor Fun

Figure 11: Recruitment AE Run Screen

Click “Run”. The following screen is displayed

Process Scheduler Request

UserID 332036 Run Control ID 10
Server Name P3SUNX - Run Date (05.08.2015 El
Recurrence - Run Time |5:13:05PM Resetio Current DaterTime
Time Zone @,
Process List
Select Description Process Name Process Type *Type *Format Distribution
| Allocate Candidate GOV_REC_ALOC  Application Engine  Web * TAT » Distribution
F Candidate Staging data Load GOV_REC_CAMND  Application Engine  Web w8 TXT » Distribution
[[1  vacancy Data Load GOV_REC_LDD Application Engine  Web | | THT ~ Distribution
oK Cancel

Figure12: “Candidate Staging Data Load” Selection on Recruitment AE Run Screen

Select the Checkbox “Candidate Staging Data Load” below process List and Click “OK”

Once the Candidate Staging Data upload process is executed, the staging data can be
checked through the Candidate Staging Details Screen

Navigation: Main Menu > Workforce Administration - Recruitment > Candidate Staging
Details

Income Tax Business Applcation Internal Use 12
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Candidate Staging Details

Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value Add a MHMew Walue

Search Criteria

plll Ceen Examination g

Direct Recruitment Type: =

Search Clear Basic Search g’" Save Search Criteria

Figure 13: Candidate Staging Details Screen

The user should select Direct Recruitment type as “Open Examination” and click on “Search”
button. The Candidate Staging Details Page is displayed as shown below (Figure 11):

Candicate Details Staging Page
nost Veiid Examination e Knes | obiliaber Eﬁiawm Sub-Category!  Location Location Preferance Preferance  Preference  Preferance  Preferance
Rank+ oy alocated Original Category  Preferenced  Preferance?  Locafiond Location 4 Location § Location § Location7
{0 @& 2 | Ry ANRENDRAKUMA 3206546975 HH  + (QBC voiocoel @ lcowr @ comm @ coor @ lcowRL @ jcoou @ [corL @
20 & e | s NAVEETKUMAR | 9001003312 HH » Gen v COMUM @ ceDEL @ cokR (@ coeve @ cowR @ cokwe @ ey @
30 @ 01 | 53 BABARCHANDRA 7208718202 HH v G v copve @ lcowow @ conee @ ocoeur [ lcckR @ coarR (@ [coRn @
0 @ e | s AITHUMAR | 2201144285 HH + DORC v cobeL @ coey @ cokne (@ con @ cowR @ comes @ ccRIN @
500 @& 01 5 SAPANKUMARDA 4604011155 HH + Gen v coen @ cowse @ cosrl @ ooy A lcoeR & comud (@ oower @
A T SURAIKUMAR | 220124644 HH + Gen voocey @ cowes @ ool @ comrl @ oy @ cemen @ conee @
70 & e | s NDELZAHIAD | 320655026 VH = 0BG v CCPIN @ ceDEL @ colkw (4, cowe @ cokve @ coweR @& ool @
gl & 20 | R WDSARFARAZAH| 906523561 W v ORC voocry @ cooee @ cown @ comes & o @ cowR (@ coml @
g @ e | s SUNTKUWRNAL 900102051 VH  » Gen v CCOEL @ comm & cokw @, cower @ ccow @ covR @ oo @
0 & o | [ DEVKINANDAN I 6001004885 WH  » SC voocort @ cowun @ cooel @ corne @& ol @ cowR (@ cowr @
Figure 14: Candidate Staging Details Page
Fields on Candidate Staging Details Page:

e Post: The post for which recruitment is being done

e Year: Year for which allocation is done

e Examination Rank: Rank secured by the candidate in the Examination

e Employee Name: Candidate’s Name

e Roll Number: Candidate’s Roll Number

e Category in which Allocated: Category in which candidate is allocated/selected

e Sub-Category/Original Category : Original category of candidate

e Location Preference 1: First location preference as received from each candidate

e Location Preference 2 ...18: Next set of Location preferences for each candidate

e Allocation Flag: Denotes whether that specific candidate is allocated to any region

or not
Income Tax Business Applcation Internal Use 13
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NOTE:

Allocation Flag is Y’ if candidate is allocated to some region
Allocation flag is blank if candidate is a surplus candidate (not allocated to any

region)
NOTE:

The user can export the data on Candidate Staging Details Page into an Excel sheet by
clicking on the relevant button towards the right of the page as shown below:

HRMS Recruitment Module User Manual v2.0

 [eventwe |

Preferance Preferance Preferance

Personalize | Find | View 100 ||L-?—I | First ‘&' 1-50 of 1447 "&' Last

Erererance Allocation Flac
Location 15 Location 16 Location 17 Location 18 a
cCcLkN @& |ccner @ ccaPr  [@ [coRaN @ [y E Bl
ccwee |& [cowkn & [coneP & [cooHy & [y = | = |

Figure 15: Candidate Staging Details - Export to Excel Functionality

4.1.4 Executing candidate allocation process

In order to allocate candidates to their respective regions, the user should execute the
“Allocate Candidate” process through the Recruitment AE Run Screen:

Navigation: Main Menu - Workforce Administration > Recruitment - Recruitment AE Run

Gov Rec Aerun Pg

Run Control I ©  Report Manager Process Monitor Fun

Figure 6: Recruitment AE Run Screen

Click “Run”. The following screen is displayed

Income Tax Business Applcation Internal Use
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Process Scheduler Request

UserlD 332036 Run Control ID 1.00
Server Name - Run Date [05.08.2015 Eﬂ i
Recurrence - Run Time |6:37:57PM Resetta Current Date/Time
Time Zone @

Process List

Select Description Process Hame Process Type *Type *Format Distribution

] Allocate Candidate GOV_REC_ALOC  Application Engine.  Web 8 TXT w Distribution

| Candidate Staging data Load GOV_REC_CAMD  Application Engine  Web | | TXTE w Distribution

0 Vacancy Data Load GOV_REC_LDD Application Engine  Web | | TXT w Distribution
o]34 Cancel

Figure 7: Execute Candidate Allocation Process

Select the Checkbox “Allocate Candidate” below process List and Click “OK”.

Income Tax Business Applcation Internal Use 15
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Once the Candidate Allocation process is executed, the Candidate allocation Details can be
checked and submitted for approval. Role based approver can approve or deny the
Allocation. Candidate Allocation Details Screen

Navigation: Main Menu - Workforce Administration - Recruitment - Candidate Allocation
Details

NOTE: The user can export the data on Candidate Allocation Details Screen into an Excel
sheet by clicking on the relevant button as shown below

Candidate Allocation Details li_
Personalize | Find | View 100 | (21 First ' 120 of 318} Last
Rank Cisplay Name Examin;:z: Roll Number Year CEEH\:-{I-ﬁch D?g?r;:lagagh:;;;y CCA Region MeritiCran-Merit
allocated

1,420 E A BRAEE 96 1401008852 2015 Gen Gen COMUM Merit
2020 ABHINAY BANSAL 17 1401013252 2015 Gen Gen CCMWR Merit
3420 GAGAN GARG 208 1403006124 2015 Gen Gen CCPNE Merit
4 J20 JINSU BANSAL 297 1403014495 2015 Gen Gen COKAR Merit
5420 PRINCE 2478 1404000924 2015 sC sC CCHWR Merit
.20 AMAN DHULL 393 1601001234 2015 Gen Gen CCCHE Merit
7,420 HARESH 2253 1801005334 2015 5C 30 GCDEL Merit
8120 ABHINAY SINGLA 326 1601006552 2015 Gen Gen CCCHE Merit
HARDEEP KAUR 2015 Gen 0BC CCPME Merit
NANCY GUPTA, 352 1601011028 2015 Gen Gen CCCHE Merit
SAHIL BANSAL 45 1601011859 2015 Gan Gen CORJM Merit
12 J20 SANDEEP KUMAR 2847 1601018769 2015 sC SG CCPNE Merit
13 420 MUNISH KUMAR 496 1601027713 2015 Gen Gen CCCHE Merit
14 20 YIKAS KUMAR 417 1601028140 2015 Gen Gen CCCHE Merit

15 J20 MANEESH KUMAR 2563 1601041277 2015 sC sC GCDEL Merit

Save Submit

Figure 8: Candidate Allocation Details Screen

Fields on Candidate Allocation Details Screen:

Post: The post for which dossier allocation is done

Display Name: Candidate’s Name

Examination Rank: Rank secured by the candidate in the Examination

Roll Number: Candidate’s Roll Number

Year: Year for which allocation is done

Caste: Category in which candidate is selected

Count: Vacancies left in Candidate’s original category in that region to which the
specific candidate is allocated

e Merit/Own Merit: Whether candidate’s allocation is done based on merit or own

merit

4.1.5Approval for Candidate allocation process

1. Role Based Approver can access the Pending, Approved Allocation created through

Income Tax Business Applcation Internal Use 16
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Workforce Administration -> Recruitment Management -> Approval for Allocation
2. He/ She can Approve or deny the Allocation done created by Admin.

3. Navigation: Main Menu > Workforce Administration -> Recruitment Management ->
Approval for Allocation

Candidate Allocation Approval

Status b
Start date =] Till Date el
Search

Figure 19: Approval for Allocation

1. Select Status from the Status Dropdown
2. Enter the Start date and Till date
3. Click on Search Button.

Candidate Allocation Approval
Status Submitted v
Start date [5] Till Date el
Search
Find | L2 First &'
Approve Post Year Status Request Date
1 Approve J20 2015 Submitted 16.04.2018

Figure 20: List of Submitted Allocation

Approver can act upon the submitted Request by Clicking on Approve Button Corresponding
to the Request.

After Click on Approve Button, Candidate Allocation page will open in New Tab.
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Candidate Allocation Details
Personalize | Find | View 100 |20 | First ‘4 15007319 ¢ Last
R Category in 1
Rank Display Name Examusiio Roll Number Year  ich oﬁ'&?.ﬁ?éi%ﬁg)’w CCA Region Merit/Own-Merit
1420 E;g‘;I\\PEEP 06 1401008852 2015 Gen Gen CCMUM Merit| s
2 J20 ABHINAY BANSAL 17 1401013252 2015 Gen Gen CCNWR Merit
3420 GAGAN GARG 203 1403006121 2015 Gen Gen CCPNE Merit
4 J20 JINSU BANSAL 207 1403014493 2015 Gen Gen CCKAR Merit
5420 PRINCE 2473 1404000524 2015 3C 5C CCNWR Merit
6 J20 AMAN DHULL 393 1601001234 2015 Gen Gen CCCHE Merit
TJ20 NARESH 2258 1601005384 2015 3C 5C CCDEL Merit
8 J20 ABHINAY SINGLA 326 1601006552 2015 Gen Gen CCCHE Merit
9420 HARDEEP KAUR 82 1601008388 2015 Gen 0BC CCPNE Merit
10 J20 NANCY GUPTA 352 1601011028 205 Gen Gen CCCHE Merit
11420 SAHIL BANSAL 45 1601011869 2015 Gen Gen CCRJN Merit
12420 SANDEEP KUMAR 2847 1601018769 205 SC 3C CCPNE Merit
13420 MUNISH KUMAR 496 1601027713 2015 Gen Gen CCCHE Merit
14420 WIKAS KUMAR 417 1601028140 2015 Gen Gen CCCHE Merit
15 420 MAMNEESH KUMAR 2563 1601041277 2015 3C 5C CCDEL Merit
Approve | | Deny
Figure 21: Approval Page for Allocation Created
Approver can Approve or Deny the Allocation Created.
3. Admin having role “GOV_HRD_ADM_REC” can approve the Allocation Created.
Income Tax Business Applcation Internal Use 18
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Message

Do you want to Approve the Request.

Figure 22: Approval Page for Allocation Created

Candidate Allocation Details
Personalize | Find | View 100 | 1 First 4 1-500f 319 * Last
Rank Display Name Examinaon Roll Number Yoar UGN subCategory! o, Region MeritOwn-Merit
allocated  OTiginal Category

120 e e 96 1401008852 2015 Gen Gen CoMUM Merit
2:.}2[] :ABHINA\" BANSAL 1'.': 1401013252 2015 Gen Gen CCNWR Merit
3;.]2[1 GAGAN GARG 208. 1403006121 .2[315 Gen Gen ECCPNE Merit
4:.}2[] ;JFNSU BANSAL '29?:1403014}493 2015 Gen Gen CCKAR Merit
5 420 PRINCE 2473 1404000924 2015 sc sc CONWR Merit
6:.}2[] .AMAN DHULL 3,93:1601[301234 2015 Gen Gen CCC‘HE Merit
'.’;.J2B :NARESH '2258.1601005334 .2[315 SC. 8C ECCDEL Merit
8:.}20 :ABHINA\" SINGLA 326: 1601006552 2015 Gen Gen (CCCHE Merit
9;.]2[1 :HARDEEF' KAUR 82. 16010058388 .2[315 Gen QBC ECCPNE Merit
10420 'NANCY GUPTA 357 1601011028 2015 Gen Gen CCCHE Merit
" ;J2B .SAHiL BANSAL 45. 1601011869 .2[315 Gen Gen ECCR..IN Merit
12:.}20 ;SF\NDEEP KUMAR 284?:1601013759 2015 5C SC (CCPNE Merit
13;.]2[1 .MUNISH KUMAR 496. 1601027713 .2[315 Gen. Gen ECCCHE Merit
14 420 VIKAS KUMAR 47 1601028140 2015 Gen Gen CCCHE Merit

15 420 MANEESH KUMAR 2563 1601041277 2015 sc sc (CCDEL Merit

Figure 23: Approved Request of Allocation
Income Tax Business Applcation Internal Use 19
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°,
*

| don't know my employee ID, to whom should | contact?

Please contact your RCC admin of your region for the employee id.

| know my employee ID, how will I login in the HRMS?

The employee ID pre fixed by U becomes your user id, like 123456 is your employee ID than your
user ID will be ‘U123456’. Click on the below mentioned linked and you will be asked to enter
your login details like user id and password details. Once you have successfully entered your
credentials than you will be login inside the HRMS Application.

URL LINK: https://itba.incometax.qov.in

| forget or don’t remember my password, how will | recover it?

There is forget password option on the in the login screen, once you have reset the password the
new password will sent to your income tax email id.

How to navigate to HRMS Recruitment Module?
Navigation: Main Menu > Workforce Administration > Recruitment
What are the functionalities present in Recruitment Module?

In this section following functionalities are performed:

1. Recruitment Vacancy Management

2. Approval for Vacancy

3. Uploading Candidate Staging details

4, Executing Candidate Allocation Process
5. Approval for Candidate Allocation

How to navigate to Vacancy Management?

Navigation: Main Menu > Workforce Administration > Recruitment > Vacancy Management

How to Upload Candidate Staging details?
Follow the below navigation to upload candidate staging csv file

Navigation: Main Menu > Workforce Administration > Recruitment > Recruitment
Attachment

Run the Staging data load Process

Income Tax Business Application 1
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Navigation: Main Menu = Workforce Administration = Recruitment = Recruitment AE
Run

Once the Candidate Staging Data upload process is executed, the staging data can be checked
through the Candidate Staging Details Screen

Navigation: Main Menu - Workforce Administration - Recruitment - Candidate Staging
Details

How to Execute the candidate allocation process

Admin should execute the “Allocate Candidate” process through the Recruitment AE Run
Screen:

Navigation: Main Menu 2 Workforce Administration = Recruitment 2 Recruitment AE
Run

Once the Candidate Allocation process is executed, the Candidate allocation Details can be
checked and submitted for approval. Role based approver can approve or deny the Allocation.
Candidate Allocation Details Screen

Navigation: Main Menu -> Workforce Administration - Recruitment - Candidate
Allocation Details

Income Tax Business Application 2
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1. Dossier Allocation using Recruitment Module

Allocation of dossiers using Recruitment module involves 3 steps:

a) Uploading Recruitment Vacancies: Total Vacancies in each region
b) Uploading candidate staging details: Rank and Location preferences of each candidate

c) Executing candidate allocation process: Allocating candidates to respective regions

1.1 Uploading Recruitment Vacancies

Recruitment Vacancy Management Screen is used to upload vacancies corresponding to various
regions.

Navigation: Main Menu > Workforce Administration = Recruitment - Recruitment Vacancy

Recruitment Vacancy Management

Find an Existing Value Add a New Value

Post: | la
CCA Region: §CCCHE
Year:

Add

Find an Existing Value | Add a New Value

Figure 1: Recruitment Vacancy Management Screen
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On clicking “Add” Button, Vacancy Details Screen will be displayed where user should enter the total
vacancies in each category for the region and Click “Save” and then Submit the data.

Recruitment Vacancy Management
Post SR. TAX ASSISTANT CCA Region CCA CHENNAI
Year 2018
Vacancy Details Find | 2 | [E First 4/ 1-g of 8 ' Last
Category Category Vacancy Remaiming Seat Total Count {GEN+SC+ST+0BC) - 16
Total Count (HH,VH,OH,Ex-Servicemen) - 21
1 EX-Serviceman 5 ]
Vacancy Left (GEN+SC+ST+0BC)- 15
2 HH 7 7 :
Vacancy Left (HH,VH,OH,Ex-Servicemen) - 21
3.0BC 3 3
4 CH 7 7
58C 5 ]
6 8T 3 5
7 GENERAL 5 5
3 VH 2 2
Save | Submit

Figure 2: Recruitment Vacancy Details Screen
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1.Admin having role “GOV_REG_REC_VAC” can create the Vacancy of their own Region.
2.Admin having role “GOV_HRD_REC_VAC” can create the Vacancy of all Region.

1.2 Recruitment Vacancy approval by Role Based Approver

e Role Based Approver can access the Pending, Approved and Denied Vacancy created of their
region through Workforce Administration -> Recruitment Vacancy -> Approval for Vacancy
e He/ She can Approve or deny the Vacancy created by Admin.

1. Navigation: Main Menu > Workforce Administration > Recruitment > Approval for Vacancy

Recruitment Vacancy Approval

Status r
Start date El Till Date [31)
Search

Figure 3: Approval for Vacancy

1. Select Status from the Status Dropdown
2. Enter the Start date and Till date
3. Click on Search Button.

Recruitment Vacancy Approval
Status Submitted
Start date [#] Till Date [#]
Search
Find |2 First 4
Go for Approval Post CCA Region Year Status Request Date

1 Go for Approval DEF CCCHE 2018 Submitted 06.04.2018

2 Go for Approval FOG CCCHE 2018 Submitted 10.04 2018

3 Go for Approval J5G CCCHE 2018 Submitted 11.04.20138

Figure 4: List of Submitted Vacancy

Approver can act upon the submitted Request by Clicking on Approve Button Corresponding to the
Request.

After Click on Approve Button, Recruitment Vacancy page will open in New Tab.
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Recruitment Vacancy Management

Post SR. TAX ASSISTANT CCA Region CCA CHENNAI
Year 2018
Vacancy Details Find |2 | B  First 4 1-30f8 M Last
Category Category Vacancy Remaiming Seat Total Count (GEN+SC+ST+OBC) - 16

Total Count (HH,VH,OH,Ex-Servicemen) - 21
Vacancy Left (GEN+SC+ST+0BC)- 16

5

o

1 EX-Serviceman

2 HH 7 7 i
Vacancy Left (HH,VH,OH,Ex-Servicemen) - 21
3 0BC 3 3
4 OH 7 7
55C 5 g
6 5T 3 3
7 GENERAL {3 5
awvH 2 7
Approve Deny

Figure 5: Approval Page for a Vacancy Created

Approver can Approve or Deny the Vacancy Created.

1. Admin having role “GOV_REGION_ADM_REC” can approve the Vacancy of their own
Region.
2. Admin having role “GOV_HRD_ADM_REC” can approve the Vacancy of all Region.

1.3 Uploading candidate staging details

Candidate staging details include the rank as well as the location preferences of each candidate
along with their name, category, roll number, post and recruitment year.

In order to upload candidate staging details, following steps are involved:

Stepl: Upload the attachment on the Attachment Screen

Navigation: Main Menu - Workforce Administration = Recruitment - Attachment

Income Tax Business Applcation Internal Use 5
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Attachment
Enter any information you hawve and click Search. Leave fields blank for a list of all values.
Find an Exizting WValue Audd a New Value

Search Criteria

Attachment Type: = - -
Year: begins with -
Job Function: begins with - -

[l case sensitive

Search Clear Basic Search ;g""' Save Search Criteria

Figure 6: Upload of Candidate Staging Data

Recruitment Attachment

Attachment Type: Candidate Data

Year 2017
Job Function F10 Joint Director of Income Tax
Add Attachment Delate Attachment View Attachment

Figure 7: Upload of Candidate Staging Data
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Step2: Execute the Candidate Staging data upload process

Navigation: Main Menu > Workforce Administration - Recruitment - Recruitment AE Run

Gov Rec Aerun Pg

Run Control I &  Report Manager Process Monitor Fun

Figure 8: Recruitment AE Run Screen

Click “Run”. The following screen is displayed

Process Scheduler Request

UserlD 332036 Run Control ID 10
Server Name PSUNX - Run Date 05.08.2015 @
Recurrence - Run Time |5:13:05P1 Resetto Current DaterTime
Time Zone &,

Process List

Select Description Process Name Process Type *Type *Format Distribution

[l Allocate Candidate GOV_REC_ALOC Application Engine  Web w! | TXT » Distribution

[¥] Candidate Staging data Load GOV_REC_CAND  Application Engine  Web *  TAT + Distribution

[l Vacancy Data Load GOV_REC _LDD Application Engine  Web | | TXT » Distribution
OK Cancel

Figure9: Candidate Staging Data Load” Selection on Recruitment AE Run Screen
Select the Checkbox “Candidate Staging Data Load” below process List and Click “OK”

Once the Candidate Staging Data upload process is executed, the staging data can be checked
through the Candidate Staging Details Screen

Navigation: Main Menu > Workforce Administration - Recruitment - Candidate Staging Details

Candidate Staging Details
Enter any information you have and click Search. Leave fields blank for a list of all values.
Find an Existing Value Add a MHMew Walue

Search Criteria

Direct Recruitment Type: = -

Search Clear Basic Search IQ:':] Save Search Criteria

Figure 10: Candidate Staging Details Screen

The user should select Direct Recruitment type as “Open Examination” and click on “Search” button.
The Candidate Staging Details Page is displayed as shown below (Figure 11):
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Post

200

3020

4420

5020

§.J20

7420

§J20

9420

1020

T

Yeara

2014

2014

2014

2014

2014

2014

2014

2014

2014

2014

Candidate Details Staging Page

;::TTWM Employee Hame+  Roll umber
532 ANRENDRAKUNA 13206546975
5326 MANJEET KUNAR | 9001003312
5325 BABAR CHANDRA 7208718202
5324 ANIT KUMAR 2201144285
53 SAPAN KUMARDA 4604011135
5320 SURAJKUMAR | 2201245434
5318 D EJAZAHWAD | 3206559236
i) WD SARFARAZAH) 13208523561\
5314 SUNITKUMAR NAI 9001023951
51 DEVKINANDAN NA 6001004386\

Categoryin
which
llocated
BH
B or
BH v
B v
BH o »
BH
W~
W -
W
W -

Sub-Category/  Location
Original Category  Preference 4
0BC » (CCOEL
Gen v CCMUM
Gen * (CCPNE
08C v (CCDEL
Gen » CCHEN
Gen * (CCPTN
0gc v CCPTN
0BC * (CCPTN
Gen v CCDEL
8 » (CCARL

a

=) = =)

Ll

= ]

=

S

= B

%
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Preferance 2

CONWR. &

CoDEL @

CCHuM
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CCWEG
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Q
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Figure 11: Candidate Staging Details Page

Executing candidate allocation process

In order to allocate candidates to their respective regions, the user should execute the “Allocate
Candidate” process through the Recruitment AE Run Screen:

Navigation: Main Menu - Workforce Administration - Recruitment - Recruitment AE Run

Gov Rec Aerun Pg

Run Control 1D &

Report Manager

Process Monitor

Fun

Figure 2: Recruitment AE Run Screen

Click “Run”. The following screen is displayed

Income Tax Business Applcation

Internal Use




Income Tax Department HRMS Recruitment Module Detailed Instruction Set 2.0

Process Scheduler Request

UserlD 332036 Run Control ID 1.00
Server Name - Run Date [05.08.2015 Eﬂ i
Recurrence - Run Time |6:37:57PM Resetta Current Date/Time
Time Zone @

Process List

Select Description Process Hame Process Type *Type *Format Distribution

] Allocate Candidate GOV_REC_ALOC  Application Engine.  Web 8 TXT w Distribution

| Candidate Staging data Load GOV_REC_CAMD  Application Engine  Web | | TXTE w Distribution

0 Vacancy Data Load GOV_REC_LDD Application Engine  Web | | TXT w Distribution
o]34 Cancel

Figure 3: Execute Candidate Allocation Process

Select the Checkbox “Allocate Candidate” below process List and Click “OK”.
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Once the Candidate Allocation process is executed, the Candidate allocation Details can be checked
and submitted for approval. Role based approver can approve or deny the Allocation. Candidate
Allocation Details Screen

Navigation: Main Menu - Workforce Administration = Recruitment - Candidate Allocation Details

1.5 Approval for Candidate allocation process

1. Role Based Approver can access the Pending, Approved Allocation created through
Workforce Administration -> Recruitment Management -> Approval for Allocation
2. He/ She can Approve or deny the Allocation done created by Admin.

3. Navigation: Main Menu > Workforce Administration -> Recruitment Management -> Approval for
Allocation

Candidate Allocation Approval

Status Y
Start date [#1] Till Date [1)
Search

Figure 14: Approval for Allocation

1. Select Status from the Status Dropdown
2. Enter the Start date and Till date
3. Click on Search Button.

Candidate Allocation Approval
Status Submitted
Start date [z Till Date &)
Search
Find | First ‘4 &
Approve Post Year Status Request Date
1 Approve J20 2015 Submitted 16.04.2018

Figure 15: List of Submitted Allocation

Approver can act upon the submitted Request by Clicking on Approve Button Corresponding to the
Request.

After Click on Approve Button, Candidate Allocation page will open in New Tab.
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Roll Number Year

2015
2015
52015
2015
;2015
2015
52015
2015
;2015
2015
52015
2015
;2015
2015
52015

Personalize | Find | View 100 | 2 | [

which
allocated

Gen

Gen.
Gen.
G_en.
sC
Gen.
sC

Gen

Sub-Category / =
Original Cat CCA Region

‘CCMUM
;CCNWR
:CCPNE
;CCKAR
:CCNWR
;CCCHE
:CCDEL
;CCCHE
:CCPNE
;CCCHE
:CCRJN
;CCPNE
:CCCHE
;CCCHE
:CCDEL

Merit/Own-Merit

Merit|

Merit

Merit

Merit

Merit
Merit
Merit
Merit
Merit
Merit
Merit
Merit
Merit
Merit

Merit

First 4 15007212 b Last

»

Candidate Allocation Details
Rank Display Name Examuai
1420 s 96 1401008852
2;.}20 ;ABHjNAV BANSAL 1?: 1401013252
'3:.J2[] .GAGAN GARG 208: 1403006121
45.}20 .JENSU BANSAL 29?:1403014498
5:.J2[] .PRINCE 24?8: 1404000924
6..}20 AMAN DHULL 393:1601001234
'.’..J2[] .NARESH 2‘258: 1601005384
8..}20 ;ABHjNAV SINGLA 326 1601006552
9:.]2[] .HARDEEP KAUR 82. 16010083288
10 420 'NANCY GUPTA 352 1601011028
11 ..J2[] .SAHiL BANSAL 45; 1601011862
12 420 'SANDEEP KUMAR 2847 1601018763
13:.J2[] .MUNISH KUMAR 496. 1601027713
14,420 VIKAS KUMAR 417 1601028140
15:.J2[] .MANEESH KUMAR 2563: 1601041277

Figure 16: Approval Page for Allocation Created

Approver can Approve or Deny the Allocation Created.

3. Admin having role “GOV_HRD_ADM_REC” can approve the Allocation Created.

Figure 17: Approval Page for Allocation Created

Message

Do you want to Approve the Request.

L_Yes ||

Mo
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Candidate Allocation Details

1.J20

2.J20
3.J20
4 420
5.J20
6420
7J20
8.J20
9.J20
10 J20
11.J20
12 420
13,420
14 420

15420

Display Name

RAMANDEEP
BANSAL

ABHINAY BANSAL
GAGAN GARG
JINSU BANSAL
PRINCE

AMAN DHULL
NARESH
ABHINAV SINGLA
HARDEEP KAUR
NANCY GUPTA
SAHIL BANSAL
SANDEEP KUMAR
MUNISH KUMAR
VIKAS KUMAR

MANEESH KUMAR

Personalize | Find | View 100 El | =

Exarninatizl; Roll Number Year CE:E\E'EE Ofig?ﬁg?éﬁggniy
96 1401008852 2015 Gen Gen
17 1401013252 2015 Gen Gen

203 1403006121 2015 Gen Gen
2087 1403014498 2015 Gen Gen
2473 1404000924 2015 sC SC
393 1601001234 2015 Gen Gen
2258 1601005384 2015 8sC SC
326 1601006552 2015 Gen Gen
52 1601008383 2015 Gen QBC
352 1601011028 2015 Gen Gen
45 1601011869 2015 Gen Gen
2847 1601018769 2015 8C SC
496 1601027713 2015 Gen Gen
417 1601028140 2015 Gen Gen
2563 1601041277 2015 8C SC

CCA Region

CCMuUM
CCNWR
CCPNE
CCKAR
CCNWR
CCCHE
CCDEL
CCCHE
CCPNE
CCCHE
CCRJN
CCPNE
CCCHE
CCCHE

CCDEL

First'4' 1-500f 319 "' Last

Merit/Own-Merit

Merit

Merit

Merit

Merit

Merit

Merit

Merit

Merit

Merit

Merit

Merit

Merit

Merit

Merit

Merit

Figure 18: Approved Request of Allocation
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1. Dossier Allocation using Recruitment Module

Allocation of dossiers using Recruitment module involves 3 steps:

a) Uploading Recruitment Vacancies: Total Vacancies in each region
b) Uploading candidate staging details: Rank and Location preferences of each candidate

c) Executing candidate allocation process: Allocating candidates to respective regions

1.1 Uploading Recruitment Vacancies

Recruitment Vacancy Management Screen is used to upload vacancies corresponding to various
regions.
Navigation: Main Menu > Workforce Administration = Recruitment - Recruitment Vacancy

Recruitment Vacancy Management

Find an Existing value Add a New Value

Post: ':|Q
CCA REQ“C’”:ICCGHE

Year:

Add

Find an Existing Value | Add a New Value

Figure 1: Recruitment Vacancy Management Screen

Income Tax Business Applcation Internal Use
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On clicking “Add” Button, Vacancy Details Screen will be displayed where user should enter the total
vacancies in each category for the region and Click “Save” and then Submit the data.

Recruitment Vacancy Management

Post SR. TAX ASSISTANT CCA Region CCA CHENNA|
Year 2018
Vacancy Details Find |0 | B First 4 13018 ) Last
Category Category Vacancy Remaiming Seat Total Count (GEN+SC+ST+0BC) - 16

Total Count (HH,VH,OH,Ex-Servicemen) - 21

o

EX-Serviceman 5

Vacancy Left (GEN+SC+ST+0BC) - 16

2|HH ! 7 Vacancy Left (HH,VH,OH,Ex-Servicemen) - 21
3 0BC 3 3

4 OH 7 7

5 8C 5 5

6/ 8T 3 3

7 GENERAL 5 5

3 VH 2 2

Save Submit

Figure 2: Recruitment Vacancy Details Screen

Income Tax Business Applcation Internal Use 3
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1.Admin having role “GOV_REG_REC_VAC” can create the Vacancy of their own Region.
2.Admin having role “GOV_HRD_REC_VAC” can create the Vacancy of all Region.

1.2 Recruitment Vacancy approval by Role Based Approver

e Role Based Approver can access the Pending, Approved and Denied Vacancy created of their
region through Workforce Administration -> Recruitment Vacancy -> Approval for Vacancy
e He/ She can Approve or deny the Vacancy created by Admin.

1. Navigation: Main Menu > Workforce Administration > Recruitment > Approval for Vacancy

Recruitment Vacancy Approval

Status ¥
Start date El Till Date [1)
Search

Figure 3: Approval for Vacancy

1. Select Status from the Status Dropdown
2. Enter the Start date and Till date
3. Click on Search Button.

Recruitment Vacancy Approval
Status Submitted
Start date El Till Date El
Search
Find |2 First 4
Go for Approval Post CCA Region Year Status Request Date

1 Go for Approval DEF CCCHE 2018 Submitted 06.04.2013

2 Go for Approval FOS CCCHE 2018 Submitted 10.04.20138

3 Go for Approval J55 CCCHE 2018 Submitted 11.04.2013

Figure 4: List of Submitted Vacancy

Approver can act upon the submitted Request by Clicking on Approve Button Corresponding to the
Request.

After Click on Approve Button, Recruitment Vacancy page will open in New Tab.

Income Tax Business Applcation Internal Use 4
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Recruitment Vacancy Management

Post SR. TAX ASSISTANT CCA Region CCA CHENNA|
Year 2018
Wacancy Details Find | B First ¢ 1-g0f8 ' Last
Category Category Vacancy Remaiming Seat Total Count (GEN+SC+ST+OBC) - 16

Total Count (HH,VH,OH,Ex-Servicemen) - 21
Vacancy Left (GEN+SC+ST+0BC)- 16

1 EX-Serviceman 5

o

2l 7 ? Vacancy Left (HH,VH,OH,Ex-Servicemen) - 21
3 CBC 3 3
4 OH 7 7
5 8C 5 g
6 ST 3 3
7 GENERAL 5 5
awvH 2 2
Approve Deny

Figure 5: Approval Page for a Vacancy Created

Approver can Approve or Deny the Vacancy Created.

1. Admin having role “GOV_REGION_ADM_REC” can approve the Vacancy of their own
Region.
2. Admin having role “GOV_HRD_ADM_REC” can approve the Vacancy of all Region.

1.3 Uploading candidate staging details

Candidate staging details include the rank as well as the location preferences of each candidate
along with their name, category, roll number, post and recruitment year.

In order to upload candidate staging details, following steps are involved:

Stepl: Upload the attachment on the Attachment Screen

Navigation: Main Menu - Workforce Administration = Recruitment - Attachment

Income Tax Business Applcation Internal Use 5
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Attachment
Enter any information you hawe and click Search. Leave fields blank for a list of all values.
Find an Exizsting Value Add a New Value

Search Criteria

Attachment Type: = - -
Year: begins with -
Job Function: begins with - -

[ case sensitive

Search Clear Basic Search I.__,L-" Sawve Search Criteria

Figure 6: Upload of Candidate Staging Data

Recruitment Attachment

Attachment Type: Candidate Data
Year 2017

Job Function F10 Joint Director of Income Tax

D
o

Add Attachment Delete Attachment YView Attachm

Figure 7: Upload of Candidate Staging Data
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Step2: Execute the Candidate Staging data upload process

Navigation: Main Menu > Workforce Administration - Recruitment - Recruitment AE Run

Gov Rec Aerun Pg

Run Control I & Report Manager Process Monitor Fun

Figure 8: Recruitment AE Run Screen

Click “Run”. The following screen is displayed

Process Scheduler Request

UseriD 2332036 Run Control ID 10
Server Name PSUMNX - Run Date 05.08.2015 Eﬂ
Recurrence - Run Time |5:13:05PM Resetio Current Date/Time
Time Zone @,
Process List
Select Description Process Name Process Type *Type *Format Distribution
[l Allocate Candidate GOV_REC_ALOC  Application Engine  Web v TXT » Distribution
Candidate Staging data Load GOV_REC_CAND  Application Engine  VWeb * TXT + Distribution
[l Vacancy Data Load GOV_REC_LDD Application Engine  Web v TXT » Distribution
oK Cancel

Figure9: Candidate Staging Data Load” Selection on Recruitment AE Run Screen
Select the Checkbox “Candidate Staging Data Load” below process List and Click “OK”

Once the Candidate Staging Data upload process is executed, the staging data can be checked
through the Candidate Staging Details Screen

Navigation: Main Menu > Workforce Administration - Recruitment - Candidate Staging Details

Candidate Staging Details
Enter any information you have and click Search. Leave fields blank for a list of all values.
Find an Existing Value Add a Mew Walue

Search Criteria

Direct Recruitment Type: = hdlll Open Examination -
Search Clear Basic Search ,g."’ Save Search Criteria

Figure 10: Candidate Staging Details Screen

The user should select Direct Recruitment type as “Open Examination” and click on “Search” button.
The Candidate Staging Details Page is displayed as shown below (Figure 11):
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Income Tax Department

HRMS Recruitment Module Detailed Instruction Set 2.0

Post

1020

200

3020

4020

5020

§.J20

720

§J20

920

10020

Yeara

2014

2014

2014

2014

2014

2014

2014

2014

2014

2014

Candicate Details Staging Page

;’;’:ijmn Employee Hame+  Roll Number
) ANRENDRAKLUNA 13206548975
5326 MANJEET KUMAR | 9001003312
512 BABAR CHANDRA 7208718202
53 ANIT KUMAR 2201144285
5321 SAPAN KUMARDA 4604011155
5320 SURAJKUMAR | 2201245434
5318 MDEJAZAHMAD | 3206559236 V
) WD SARFARAZAH) 3208523581 W
531 SUNTKUMAR NA) - 9001023951 v
51 DEVKINANDAN MA - B001004386 W

Categoryin
which
llocated
BH
HH o or
HH v
B v
HHor
BH
H v
H
H
H

Sub-Category/  Location
Original Category  Preference 4
0BC » (CCOEL
Gen v CCHMUM
Gen v CCPNE
0BC * (CCDEL
Gen * CCHEN
Gen * CCPTN
08c v CCPTN
0BC v CCPTN
Gen v CCDEL
i » CCARL

a

b

TN I I TR I I R R~

Location
Preferance 2

CONR @
CcDEL @
oo @
cerm @
cowee @
cowee @
ccoeL @
CCoEL @
couun - @

com @

Preferance
Location 3

CCHUM

CCKAR

CCNGP

CCKNP

CCarL

CCOEL

CCLEN

CCLKN

CCKAR

CCOEL

Q

'l

=R T ~ TR ~ TR "R ~ R TR N R~

Preferance
Location 4

(CKAR

CCPNE

CCoU)

CCLKN

CCPTN

(CBPL

CCWEG

(CWAG

CCAPR

CCPNE

OJ

04
QJ
04
QJ
04
04
QJ
04
QJ

Preference
Location &

CORRL @

CCNWR

CCKAR

CCNWR

CCAPR

COLKN

CCHNP

CCKNP

CCaW

CCoU)

Q

b

Q

b

Q

Preferance
Location §

(GGU)
CCKNP
CCAPR
CCWBG
CCHUM
CCaEN
CCNWR
CONAR
CCNWR

CONAR

Preferance
Location7

(oerL

CCPTN

CCRIN

CCRIN

CCNGP

CCNGP

CCBRL

CoerL

CCPNE

CCAPR

F=TRE ~ TR TR TR TR T ST TR S =]

Figure 11: Candidate Staging Details Page

1.4 Executing candidate allocation process

In order to allocate candidates to their respective regions, the user should execute the “Allocate
Candidate” process through the Recruitment AE Run Screen:

Navigation: Main Menu - Workforce Administration - Recruitment - Recruitment AE Run

Gov Rec Aerun Pg

Run Control 1D 2

Report Manager

Process Monitor

Fun

Figure 2: Recruitment AE Run Screen

Click “Run”. The following screen is displayed
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Process Scheduler Request

UserlD 332036 Run ControlID 1.00
Server Name - Run Date |05.08.2015 Eﬂ
Recurrence - Run Time |5:37:57PM Resettn Current Date/Time
Time Zone @,
Process List
Select Description Process Hame Process Type *Type *Format Distribution
Allocate Candidate GOV_REC_ALOC  Application Engine  \Web v TXT w Distribution
0 Candidate Staging data Load GOV_REC_CAMD  Application Engine  Web v TXT w Distribution
[} Vacancy Data Load GOV_REC_LDD Application Engine  Web - TXT w Distribution
Ok Cancel

Figure 3: Execute Candidate Allocation Process

Select the Checkbox “Allocate Candidate” below process List and Click “OK”.
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Once the Candidate Allocation process is executed, the Candidate allocation Details can be checked
and submitted for approval. Role based approver can approve or deny the Allocation. Candidate
Allocation Details Screen

Navigation: Main Menu - Workforce Administration = Recruitment - Candidate Allocation Details

1.5 Approval for Candidate allocation process

1. Role Based Approver can access the Pending, Approved Allocation created through
Workforce Administration -> Recruitment Management -> Approval for Allocation
2. He/ She can Approve or deny the Allocation done created by Admin.

3. Navigation: Main Menu > Workforce Administration -> Recruitment Management -> Approval for
Allocation

Candidate Allocation Approval

Status ¥

Start date El Till Date [31)

Search

Figure 14: Approval for Allocation

1. Select Status from the Status Dropdown
2. Enter the Start date and Till date
3. Click on Search Button.

Candidate Allocation Approval
Status Submitted v
Start date [#] Till Date [31)
Search
Find | 1 First \&' ‘&
Approve Post Year Status Request Date
1 Approve J20 20145 Submitted 16.04.2018

Figure 15: List of Submitted Allocation

Approver can act upon the submitted Request by Clicking on Approve Button Corresponding to the
Request.

After Click on Approve Button, Candidate Allocation page will open in New Tab.
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Candidate Allocation Details
Personalize | Find | View 100 | £ First 4 1-50 0319 * Last
Rank Display Name Examination Roll Number Year % &mﬂ:}f CCA Region MeritiOwn-Merit

1.J20 ﬁ;‘gg‘BEEP 96 1401008852 2015 Gen Gen CCMUM Merit
2.J20 ABHINAV BANSAL 17 1401013252 2015 Gen Gen CCNWR Merit
3.J20 GAGAN GARG 208 1403006121 2015 Gen Gen CCPNE Merit
420 JINSU BANSAL 207 1403014498 2015 Gen Gen CCKAR Merit
520 PRINCE 2478 1404000924 2015 sc sc CCNWR Merit
6420 AMAN DHULL 393 1601001234 2015 Gen Gen CCCHE Merit
7.J20 NARESH 2258 1601005334 2015 sc sc CCDEL Merit
2 J20 ABHINAV SINGLA 326 1601006552 2015 Gen Gen CCCHE Merit
9.J20 HARDEEP KAUR 52 1601008388 2015 Gen OBC CCPNE Merit
10 J20 NANCY GUPTA 352 1601011028 2015 Gen Gen CCCHE Merit
11420 SAHIL BANSAL 45 1601011369 2015 Gen Gen CCRIN Merit
12 J20 SANDEEP KUMAR 2847 1601018769 2015 sC sc CCPNE Merit
13420 MUNISH KUMAR 496 1601027713 2015 Gen Gen CCCHE Merit
14420 VIKAS KUMAR 417 1601028140 2015 Gen Gen CCCHE Merit

15 420 MANEESH KUMAR 2563 1601041277 2015 sc sc CCDEL Merit _

Figure 16: Approval Page for Allocation Created

Approver can Approve or Deny the Allocation Created.

3. Admin having role “GOV_HRD_ADM_REC” can approve the Allocation Created.

Figure 17: Approval Page for Allocation Created

Message

Do you want to Approve the Request.

L_Yes ||

No

Income Tax Business Applcation

Internal Use

11






Income Tax Department

HRMS Recruitment Module Detailed Instruction Set 2.0

Candidate Allocation Details

Rank Display Name
e
2/J20 ABHINAY BANSAL
3420 GAGAN GARG
420 JINSU BANSAL
5.J20 PRINCE
6.J20 AMAN DHULL
7.J20 NARESH
8.J20 ABHINAY SINGLA
9.J20 HARDEEP KAUR

10 J20 NANCY GUPTA

11 420 SAHIL BANSAL

12 J20 SANDEEP KUMAR
13 J20 MUNISH KUMAR
14 J20 VIKAS KUMAR
1520 MANEESH KUMAR

Examination
ink

Roll Number

96 1401008852

17 1401013252
203 1403005121
297 1403014485

2473 1404000924
393 1601001234
2253 1601005324
326 1601006552

82 1601008335
352 1601011023

45 1601011369

2847 1601015769
496 1601027713
417 1601028140

2563 1601041277

Personalize | Find | View 100 (E |

Category in

Year which

allocated
2015 Gen
2015 Gen
2015 Gen
2015 Gen
2015 sC
2015 Gen
2015 sC
2015 Gen
2015 Gen
2015 Gen
2015 Gen
2015 8C
2015 Gen
2015 Gen
2015 sC

Sub-Category /
Original Category

Gen

Gen
Gen
Gen
3C
Gen
sC
Gen

QBC

CCA Region

CCMuUM

CCNWR
CCPNE
CCKAR
CCNWR
CCCHE
CCDEL
CCCHE
CCPNE
CCCHE
CCRJN
CCPNE
CCCHE
CCCHE

CCDEL

First'4' 1-50 0f 319 '*/ Last

Merit/Own-Merit

Merit

Merit
Merit
Merit
Merit
Merit
Merit
Merit
Merit
Merit
Merit
Merit
Merit
Merit

Merit

Figure 18: Approved Request of Allocation
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Income Tax Department HRMS Recruitment Module FAQ v 2.0

°,
*

I don't know my employee ID, to whom should | contact?

Please contact your RCC admin of your region for the employee id.

| know my employee ID, how will I login in the HRMS?

The employee ID pre fixed by U becomes your user id, like 123456 is your employee ID than your
user ID will be ‘U123456’. Click on the below mentioned linked and you will be asked to enter
your login details like user id and password details. Once you have successfully entered your
credentials than you will be login inside the HRMS Application.

URL LINK: https://itba.incometax.qgov.in

| forget or don’t remember my password, how will | recover it?

There is forget password option on the in the login screen, once you have reset the password the
new password will sent to your income tax email id.

How to navigate to HRMS Recruitment Module?
Navigation: Main Menu > Workforce Administration > Recruitment
What are the functionalities present in Recruitment Module?

In this section following functionalities are performed:

1. Recruitment Vacancy Management

2. Approval for Vacancy

3. Uploading Candidate Staging details

4, Executing Candidate Allocation Process
5. Approval for Candidate Allocation

How to navigate to Vacancy Management?

Navigation: Main Menu > Workforce Administration > Recruitment > Vacancy Management

How to Upload Candidate Staging details?
Follow the below navigation to upload candidate staging csv file

Navigation: Main Menu > Workforce Administration > Recruitment > Recruitment
Attachment

Run the Staging data load Process

Income Tax Business Application 1
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Navigation: Main Menu = Workforce Administration = Recruitment = Recruitment AE
Run

Once the Candidate Staging Data upload process is executed, the staging data can be checked
through the Candidate Staging Details Screen

Navigation: Main Menu - Workforce Administration - Recruitment - Candidate Staging
Details

How to Execute the candidate allocation process

Admin should execute the “Allocate Candidate” process through the Recruitment AE Run
Screen:

Navigation: Main Menu -2 Workforce Administration = Recruitment 2 Recruitment AE
Run

Once the Candidate Allocation process is executed, the Candidate allocation Details can be
checked and submitted for approval. Role based approver can approve or deny the Allocation.
Candidate Allocation Details Screen

Navigation: Main Menu -> Workforce Administration - Recruitment - Candidate
Allocation Details

Income Tax Business Application 2
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