
PD - HR MANAGEMENT (PD Administrator) - USER MANUAL

 A facility ‘PD HR Management’ is developed and accessible to the PD administrators in
CFMS Portal, to change Master Data of employees; and Employee actions, viz., Transfer-
in, Transfer-out, FAC-in, FAC-out. The process-flow of this functionality is narrated
below:-

 ‘PD HR Management’ consists the following processes:-

a.) Master Data changes;
b.) Employee Actions; and
c.) Reports

 The Head of the Office shall configure work-flow to assign roles to one Employee
(User). On configuring work-flow, the authorized User gets the PD HR Management
(Admin) tile under Expenditure group.

 On request(s) received from the employees concerned under their jurisdiction, to
change / modify Master Data, and after receipt of approval from the authorities
concerned, the authorized User need to select Master Data Changes under PD HR
Management (Admin) to modify AADHAAR, PAN, Mobile No., etc.

 Once the User submits the request, data will be modified based on the keyed-in
information.

 The authorized User can update the actions, viz., Transfer-in, Transfer-Out, FAC-in and
FAC-out, whenever an employee is transferred-in from other Organization, transferred
to other Organization, FAC positions, etc. The authorized User need to select Employee
Actions under PD HR Management (Admin) to perform these activities.

 All (*) fields are mandatory.

 Process-flow mechanism along with Snapshots is appended hereunder:-



a.) Configuration of work-flow:-
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b.)Master Data Changes:-
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c.) Employee Actions (Transfer-in / Transfer-out / FAC-in / FAC-out):-
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c.) Reports:-
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