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ACP Case Initiation (Initiate a new ACP Case) 
 
Step—1:  Login with HRMS Checker, Select “Module/Generate Order”→ ACP ACP Case 

Initiation as shown in the following figure: 

 

 
Figure No. 1 

Select Group, Rule, and Designation OR Select All. Then click on the Search button to 

fetch the records. This will display all pending ACP Cases on the screen. 

 

Figure No. 2 
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Note: If employee record is not found in the list, then enter payee code and click on 

reason button to see the reason why employee name is not shown in the list. 

Click on “Take Action” Button available in last column against the name of such employee 

for which you  want to initiate the ACP case. 

 

 

 

Figure No. 3 

 

 

 

Figure No. 4 
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Figure 5 

If ACR of employee is managed by checker who has initiated the case, then ACP case 

will be forwarded to checker himself and ACP will be visible under ACP Forward tab. 

However, if ACR of employee is being managed by different checker, then ACP case of 

employee will be forwarded to ACR checker for ACR verification (refer Figure 5). 

View Service Book allows you to see the service book and clicking View ACP/ACR 

will allow you to see ACP/ACR. 

To initiate the ACP case, fill the Proposed ACP Pay Scale, Corresponding 6th PayScale , 

Proposed Basic Pay along, Proposed ACP Date, Is Fit For Promotion with the remarks 

and click  ”Save & Next” Button.  

On clicking “Save & Next” button, ACP case of employee will be initiated and case will 

be shown in ACP forward submenu. 

Step—2:  Login with HRMS Checker. Select “Module/Generate Order”→ ACP ACP 

Forward (in different level received ACP case) as shown in the following figure: 

ACP Case is reverted back to checker who has initiated ACP case after ACR verification.  
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Figure 6 

 

 

Figure 7 
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Figure 8 

 

 
Figure 9 

An error message will be shown (refer Figure 10) if ACR maintain level code of 
employee is not set in HRMS.  
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Figure No.  10 
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ACP Case Forward  

Login with HRMS Checker and select “Modules/Generate Order”→ACP→ ACP Case 

Forward. 

 

 
 

Figure No. 11 

After click on ACP Case forward, above figure is shown. Action items such as Total 

Pending Cases, Search by Employee Id and Show Top 10 is shown on this page. This 

page shows the top 10 ACP cases list only. 

Click the Total pending cases number to see the pending ACP cases list. You can 

search by employee id for cases which are not shown in the list. Click on show top 10 

button to get the details of top 10 cases.  Above screen has four key actions namely 

Take Action, Click to Check, Delete and Movement History.  

 
i) Take Action:  After clicking on “Take Action” button, following figure will be 

shown, where two options will be shown for take action, and view service book /view 

ACP/ACR. If forward to generate noting is disable or if user not found in dropdown list 
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then click on check reason button to view list of permissions given.  

To forward the case to next user (authority), click on “Forward to another user” 

option and name of authorities for such case will be shown in the “Forward To” 

dropdown, select the authority, where you want to forward the case and Enter 

appropriate remarks in the “Remarks” column then click on Save Button to forward 

the case. 

If you want to generate noting, select Forward to generate noting and submit remarks. 

Then click on Save Button to forward the case for noting generation. 

 

 

Figure No. 12 

 

ii) Click to Check Option:  You can check the ACP Forward Permission and/or ACP 

noting generation permission by clicking to check option. This will allow you to see 

whether the permission for forwarding ACP case is given or not. If permission not 

granted it will be shown in pink background along with contact details of level admin 

user to whom you need to ask for the permission to be granted.  
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Figure No. 13 

iii) Delete: This option is used to delete the ACP case altogether. This delete option 

will only be visible to the checker who has initiated the ACP case.  

iv) Movement History: Click the movement history button will show employee’s 

Case movement. 

 
Figure No. 14 
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ACP Generate Noting 

Login with HRMS Checker. Select “Modules/ Generate Order”→ACP  ACP Generate 

Noting as shown in the following figure: 

 
 

 

 

 

Figure No. 15 

You need to select Type of Noting whether it is Previous Record or New Record. If we 

select new record and then list is shown on dropdown and click tick box then save 

and next button.  
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A unique noting number will be generated for this record and this will be shown in 

previous noting record.  

Checker can update basic ACP details of employee at the time of noting generation 

also. 

 
 

 
Figure No. 16 

In the above screen all the noting detail is entered.  Noting is generated for employee 

whose details are shown in the Grid. 

Save as draft: After clicking this button Record is saved. Noting will may be generated 
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later on. 

Print Noting Button allows you to take the print of the noting to be generated. 

 
Generate Noting allows Noting will be generated. Noting will be generated by proper 
authentication through OTP. OTP will be sent on the registered mobile number of 
checker. 

 

 
Figure No. 17 
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ACP – Forward Noting:  

 

There are 3 types of noting (Approved Noting, Disapproved Noting and 

Generated Noting).   

Approved Noting:  You can forward an approved noting by selecting “Forward” 

from the dropdown in “Action” option and then by selecting the authority to whom 

you want to forward the case from “Forward To” option.  

 
 

Figure No. 18 

If any authority name is not showing in the forward list, please click on Check 
permission link to view permissions.  
 

 
 

Figure No. 19 

Disapproved Noting:  You can forward a disapproved noting by selecting “Forward” 

from the dropdown in “Action” option and then by selecting the authority to which you 

want to forward the case from “Forward To” option. 
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Figure No. 20 

If any authority name is not showing in the forward list, please click on Check 
permission link to find contact person details.  

 

Figure No. 21 

Generated Noting: View Service Book allows you to see the service book and clicking 

View ACP/noting will allow you to see ACP/noting.  

There are 3 types of actions that can be taken on generated noting (Forward, Approve 

and forward and Disapproved and forward). Click on check permission to see whether 
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the necessary permissions are given for the case or not. 

Forward:  Select this option to forward the generated noting.  

 

Figure No. 22 
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2.  Approve and Forward: Use this option to approve the noting and to forward it to 

the user who can generate ACP orders. 

 

 

Figure No. 23 

3. Disapprove and Forward:  Use this option to disapprove the noting and to 

forward it to the user who can generate ACP disapproval orders. 

 

 

Figure No. 24 
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ACP- Generate Order  
 

Login with HRMS Checker. Select “Module/Generate Order”→ ACP→ Generate Order as 

shown in the following figure: 

 
Figure No. 25 

There are 3 types of noting: Approved Noting, Disapproved Noting and Revert Case.  

1. Approved Noting:  
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Figure 26 

Select approved noting in the field of noting type alongwith the select reference 

number of the employee. 
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Sanction File No, Sanction date, Order date are automatically filled. Enter the place and 

also fill the ACP to be given details. 

In the above screen all the order detail is entered.  Order is generated for the employee 

whose details are being shown in the Grid. 

Save as draft: After clicking this button record is saved. Order can be generated later 

on. 

Save and Preview Button allows you to save and Preview is used for saving and for 

viewing order. 

Generate Order allows order will be generated. OTP will be sent on the registered 
mobile number. Pay fixation needs to be done for an approved case.  
 

2. Disapproved Noting: 
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Figure No. 27 

Select dis-approved noting in the field of noting type alongwith the select reference 

number of the employee. 

Sanction File No, Sanction date, Order date are automatically filled. Enter the place and 

also fill the ACP to be given details. 

Save as draft: After clicking this button Record is saved. Order can be generated later 

on. 

Save and Preview Button allows you to save and Preview is used for saving and for 

viewing order. 

Generate Order allows order will be generated for disapproved case. A disapproved 

case will come back in ACP Initiative case menu for re-initiation of ACP case. Pay 

fixation cannot be done for a disapproved case. 

 

Revert Case: Select this option to see the list of cases where order is reverted. 
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Figure No. 28 

Save as draft: After clicking this button Record is saved. Order can be generated later 
on. 

 

Save and Preview Button allows you to save and Preview is used for saving and for 
viewing order. 

 
Generate Order allows order will be generated. 
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ACP – View Download orders 
 

 Login with HRMS Checker, Select “Modules/ Generate Order” ACP→ACP View 

Download Orders as shown in the following figure: 

 
Figure No. 29 

 

 

Figure No. 30 

On this page you can view, download files such as Service book file, ACP 

Performa File, Noting File and ACP order File. Click the revert action/status button to 

revert the order.   
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Search ACP Case 

Login with HRMS Checker, Select “Modules/ Generate Order”→ACP → Search ACP Case 

as shown in the following figure: 

 

Figure No. 31 

Click the Search ACP Case and fill the Employee id and see the employee ACP case detail. 

 

 

Figure No. 32 

--End of Manual -- 


