Through web-site

From
Nodal Officer, HRMS
O/o Labour Commissioner, Haryana,
30 Bays Building, 1st floor, Sector 17-B,
Chandigarh.

To

1 the DDO’s in the State,
Labour Department, Haryana.

No. :2£:67w;'jn;:L~
Dated: - % °9]5 7
Subject:- Implementation of HRMS processing of ACP cases.

Fhkkhkhhk

Kindly reference to the FD Haryana letter dated 15.07.2022
on the subject cited above.

- It is brought to your kind notice that vide above referred letter
FD has decided to implementation of ACP cases processing through
HRMS. ACP user manual (SOP) is attached for your kind perusal.

2. Therefore, it has been decided that all the ACP cases will be
processing through HRMS as per guidelines of FD, Haryana. Manual
case will not be entertained in future.

Accordingly, you are requested that all ACP cases of your
office implementation of ACP module through HRMS as shown in SOP.
Hence, in case any office faces difficulty, they can contact Mr. Rattan,
Clerk (Mobile No. 9646780308) or e-mail at acclabourl6@gmail.com.
Encl.: A/a

Nodal officer (HRMS)
for Labour Commis:?é(ﬁler, Haryana.

CC
Steno/JLC (Admn.)
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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

[nitiation as shown in the following figure:

Human Resource Management System

Government Of Haryana
N [ e [Ty peveren e pr— e ——
n ndary)

b Search ACP Case

ACP - Generate Noting

Welcome

ACP - Generate Order

TO ACP - View/ Download Orders
Human Resource Management System

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.

Group: *

Salact All v Please enter payee/unique code of the employee to see reason why employee not
coming in the list
Payee Code:*
.4
e Selact All- v
Desi| ti :.
lesignation: Selact All- v

= -

Total Records: 9

Actual/Parent Designation Eligible for ACP No ;"k::"'"u':l"" fsiifn ot s
Office
Date of Joining in Govt. Service
Retirement Date
Unique Cade O —

e
Employes Name — P—

——
Father e 01/0ct/2014
Actual/Parent Designation RS _-—S - 1 Take Action
Office . TR g, e QACULA D00 D) -
Date of Jaining in Govt. Service SR ——
Retitement Date N —
Unique Code ¢ 1 —

[RRrEAET.

Employee Name P

iy
FatherName 01/Mar/202L

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 youwant to initiate the ACP case.

ACP - Case Initiation (Initiate A New ACP Case)

Group: * S - Please enter payee/unique code of the employee to see reason why employes not
- coming in the list
Payee Code:*
- o : m
Designation: *
® ~Select All- v

Total Records: 9

View Summary Sheet of the employee and

Eligible for ACP No e

Date of Joining in Govt. Service
Retirement Date

Unique Code : O

S
Emplayes Name A

:
Father Name : 01/0ct/2014
Actusl/Parent Designation : TR - 1 Take Action
Office AV —— . <1
Date of Joining in Govt. Service : O
Retirement Date + J—
Unique Code + 1

VI
Employee Name : "
Father Name : — 01/Mar/2021

Figure No. 3

:i 2nd ACP Case of KAPIL KUMAR s/o DHARAMVEER SINGH working as Section Officer (2B4BOH)
2]
:
i Proposed ACP Pay Scale E
] Comresponding 6th PayScale
] rptGeneralReport... 1/10 -
q: Proposed Basic Pay
p Proposed ACP Date
] SERVICE BOOK 14/02/2022 11:58 AM
1 Is Fit For Promotion E —
&]
] Remarks
] ACR Verification At
=]

Figure No. 4
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< X {1} A Notsecure | hrmshry.nic.in/Government/frmACPIntiate_DCTakeAction.aspx?deptcode=AGR&empld=2B4B0H&nextACP=28inextACPDate=20178percentage.. & ¥ & BN &

B oApps @ Chrome @ Punjsb & Haryana.. @ NewTsb @ @govit Happy birthday cak... » Other bookmarks Reading list

hrmshry.nic.in says

» . 3 3 »
! f

e P

| TR ST O S TS TR e ST Ty T T

forwareded T RERCTAN TACE TATESorermMent - Treasuries and
TRz o

Accounts, Head QUaTter DT R verification.

‘ ACP case of 2nd ACP Case of KePhts

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 6t 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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Human Resource Management System

Government Of Haryana
[ bome [usermanagement  [employeeinformation updation [ rransactions _ [Modules/GenerateOrder _ [Reports __ [otherTask [ 1050 |

Leave Module »

Transfer Order Generation »

ACP »

Delete option will shown to initiator Checker /DDO. If want to delete case send back the case to initiator Che 1 ccqe » -
Total Pending Cases : 4 cick on count 1o view detais search by Employee Id: Annual Confidential Report (ACR)Madule b | |Acp - Case Forward

Validate Employee Service Book » | ACP- Generate Noting

Distiplinary Cases Module ACP - Forward Noting

ACP - Generate Order

- 29/12/2018
83300

31/05/2019

2
01/06/2010 01/01/2020 "
L s
29/02/2040 58600 =

2
- 01/11/2019 .
H Hovement History
Assistant 31/10/2011 s 10{3300-34300+3600G7) 15T ACP AS ASSISTANT
hrmshry.nicin/gavernment/fmACPIntiateHistory DCzep .

Figure 6

-
@ Emaik: Inbox (4) X @ ACPInitiate History

€ > C Y A Notsecure | hrmshry.nicin/government/frmACPIntiateHistory_DC.aspx aQ 2 % B

Apps @ Chrome @ Punjab & Haryana.. @ NewTab @ @govin @ Intimation underse.. || InBox @ &k HaryanaStaffSelec.. (@ Happy birthday cak... » Other bookmarks Reading list

Delete option will shown to initiator Checker /DDO. If want to delete case send back the case to initiator Checker /DDO
Total Pending Cases : 5 cick on count 1o view detaits search by Employee Id: [2B4BOH| m
e History
- =
- 29/12/2018
29/12/2010 ACP-L-13(15600-39100+6000GP) m Delete Movement History
31/05/2019 83300
2
01/06/2010 01/01/2020
30/12/2011 ACP-L-11(9300-34800+ 3800G7) m oyement History
29/02/2040 56600 ap
2
- 01/11/2019 -
Movement History
31/10/2011 ACP-L-10(9300-34800+4600GP) m
31/05/2031 35200 ST ACP AS ASSISTANT
1
- 01/06/ 2021
T s sso01 = Hovemes iry
31/08/2033 55200 0 Gurugram
2
01/01/2020 03/02/2022 .
- e L s
rectorate of Agriculture, Haryana 28/02/2041 82600
istict Panchkula]

Figure 7
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= C Ok Siotescuse | ey o mets B pdCFC s oo fdemcoces Tidsfeenmobs s SE4E08G et AC e Finen A F O o 0 ipeonmsgesiiceiad_ @ =& & N &
Flapm @ Ovore @ fereo Srespers. ) Sewlm @ Ggoves @) ietemance wnces e @ W rera e tees B reperoeroe os - e mozceean [ Sweceng st

|

Fuman Resource Management System
Government Of Haryana

I
1212, 309px i3 10J 1359 x 623px Size: 110.4KB
1 [of=x
@ Email: Inbox (4) X () ACPInitiate History x ° ° = =
& > X ) A Notsecure | hrmshry.nicin/Government/frmACPIntiateHistory_DC.aspx?save=1

Q@ 2 & » 2

B Apps @ Chrome @ Punjab & Haryana.. @ NewTsb @ @govi i Happy birthday cak... Other bookmarks Reading list
hrmshry.nic.in says

Case forward successfully

= Perding ACP Cases

Delete option will shown to initiator Checker /DDO. If want to delete case send back the case to initiator Checker /DDO

Total Pending Cases : 4 cick on count o view details Search by Employee Id:

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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AR . APPSR o APARPRPURPP o APPSR o APRPRRRPRPIVE o PPN RPN Lot PRPPRRPPE L APSPRPARP AP o PP oo PR APTOTE o 1180 b Bl

View Service Book

Proposed ACP Pay Scale

ACR Verification At

= EonEspaE R rptGeneralReport...
] PayScale
1 Proposed Basic Pay
] SERVICE BOOK 14/02/2022 11:08 AM
=] Proposed ACP Date
] Is Fit For Promotion
] Remarks
&

2

pdate the same,

600,

Figure No. 10
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ACP Case Forward

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

Forward.

I T — T —— - Tr—T

fpmetiratB6R, . Leave Module

Transfer Order Generation »

To See Pendency. ™~ '

Go to Reports --> Monitoring Reports --> HRMS fL2=°
Click pendency number in White row to

Search ACP Case
». ACP - Case Initiation

ice Book ¥, ACP - Case Forward

odule ACP - Generate Noting

ACP - Forward Noting

ACP - Generate Order

ACP - View/ Download Orders
Salary of any employee under you pending upto Feb 2020 due to any reason may be generated directly from esalary/ebilling portal as you made
earlier before HRMS implementation. From March 2020 onwards, please send data from HRMS-->Salary Generation Page and then generate
salary from esalary-->Generate Paybill.

e [ samsgement—Jempioye tormation upaston rammsctioms—Jvoses cenersieoaer ropors oo | oo
ey T S CHET e (TG, T
= Pending ACP Cases
Total Pending Cases : 10 ek o count o v Search by Employee ;[ | =
Proposed ACP No.
Last ACP Date Proposed ACP Date o
Last Promotion Date Proposed ACP PayScale ACP Permission B ‘"r"’E
Retirement Date Basic Pay S
ACR “oage
1
- 05/08/2008 Movement
18/08/2008 ACP-L-11(3300-34800+4800GP) d.ianu-d
28/02/2027 66000 ACP Due Dl"m"m“
0
1
01/04/2019 01/04/2018
ACP-L-10(3300-34900+4600GF) m Delete Movement History
31/12/2045 44900
100
]
01/04/2014 01/07/2020 M Hi
i L e
31/12/2023 51100 ropasad ko nt
70
1 Mavement History
- 01/07/2018 The case is for 3rd ACP, First Benefit-
23/08/2010 ACP-L-12(9300-24800+5400GP) m Promoted as Technical Assistant on dated 12-
Depty Dirertor of Agriculture, Sirsa 31/08/2026 77500 :gﬂ:&mmuﬁaitlzmma
[Distict :Sirsa]

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 beshown 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

ACP User Manual HRMS http://hrmshry.nic.in



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.

Note: If "Forward to generate noting" is disable or "If user not found in dropdown list then click on Check Reason button for both reasons.

Note: * Field is mandatory. View Serivce Book View ACP/ACR

Take Action O Forward to anather user
® Farward to generate nating

Forward To:

Level-2==-DGA/agrdgacl==>{ARVIND SINGH (Deputy Superinter ¥

Remarks: test]

ARVIND SINGH, Deputy Superintendent,
Directorate of Agriculture, Haryana (DGA)

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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Department: AGRICULTURE Group: B Department: AGRICULTURE Group: B
1 a TEsT LEKH Raj AT Rule : Haryana Subordinate Agricultural {Group C) Service Rule : Haryana Subordinate Agricultural (Group C) Service
l Rules 1393 Rules 1953

Desgination: Agriculture Officer ination: Agriculture Officar

Employee Permission details
Kindly nofe pink color row(s) denotes the permission is not activated for the user(s)
Sr.No. [Officalevel _________________[Decription Level Admin Details ACP Foward Permission _[Checker To Whom Permission Given

Employee Name: HARISH KUMAR S/0 DAULAT RAM
i Level-1 ACS Warking Designation: Deputy Secretary No -
Mobile: JesswrETTT

o

E agracsal
! Employes Name: HART KRISHAN 5/0 ANTWARI RAM
! 2 Level-2(Currant Offica)===>5 ACP Forward DGA Waorking Dasignation: Assistant Ves agrdgact
Il Mobile:

agrdgaal
"
u
u
it
i
I
a
u
4

Employee Name: HARI KRISHAN S/0 ANTWARI RAM
3 Level-2(Current Office)===2> ACP Generate Noting DGA Working Designation: Assistant Yes agrdgacl

Maobil svesrrrerss;

agrdgaal

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.

= Movement of ACP Case

= 3 o
[— Subject Matter Specialist m 'SDAD Tohana (Tawn - TOHANA), DDO - Sub Divisional Agriculture Officer Tohana
[ T———

Date From Office From User Detail To Office Te User Detail Remarks
05/12/2018  Sub Divisional Agriculture Officer Tohana/agrsfocd5 (BITTU Singh) Steno Typist DGA/agrdgact (ARVIND SINGH) Deputy Superintendent Sh. Rameshwar Dass SMS (T) ACP Due on Dated 01/09/2016
23/06/2021 Sub Divisional Agriculture Officer Tohana/agrsfocdS (BITTU Singh) Steno Typist DGA/agrdgact (ARVIND SINGH) Deputy Superintendent ACR

Figure No. 14

ACP User Manual HRMS http://hrmshry.nic.in



ACP Generate Noting

Login with HRMS Checker. Select “Modules/ Generate Order”=ACP - ACP Generate

Noting as shown in the following figure:

W oprpimme s ——————————A, . Leave Module

To See Pendency. i
Go to Reports ~> Monitoring Reports ~> HRMS pImesae
Click pendency number in White row to s

Transfer Order Generation }

Validate Employee Servite Book b arp . cace Forward

' Search ACP Case

. Acp - Coe ntstion

odie ACP - Generate Noting
ACP - Forward Noting
ACP - Generate Order
ACP - View/ Download Orders
ACP - Generate Noting
Felect Type :* e Record Select Reference No "
Unique Code
Empleyes Name Last ACP Date :""‘“" ﬁ'; ::t
Father Name Last Promotion Date: n"""“d A
anm Designation Retirement Date mnv =g
3L56TH 1
n :A":v?;“lm 01/01/2019
‘Agriculture Development Officer 31/07/2041 :;TDI‘.'-ID{BMSAM+1EODGP}
SOHNA
913057 .
RAVINDRA Redhu 01/12/200 -~
u} SH. RAM NIWAS ¥
‘Agriculture Development Officer 31/03/2043 :;':n; 10{3300-34800+46006P)
JindL
3021KX R
VLIA KUMAR KUMAR. 01/04/ 2014
07/04/2021
u} CHANDER PRAKASHDABLA !
Technical Assistant 31/01/2026 ‘;;':ﬂ; TH3300-32800+3400G¢)
Deputy Director of Agriculture Hisar
514105 .
g o o
‘Agriculture Development Officer 31/08/2028 :;u:ﬂ:w(smmmwup)
DEPUTY DIRECTOR AGRICULTURE, Bhiwani
1HOR2A .
0 :ﬁﬂ;&iﬁ;&w 2:}’1:-':-’11&?300-34800%6%9)
Agriculture Development Officer 31/07/2046 49000
Sub Divisional Agriculture fficer Siwani
1HOFR) .
MANGE RAM
0 BANWARI LAL 01/12/20%0
- Agriculture Development Officer 31/08/2032 :s:ﬂ:]—m(mn-z 300+4600G?)
balsamand
361627 ;
RAKESH KUMAR KOONT 01/05/2021
01/05/2021
0 BHAGWANA RAM 31/01/2019
Tehnical Assisant 30/06/2031 .;::;D'L]-s(saoo-mmooep)
Tecnical Assistant

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.

ACP User Manual HRMS
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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.

Field mark with * are mandatory.

View Service Book View ACP/ ACR

Noting 1%

N4 N L AR e e | e g s 1 e e s N e m =
= oApps @ Chrome @ Punjab & Haryana.. @ NewTab @ @govi . Happy birthday cak... » (Cther bookmarks Readil
hrmshry.nicin says
01/01/; . P " test
VINOD KUMAR Proposed ¥ 18fos/ Once Noting generated it will not be edited. Da you want to Generate? y
Technical Assistant
Noting 2%

Above officials are requested to ACP

Deputy Superintendent==>Actual v

ARVINDSINGH™
Deputy Superintendent
Directorate of Agriculture, Haryana (DGA)

Noting By*:

mm

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

ACP User Manual HRMS http://hrmshry.nic.in



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.

BTy TogT Tagrogect)rat B e

ACP - Generate Noting

elect Type : *

ARV

Bravious ecard s SelectReference No 000064 VINOD KUMARIADNBOWY._ [Aericulturs Develanment. Officar] ~

Enter OTP Detail:

Mobile Number* —

Email*

. G

If Email is unavallabie or wrong, kindly update It.

i |

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.

Human Resource Management System

Government Of Haryana
e |UserManagement [ Employee nformation updation | Transactions [ Modules/ Generateorder _[reports _otherTask | 1o0u]

Tfogm tagrdgeetyaT

Forward/Approve/Disapprove

Pending Cases : 25 (Approved: 1/ Disapproved : 1/ Forward Case : 23)

Noting Type : Reference / Noting No. .

Approved Noting l v
iew Serivee ook m

{Forward_____ fcheck Permission}

ARVIND SINGH {Deputy Superintende v

test

Figure No. 18

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

Employee Permission Details

Employee Details

o Sl N T e

Department: AGRICULTURE Group: C Departmant: AGRICULTURE Group: C
q"'Fuﬂlili—l—wllllm'_ Rule : Haryana Subordinate .qgrmlmral (Group C) Service Rule : Haryana Subordinate Agricultural (Group C) Service I
SINGH - Rules 1993 Rules 1933
Desgination: Jeep driver Desgination: Jeep driver

Employee Permission details

Kindly note pink color row(s) denotes the permission is not activated for the user(s).

sr-o. [Office Level __|Description _permission Type ___[is Permission Granted __[Permission Given To ___[To Whom Contact Regarding Permission |
MName: HART s/0 RAM
1 Level-2{Current) DGA ACP Order generation Yes agrdgact, agrdgact, Waorking Designation: Assistant
Mobile: TRe——
agrdgaal

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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Human Resource Management System ]

Government Qf Haryana
[Home [User Management | Employee information Updation | Transactions | Modules/ Generate order [Reports otherTask | g0 |

theputy o

prove/Disapprove

Pending Cases : 25 (Approved: 1/ Disapproved : 1/ Forward Case : 23)

Noting Type mpp,mm

+  Reference/MNoting No. 000247 KAPIL KUMARIC]0B3R) - [AGRICULTURE DEVELOPMENT OFFICER] o

fiew Serives fock

ARVIND SINGH {Deputy Superintende v =  rpt_ACPForward...

test

TTOPOSeT ACT TAYSAE,

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.
Employee Details

Unique Employee Employee Details At The Time of ACP " Mismatch
o [ | ooy

. . Department: AGRICULTURE Group: B
Department: AGRICULTURE Group: B Rule : Haryana Agricultural (Group B) Service

s EAGHBIR Rule : Haryana Agricultural (Group B) Service Rules 1995

SINGH Fules 1535 - - - s
P N N Desgination: Subject Matter Specialist{Plant
Desgination: Technical Assistant Protection)

Employee Permission details

Kindly notfe pink color row({s) denotes the permission is not activated for the user(s).

Sr.No. [Office Level —|Description [Permicsion Type [l Permission Granted_[Permission Given To-[To Whom Contact Regarding Permission |
Employee Mame: HARISH KUMAR S/0 DAULAT RAM

1 Level-1 ACS ACP Noting Approve/Disapprove Mo - ing Desi ion: Deputy v
Mobile: SETEPE—
agracsal

Employee Name: KULDEEP STNGH 5/0 SOHAN LAL
2 Lewvel-1 ACS ACP Moting Approve/Disapprove No = ‘Working Designation: Under Secretary
Maobile: STTTTTT—

agracscl

Employee Name: HARI KRISHAN S/0 ANTWARI RAM
£ Level-2 DGA ACP Noting Approve/Disapprove  No - Waorking Designation: Assistant

4 Level-2-(Current Office) DGA ACP Moting Forward No - ‘Woaorking Designation: Assistant
e
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

ACP User Manual HRMS http://hrmshry.nic.in



the necessary permissions are given for the case or not.

Forward: Select this option to forward the generated noting.

Human Resource Management System

Government Of Haryana
[ TS ==y e e ey e

ARVINDSINGH {DepTy

ity Checker gyt - ar B ricimreamt-Farmer

ACP - Noting Forward/Approve/Disapprove

Pending Cases : 25 (Approved: 1/ Disapproved : 1/ Forward Case : 23)

Noting Type : Generatsd Noting v  Reference/Noting No. 000014/ JITENDER KUMAR!1H1Q05) — [SUBJECT MATTER SPECIALIST] -

[ | e [
Forward .
-

= rpt_ACPForward.. 171

Pronneed Nasie Pav

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.

v Pending Cases : 25 (Approved: 1/ Disapproved : 1/ Forward Case : 23)

Noting Type : Generated Noting w|  Reference/Noting No. 000014/ JITENDER KUMAR(1H1QQS)  [SUBJECT MATTER SPECIALIST] ~

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.

orward/Approve/Disapprove

Pending Cases : 25 (Approved: 1/ Disapproved : 1/ Forward Case : 23)

Noting Type: Reference / Noting No.

Generated Nating v 000014/ JITENDER KUMAR(1H1QQ5] - [SUBJECT MATTER SPECIALIST] e

rpt_ACPForward... 1171

DisApprove and Forw ¥

KULDEEP SINGH (Under Secretary) - ( %

Deputy Superint ¥
v

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:

Human Resource Management System

Government Of Haryana
e T T T e |

Leave Module »
Tt = V)

Transfer Order Generation

AcP ¥ | Search ACP Case

K ACP Generate Order
_ el ]8R Case nktion

Pending Cases : 3 (Approved: 3 / Disapprove Annual Confidential Report (ACR) Module b | acp - Case Forward

Noting Type :

Approved Noting v Select Reference | Validate F.nr!;floyee Service Book » | ACP - Generate Noting

Disciplinary Cases Module

- Generate Order

ACP - View/ Download Orders

Figure No. 25
There are 3 types of noting: Approved Noting, Disapproved Noting and Revert Case.

1. Approved Noting:

Pending Cases : 3 (Approved: 3 / Disapproved : 0/ Revert Case : 0)

Noting Type : Select Reference No

Appraved Noting v 000572 / VINOD KUMAR[DHAMIT) ~ [CLERK] v

Employee Details

Employee Id Last Promotion Date
Name last ACP Date
Designation Present Pay Scale

OH4MIT 01/06/2020
OHAMIT VINOD KUMAR
CLERK 5200-20200+15006P
I e
File No*: I Order Date’: 04-Feb-2022
9 s i+
Sanction Date*: 02/02/2021 Place’: Panchkula

(Field mark with * are mandatory.)

ACP No *: - ACP Date*:

Jun-01-2020
* *
Pay scale ACP-L-4 v Old Pay scale *: 5200-20200+2400GP -
S *
Basic Pay *: 25500 - Remarks *: -
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Approved/ Disapproved Noting File Details

rpt_ACPForwardNotingMerged %+ (HER)

Serial No Editor Custom Templates
Order 1% i [Famgremn | [Fore Color V|!, B 7 U de x 0! [ | order 1 Template
= e Ty As per provision contained in Harysna Govt. Finance Department's letter No. 1/82/20081 PR (FD),
= EEnsE=Hyoumnoocf per 2 v nance e : 7o)
dated 07.01.2008 forwarding therswith notification dated 31.12.2008 and modify dated 04.03.2014

As per provision contained in Harysns Govt. Finsnce Depsriment's lstter No. 152200811 PR (FD), for implementation of Haryana Civil Services (Revised Pay) Rules, 2008 & 2016 and 7 (1), 7 (3)
Gated 07.01.200¢ ferwsrding therewith natiicstion dated 31.12.2008 snd modiy dated 04 ; .

for implementatian of Haryana Civil Servicas (Revised Pay) Rules, 2008 & 2018 8nd 7 (1), 7 Services (ACP) Rules, 2008 the following employees are hereby granted ACP in the
Seryans Gl Sarvices [ACP) Rules. 3008 tna falcwing empicyecs are haredy granted ACH i hie
grade sz mentioned sgainst their names, Subject to verification of entries made in the serviee Codk, book, grading of ACRS & certification of No pending enquiryProceedings against the official and
greding o ACRS & cantifisstion of No pancing enauiry Froceedings sgainst the oficia) and on on completion o ther satisfactory service.

Completion of their satisfactory sarvice

[ Haryana Ci
grade as mentioned against their names, Subject to verification of entries made in the service

Order 2:

Color VEBIQA. n‘x.(?i 4 »
i PR

[ sz [Erma]

Order By*: SATINDER SIWATCH
Joint Director(Admin)
Director Secondary Education
2814860751

ectorate of Secondary Education, Haryana (4139))

CC o i [Paragrach v |[Foe ~|[5z= v |[Color v ! B 7 U de x x 0! [ [ ccTemplate
=F 8% e

1. The Accountant General {A&E) Haryana, Chan

1. Tha Acsouniant Ganersl (AZE) Haryans. Chandigarh = Cass of above said employes. Please ensurs that all facts and figures are
2. District Education Officer concemed in refarance of thair request for ACP . checked up at the fime of Pay fixation of the official consermns
Cazs of sbove s2id amployes. Pleaze snsure that sl % o Foures ars 3. Head of the Institution concerned

Ghesked s St the tima of Fay fxstion of the el concernad
4. Employes Concerned.
2. Head of the Institution concerned. ey
5. TeeasuryiSub-Treasury cancerned
4. Employes Conserned - > i

=

Oraer By 2 SHAKUNTLA SHARMA
Deputy Superintendant
Director Secondary Education (Directorats of Secondary Education, Haryana (4139))
9988601068

To Others. s — e o) I AR LN,
BE K B0 L Bk cams o o

| e —— e —) R < x 2 ‘ !
selad=Fix amio 38

[ Domion [ T AL ]

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:

CEPe W e e e g W eer e W WY R s mnmes cmie J) G W Wy s viens wmiesen  ag g Sy v i e |y e e

'K ACP Generate Order *

Pending Cases : 2 (Approved: 1/ Disapproved : 1/ Revert Case : 0)

Noting Type Disapproved Noting v Select Reference No 0547 / KAPIL KUMAR(CJOB3R)  [Agriculture Development Dffic v | Donload Noting File

Employee Details

Employee Id Last Promotion Date
Name last ACP Date
Designation Present Pay Scale

[EIEEY
C0e3R KAPIL KUMAR
Agriculture Development Officer 9300-34800+ 36006
. -
File No T Order Data®: 04.Feb-2022
) . .
Sanction Date o Place

(Field mark with * are mandatory.)

ACP No *: ACP Date*:

1 Dec-01-2020
Pay scale ACP-L10 v Old Pay scale *; 9300-34800+4600GP v
Basic Pay * 10000 v Remarks *:
ps @ Chrome @ Punjab & Haryana.. @ MNewTesb @ @govin @ Intimationunderse.. || InBox @ % Haryana StaffSelec.. (@ Happy birthday cak.. » Other bookmarks

Approved/ Disapproved Noting File Details

=  rpl_ACPForwardNotingMerged 1 % B ®
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Serial No. Editor Custom Templates

¥ |52 v | [Golor VIEin 7 U xx 2f f

EEFE R dilis om0 o 38

[ g Desion [ &+ |

[ g e[ T Fa|

Order By*: ARVIND SINGH

Deputy Superintendent
Directorate of Agriculture, Haryana (DGA)
8264201382

Directorate of Agriculture. Haryana (DGA)
8264291382

ccT iB 7 U e x’x.z?! !
Pu o o4 B
222 Apps Chrome @ Punjab & Haryana.. @ NewTab @ @gowvin @ Intimatonunderse.. || InBox @ & HaryanaStaffSelec.. @ Happy birthday cak.. » Other bookmarks Reading i
[ &g Desion ML |
Order By 2 ARVIND SINGH
Depury Superinten dent

To Others:

=y vfie s e xx o
=i et = Hix om0 ol

Internal

[ g peson [T vim |
= ~|[52= v | [Calor SEin s ua 2 f f

sieFEFEsca=Hx amo o

Distribution.

[_iag Desgn [ T rma |

e
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.

ACP User Manual HRMS http://hrmshry.nic.in



File No*:

Sanction Date*:

Order 1%,

Order 2

Order By*:

€€ To:

Pending Cases : 5 (Approved: 3 / Disapproved : 0/ Revert Case : 2)

NOting TYRE ! povere case v SelectReference No 53075 / TRIPTA KUMARI(DFD2FV) — [5 5t Mistress/ Mastar] | Download Noting File

Employee Details

Employee 1d Last Promotion Date
Name last ACP Date
Desigmation Present Pay Scale

TRIZFT TTITOT 20T
OF02FV TRIPTA KUMARL 29/04/2021
Elementary School Head Master 9300-34800+4500GP
-
003876 Order Date 08-Feb-2022
-
07/07/2021 Place Panchkula

(Field mark with * are mandatory.)

ACP No *: 5 ACP Date*: 0ct-01-2019
Pay scale ' ACPL-12 v Old Pay scale * 9200-34800+5400GP v
Basic Pay 27900 - Remarks *:

#

Approved/ Disapproved Noting File Details

rpt_ACPForwardNotingMerged /2

Custom Templates

[ | Order 1 Template
As per provision contained in Haryana Govt. Finance Department’s letter No. 1/83/2008/1 PR (FD), dated
07.01.2003 forwarding therewith notification dated 31,12,2008 and modify dated 04,02.2014 for
implementation of Haryana Civil Services (Revised Pay) Rules, 2008 & 2016 and 7 (1), 7 (3) Haryana Civil

3 y

As per provision contained in Haryana Govt. Finance Departments letter No. 1/83/2008/1
PR (FD). dated 07.01.2009 forwarding therewith notification dated 31.12.2008 and

Services (ACP) Rules, 2008 the following ACP in th
against their names, Subject ta verification of entries made in the service book, grading of ACRs &
modify dated 04.03.2014 for implementation of Haryana Civil Services (Revised Pay) i of i i i inst the official and of their sat

Rules, 2008 & 2016 and 7 (1), 7 (3) Harvana Civil Services (ACP) Rules, 2008 the service.

following employees are hereby granted ACP in the grade as mentioned agaiust their
names, Subject to verification of entries made in the service book, grading of ACRs &
certification of No pending enquiry/Proceedings against the official and on completion of
their satisfactory service

fag, pesgn [T mac |
e < v
FEaaad=His anocsH
o, Desin [ T |
MUKESH KuMAR
Additional Director (Admin]
©O/o Director Elementary Education, Haryana, Panchkula
8050044333
Frges viFen  viEmviGh VI8 L 0 xx 2} | Joctemplate |

= = gr—— P . 1. The Accountant General (ASE) Haryana, Chandigarh.
cEE g @elis a0 sl 2. District Elementary Education Officer concemed in reference of their request for ACP Case of above said
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B2 Apps @ Chrome @ Punjab & Harysna.. @ NewTsb @ @govin @ Intimatonunderse.. || InBoc @ #k Haryans StaffSelec.. (@ Happy birthday cak.. » Other bookmarks Reading lis

1. The Accountant General {(ALE) Haryana, Chandigarh =
2. D Iementary Education Officer concerned in reference of their O ° -

ACP Case of above said employes. Please ensure that all 3. H & Institution concernsd
ures are checked up at the time of Pay fixation of the official 4. Employee Concemed.

5. Treasury/ Sun-Treasury cancerned

P U R Oy RS i

of the In:

4. Employee Concerned,

[[ago=on[Frma]

Order By 2: ASHOK KUMAR
Superintendent
Director Secondary Education (Directorate of Secondary Education, Haryana (4139))

9330670572
To Others [P v]For vE=vioh VIPiB 7 Us xx 2
IEEE =iz S &K g.s“p.ﬂ:—;!hﬁ ETN ) v-d!
g Deson [ [ |
Internal orsph | [Fone ~ Color VIEiB 7 U e x x .{7!
Distribution: -

cEEFsed=Eis ano sl

T agomin [T |

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:

Human Resource Management System e

Government Of Haryana
mmm

Leave Module
BUTy =Tegn )

Transfer Order Generation

Ace ¥ | Search ACP Case

K ACP Generate Order S
_ Timeseale ’ AP Case initarien

Pending Cases : 3 (Approved: 3 / Disapprove _Annual Confidential Repart (ACR) Module ¥ | 4¢P - Case Forward

Select Reference | Validate Employes Service Book ¥ | ACP - Generate Noting

Noting Type :

Revert Case v

Disciplinary Cases Module ACP - Forward Noting

ACD - Gececare Ocie
ACP - View/ Download Orders

Figure No. 29

Hiuman Resource Management System ===

Government Of Haryana
[ Home [UserManagement  [Employee information Updation _ [Transactions [ Modules/GenerateOrder __ [Reports __ [otherTask [ 1og0u]

oy

= ACP View/ Downioad Orders

Note: ACP order cannot be reverted back by you in following conditions:-

1. ACP case is disapproved.
2. Pay fixation is done.
3. If you have initiated ACP case, but order is not generated by you.

Unique Code

5. | Employee Name ACP ACP

= . ACP Order Date Order Status | = qufnrma Drdu Revert Action/ Status
SC56X7

i - REWARL Village - Husainpur (134), Panchayat '
KI umuupuk) mEr Humin ¢ (Rewari) (Rewari )[una] i 30-Jun-2021 L= ]
CLERK
oBsUSP
BRDESH KUMAR Principal, GSSS, Dhottar, GSSS. Dhottar, Rania, Sirsa 125076, (Block - RANIA, Village - Dhottar{211), -
2 DHARAMPAL Panchayat - DHOTTAR), GSSS Dhotzar (Sirsa) [2973] i |oFebaaz Approved
CLERK
OCASX0
KULDEEP G.H.5.Koharar, Koharar, (Block - NAHAR, Village - Koharar (30-N), Panchayat - KOHARAR), GHS Koharar . N
% SHRIBHAGWAN (Rewari) [2630] 1| 30dun-2021 Approved
CLERK
_A_ﬂ_"'.‘,‘_m.nﬂwmm”““d- ndiue AT\, G5 Mshandiour (Soninas) (26371 i 20duoon Agaroved [ SRS ... B

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:

L - i 3

& > C {d A Notsecure | hrmshry.nicin/government/frm_ACPGenrateOrderDC.aspx QB2 % » &

$ Apps @ Chrome @ Punjab &Haryana.. @ NewTab @ @govin @ Intimationunderse.. || InBox @ % HaryanaStaffSelec.. (@ Happy birthday cak... » Other bookmarks Reading list

Human Resource Management System
Government Of Haryana

e [ rrspe—— e Jomrres
Leave Module 3
ToEpOTy

L TS fogm ¥)

Transfer Order Generation

ACP ¥ | Search ACP Case L
K ACP Generate Order
_ e L ARR- Loe Initition

Pending Cases : 3 (Approved: 3 / Disapprove Annual Confidential Report (ACR) Module b | 4cp - Case Forward

Noting Type :

Kaveri Case G Select Reference | Validate Employee Service Book » | ACP - Generate Noting

Disciplinary Cases Module ACP - Forward Noting

ACP - Generate Order

ACP - View/ Download Orders

Figure No. 31

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

Human Resource Management System

Government Of Haryana
[ fome |userManagement —[employee nformation pdation [ rransactons [ Modules/Generateorder [neports Jotherrask [ 150

L SeromtaTy I

= Search ACP Case

Employeeld 0563

ACP Case Details

Name (Employee id)

Father Name :

Case at Satge

Pending Since

On tab menu

Case with Checker/DDO

Figure No. 32

--End of Manual --
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