GOVERNMENT OF ANDHRA PRADESH
OFFICE OF THE
COMMISSIONER OF TECHNICAL EDUCATION
ANDHRA PRADESH : VIJAYAWADA

Circular Memo. No.F/e-SR/2019 Dated: |l .12.2020

Sub: Technical Education - Establishment - Maintenance of Service Register
- Replacing the Service Register with e-Service Register (e-SR) -
Revised orders — Certain instructions - Reg.

Ref: G.0.Ms.N0.99, Finance (HR-II-FR) Dept., dated: 03.12.2020.
* k %k
In the reference cited (copy enclosed), Government have issued orders for
maintenance of e-Service Register as defined in the Annexure appended to the said
G.0.

Hence, all the employees and DDOs are hereby instructed to go through the
e-SR user manual enclosed to the G.O, which provides step by step instructions on
entry and confirmation of data by the employees/DDOs through website
“https://esr.ap.gov.in” by 31.12.2020 without fail.

It may be treated as “Most Urgent”.

Sd/- A. NIRMAL KUMAR PRIYA,

Encl: G.0.99, dt.03.12.2929 For COMMISSIONER
To
The Regional Joint Directors of Technical They are requested to circulate the
Education, Kakinada and Tirupati Memo among the staff and ensure
The Principals of all Govt. Polytechnics in that the e-SRs of all staff members
the State. be completed within the stipulated
time.

The Officers & staff members in the O/o CTE.AP, Vijayawada

{f FB.D. /]




GOVERNMENT OF ANDHRA PRADESH
ABSTRACT

Public Services—Maintenance of Service Register—Replacingthe Service Register with
e-Service Register (e-SR) — Revised Orders Issued — Regarding.

FINANCE (HR-IV-FR&LR) DEPARTMENT

G.0.Ms.No.99 Dated: 03-12-2020.
Read the following:

1. G.0.Ms.No.200, Finance & Planning (FW.FR.I) Dept., Dt.10.12.1999.

2. Office Memo No. F.N0.21011/15/2010 ESH (Allowance), GOI, Ministry of
Personnel, Public Grievance, and Pension Departmentof Personnel Training,
New Delhi, Dt.05.04.2016.

G.0.Ms.No0.99, Finance (HR-1I-FR) Department, Dt. 27.06.2018.

4. FINO-160134/2/2020-F-Sec-DTA, dated 10.05.2020 of the DTA, AP.

**kk

w

ORDER:

The Government of Andhra Pradesh, vide the reference 15tread above, has amended
Annexure-Il, Part-1ll read with Rule 74 (a) (iv) of the Fundamental Rules and prescribed Form-
10 for maintaining Service Registers of Gazetted and Non-Gazetted employees of the
Government.

2. In the reference 2" read above, the Government of India has suggested
modernization of Service Register to make it user friendly.

3. In reference 3™ read above, Government has issued orders to substitute Form-10
under Part 1V of Annexure-Il, with e-Service Register (e-SR) in respect of all Government
employees to whom Fundamental Rules apply.

4. Based on the feedback of employee associations, DDOs, and considering the issues
faced during the pilot implementation, the Director of Treasuries and Accounts, AP,
Ibrahimpatnam, vide reference 4™ read above, has suggested some modificationstothe e-SR
Proforma.

5. Government, after careful examination of proposal of the Director of Treasuries and
Accounts, AP, and in supersession ofthe ordersissued inthe reference 3 cited, hereby
order that the e-SR shall be maintained as defined in the Annexure appended to this
order.



6. The updated version ofthe e-SR module containsthe following screens, through which
the employees / DDOs have to enter required data.

SI. No.

Name of the Service

Description

PART -1

PERSONAL DETAILS

Employees / DDOs can view and confirm
the employee Personal Details such as
name, gender, marital status, caste, Aadhar
number etc., Family Details, Education
Details, Address Details and Home Town
Details & wherever necessary they can
enter required data.

PART - 2

NOMINATIONS

Employees/DDQOs can enter nominee details of
the employees.

PART -3

SERVICE (SR) EVENTS

Employees / DDOs can enter historical data of
various events (such as appointment, service
regularization, leave, transfer, increment,
promotion, etc.) recorded inthe existing service
registers. The data is to be entered event-wise,
inthe same order, asthey were entered inthe
service registers.

PART - 4

LEAVE TRAVEL CONCESSION
DETAILS

This screen provides for entry of latest LTC
details.

PART -5

DEPARTMENTAL TESTS AND
TRAININGS DETAILS

Employees / DDOs can enter details of training
employeesundergone & departmentaltests
passed.

PART - 6

INCENTIVES

Employees / DDOs can enter details of
Incentives/Awards/Rewards/Seva Patakam
etc.

PART -7

DOCUMENT UPLOADS

Employees / DDOs can upload mandatory
documents suchas Proofof Date of Birth, etc.

PART - 8

LEAVE LEDGER

Employees / DDOs can enter details of various
leaves availed.

PART -9

eSR CONFIRMATION

This screen provides for view and confirmation
of the employee details by the employee / DDO.
The serviceregister of the employee also needs
to be scanned and uploaded.

7. All the employees and DDOs are instructed to go through the e-SR user manual
enclosedtothis GO, which provides step-by-step instructions on entry and confirmation

of data by the employees/DDOs. The same is also available on the website esr.ap.gov.in.
The User Manual also contains procedural guidelines to be followed forimplementation of

e-SR.




8. The Heads of Offices / Heads of Departments who maintain Service Registers of the
employees are directed to enter all required data in the e-SR Module by 315t December 2020.

(BY ORDER AND IN THE NAME OF THE GOVERNOR OF ANDHRA PRADESH)

SHAMSHER SINGH RAWAT
PRINCIPAL SECRETARY TO GOVERNMENT
To
All the Departments of Secretariat.
All Heads of the Departments.

The Principal Accountant General, AP, Hyderabad.

The Commissioner, Printing, Stationary and Stores Purchase, Vijayawada for publication
in the Gazette.

All Service Associations.

Copy to:

All Chief Executive Officers of Zilla Parishads.

The Director of Treasuries and Accounts, A.P, Vijayawada.
The Pay and Accounts Officer, Vijayawada.

The Director of Works and Accounts,

Vijayawada

The Director of State Audit, Vijayawada.
TheDirectorofInsurance, Vijayawada.

The CEO, APCFSS, Vijayawada.

SF/SCs

IIFORWARDED BY:: ORDER//

SECTION OFFICER



E-SERVICE REGISTER (ANNEXURE TO G.0.Ms.No0.99, FINANCE (HR-IV-FR&LR) DEPARTMENT, Dt: 3.12.2020)

The e-Service Register for Gazetted and Non-Gazetted employees of the Government, as per the amended Annexure-Il, Part-11l read with Rule
74 (a) (iv) of the Fundamental Rules & Form-10 shall be maintained as per the following instructions.

=

The Head of office /DDO/Employee are collectively responsible for upload of e.SR data of the employees working in the office.

In respect of Grant-in-Aid employees drawing salaries under DH/SDH 060/061- GIA towards salaries, the salary bill counter signing
authority in Government is responsible for upload of e.SR.

In respect of All India Service officers, the PAO, AP, Ibrahimpatnam shall upload e.SR data into the system under his authentication.
For the employees in Foreign Service Deputation, the last DDO in parent department is responsible for upload of eSR data.

EMPLOYEES FOR WHOOM E.SR DATA IS TO BE UPLOADED

PN

All employees whose salary is drawn under 010-salaries.

All Grant-in-Aid employees whose salaries are drawn under DH/SDH 060/061.
All work charged employees whose salaries are drawn under DH/SDH 070/071.
Employee in Foreign Service Deputation.

PROCEDURE FOR UPLOAD OF E.SR DATA.

Hown e

The e.SR data shall be uploaded by DDO in https:// esr.ap.gov.in . portal using his CFMS ID as login password.

The HOO/DDO shall immediately update all the entries in physical SR before commencement of upload of e.SR data.

All the pages in the physical SR shall be scanned / uploaded by the DDO into e.SR module.

Before scanning of pages in physical SR, all the pages in physical SR(s) shall be serially numbered by the DDO by affixing a stamp on the
bottom of each page containing the words “page no and also scanned /uploaded into e.SR” under his/her signature. Better if the
leave account(EL/HPL) is scanned at the end. At the end of each scanned copy of the e.SR, the DDO shall certify the number of scanned
pages uploaded under his signature.

The physical SR can be scanned by the DDO by using conventional scanners or by using “Lens” APP of Microsoft Corporation.
Uploading of scanned SR shall be done by DDO using biometric authentication.


https://apesr.apcfss.in/

e-Service Book Guidelines

7. After upload of e.SR data, the physical copy of e.SR shall be in the custody of pension sanctioning Authority for which separate orders
will be issued by the Government for discontinuance of physical SR.

8. Inaddition to uploading the scanned copy of the SR, the DDO shall enter the SR data on the relevant columns of e.SR data entry application
duly attaching the following documents.

a) Latest photograph

b) SSC or equivalent certificate as proof of Date of Birth for superior service employees and Transfer certificate/relevant proof for
last grade service employees.

c) Caste certificate (for SC, ST, BC only)

d) Aadhar card.

e) Medical Certificate (Disabled persons only)

9. After entry of the data into e.SR application, the DDO shall download the e.SR data entered in PDF format, show it to the employee for
cross-verification and obtain the employee’s signature on the PDF format in token of having satisfied with the correctness of Data uploaded
into HCM system. The DDO shall also affix his signature on the PDF format and upload in the €.SR application under his/her biometric
authentication.

10. After upload of e.SR data by the DDO, the data shall be escalated to the Treasury/PAO where the salary bill of the employee is audited and
approved.

11. The Treasury officer/APAO shall cross verify the data uploaded in eSR with the entries in the scanned / uploaded copy of the physical SR
and confirm the correctness of Data entry of the following information

a) Name of the employee as entered in the SR.

b) Date of birth

c) Date of initial entry into service.

d) Community

e) Disabilities, if any

f) Latest Pay of the employee (by cross verifying with FLY leaf Register)
g) Post held by the employee as on date.

h) EL balance of the employee as on date of Upload.

i) HPL balance of the employee as on date of Upload.

12. The Treasury officer/APAO shall confirm the above information under biometric authentication. After confirmation by the Treasury
officer/APAO only, the e.SR. data shall be uploaded into HCM system by the SAP Team.
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e-Service Book Guidelines

13. The upload of e.SR. data into HCM system shall be completed by all the DDOs by 31/12/2020.

14. The PAO, AP, Ibrahimpatnam shall co-ordinate the e.SR data entry work at HOD offices level and the DTA, AP, Ibrahimpatnam shall
Co-ordinate work at District level through network of Treasury officers.

15. The CEO, APCEFSS shall organize the data storage servers properly for smooth upload of e.SR data.

16. For the employees existing prior to 1-7-2020, the SR entry may be taken as an automatic process with due acknowledgement by the
competent authority.

17. For the employees appointed on or after 1-7-2020, upload of each required certificate is mandatory.

18. DDOs may raise incident in CFMS for resolution of e-SR related issues.

Contents

1. About the €-Service BOOK...........oouviiiiiiiiii e,
2. ROIE WISE BCCESS ... e a e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e aaaaaas
G T I To 11 1o (=3 o1 SR
4. €-SerViCE REQISIEI ENLIY ....coiiieiiiiiiiiiee ettt e e e s st e e e s s e e e e e e

4.1. Personal Details

4.2. Nomination Details

4.3. Service Events Details

4.4. Leave Travel Concession Details

4.5. Departmental Tests & Trainings Details

4.6. Incentives Details

4.7. Employee Documents Upload

4.8. Leave Ledger
4.9. EeSR CONFIRMATION



e-Service Book Guidelines

1. About the e-Service Book

The e-Service Book is application, which allows the employees get access to enter\view the employee service details. This application was designed
and developed by Finance Department, Government of Andhra Pradesh through APCFSS.
This application replaces the physical service registers of the employees and the data related will be maintained online and can be accessible to

the employees at any time. Employees can view their own personal details, official documents, pay drawn details, leave details and other Service
details.

Every employee will have access to the e-service book with secured login credentials. Initially, the Employees/DDOs shall update all entries in the

new formats through the e-service book portal. This user manual guides the users on how to use the e-service book portal step-by-step through
screen shots wherever required.

2. Service Access

The decision as to whether the eSR details are to be entered by the DDO himself or through the employees is left to the discretion of the DDO
basing on the number of the employees working under the DDO. In this portal, Employees can enter the service details with the permission of the
DDO. DDOs can also enter and confirm the details of the employees on their own and Treasury Officers / PAO can further confirm select

employee’s service details. The users can access these services through authorized CFMS ID.

1. Employee:

e All employees need to submit their service details from part 1 to part 9 (sub menus) under e-Service Book Entry menu.

o After submitting the details, these are available at one place under view and confirm sub-menu. Employee need to confirm the service
details.

e The confirmed details will be available in their respective DDOs login for further verification and confirmation.

4



e-Service Book Guidelines

2. DDO:

e DDO has to submit his /her service details and follow the steps as mentioned in Instructions to employees
e In addition, DDOs will get the list of employee's service details for confirmation, in his /her login.

e DDO has to go through each employee's details and confirm the same through biometric authentication.

3. Sub treasury Officer (STO) / PAO:

e STO /PAO will access View & Confirm sub-menu, check and confirm (9) select details of the employee with reference to entries
available in the scanned copy of the SR and confirm the same through biometric authentication.

The step by step instructions on how to use the portal are given below:

3. Login Details

1. Enter URL https://www.esr.ap.gov.in the address bar.

2. Press Enter/Click Go, the following Login page will appear.


http://www.esr.ap.gov.in/

e-Service Book Guidelines

E-SERVICE BOOK

FINANCE DEPARTMENT 3. Enter CFMS ID (i.e. 8

GOVERNMENT OF ANDHRA PRADESH

digits unique employee id).
4. Also Enter CFMS ID as initial

Instructions. Nt 1

1. Enter CFMS 1D (3<igits). To know the CFMS ID, please go to the Log’n password for Inltlal Iogln

PSAPINS S5 OIS B BT (Update password through the menu item Change password
2. Enter your Password s

(Default password will be your CFMS (0] After your initial |ogin)
3. Chick on Login button Pisiwei
4, After Login, Password Change option will be enabled
§. To access Forgot Password, Mobile numbar should be updated in Home

Town ¢otas curmg previousfogin 7S Note: If Employee forgot the password use

‘Forgot password’ option

to reset password, new password will be sent to employee mapped

Mobile Number.

Prepared by Andhra Pradesh Centre for Financial Systems & Services 7



e-Service Book Guidelines

Login:

§ E-SERVICE BOOK

FINANCE DEPARTMENT

GOVERNMENT OF ANDHRA PRADESH

Instructions:
1.Enter CFMS 1D (3-digits). To know the CFMS 1D, please go fo the Logln
Employee services ok in CPMS site (hittps:lictms.ap.gov.in)
2. Enter your Password
{Defautt password will be your CFMS D) 14467103 5. Click on "LOgin”
3. Click on Login betion
4. Affer Login, Pzssword Change option will be enabled ik button .

5. Tn access Forgot Passward, Mobile number should be updated in Home

ToWn detaiis durng previous login -
Login

S.No | Description Action

Pubfc services - Senace Sook - Maintenanss of Senvice Book - Replacing the exising Senice Book with e-Senice Book - Amendment \o Fundamenial Rules
peovisions - Orders - Issued

6. After successful authentication, system will navigate to the Home page as shown below screen.
7. This page contains employee name & logout option on the right side corner of the screen, main menu on the left side of the screen, and basic
instructions on the home page.

Prepared by Andhra Pradesh Centre for Financial Systems & Services 8



e-Service Book Guidelines

Welcome! HANUMANTHA RAD LAXSHMY BEZA WADA (14350243 /| % Log-Out

nstructions:-

Please follow below steps for entering employee service detalls in e-Service Book. The entire process is carried at three
different levels i.e,, at employee level, at DDO level and finally at Head Office level

Employee:
1. All employees need to submit thelr senic art 12 (sub menus) under e-Service Book Entry menu
2. After submitting the details, these are nenu. Empioyee need to confirm the servica details through Bio-metric

3. The confirmed cetaits will be availabie in th spective DDOS login for further confirmation process

DDOs :

the through biometric suthentication
ogin for further corfirmation

1
3
4

22 s to go through esach employee's details a
All the employee details will be avallable in Head

Head Office:

1. Head Office will access View & Confirm submenu, check each and every employee sarvice details and confirm the same through biometric authentication.

8. If the user is employee, user has to clickon the e-Service Book Entry menu item to enter the service details in the respective screens.
If the user is DDO or STO, List of all employees whose salaries are drawn and paid under the DDO code will appear under ‘Confirm e-Service
Book Entry’ menu item. In addition names of the employees who are relieved by the DDO for FOREIGN SERVICE deputation also appear
In the DDO login.

10. Service formats will appear when user clicks on “e-Service Book Entry” as shown below.

Prepared by Andhra Pradesh Centre for Financial Systems & Services 9



e-Service Book Guidelines

Fnance Department

Govt. of Andhy a Pradech

O eService Book Entry

» PART 1. Personal Detalls

> FART Z Nomminabon Details

5 PART 3. SR Events

3 PART4 Leave Travel
Concession Deals

5 PART 5. Departmental Tests &

Training Decails
2 PART & Incencives
3 PART 7. Document Uploads
3 PART & Leave Ladger
7 'PART 8. ESR Confirmation

) ContartUis

Last Logim: First Time Login  We'come! ABDULLA SHAK (14467103) | @ Log-Out

Instructions:-

Please follow below steps for entering employee service details in e-Service Book. The entire process is carried at three
different levels i.e., at employee level, at DDO level and finally at STO level.

Employee:
1, All employees need to submit their senvice detads from part 1 to part 11 {(sub menus) under e-Servica Book Entry mena
2 After submitting the details, these are available at one place under Employes confirmation sub-menu
3. The confirmed details will be avaiiable in their respective DDOs login for further confirmation process.

confirmation, in his /mer login
detaiis and confirm the same theough blometric authentication

Enter Employee basic details, place of birth, disabled status,

Part 1: Employee
Personal Details

local status,family member details, educational details,
Address details and Hometown details

Part 2: Nomination Details

Enter Nominations for Gratuity, GPF, APGLI already made by the employees and available in the
SR.

Part 3: SR Events

Enter the data as per the manual service register. In each of the
service event.There are multiple options available
enabling the employee to enter each and every detail

Part 4: LTC Details

Enter the latest availed LTC details only and also confirm whether
anywhere in the country facility is availed or not.

Part 5:
Departmental
Tests/Training Details

Enter Departmental Tests and training details already entered in the SR.

Prepared by Andhra Pradesh Centre for Financial Systems & Services



e-Service Book Guidelines

Part 6: Incentives

Enter incentives sanctioned to the employee.

Part 7: Document Uploads

Upload employee Latest Photo, Aadhar card Scanned Copy,
SSC certificate or SR extract page for proof of Date of Birth,
Caste Certificate(if Other than OC), Medical Certificate

(if employee disabled).

Part 8: Leave Ledger

Enter various types of Leaves earned and availed by the employee till date in the leave
Ledger chronologically. (I.e E.L,HPL,etc.. credits and balances)

Part 9: ESR Data Confirmation

Employee / DDO has to confirm the data submitted. DDO has to confirm the data with biometric
Authentication. The DDO has to submit the data only after upload of scanned copy of the
Physical SR of the employee as detailed in the guidelines given above.

Confirmation by the Treasury officer /
PAO

After submission by the DDO, entire data goes to the login of the accountant in the concerned
Treasury / PAO where the salary bill is passed

Prepared by Andhra Pradesh Centre for Financial Systems & Services




e-Service Book Guidelines

e-Service Book Entry:

User has to click on ‘Part 1: Personal Details’ sub menu item under e-Service Book entry menu item to enter the Personal details as shown

below.

i. Employvee Details:

R i | s | oo

1451 LOgI’ SOPSATID 0ROAM  WeKOMe! ABDULLA SHAK (14487708 1 @ Log-Out

]

Basic Detalls in HRMS
Name sumame Gendar
ARDULA Mak
» of Birth (DDMMAYYYY Date of Ertry into Regular Gowernment Service IDD/MMIYYYY
e Bk 070572018
Basic Detalls In ESR (If Name, Surname, Gender & Date of Birth and Date of joining are incorrect, then verify and update it)
Name urnarm Gunder
ASDULLA SHAIK Male
11 7, Document Uploac
ate of Birth (DEVMM/YYY ato of Entry into Regular Government Service (DO/MMIYYYY Date of Entry Prior to Government Service (DDMMYYYY) (Optionol)
) PART S Ly
0710611994 " 07082018 n -]
+ PART % 3R Convamation
HAMS 10 CFMS 10
0 logue 200978 14467103
) Ciaste Category Aadhar Numbe
Married v BCB ~ 755212191280
arent Department cerce Rude
HOMOS.INTELLIGENCE DEPARTMENT v GADO1S05.A P. GENERAL SUBORDINATE SERVICE RULES v
Class/ Branch Post In Paren! Department
SELECT ~  SELECT v
wi DDO Code I - foy Stat Religion
27001002036 PROBATIONER (REGULARIZED) - Hindy

The following data will be auto populated from HRMS with edit facility( except HRMS ID and CFMS ID)
e Name
e Surname

e Gender

Prepared by Andhra Pradesh Centre for Financial Systems & Services



e-Service Book Guidelines

e Date of Birth

e Date of Entry into Government Service

e HRMSID

e CFMSID

SI. No | Column (Field) Name Type of Field Remarks

1. Basic Details

1 Name Data Entry Auto populated from HRMS portal. If
any corrections, Employee / DDO can correct the nam
of the employee

2 Surname Data Entry Auto populated from HRMS portal. If
any corrections Employee / DDO can correct the Surn
of the employee

3 Gender Drop down box Auto populated from HRMS portal. If
any corrections Employee / DDO can correct the Gend
of the employee

4 Date of Birth (DD/MM/YYYY) Select box Auto populated from HRMS portal. If
any corrections Employee / DDO can correct the Da
Birth of the employee

5 Date of Entry into Regular Government Select box Auto populated from HRMS portal. If
any corrections Employee / DDO can correct the
Date of Entry into Regular Government Service of the
employee

6 Service (DD/MM/YYYY) Select box Select Date of Entry Prior to Government

Prepared by Andhra Pradesh Centre for Financial Systems & Services
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Service

7 Date of Entry Prior to Government Read only Auto populated from HRMS portal.

8 Service (DD/MM/YYYY) (Optional) Read only Auto populated from HRMS portal.

9 HRMS ID Drop down box Select Marital status (Eg: Married / Unmarried / Wid
Divorced / Widower).

10 CFMS ID Drop down box Select caste for the employee (SC/ ST/ BC-A /BC-B/
BC-C /BC-D /BC-E /OTHERYS)

11 Aadhar Number Data Entry Auto populated from HRMS portal. If
any corrections Employee / DDO can correct the
aadhar number of the employee

12 Parent Department Drop down box Please select Parent Department.

13 Service Rule Drop down box Please select Service Rule.

14 Class/ Branch Drop down box Select Class/ Branch for the employee (BRANCH-I1/
BRANCH-II / NONE)

15 Post in Parent Department Drop down box Please select Post in Parent Department.

16 Latest Salary Drawn DDO Code (11-digitnum | Data Entry Enter Latest Salary Drawn DDO Code.

17 Employee Present Status Drop down box Please select Employee Present Status.

18 Religion Drop down box Please select Religion for the employee ( Hindu /
Islam / Christianity / Buddhism / Sikh / Jain)

2. Place of Birth

1 State Drop down box Please select State.

2 District Drop down box Please select District.

3 Mandal Drop down box Please select Mandal.

Prepared by Andhra Pradesh Centre for Financial Systems & Services
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4 Village Drop down box Please select Village.
5 Pin code Data Entry Please enter six digit Pin code
6 Nationality Read only Auto populated.
3. Local Status
1 State Drop down box Please select State.
2 District Drop down box Please select District.
3 Revenue Division Drop down box Please select Revenue Division.
4 Mandal Drop down box Please select Mandal.
4. Differently Abled
1 Differently Abled Drop down box Please select Differently Abled for the employee
(NO/ ORTHO / DEAF & DUMB / VISUAL)
5. PF Details
1 Type of GPF Drop down box Please select Type of GPF for the employee
(GPF (AG) / CLASS IV GPF / ZPPF / CPS /
APPLICABLE)
2 Provident Fund Account Number Data Entry Please enter Provident Fund Account Number.
6. Other Details
1 Identification Marks (As per SSC) / Data Entry Please enter Identification Marks (As per SSC) /
Service Register Service Register in one and two columns for the
employee.
2 Height (in cm) Data Entry Please enter Height for the employee.

Prepared by Andhra Pradesh Centre for Financial Systems & Services




e-Service Book Guidelines

ii.Family member Details:

Employee has to enter the family member details. Employee can add, edit and delete the data. Once all the details are filled up in this section,

employee should save the data.

L Lo T agm ek ADULLA SN | 9 LoDt

SI. No Column (Field) Name Type of Field Remarks

FAMILY MEMBER DETAILS

1 Name Data Entry Please enter name of employee
And also family members.

2 Surname Data Entry Please enter surname of employee

Prepared by Andhra Pradesh Centre for Financial Systems & Services
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e-Service Book Guidelines

And also family members.

3 Relationship Drop down box Please select Relationship of
the employee.
4 Is Alive? Drop down box Please select Is Alive of
the employee.
5 Marital Status Drop down box Please select Marital Status of
the employee.
6 Date of Birth Select Box Please select Date of Birth.
7 UID /Aadhar number Data Entry Please enter UID /Aadhar number
8 Mobile number Data Entry Please enter Mobile number
9 Date of Marriage Select Box Please enter Date of Marriage
10 Type of Employment Drop down box Please select Type of Employeeme
11 Income Per Annum Drop down box Please select Income Per Annum.
12 Death of Death Select box Please select Death of Death.

Add Row option is provided for Adding Family member Details

Prepared by Andhra Pradesh Centre for Financial Systems & Services
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iii.Education Details:

Employee has to enter the education details in chronological order. Employee can edit / delete the data. Once all the details are filled up in this

section, employee should save the data.

Lo loge GrtTime Loglhy  Weshiomest ASDULIA SNARTASEMND |/ |9 Loglu

# PAETL PR Corflenlen Ireamsdinte) - W DEEE w2 L METS GONT POL ndl L EmbnPaie W SUNTUR LY GUNTUR b E

Gragu3ten v EEE »n v GIET COLLEGE OF Ing w AmbaPrie W EAST GOOFWI W EAANGARAY W m

o
=
SI. No Column (Field) Name Type of Field Remarks
Education Details

1 Quialification Drop down box Please select Qualification of the
employee

2 Stream/ Branch Name Data Entry Please enter Stream/ Branch Nam
Of the employee

3 Year of passing Drop down box Please select Year of passing of th
employee

Prepared by Andhra Pradesh Centre for Financial Systems & Services
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School/College/University

Data Entry

Please enter
School/College/University of
The employee

Country Drop down box Please select Country of the
employee

State Drop down box Please select State of the
employee

District Drop down box Please select District of the
employee

Mandal Drop down box Please select Mandal of the

employee

Prepared by Andhra Pradesh Centre for Financial Systems & Services
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iv.Address Details:
Employee has to enter the Permanent address and communication address details. User can select the check box “Click here if communication

address is same as permanent address” if both communication address and permanent address are same. Then the data in permanent address
will be auto-populated in communication address to avoid the data re-entry. Once all the details are filled up in this section, employee should

save the data.

P (O S T LG Ve AULLA SRR [ SRS [ Y LU

0 Eanam bei by

Erployre Seiaf shoubdbe sdersmel kgl and S b Fenify, Foceson, kideers, Home

R oo |
=
SI. No Column (Field) Name Type of Field Remarks
1. Permanent Address
1 House No. Data Entry Enter Houes No.
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2 Street 1 Data Entry Entrer Street 1
Street 2 Data Entry Enter Street 2

4 State Drop down box select State

5 District Drop down box Select District

6 Mandal Drop down box Select Mandal

7 Village Drop down box Select Village

8 Pin code Data Entry Select Pin code

2. Communication Address

1 House No. Data Entry Enter House No.

2 Street 1 Data Entry Enter Street 1

3 Street 2 Data Entry Enter Street 2

4 State Drop down box select State

5 District Drop down box Select District

6 Mandal Drop down box Select Mandal

7 Village Drop down box Select Village

8 Pin code Data Entry Select Pin code
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v.Hometown Details:
Employee has to enter the Hometown details. These details can be modified only two times in the entire employee’s service. Once all the details

are filled up in this section, employee should save the data.

Lerlogn At Tmelogh  Aclcone ABDULASHARIMAETIES | B Lo

- =2

SI. No Column (Field) Name Type of Field Remarks

Home Town Details
1 This is my declaration Drop down box Select This is my declaration
2 State Drop down box Select State
3 District Drop down box Select District
4 Mandal Drop down box Select Mandal
5 Village Drop down box Select Village
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6 Pin code Data Entry Enter Pin code

7 Nearest Railway Station Data Entry Enter Nearest Railway Station

8 Nearest Airport Data Entry Enter Nearest Airport

9 Mobile 1 (official) (Optional) Data Entry Enter Mobile 1 (official) (Optional)
10 Mobile 2 (personal) Data Entry Enter Mobile 2 (personal)

11 Email 1 (official) (Optional) Data Entry Enter Email 1 (official) (Optional)
12 Email 2 (personal) Data Entry Enter Email 2 (personal)
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Part 2: Nomination Details:

Employee has to enter the nominee’s details for Gratuity and GPF/PRAN. Provision is given to edit / delete the data. Once all the details are
filled up in this section, employee should save the data.

o = Last Login: first Time Logih  Welce

Gont. of Andhra Pradesh

©  eService Bosk Entry. W

3 PART 1, Personal Dessiis

4 PART 2. Nomination Détails
— Others v | om0 -

3 PART 4. Lasva Travel
Concession Detsils

5 PART 5. Departmantsl Tasrs &
- — Total Perc ge
Training Details otal Percentage
(i thve nerminees for G

Mame:| NANNI Refationship: SELECT v |DEB:| 100971388 i

5 PART 6. centives

3 PART 7. Dacument Ulosds

» PART 8, Leave Ledger = T
NANNI-Mother v | | Osimi2020 th
5 PART 9. ESR Canfirmation

» Contact Us

© Logou

{iii} Original or siternative nominees for NPS

— —
w th

SELECT

Total Percentage
NANNI-Mother v 1210812020 m 100.00
@ Total Percentage £00.00
Sl. No | Column (Field) Name | Type of Field | Remarks
(i) Gratuity
1 Name of the Family Member | Drop down box Select Name of the Family Mem
Relationship Relationship
2 Date of Nomination Select Box Select Date of Nomination
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3 % of share to be paid for each Data Entry Enter % of share to be paid for
nominee .
nominee
4 Total Percentage Read only Automatic calculate Total

Percentage

(i) Original or alternative nominees for GPF

1 Name of the Family Member| Drop down box Select Name of the Family
. . Member Relationship
Relationship
2 Date of Nomination Select Box Select Date of Nomination
3 % of share to be paid for each Data Entry Enter % of share to be paid for
nominee .
nominee
4 Total Percentage Read only Automatic calculate Total

Percentage

(iii) Original or alternative nominees for NPS

1 Name of the Family Member| Drop down box Select Name of the Family
. . Member
Relationship
Relationship
2 Date of Nomination Select Box Select Date of Nomination
3 % of share to be paid for each Data Entry Enter % of share to be paid for
nominee .
nominee
4 Total Percentage Read only Automatic calculate Total

Percentage

(iv) Nominees for APGLI

1

Name of the Family Member

Drop down box

Select Name of the Family
Member Relationship

Relationship
2 Date of Nomination Select Box Select Date of Nomination
3 % of share to be paid for each Data Entry Enter % of share to be paid for

nominee

nominee
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Part 3: SR Events

User has to click on ‘Part 3: SR Events’ sub menu item under e-Service Book entry menu item to record all the service events into this e-Service
register. The elements to be recorded are as follows:

. Appointment

. Regularization

. Probation

. Change in Pay

. Leaves Availed

. Transfers

. Promotions

. Deputation

© 00 N oo 0o A~ W N B

. Reversion

[y
o

. Compulsory Wait

=
=

. Punishments

RN
N

. Suspensions

. Relief

. Re-Appointment
. EL Surrender

. Repatriation / Surrender

L S = S S TR
N o 01~ W

. Re-instatement

[EnY
0o

. Reporting back to Duty
. Regularisation of Absence

N
o ©

. Others (No Impact on Pay)
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The above list is provided as drop down, employee has to select the event name and event date and click on “ADD” button. Dialogue boxes will
be popped up for each of the event, in which employee enters the data as per the manual service register. In each of the service event, there
were multiple options available enabling the employee to enter each and every detail. Once all the details are filled up in each of the section

concerned, employee should save the data.

After saving the data in the respective dialogue boxes, the main page of the event capturing screen will be visible to view the recorded events.

Further modifications to the entered data is enabled in this system as shown below.

O (96 Whatsd, X | M addddocode X | M Iibox(1.949) X | wf BeneficiaySe X | BB CizenBilSty X | @ Changefesse X | [ 7D X @ FinenceDeze X 4 - g X

& C @& testapdissin/APESR/SREvents.dolsid= r ° (4]

Last Lagin: First Time Logln  Welcome! ABDULLA SHAK (14467103) | & Log-Out

3 PART 2. Nomination Details
» PART 3, 5R Gvents

3 PART 4. Leave Travel
Concession Details

» PART 5, Departmental Tests &
Training Details

3 PART 6, incentives
» PART 7. Document Uploads

7 PART &, Leave Ledger

3 PART 9, ESR Confemation

» Contact Us

© Logout

© Finance Department, Government of Andhra Pradesh, 2019 Designed and Developed By | Besz viewed on Chrome, and Fircfox

H-ll © Type here to search

Prepared by Andhra Pradesh Centre for Financial Systems & Services 2



e-Service Book Guidelines

A separate row is available to further add the events and employee has to follow the procedure to enter the data as mentioned above. The

screen for this is viewed as below. A separate column by name “Data Entered” will be generated with main details.

Select particular event from the dropdown and click on “ADD” button for adding the details as shown below.

0 = Welcoeral ATCHEITA RAMAYYA GARAGATI (1353245 | Log-Ou
Finance Department
SREcr

) T LaLS e P - I Y N
) orone o Type: Dt Recratimess: Pt - Village Dewedoprmes Offices. Grode | ﬁ

2 e o e PerSat 11670

s A T [ o |

. v s Por 3501670 [ carven

. e o T gt et sor08 [ carven |

Sl . s, i e LEr)
7 e tacis LT, o a2 [ ot ven

. e e st et 01628 [ taves |

. oo e st | caves |

o e o e  —— [ covee

" 209 Leaves Avsbed Lomee Type G Mo of days 15 Ex=s

" Rt ] Changm i Py Py Ty At v By Seadw 11007050 m

o nmenom Change in Pay Py Type: Pay Revision Comerissian Pary Scale: 2194500 ﬁ

1 curne [P——— [ — [ Ot Vaw

15 IONE1995 Prohation Probation Type Probuation Procmedeg Mo CU7I5VRT, datnd 23 01 1996 of DTA ot vew

g rsano romocecs o Ty romocers Fay e s s [ tatrves

{
Column (Field) Name Type of Field Remarks
1 SR Entry Date Select box Select SR Entry Date
2 Event Name Drop down Select Event Name
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i. SR Event-Hiring:
Employee has to enter his/her hiring details. There are four options available in “Type of hiring”. If employee selects the “Type of hiring” from

the drop down then the respective fields will be visible for data entry.

SR Events © Appointment

Type of Appointment \ -

Sl. No Column (Field) Name Type of Field Remarks

1 Type of Appointment Select box Select Type of Appointment
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# Hiring: Direct Recruitment

If employee is hired through Direct Recruitment, then employee has to enter the details like appointment, post, and time scal e. Once all the

details are filled up in this section, employee should save the data.

SR Events © Appointment

Type of Appointment

Sl. No Column (Field) Name Type of Field Remarks

a)Direct Recruitment Appointment Details

1 Order No. Data entry Enter Order No.

2 Order Date Select box Select Order Date

3 Date of Joining Select box Select Date of Joining
4 Joining Time Drop down Select Joining Time
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5 Nature Read only Select Nature

6 Selection by Drop down Select Selection by
7 Department Drop down Select Department

8 Service Rule Drop down Select Service Rule
9 Class/ Branch Drop down Select Class/ Branch
10 Post Category Drop down Select Post Category
11 Post Drop down Select Post

b) Direct Recruitment Time Scale

12 PRC Type Drop down Select PRC Type

13 PRC Year Drop down Select PRC Year

14 Apprenticeship (Yes or No) Drop down Select Apprenticeship (Yes or No)
15 Remarks Data entry Enter Remarks
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# Hiring: Conversion from Contingent Service

If employee is hired through “Conversion from contingent service”, then employee has to enter the contingent service department, post, newly

appointed department, post, and time scale details. Once all the details are filled up in this section, employee should save the data.

SR Events © Appointment

Sl. No Column (Field) Name Type of Field Remarks

a) Conversion from Contingent Service Appointment Details

1 Order No. Data entry Enter Order No.

2 Order Date Select box Select Order Date

3 Date of Joining Select box Select Date of Joining
4 Joining Time Drop down Select Joining Time
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b) Conversion from Contingent Service

1 From Department Drop down Select From Department
2 From Service Rule Drop down Select From Service Rule
3 From Class/ Branch Drop down Select From Class/ Branch
4 From Post Drop down Select From Post

5 To Department Drop down Select To Department

6 To Service Rule Drop down Select To Service Rule

7 To Class/ Branch Drop down Select To Class/ Branch
8 To Post Drop down Select To Post

c¢) Conversion from Contingent Service Time Scale

1 PRC Type Drop down Select PRC Type

2 PRC Year Drop down Select PRC Year

3 Pay Scale Drop down Select Pay Scale

4 Basic Pay Drop down Select Basic Pay

5 Effective Date Select box Select Effective Date

6 Remarks Data entry Enter Remarks
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¥ Hiring: Redeployment

SR Events © Appointment

Date of joining (DOMMYYYY)

If employee is hired through “Redeployment”, then employee has to enter the department, post from which he/she redeployed and also enters

newly appointed department, post, and time scale details. Once all the details are filled up in this section, employee should save the data.

SI. No Column (Field) Name Type of Field Remarks

a) Redeployment / Conversion Appointment Details

1 Order No. Data entry Enter Order No.

2 Order Date Select box Select Order Date

3 Date of Joining Select box Select Date of Joining
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4 Joining Time Drop down Select Joining Time

5 From Department Drop down Select From Department
6 From Service Rule Drop down Select From Service Rule
7 From Class/ Branch Drop down Select From Class/ Branch
8 From Post Drop down Select From Post

9 To Department Drop down Select To Department

10 To Service Rule Drop down Select To Service Rule
11 To Class/ Branch Drop down Select To Class/ Branch
12 To Post Drop down Select To Post

b) Redeployment / Conversion (From / To Time Scale)

1 PRC Type Drop down Select PRC Type

2 PRC Year Drop down Select PRC Year

3 Pay Scale Drop down Select Pay Scale

4 Basic Pay Drop down Select Basic Pay

5 Remarks Data entry Enter Remarks
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# Hiring: Emergency service

If employee is hired through “Emergency Service”, then employee has to enter the department, post and time scale details. Once all the details

are filled up in this section, employee should save the data.

SR Events © Appointment

Type of Appointmant

Sl. No Column (Field) Name Type of Field Remarks

a) Emergency Service Appointment Details

1 Order No. Data entry Enter Order No.

2 Order Date Select box Select Order Date

3 Date of Joining Select box Select Date of Joining
4 Joining Time Drop down Select Joining Time
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5 Department Drop down Select From Department

6 Service Rule Drop down Select From Service Rule
7 Class/ Branch Drop down Select From Class/ Branch
8 Post Category Drop down Select From Post Category
9 Post Drop down Select From Post

c) Emergency Service Time Scale

1 PRC Type Drop down Select PRC Type

2 PRC Year Drop down Select PRC Year

3 Pay Scale Drop down Select Pay Scale

4 Basic Pay Drop down Select Basic Pay

5 Remarks Data entry Enter Remarks

» Hiring: Conversion

Conversion done as per rule 14 of AP MINISTERIAL service rules 1998 (Ex: conversion of Typist as Junior Assistant etc..)
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SR Events © Appointment -
Type of Appointmant

Appointment Detals

Yvarsan -
A De
Dreier Na. Order Date [D0/MMYYYY) -

Date af joining MOOAMMAYYYY s Jalning Time BELECT

Department PRROZPAMCHAYATRA] DEPAF « =¥ SELECT w Departinent SELECT w Sendes Rl

- omwess. ! ome |
[ s |

SI. No Column (Field) Name Type of Field Remarks
a) Conversion
1 Order No. Data entry Enter Order No.
2 Order Date Select box Select Order Date
3 Date of Joining Select box Select Date of Joining
4 Joining Time Drop down Select Joining Time
5 Department Drop down Select From Department
6 Service Rule Drop down Select From Service Rule
7 Class/ Branch Drop down Select From Class/ Branch
8 Post Category Drop down Select From Post Category
9 Post Drop down Select From Post
c) Time Scale
1 PRC Type Drop down Select PRC Type
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2 PRC Year Drop down Select PRC Year
3 Pay Scale Drop down Select Pay Scale
4 Basic Pay Drop down Select Basic Pay
5 Remarks Data entry Enter Remarks

SR Event>>Regularization:
» Reqgularization:
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SR Events © Regularization

Regularization Details

Department SELECT H Service Rule SELECT
Name

Post Name SELECT El Date of
Regularization

Proceeding Proceeding Order
Order Number Date

SI. No Column (Field) Name Type of Field Remarks
a) Regularization Details
1 Department Drop down Select Nature of Increment/Incentive
2 Service Rule Drop down Select Service Rule
3 Class / Branch Drop down Select Class / Branch
4 Post Drop down Select Post
5 Date of Regularization Select box Select Date of Regularization
6 Proceeding Order Number Data entry Enter Proceeding Order Number
7 Proceeding Order Date Select box Select Proceeding Order Date
8 Remarks Data entry Enter Remarks
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SR Event>>Probation:
¥ Probation:

SR Events © Probation

Effective Date of Declaration =]

Probation Details

Probation From Prabation To
Date (DD/MM Date (DD/MM =
YY) FYYYY)

Date of & Upload Order
declaration of

probation

(DD/MM/YYYY)

Browse... | No file selected.

Department SELECT E| Service Rule SELECT

Post sELECT |_| Proceeding
number

Extension If SEiECT |,| If Yes, then
any. reason for
extension
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SI. No Column (Field) Name Type of Field Remarks
a) Probation Details
1 Probation From Date (DD/MM/YYY| Select box Select Probation From
(DD/IMM/YYYY)
2 Probation To Date (DD/MM/YYYY)| Select box Select Probation To
(DD/IMM/YYYY)
3 Date of declaration of prob. | Select box Select Date of declaration of prob.
(DD/IMMIYYYY) (DD/MM/YYYY)
4 Department Drop down Select Nature of Increment/
Incentive
5 Service Rule Drop down Select Service Rule
6 Class / Branch Drop down Select Class / Branch
7 Post Drop down Select Post
8 Proceeding number Data entry Proceeding number
9 Extension If any. Drop down Extension If any.
10 Reason for extension Drop down Reason for extension
11 Remarks Data entry Remarks
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» Change-in-pay: Annual Increment

Employee has to enter the annual increment details by selecting the Annual increment in Type of Pay drop down. In this dialogue box, details
like PRC type, year, scale, increment, Actual pay, effective date, date on which increment is due, date of monentary benefit are to be filled.

Once all the details are filled up in this section, employee should save the data.

SR Events © Change in Pay

Type of Pay

PRC Type

Effective Date

Date of monetary benefit
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SI. No Column (Field) Name Type of Field Remarks
a) Annual Increment

1 PRC Type Drop down Select PRC Type

2 PRC Year Drop down Select PRC Year

3 Pay Scale Drop down Select Pay Scale

4 Basic Pay Drop down Select Basic Pay

5 Increment Read only Auto Populated

6 Actual Pay Read only Auto Populated

7 Effective Date Select box Select Effective Date

8 Date on which next increment due | Select box _Select Date on which next
increment
due

9 Date of monetary benefit Select box Select Date of monetary benefit
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b) Revised on pay fixation

1 Effective Date Select box Select Effective Date
2 PRC Type Drop down Select PRC Type

3 Year Drop down Select Year

4 Pay Scale Drop down Select Pay Scale

5 Basic pay Drop down Select Basic pay

6 Remarks Data entry Enter Remarks
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» Change-in-pay: Automatic Advancement Scheme

Next option in Type of pay is Automatic advancement scheme. In this, details like type of automatic advance, post, time scale and other

details are to be filled by the employee. Once all the details are filled up in this section, employee should save the data.

SR Events © Change in Pay

Sl. No Column (Field) Name Type of Field Remarks
a) Automatic Advancement Scheme
1 Type of Automatic Advance Drop down Select Type of Automatic Advance
b) Automatic Advancement Scheme From /To
1 Department Drop down Select Department
2 Service Rule Drop down Select Service Rule
3 Class / Branch Drop down Select Class / Branch
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4 Post Drop down Select Post

5 PRC Type Drop down Select PRC Type

6 PRC Year Drop down Select PRC Year

7 Pay scale Drop down Select Pay scale

8 Basic Pay Drop down Select Basic Pay

9 To Effective Date Select box Select To Effective Date
b) Revised on pay fixation

1 Effective Date Select box Select Effective Date
2 PRC Type Drop down Select PRC Type

3 Year Drop down Select Year

4 Pay Scale Drop down Select Pay Scale

5 Basic pay Drop down Select Basic pay

6 Remarks Data entry Enter Remarks
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» Change-in-pay: Step Up

Likewise, step up and step down options are also available. For both the options, same type of fields is available to enter the data. The related

screen shots are shown below. Once all the details are filled up in this section, employee should save the data.

SR Events © Change in Pay

SI. No Column (Field) Name Type of Field Remarks

a) Step Up From /To
1 Department Drop down Select Department
2 Service Rule Drop down Select Service Rule
3 Class / Branch Drop down Select Class / Branch
4 Post Drop down Select Post
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5 PRC Type Drop down Select PRC Type
6 PRC Year Drop down Select PRC Year
7 Pay scale Drop down Select Pay scale
8 Basic Pay Drop down Select Basic Pay

b) With whom the pay is stepped up : (If Employee HRMS ID not exists,

then enter all 9's. Ex: 9999999)

1 Employee HRMS ID Data entry Enter Employee HRMS ID
2 Employee Name Data entry Enter Employee Name
3 Designation Data entry Enter Designation

4 Remarks Data entry Enter Remarks

c) Revised on pay fixation

1 Effective Date Select box Select Effective Date
2 PRC Type Drop down Select PRC Type

3 Year Drop down Select Year

4 Pay Scale Drop down Select Pay Scale

5 Basic pay Drop down Select Basic pay

6 Remarks Data entry Enter Remarks
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¥» Change-in-pay: Step Down

SR Events © Change in Pay

Step Down

SI. No Column (Field) Name Type of Field Remarks
a) Step Up From /To
1 Department Drop down Select Department
2 Service Rule Drop down Select Service Rule
3 Class / Branch Drop down Select Class / Branch
4 Post Drop down Select Post
5 PRC Type Drop down Select PRC Type
6 PRC Year Drop down Select PRC Year
7 Pay scale Drop down Select Pay scale
8 Basic Pay Drop down Select Basic Pay
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b) Revised on pay fixation

1 Effective Date Select box Select Effective Date
2 PRC Type Drop down Select PRC Type

3 Year Drop down Select Year

4 Pay Scale Drop down Select Pay Scale

5 Basic pay Drop down Select Basic pay

6 Remarks Data entry Enter Remarks
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» Change-in-pay: Specific Order

Specific Order is another type of Pay in which details like nature of increment, PRC type, year, pay scale, basic pay, no. of increments, rate
of increment, effective from and to dates are to be filled. Once all the details are filled up in this section, employee should save the data.

SR Events © Change in Pay

SI. No Column (Field) Name Type of Field Remarks
a) Specific order
1 Nature of Increment/Incentive Drop down Select Nature of
Increment/Incentive
2 Service Rule Drop down Select Service Rule
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3 Class / Branch Drop down Select Class / Branch

4 Post Drop down Select Post

5 PRC Type Drop down Select PRC Type

6 PRC Year Drop down Select PRC Year

7 Pay scale Drop down Select Pay scale

8 Basic Pay Drop down Select Basic Pay

9 No. of Increments Drop down Select No. of Increments
10 Rate of Increment Data entry Enter Rate of Increment
11 Effective From Select box Select Effective From
12 To Date Read only 31/12/9999

13 Remarks Data entry Enter Remarks

b) Revised on pay fixation

1 Effective Date Select box Select Effective Date

2 PRC Type Drop down Select PRC Type

3 Year Drop down Select Year

4 Pay Scale Drop down Select Pay Scale

5 Basic pay Drop down Select Basic pay

6 Remarks Data entry Enter Remarks

» Change-in-pay: Pay Revision Commission
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Pay revision commission details like department, post name, time scale are to be filled under this section. Once all the details are filled up in

this section, employee should save the data.

SR Events © Change in Pay

SI. No Column (Field) Name Type of Field Remarks
a) Pay Revision Commission From / To

1 Department Drop down Select Nature of
Increment/Incentive

2 Service Rule Drop down Select Service Rule

3 Class / Branch Drop down Select Class / Branch

4 Post Drop down Select Post

5 PRC Type Drop down Select PRC Type

6 PRC Year Drop down Select PRC Year

7 Pay scale Drop down Select Pay scale

8 Basic Pay Drop down Select Basic Pay
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b) Pay Revision Commission To

1 Date of Select box Select Date of
Option Option
2 Date of Next Increment Select box Select Date of Next Increment
3 PRC Effective Date Select box Select PRC Effective Date
4 Date of monetary benefit Select box Select Date of monetary benefit

c¢) Revision of pay fixation

1 Effective Date Select box Select Effective Date
2 PRC Type Drop down Select PRC Type

3 Year Drop down Select Year

4 Pay Scale Drop down Select Pay Scale

5 Basic pay Drop down Select Basic pay

6 Remarks Data entry Enter Remarks

Depending upon the type of pay fixation, relevant type has to be selected. i.e, FR-22 a(i), FR-31(2), FR-22 a(iv), Preponement of Increment,
FR- 22(B), FR-22 (b), 6 g(i) etc.. and the pay fixation details shall be entered in the relevantfields.
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» Changein Pay: FR -22 a(i)

SR Events © Change in Pay -

Type of Pay oA

FR-Z2 allyFR-22 afiv)FR-}1 [2¥Preponement of IncrementFR-22 (B) FR-22 by 6 (ghi)

PRRDZPANCHAYAT RAJ DEPARTMENT w BN SELECT

PRC Type State . PRCYear e

Pay Scale: 14360-38540 Grade: NVIl

= SELECT - SELECT - SELECT

[ s |
SI. No Column (Field) Name Type of Field Remarks
a) Specific order

1 Department Drop down Select Nature of
Increment/Incentive

2 Service Rule Drop down Select Service Rule

3 Class / Branch Drop down Select Class / Branch

4 Post Drop down Select Post

5 PRC Type Drop down Select PRC Type

6 PRC Year Drop down Select PRC Year

7 Pay scale Drop down Select Pay scale
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8 Basic Pay Drop down Select Basic Pay

9 Effective date Select box Select Effective date
b) Revision of pay fixation

1 Effective Date Select box Select Effective Date
2 PRC Type Drop down Select PRC Type

3 Year Drop down Select Year

4 Pay Scale Drop down Select Pay Scale

5 Basic pay Drop down Select Basic pay

6 Remarks Data entry Enter Remarks

» Change in Pay: FR -26 (aa)-Notional Increment

SR Events © Change in Pay

SELECT
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Sl. No Column (Field) Name Type of Field Remarks
a) FR -26 (aa)-Notional Increment

1 PRC Type Drop down Select PRC Type

2 PRC Year Drop down Select PRC Year

3 Pay Scale Drop down Select Pay Scale

4 Basic Pay Drop down Select Basic Pay

5 Increment Read only Auto Populated

6 Actual Pay Read only Auto Populated

7 Effective Date Select box Select Effective Date

8 Date on which next increment due | Select box _Select Date on which next
increment
due

9 Date of monetary benefit Select box Select Date of monetary benefit

b) Revised on pay fixation

1 Effective Date Select box Select Effective Date

2 PRC Type Drop down Select PRC Type

3 Year Drop down Select Year

4 Pay Scale Drop down Select Pay Scale

5 Basic pay Drop down Select Basic pay

6 Remarks Data entry Enter Remarks
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Change in Pay: Pay change (undefined)

Here details of consolidated pay, if any, drawn by the employee in the initial period of the service / apprentice period etc.. shall be entered.

SR Events © Change in Pay -

Type of Pay ——

PR Typs SELECT P Yes BELECT

Pay EMfective Date =

T

Sl. No Column (Field) Name Type of Field Remarks

a) FR -26 (aa)-Notional Increment
1 PRC Type Drop down Select PRC Type
2 PRC Year Drop down Select PRC Year
3 Pay Data entry Enter Pay
4 Effective Date Select box Select Effective Date
b) Revised on pay fixation
1 Effective Date Select box Select Effective Date
2 PRC Type Drop down Select PRC Type
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3 Year Drop down Select Year
4 Pay Scale Drop down Select Pay Scale
5 Basic pay Drop down Select Basic pay
6 Remarks Data entry Enter Remarks
» Change in Pay: Conversion from Apprenticeship to Regular Timescales
When the employee is migrated into regular time scale from consolidated pay etc., relevant details are to be filled here.
ISR Events © Change in Pay
SI. No Column (Field) Name Type of Field Remarks
a) Conversion from Apprenticeship to Regular Timescales From / To
1 PRC Type Drop down Select PRC Type
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2 PRC Year Drop down Select PRC Year
Pay Data entry Enter Pay
4 Effective Date Select box Select Effective Date
b) To Regular Pay

1 Department Drop down Select Nature of
Increment/Incentive

2 Service Rule Drop down Select Service Rule

3 Class / Branch Drop down Select Class / Branch

4 Post Drop down Select Post

c) Revised on pay fixation

1 Effective Date Select box Select Effective Date

2 PRC Type Drop down Select PRC Type

3 Year Drop down Select Year

4 Pay Scale Drop down Select Pay Scale

5 Basic pay Drop down Select Basic pay

6 Remarks Data entry Enter Remarks

# Change in Pay: Career Advancement Scheme

The details of CAS sanctioned to the employees drawing UGC / AICTE / JUDICIAL OFFICERS need to be entered here.
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SR Events © Change in Pay -

Type of Pay Camver Adunncement Scheama v

Carcer Advancement Scheme

Department SELECT + Serviee fule SELECT . | Deparzment SELECT

SELECT w || ERE et BELECT v | FHCTYpe SELECT

SELECT | By SELECT

eata e PR Type Your | Pay sl Basic pay |
Sl. No Column (Field) Name Type of Field Remarks
a) Career Advancement Scheme
1 Number of years of Service Drop down Select PRC Type
completed
2 Number of years relaxed for CAS | Drop down Select PRC Year
b) Career Advancement Scheme From /To
1 Department Drop down Select Nature of
Increment/Incentive
2 Service Rule Drop down Select Service Rule
3 Class / Branch Drop down Select Class / Branch
4 Post Drop down Select Post
5 PRC Type Drop down Select PRC Type
6 Year Drop down Select Year
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7

Pay Scale

Drop down

Select Pay Scale
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8 Basic pay Drop down Select Basic pay

9 Effective Date Select box Select Effective Date
¢) Revised on pay fixation

1 Effective Date Select box Select Effective Date
2 PRC Type Drop down Select PRC Type

3 Year Drop down Select Year

4 Pay Scale Drop down Select Pay Scale

5 Basic pay Drop down Select Basic pay

6 Remarks Data entry Enter Remarks

SR Event>> Leaves Availed:

Employee has to enter his/her Leaves Availed details as per the service register. He/she has to add the leave availed details in this eService
register from time to time. There are eleven types of leaves available in “Leave Type” like EL, HPL, EOL, Maternity, Paternity, Study, Child

care, Commuted, Leave not due, Special Disability, and Special Casual leave.

Employee selects the Leave Type and enter the leave availed from date, to date, total no. of days, no. of days prefix/suffix and reasons for leave.
Once all the details are filled up in this section, employee should save the data

Prepared by Andhra Pradesh Centre for Financial Systems & Services 6



e-Service Book Guidelines

SR Events © Leaves Availed

EL
Surrender / Availed —SELECT—

Pucailed From Date ([DO/MMAYYYY) Auailed To Date [DO/MMIYYYY)

Total no. of days No. of days Prefi/Softc

SELECT

T

SI. No Column (Field) Name Type of Field Remarks

1 Leave Type Drop down Select Leave Type

2 Availed From Date Select box Select Availed From Date

3 Availed To Date Select box Select Availed To Date

4 Total no. of days Read only Auto populateTotal no. of days

5 No. of days Prefix Drop down SelectNo. of days Prefix

6 No. of days Suffix Drop down Select No. of days Suffix

7 Total leaves availed (in days) Read only Auto populateTotal leaves availed
days)

8 Reasons/Remarks Data entry Enter Reasons/Remarks
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ii. SR Event>>Transfers:

Employee has to enter his/her Transfer details as per the service register. There are four options available in “Type of Transfer” like
General Transfer, Foreign Service, Transfer on promotion and Transfer of Reversion. If employee selects any “Type of Transfer” from the

drop down, then the respective fields will be visible for data entry.
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» Transfers: General Transfer

Employee has to enter the general transfer details by selecting the General Transfer in Type of Transfer drop down. In this dialogue box,
details like district, mandal, village, date of relief, date of joining are to be filled. Once all the details are filled up in this section, employee

should save the data.

SR Events © Transfers

SI. No Column (Field) Name Type of Field Remarks

a) General Transfer details

1 Transfer Type Drop down Select Transfer Type
2 Order No. Data entry Enter Order No.
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3 Order Date Select box Select Order Date
b) General Transfer details From / To
1 State Drop down Select State
2 District Drop down Select District
3 Mandal Drop down Select Mandal
4 Village Drop down Select Village
5 DDOCODE Data entry Enter DDOCODE
If DDOCODE does not exists, then
all 1's (11-digit)
6 Position Drop down Select Position
7 Date of Relief / Date of Joining Select box Select Date of Relief / Date of
Joining
c¢) Transit Period
1 Joining Time Availed Drop down Select Joining Time Availed
2 Eligible transit period Availed Drop down Select Eligible transit period
Availed
Availed transit period Drop down Select Availed transit period
4 Remarks Data entry Enter Remarks
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¥ Transfers: Transfer On Promotion

SR Events © Transfers

Type of Transfer

PRR || e

And 3 2 WIEST 00DAV ] 22

win# v‘ Wit MUNIPALLE ‘v} Mta

5oL T‘ (= o Rkt

v | Floining Tene Ausled
— then Noofdays

2] Fgie vawst peroa
— Amasiied then, No. of
s

i —

— then No.of dass

SI. No Column (Field) Name Type of Field Remarks

a) Transfer On Promotion

1 Order No. Data entry Enter Order No.

2 Order Date Select box Select Order Date
b) Transfer On Promotion From / To

1 Department Drop down Select Nature of

Increment/Incentive
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2 Service Rule Drop down Select Service Rule
3 Class / Branch Drop down Select Class / Branch
4 Post Drop down Select Post
5 State Drop down Select State
6 District Drop down Select District
7 Mandal Drop down Select Mandal
8 Village Drop down Select Village
9 DDOCODE Data entry Enter DDOCODE
If DDOCODE does not exists, then
all 1's (11-digit)
10 Org. Unit Drop down Select Org. Unit
11 Position Drop down Select Position
12 Nature Drop down Select Nature
13 Date of Relief / Date of Joining in | Select box Select Date of Relief / Date of
post Joining in new post
c¢) Transit Period
1 Joining Time Availed Drop down Select Joining Time Availed
2 Eligible transit period Availed Drop down Select Eligible transit period

Availed
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¥ Transfers: Transfer On Reversion

SR Events © Transfers

Sl. No Column (Field) Name Type of Field Remarks

a) Transfer On Reversion

1 Order No. Data entry Enter Order No.

2 Order Date Select box Select Order Date
b) Transfer On Reversion From / To

1 Department Drop down Select Nature of

Increment/Incentive
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2 Service Rule Drop down Select Service Rule
3 Class / Branch Drop down Select Class / Branch
4 Post Drop down Select Post
5 State Drop down Select State
6 District Drop down Select District
7 Mandal Drop down Select Mandal
8 Village Drop down Select Village
9 DDOCODE Data entry Enter DDOCODE
If DDOCODE does not exists, then
all 1's (11-digit)
10 Org. Unit Drop down Select Org. Unit
11 Position Drop down Select Position
12 Nature Drop down Select Nature
13 Date of Relief / Date of Joining in | Select box Select Date of Relief / Date of
Joining
post
new post
c¢) Transit Period
1 Joining Time Availed Drop down Select Joining Time Availed
2 Eligible transit period Availed Drop down Select Eligible transit period
Availed
Availed transit period Drop down Select Availed transit period
4 Remarks Data entry Enter Remarks
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SR Event>>Promotions:

¥ Promotions: Appointment by Transfer

SR Evants © Promotions

Sl. No Column (Field) Name Type of Field Remarks

a) Appointment By Transfer

1 Order No. Data entry Enter Order No.

2 Order Date Select box Select Order Date

b) Appointment By Transfer From / To

1 Department Drop down Select Nature of
Increment/Incentive

2 Service Rule Drop down Select Service Rule
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3 Class / Branch Drop down Select Class / Branch
4 Post Drop down Select Post
5 State Drop down Select State
6 District Drop down Select District
7 Mandal Drop down Select Mandal
8 Village Drop down Select Village
9 DDOCODE Data entry Enter DDOCODE
If DDOCODE does not exists, then
all 1's (11-digit)
10 Org. Unit Drop down Select Org. Unit
11 Position Drop down Select Position
12 Nature Drop down Select Nature
13 Date of Relief / Date of Joining in | Select box Select Date of Relief / Date of
Joining
post
new post
c¢) Transit Period
1 Joining Time Availed Drop down Select Joining Time Availed
2 Eligible transit period Availed Drop down Select Eligible transit period
Availed
Availed transit period Drop down Select Availed transit period
4 Remarks Data entry Enter Remarks
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» Promotions: Appointment by Transfer

When the employee is promoted which involves change of service of rules from lower post to promoted post, It is called

Appointment by transfer and the employee has to choose Appointment By Transfer option.

SR Events © Promotions -

Type of promotion

Date of promotion

order

If it is Appointment by Transfer
then

PRROZ-PANCHAYAT RAJ DEFARTMENT v SELECT

PRRO2S02-AP. PANCHAYAT SUBORDINATE SERVICE RULES

SELECT

VILLAGE DEVELOPMENT OFFICER v SELECTY

ale. 14350-38540 Grade: XV v SELECT

SI. No

Column (Field) Name

Type of Field

Remarks

a) Apointment by Transfer From / To

1 If it is Appointment by Transfer, the| Drop down Select If it is Appointment by Tran
then

2 Date of promotion order Drop down Select Date of promotion order

3 Department Drop down Select Nature of Increment/Incentive

4 Service Rule Drop down Select Service Rule

5 Class / Branch Drop down Select Class / Branch

6 Post Drop down Select Post
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7 PRC Type Drop down Select PRC Type
8 PRC Year Drop down Select Year
9 Pay Scale Drop down Select Pay Scale
10 Basic Pay Drop down Select Basic Pay
11 Date of Relief /Date of Joining Select box Select Date of Relief /Date of
Joining
12 Relief Time Select box Select Relief Time
13 Joining Time Select box Select Joining Time
14 State Drop down Select State
15 District Drop down Select District
16 Mandal Drop down Select Mandal
17 Village Drop down Select Village
19 DDOCODE Data entry Enter DDOCODE
If DDOCODE does not exists, then
all 1's (11-digit)
20 Org. Unit Drop down Select Org. Unit
21 Position Drop down Select Position
22 Pin code Data entry Enter pin code
23 Joining Time Availed Drop down Select Joining Time Availed
24 Eligible transit period Availed Drop down Select Eligible transit period
Availed
25 Availed transit period Drop down Select Availed transit period
26 Remarks Data entry Enter Remarks
27 Pay Fixation Date Select box Select Pay Fixation Date
28 Next Increment Date Select box Select Next Increment Date
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» Promotions: Promotion as such and Notional Promotion

SR Events © Promotions

SI. No Column (Field) Name Type of Field Remarks
a) Promotion as Such From/ To
1 Department Drop down Select Nature of

Increment/Incentive
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2 Service Rule Drop down Select Service Rule
3 Class / Branch Drop down Select Class / Branch
4 Post Drop down Select Post
5 PRC Type Drop down Select PRC Type
6 PRC Year Drop down Select Year
7 Pay Scale Drop down Select Pay Scale
8 Basic Pay Drop down Select Basic Pay
9 Date of Relief /Date of Joining Select box Select Date of Relief /Date of
Joining
10 Relief Time Select box Select Relief Time
11 Joining Time Select box Select Joining Time
12 State Drop down Select State
13 District Drop down Select District
14 Mandal Drop down Select Mandal
15 Village Drop down Select Village
16 DDOCODE Data entry Enter DDOCODE
If DDOCODE does not exists, then
all 1's (11-digit)
17 Org. Unit Drop down Select Org. Unit
18 Position Drop down Select Position
19 Pin code Data entry Enter pin code
20 Joining Time Availed Drop down Select Joining Time Availed
21 Eligible transit period Availed Drop down Select Eligible transit period
Availed
22 Availed transit period Drop down Select Availed transit period
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23 Remarks Data entry Enter Remarks
24 Pay Fixation Date Select box Select Pay Fixation Date
25 Next Increment Date Select box Select Next Increment Date

SR Event>>Deputation:

¥ Deputation: Foreign Service

SR Events © Deputation

Organisation name

Order No. Order Date DO/MM

[ = [ | seison

= - Bmowse | Nofie selecied

Date of Refieving [DDMM/YYYY) = Date of Completion (DO/MM/YYYY)

Bxtension Date, if any (DD/MM/YYYY) = Baension orders, if any (upload
scanned file)

Leave salary SELECT E Pension Contribution SELECT [] Dateof Rejoining

contribution

Tramsit Period

Joining time availed? SELECT T‘ If joining time availed,
J then no. of days

Eligible for transit — ?| f Eligibie, then no. of

! ([DD/MMATYY)

Browse.. | Nofile selected.

Sl. No Column (Field) Name

Type of Field

Remarks
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a) Foreign Service

1 Organisation name

2 Order No. Data entry Enter Order No.

3 Order Date Select box Select Order Date

b) Period of foreign service

1 From Select box Select From Date

2 To Select box Select To Date

3 Date of relieving (DD/MM/YYYY) | Select box Select Date of relieving (DD/MM/Y'Y

4 Extension date, if any (DD/MM/YYY Select box Select Extension da if
(DD/IMMIYYYY) e,

5 Date of rejoining (DD/MM/YYYY) | Select box Select Date of rejoining (DD/MM/Y

6 Date of completion (DD/MM/YYYY)| Select box Select Date of completi
(DD/MM/YYYY) on

¢) Transit period

1 Joining time availed? Drop down Select Joining time availed?

2 If joining time availed, then no. of d| Drop down Select If joining time availed, then n
days

3 Eligible for transit period? Drop down Select Eligible for transit period?

4 If Eligible, then no. of days Drop down Select If Eligible, then no. of days

5 Transit period availed? Drop down Select Transit period availed?

6 If transit availed, then no. of days | Drop down Select If transit availed, then no. of

d) Foreign Service Period Details

1 Whether LSC/PC applicable? Drop down Select Whether LSC/PC applicable
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2 If Yes, Whether LSC/PC exempted| Drop down Select (Yes / No). If Yes,
Whether
LSC/PC exempted?

3 Remarks Data entry Enter Remarks

% Deputation: Govt. of India

SR Events © Deputation

Organisation name

Order No.

Order Date [DDAM
)

Date of Rebeving (DD/MMAYYY) = Date of Completion (DD/MM/YYYY)

Extension Date, if any (DDMM/YYYY) - Exension orders, if any {upload Bowse_ | Nofile selected.

Leave salary
contribution

Joining time availed?

Eligible Tor ransit

sranned file)

| Pension Contribution SELECT Date of Rejoining
] {DOMBANYYYY)

Transit Period

SELECT v [ joining time availed,

then no. of days

SELECT |T I Eigible, then 0. of

SI. No

Column (Field) Name

Type of Field

Remarks
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a) Govt. of India

1 Organisation name

2 Order No. Data entry Enter Order No.

3 Order Date Select box Select Order Date

b) Period Details

1 From Select box Select From Date

2 To Select box Select To Date

3 Date of relieving (DD/MM/YYYY) | Select box Select Date of relieving (DD/MM/Y'Y

4 Extension date, if any (DD/MM/YYY Select box Select Extension date, if
(DD/MM/YYYY)

5 Date of rejoining (DD/MM/YYYY) | Select box Select Date of rejoining (DD/MM/Y

6 Date of completion (DD/MM/YYYY)| Select box Select Date of compl
(DD/IMM/YYYY)

¢) Transit period

1 Joining time availed? Drop down Select Joining time availed?

2 If joining time availed, then no. of d| Drop down Select If joining time availed, then n
days

3 Eligible for transit period? Drop down Select Eligible for transit period?

4 If Eligible, then no. of days Drop down Select If Eligible, then no. of days

5 Transit period availed? Drop down Select Transit period availed?

6 If transit availed, then no. of days | Drop down Select If transit availed, then no. of

d) Foreign Service Period Details

1 Whether LSC/PC applicable? Drop down Select Whether LSC/PC applicable
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2 If Yes, Whether LSC/PC exempted

Drop down

Select (Yes / No). If Yes, Whether
LSC/PC exempted?

3 Remarks

Data entry

Enter Remarks

» Deputation: Central PSU

SR Events © Deputation

Organisation name

Order No. Order Date DOMM
o

Upload Orders Scanned Copy

[ Browse.. | Mo file seiected

Date of Refieving (DD/MM/YYYY) Date of Compietion (DO/MM/YYYY)

Extension Date, if any (DO/MMYYYY) Externsion orders, if any (upload | Browse.. | Mo file setected.

scanned file)

Leave salary SELECT | Pension Contribution SELECT = | Date of Rejoining

contribution L (DDVMAYYY)

Transit Period
Joining time availed? SELECT | Ijoining time availed,
—! then no. of days

Eligible for transit SELECT i? If Eligible, then no. of

Sl. No Column (Field) Name

Type of Field

Remarks

a) Central PSU
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1 Organisation name

2 Order No. Data entry Enter Order No.

3 Order Date Select box Select Order Date

b) Period Details

1 From Select box Select From Date

2 To Select box Select To Date

3 Date of relieving (DD/MM/YYYY) | Select box Select Date of relieving (DD/MM/Y'Y

4 Extension date, if any (DD/MM/YYY Select box Select Extension date, if
(DD/IMM/YYYY)

5 Date of rejoining (DD/MM/YYYY) | Select box Select Date of rejoining (DD/MM/Y

6 Date of completion (DD/MM/YYYY)| Select box Select Date of compl
(DD/IMM/YYYY)

¢) Transit period

1 Joining time availed? Drop down Select Joining time availed?

2 If joining time availed, then no. of d| Drop down Select If joining time availed, then n
days

3 Eligible for transit period? Drop down Select Eligible for transit period?

4 If Eligible, then no. of days Drop down Select If Eligible, then no. of days

5 Transit period availed? Drop down Select Transit period availed?

6 If transit availed, then no. of days | Drop down Select If transit availed, then no. of

d) Foreign Service Period Details

1 Whether LSC/PC applicable? Drop down Select Whether LSC/PC applicable
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If Yes, Whether LSC/PC exempted| Drop down Select (Yes / No). If Yes, Whether
LSC/PC exempted?
Remarks Data entry Enter Remarks

¥ Deputation: State PSU

SR Events © Deputation

Organisation name SELECT

Order No.

Date of Refieving (DD/MM/YYYY)

Extension Date, i any (DD/MM/YYYY)

Leave salary SELECT
contribution

Joining time availed? SFLECT

Ehg!n'flcr ransit SELECT

=

i

-]

| Browse. | Mo file seleced.

@  Date of Compiction (DD/MMIYYYY)

3 Pension Contribution

Extension orders, if any (upload

cranned file)

SELECT

Transit Pesiod

’j Ifjoining time avaiied,

21 then na_ of days

| I¥Esigible, then no. of

-

Date of Rejoining
(DDMM/YYYY)

No file selected.

SI. No

Column (Field) Name

Type of Field

Remarks

a) State PSU
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1 Organisation name

2 Order No. Data entry Enter Order No.

3 Order Date Select box Select Order Date

b) Period Details

1 From Select box Select From Date

2 To Select box Select To Date

3 Date of relieving (DD/MM/YYYY) | Select box Select Date of relieving (DD/MM/Y'Y

4 Extension date, if any (DD/MM/YYY Select box Select Extension date, if
(DD/IMM/YYYY)

5 Date of rejoining (DD/MM/YYYY) | Select box Select Date of rejoining (DD/MM/Y

6 Date of completion (DD/MM/YYYY)| Select box Select Date of compl
(DD/IMM/YYYY)

¢) Transit period

1 Joining time availed? Drop down Select Joining time availed?

2 If joining time availed, then no. of d| Drop down Select If joining time availed, then n
days

3 Eligible for transit period? Drop down Select Eligible for transit period?

4 If Eligible, then no. of days Drop down Select If Eligible, then no. of days

5 Transit period availed? Drop down Select Transit period availed?

6 If transit availed, then no. of days | Drop down Select If transit availed, then no. of

d) Foreign Service Period Details

1 Whether LSC/PC applicable? Drop down Select Whether LSC/PC applicable
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If Yes, Whether LSC/PC exempted| Drop down Select (Yes / No). If Yes, Whether
LSC/PC exempted?
Remarks Data entry Enter Remarks

¥ Deputation: Local Body

SR Events © Deputation

Organisation name

Order No

Date of Refieving (DD/MM/YYYY)

Bxtension Date, if any [DD/MM/YYYY)
S a— SELECT
contribution

Joining time availed? SELECT

Eiigibie for ransit e

Order Date [DD/AM
[}

=]

2 | Bowse. | Nofileseleced.

= Date of Completion (DD/MM/YYYY)

g Extension orders, ifany (upload No file selected.

scanned file)

3 Pension Contribution SELECT [+] Dateof Rejoining
= mosmanrnm

Transit Pesind

F! If joining time availed,
2] then no_of days

F; If Higible, then no. of

SI. No

Column (Field) Name

Type of Field

Remarks

a) Local Body
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1 Organisation name

2 Order No. Data entry Enter Order No.

3 Order Date Select box Select Order Date

b) Period Details

1 From Select box Select From Date

2 To Select box Select To Date

3 Date of relieving (DD/MM/YYYY) | Select box Select Date of relieving (DD/MM/Y'Y

4 Extension date, if any (DD/MM/YYY Select box Select Extension date, if
(DD/IMM/YYYY)

5 Date of rejoining (DD/MM/YYYY) | Select box Select Date of rejoining (DD/MM/Y

6 Date of completion (DD/MM/YYYY)| Select box Select Date of compl
(DD/IMM/YYYY)

¢) Transit period

1 Joining time availed? Drop down Select Joining time availed?

2 If joining time availed, then no. of d| Drop down Select If joining time availed, then n
days

3 Eligible for transit period? Drop down Select Eligible for transit period?

4 If Eligible, then no. of days Drop down Select If Eligible, then no. of days

5 Transit period availed? Drop down Select Transit period availed?

6 If transit availed, then no. of days | Drop down Select If transit availed, then no. of

d) Foreign Service Period Details

1 Whether LSC/PC applicable? Drop down Select Whether LSC/PC applicable
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2 If Yes, Whether LSC/PC exempted| Drop down Select (Yes / No). If Yes, Wh
LSC/PC exempted?
3 Remarks Data entry Enter Remarks

¥ Deputation: State Autonomous Body

SR Events © Deputation

Organisation name

Order No.

SELECT

Order Date (DOMM
PeY)

Uplaad Orders Scanned Copy

[ Browse.. | Mo fite seiecred.

Date of Relieving [DDMM/YYYY) g Date of Completion (DDAMIYYYY)

Extension Date, if any [DO/MMYYYY) g Extension orders, if any (upload [ Becnicatn. | Mo il selacted.

Leave salary
contribubion

scanned file)

SELECT T‘ Pension Contribution SELECT T_| Date of Rejoining
L = mommrynn

Joining time availed?

R [¢] Hipining sime amica,
L1 then no. of days

SELECT I: If Eigibie, then no. of

SI. No

Column (Field) Name

Type of Field

Remarks

a) State Autonomous Body

Organisation name

Data entry

Enter Organisation name
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2 Order No. Data entry Enter Order No.

3 Order Date Select box Select Order Date

b) Period Details

1 From Select box Select From Date

2 To Select box Select To Date

3 Date of relieving (DD/MM/YYYY) | Select box Select Date of relieving (DD/MM/Y'Y

4 Extension date, if any (DD/MM/YYY Select box Select Extension date, if
(DD/MM/YYYY)

5 Date of rejoining (DD/MM/YYYY) | Select box Select Date of rejoining (DD/MM/Y

6 Date of completion (DD/MM/YYYY)| Select box Select Date of compl
(DD/IMM/YYYY)

c¢) Transit period

1 Joining time availed? Drop down Select Joining time availed?

2 If joining time availed, then no. of d| Drop down Select If joining time availed, then n
days

3 Eligible for transit period? Drop down Select Eligible for transit period?

4 If Eligible, then no. of days Drop down Select If Eligible, then no. of days

5 Transit period availed? Drop down Select Transit period availed?

6 If transit availed, then no. of days | Drop down Select If transit availed, then no. of

d) Foreign Service Period Details

1 Whether LSC/PC applicable? Drop down Select Whether LSC/PC applicable

2 If Yes, Whether LSC/PC exempted| Drop down Select (Yes / No). If Yes, Wh

LSC/PC exempted?
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3 Remarks Data entry Enter Remarks
» Deputation: Other Govt. Departments / Office
Other Govt. Departments/ Office
Sl. No Column (Field) Name Type of Field Remarks
a) Other Govt. Departments / Office
1 Organisation name Data entry Enter Organisation name
2 Order No. Data entry Enter Order No.
3 Order Date Select box Select Order Date
b) Period Details
1 From Select box Select From Date
2 To Select box Select To Date
3 Date of relieving (DD/MM/YYYY) | Select box Select Date of relieving (DD/MM/Y'Y
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4 Extension date, if any (DD/MM/YYY Select box Select Extension date, if
(DD/IMM/YYYY)

5 Date of rejoining (DD/MM/YYYY) | Select box Select Date of rejoining (DD/MM/Y

6 Date of completion (DD/MM/YYYY)| Select box Select Date of compl
(DD/MM/YYYY)

c¢) Transit period

1 Joining time availed? Drop down Select Joining time availed?

2 If joining time availed, then no. of d| Drop down Select If joining time availed, then n
days

3 Eligible for transit period? Drop down Select Eligible for transit period?

4 If Eligible, then no. of days Drop down Select If Eligible, then no. of days

5 Transit period availed? Drop down Select Transit period availed?

6 If transit availed, then no. of days | Drop down Select If transit availed, then no. of

d) Foreign Service Period Details

1 Whether LSC/PC applicable? Drop down Select Whether LSC/PC applicable

2 If Yes, Whether LSC/PC exempted| Drop down Select (Yes / No). If Yes, Wh
LSC/PC exempted?

3 Remarks Data entry Enter Remarks

SR Event>>Reversion:
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Please select the Reason for Reversion (Admin grounds / at Request) in the drop down menu and proceed with the filling up of the relevant

fields

SR Events © Reversion on Administrative Grounds

Reversion On Adminkstrative Grounds

SI. No Column (Field) Name Type of Field Remarks

a) Reversion on Administrative Grounds From / To

1 Department Drop down Select Nature of Increment/Incentiv,
2 Service Rule Drop down Select Service Rule
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3 Class / Branch Drop down Select Class / Branch
4 Post Drop down Select Post
5 State Drop down Select State
6 District Drop down Select District
7 Mandal Drop down Select Mandal
8 Village Drop down Select Village
9 Date of Relieving / Date of Joining

b) Change in pay
10 PRC Type Drop down Select PRC Type
11 PRC Year Drop down Select Year
12 Pay Scale Drop down Select Pay Scale
13 Basic Pay Drop down Select Basic Pay
14 Remarks Data entry Enter Remarks

SR Event>>Compulsory Wait:
» Compulsory Wait:
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Whenever there is a delay in issue of posting / re-posting orders to the employee due to administrative delays, such period

Will be regularized through sanction of compulsory wait by the Government on application by the employee.

SR Events © Compulsory Wait

Compulsory Wait

Order = Upload
Date Order

Department

Date e

Department SELECT FI Paost SELECT

Date )

| Browse... | No file selet

PRRO2-PANCHAYAT RAJ DEPAF " POSU | yILLAGE DEVELOPMENT OFFICER, GRAD "

SI. No Column (Field) Name Type of Field Remarks
a) Compulsory Wait
1 Order No. Data entry Enter Order No.
2 Order Date Select box Select Order Date

b) Compulsory Wait From / To
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3 Department Drop down Select Nature of Increment/Incentiv
4 Service Rule Drop down Select Service Rule

5 Class / Branch Drop down Select Class / Branch

6 Post Drop down Select Post

7 Date Select box Select Box

8 Remarks Data entry Enter Remarks

SR Event>>Punishments:

Details of Major_/ minor punishments awarded to the employee are to be entered under this column.

¥ Punishments: Minor Punishment>Censure

SR Events © Punishments

]
—— e ——

Appeal/Revision/Resen

Sefect
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SI. No Column (Field) Name Type of Field Remarks

a) Censure

1 Order No. Data entry Enter Order No.

2 Order Date Select box Select Order Date

b) Appeal/Revision/Review

1 Appeal/Revision/Review Drop down Select Appeal/Revision/Review
2 Remarks Data entry Enter Remarks

» Punishments: Minor Punishment>Recovery of loss
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SR Events © Punishments

Type of Punishment dinor Punsihment F| Name of the Punishment Recovery of loss 3

Minor Punishment - Recovery of loss
Order Date Amount

Appeal/Revision/Reven

Select

SI. No Column (Field) Name Type of Field Remarks

a) Recovery of loss

1 Order No. Data entry Enter Order No.

2 Order Date Select box Select Order Date
3 Amount Data entry Enter Amount

b) Appeal/Revision/Review

1 Appeal/Revision/Review Drop down Select Appeal/Revision/Review

2 Remarks Data entry Enter Remarks
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¥ Punishments: Minor Punishment>Suspension as penalty

SR Events © Punishments

Sl. No Column (Field) Name Type of Field Remarks

a) Suspension as penalty

1 Order No. Data entry Enter Order No.

2 Order Date Select box Select Order Date
b) Suspension Period

3 From Date Select box Select From Date
4 To Date Select box Select To Date
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c) Appeal/Revision/Review

1

Appeal/Revision/Review

Drop down

Select Appeal/Revision/Review

2

Remarks

Data entry

Enter Remarks

¥ Punishments: Minor Punishment>Stoppage of increment without cumulative effect

SR Events © Punishments

Type of

Punishment

Order No

From Date

PRC Type
SELECT
Pay Scale

SELECT

MWinor Punsihment Name of the Punishment

Minor Punishment - Stoppage of increment without cumulative effect

Order Dare

To Date

g

Time Scale

PRC Year

“‘ SELECT

Basic Pay

No. of increments stopped

SI. No

Column (Field) Name

Type of Field

Remarks

Prepared by Andhra Pradesh Centre for Financial Systems & Services




e-Service Book Guidelines

a) Stoppage of increment without cumulative effect

1 Order No. Data entry Enter Order No.

2 Order Date Select box Select Order Date

3 No. of increments stopped Data entry Enter No. of increments stopped
b) Period

1 From Date Select box Select From Date

2 To Date Select box Select To Date

c¢) Time Scale

1 PRC Type Drop down Select PRC Type

2 PRC Year Drop down Select Year

3 Pay Scale Drop down Select Pay Scale

4 Basic Pay Drop down Select Basic Pay

5 Rate of Increment Data entry Enter Rate of Increment

d) Appeal/Revision/Review

1 Appeal/Revision/Review Drop down Select Appeal/Revision/Review
2 Remarks Data entry Enter Remarks

» Punishments: Minor Punishment>Reduction of pay without effect on future increments
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SR Events © Punishments

Type of Punishment Minor Punsihment

PRC Type

SELECT

v Name of the Punishment

Minor Punishment - Reduction of pay without cumulative effect

Order No Order Date No. of increments stopped
®
Period
From Date To Date
=] =]
PRC Type PRC Year Pay Scale Basic
SELECT v SELECT ~ SELECT v pey

PRC Year Pay Scale

SELECT ¥ SELECT

‘ Reduction of pay without cumuiatyy v
|

Basic
Pay

SI. No Column (Field) Name Type of Field Remarks

a) Reduction of pay without cumulative effect

1 Order No. Data entry Enter Order No.

2 Order Date Select box Select Order Date

3 No. of increments stopped Data entry Enter No. of increments stopped
b) Period

1 From Date Select box Select From Date

2 To Date Select box Select To Date

c) Time Scale

1 PRC Type Drop down Select PRC Type
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2 PRC Year Drop down Select Year

3 Pay Scale Drop down Select Pay Scale
4 Basic Pay Drop down Select Basic Pay
5 Remarks Data entry Enter Remarks

» Punishments: Major Punishment>Stoppage of increments with cumulative effect

SR Events © Punishments

Type of Punishment Maior Punishment |T| Hame of the Punishment

Major Punishment - Stoppage of increments with cumulative effect

Order Date No. of incresments stopped

From Date
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SI. No Column (Field) Name Type of Field Remarks

a) Stoppage of increments with cumulative effect

1 Order No. Data entry Enter Order No.

2 Order Date Select box Select Order Date

3 No. of increments stopped Data entry Enter No. of increments stopped
b) Period

1 From Date Select box Select From Date

2 To Date Select box Select To Date

c¢) Time Scale From / To

1 PRC Type Drop down Select PRC Type

2 PRC Year Drop down Select Year

3 Pay Scale Drop down Select Pay Scale

4 Basic Pay Drop down Select Basic Pay

5 Rate of Increment Data entry Enter Rate of Increment

d) Appeal/Revision/Review

1 Appeal/Revision/Review Drop down Select Appeal/Revision/Review
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¥ Punishments: Major Punishment>Reduction of pay with effect on future increments

SR Events © Punishments

Type of Punishment Major Punishment m Name of the Punishment

Major Punishment - Reduction of pay with effect on future increments

Qrder Date No. of stages Reduced

Sl. No Column (Field) Name Type of Field Remarks

a) Reduction of pay with effect on future increments

1 Order No. Data entry Enter Order No.

2 Order Date Select box Select Order Date

3 No. of increments stopped Data entry Enter No. of increments stopped
b) Period

1 From Date Select box Select From Date
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2 To Date Select box Select To Date

c¢) Time Scale From / To

1 PRC Type Drop down Select PRC Type

2 PRC Year Drop down Select Year

3 Pay Scale Drop down Select Pay Scale

4 Basic Pay Drop down Select Basic Pay

5 Rate of Increment Data entry Enter Rate of Increment

d) Appeal/Revision/Review

1 Appeal/Revision/Review Drop down Select Appeal/Revision/Review
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¥ Punishments: Major Punishment>Reversion to Lower Rank

SR Events © Punishments

Hame of the Punishment

PRC Year

’7 SELECT

Basic Pay

SI. No Column (Field) Name Type of Field Remarks
a) Reversion to Lower Rank
1 Order No. Data entry Enter Order No.
2 Order Date Select box Select Order Date
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b) From / TO

1 Department Drop down Select Nature of Increment/Incentiv,
2 Service Rule Drop down Select Service Rule

3 Class / Branch Drop down Select Class / Branch

4 Post Drop down Select Post

c¢) Time Scale From / To

1 PRC Type Drop down Select PRC Type

2 PRC Year Drop down Select Year

3 Pay Scale Drop down Select Pay Scale

4 Basic Pay Drop down Select Basic Pay

5 Pay Fixed at Data entry Enter Pay Fixed at

6 Date of Effect Select box Select Date of Effect

7 Restoration Date Select box Select Restoration Date

d) Appeal/Revision/Review

1 Appeal/Revision/Review Drop down Select Appeal/Revision/Review
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¥ Punishments: Major Punishment>Compulsory Retirement

SR Events © Punishments

Type of Punishment

PRC Type
SELECT

Pay Scale

SELECT

Appealitevison/Renen

Select

SI. No Column (Field) Name Type of Field Remarks
a) Major Punishment - Compulsory Retirement
1 Order No. Data entry Enter Order No.
2 Order Date Select box Select Order Date
3 Date of Relief / Compulsory Retiren Select box Select Date of Relief / Compu

Retirement
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4 Department Drop down Select Nature of Increment/Incentiv,
5 Service Rule Drop down Select Service Rule

6 Class / Branch Drop down Select Class / Branch

7 Post Drop down Select Post

b) Time Scale From / To

1 PRC Type Drop down Select PRC Type

2 PRC Year Drop down Select Year

3 Pay Scale Drop down Select Pay Scale

4 Basic Pay Drop down Select Basic Pay

¢) Appeal/Revision/Review

1 Appeal/Revision/Review Drop down Select Appeal/Revision/Review
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¥ Punishments: Major Punishment>Removal

SR Events © Punishments

Type of Punishment

SELECT

Datr: of Refief / Removal

SI. No Column (Field) Name Type of Field Remarks
a) Major Punishment - Removal
1 Order No. Data entry Enter Order No.
2 Order Date Select box Select Order Date
3 Date of Relief / Compulsory Retiren Select box Select Date of Relief / Compu

Retirement
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4 Department Drop down Select Nature of Increment/Incentiv,
5 Service Rule Drop down Select Service Rule

6 Class / Branch Drop down Select Class / Branch

7 Post Drop down Select Post

b) Time Scale From / To

1 PRC Type Drop down Select PRC Type

2 PRC Year Drop down Select Year

3 Pay Scale Drop down Select Pay Scale

4 Basic Pay Drop down Select Basic Pay

¢) Appeal/Revision/Review

1 Appeal/Revision/Review Drop down Select Appeal/Revision/Review
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¥ Punishments: Major Punishment>Dismissal

SR Events © Punishments

Sl. No Column (Field) Name Type of Field Remarks
a) Major Punishment - Dismissal
1 Order No. Data entry Enter Order No.
2 Order Date Select box Select Order Date
3 Date of Relief / Compulsory Retiren Select box Select Date of Relief / Compu
Retirement
4 Department Drop down Select Nature of Increment/Incentiv,
Service Rule Drop down Select Service Rule
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6 Class / Branch Drop down Select Class / Branch

7 Post Drop down Select Post

b) Time Scale From/ To

1 PRC Type Drop down Select PRC Type

2 PRC Year Drop down Select Year

3 Pay Scale Drop down Select Pay Scale

4 Basic Pay Drop down Select Basic Pay

¢) Appeal/Revision/Review

1 Appeal/Revision/Review Drop down Select Appeal/Revision/Review

SR Event>>Suspensions:

There are two columns under this
a) Suspension Ordered

b) Suspension Regularised

The employee has to select any one of the above two options in the drop down menu and proceed to enter the relevant data relating to Suspension.
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¥ Suspensions: Suspension Ordered.

SR Events © Deputation -

Deputaton Type Oifer Govt. Deparimenss: Ofice -

Cther Govt. Departments’ (ffice

SI. No Column (Field) Name Type of Field Remarks

a)Suspension Ordered

1 Department Drop down Select Nature of Increment/Incentiv|

2 Service Rule Drop down Select Service Rule

3 Class / Branch Drop down Select Class / Branch

4 Post Drop down Select Post

5 Order No. Data entry Enter Order No.

6 Order Date Select box Select Order Date

7 Order issuing Authority Data entry Enter Order issuing Authority

8 Date of Relief from Duty (DD/MM/Y | Select box Select Date of Relief from
(DD/IMM/YYYY)
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nes

Remarks

Data entry

Enter Remarks

» Suspensions: Suspension Reqgularised.

SR Events © Suspensions

-]
=
]

SI. No Column (Field) Name Type of Field Remarks
a) Suspension Details
1 Suspension Type Drop down Select Nature of Increment/Incentiv,

b) Suspension Period
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1 Suspension Date Select box Select Suspension Date

2 From Date Select box Select From Date

3 To Date Select box Select To Date

4 Reason for suspension Data entry EnterReason for suspension

5 Is it Regularized? Drop down Select Is it Regularized?

6 If Regularized, then Drop down Select If Regularized, then

7 Proceeding No. Data entry Enter Proceeding No.

8 Proceeding Date (DD/MM/YYYY) | Select box Select Proceeding Date (DD/MM/Y

9 If Not On Duty, whether regularize | Radio button Click (yes / no) If Not On Duty, wh
Leave? regularized as Leave?

10 If Not on Duty, then Suspension Check box Check leave category.If Not on
period treated as then Suspension period treated as

¢) Subsistence Allowance

1 Subsistence Allowance paid 50% | Select box Select Subsistence Allowance paid

2 Subsistence Allowance paid 75% | Select box Select Subsistence Allowance paid

3 Subsistence Allowance paid 25% | Select box Select Subsistence Allowance paid

4 Remarks Data entry Enter Remarks

SR Event>>Relief:

There will be different reasons for relief like Discharge, Termination, Resignation, others (like long leave, training etc..)

Employee / DDO has to select the relevant reason and proceed with the data entry.

» Relief:
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SR Events © Relief

Date of Relief [

Relief to take New Post in Government

Department

SELECT |=| POSt seiECT

| Reason

SELECT H PRC Year

PRC Type

Pay Scale

SELECT |»| Pay

SELECT

-

Sl. No Column (Field) Name Type of Field Remarks
a) Relief Details
1 Department Drop down Select Nature of Increment/Incentiv
2 Service Rule Drop down Select Service Rule
3 Class / Branch Drop down Select Class / Branch
4 Post Drop down Select Post
5 Reason Data entry Enter Data entry
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b) Time Scale

1 PRC Type Drop down Select PRC Type

2 PRC Year Drop down Select Year

3 Apprenticeship (Yes or No) Drop down Select Yes or No

4 Remarks Data entry Enter Remarks
Reappointment :

When an employee working in department is selected to another post through APPSC / Other Govt. recruiting agency and joins the new

Post after relief from the old post, the details relating to change to new job are to be entered under this module.

SR Events © Re-Appointment -

ReAppointment Details
[ |
SI. No Column (Field) Name Type of Field Remarks
a) ReAppointment Details
1 Order No. Data entry Enter Order No.
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2 Order Date Select box Select Order Date

3 Date of Joining (DD/MM/YYYY) Select box Select Date of Joining (DD/MM/YY
4 Joining Time Select box Select Joining Time

5 Nature Read only Select Nature

6 Selection by Drop down Select Selection by

7 Department Drop down Select Department

8 Service Rule Drop down Select Service Rule

9 Class/ Branch Drop down Select Class/ Branch

10 Post Category Drop down Select Post Category

11 Post Drop down Select Post

b) Time Scale

12 PRC Type Drop down Select PRC Type

13 PRC Year Drop down Select PRC Year

14 Apprenticeship (Yes or No) Drop down Select Apprenticeship (Yes or No)
15 Remarks Data entry Enter Remarks

EL Surrendered

The details of annual Surrender leave availed by the employee every year needs to be entered here. Similarly additional surrender leave

Availed by Police Personnel also need to entered here.
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SR Events © EL Surrender -

Toar YY) n which EL Surrentienes

Leave Aailed Period Year (VR

SELECT i SELECT

T
Sl. No Column (Field) Name Type of Field Remarks
a) EL Surrender
1 No. of days Surrender Data entry No. of days Surrender
2 Date of Surrender (DD/MM/YYYY) | Data entry Date of Surrender (DD/MM/YYYY)
3 Leave Availed Period Drop down Leave Availed Period
4 Year (YYYY) Data entry Year (YYYY)
5 Leave Type to be Drop down Leave Type to be
deducted from deducted from
6 Remarks Data entry Remarks
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Repatriation / Surrender
Employees working in foreign service deputation will be either repatriated / surrendered by the foreign employer. Similarly Collector or
Other HODs may surrender some of the officers working under them. Such details need to be entered here.

SR Events © Repatriation / Surrender

Repatriation / Susrender Destails

SELECT

Oirfer Moy Order Dwte D0 -

......

Andhra Pradesh VIZIANASARAM - State SELECT . Dessrir B

PUSAPATIREGA v Village: KOMADA « Mandal

SELECT « | Prdiion SELECT w | OfgAnk SELECT - | Pasition SE1ECT

I

Sl. No Column (Field) Name Type of Field Remarks

a) Repatriation / Surrender Details
1 Type Drop down Select Type
2 Order No. Data entry Enter Order No.
3 Order Date Select box Select Order Date
b) Repatriation / Surrender Details From / To
1 State Drop down Select State
2 District Drop down Select District
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Mandal Drop down Select Mandal

Village Drop down Select Village

DDOCODE Data entry Enter DDOCODE

If DDOCODE does not exists, then

all 1's (11-digit)

Position Drop down Select Position

Date of Relief / Date of Joining Select box Select Date of Relief / Date of Joini
Remarks Data entry Enter Remarks

Re-instatemnet: Suspension Revoked

When the suspension of the employee is revoked and re-instated to duty, such details need to entered here.
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SR Events © Re-instatement | Ciose

PRROZ-PANCHAYAT RAJ DEPARTMENT w | SeEfvice Rule PRANZS0Z-A F PANCHAYAT SUBDROINATE SERVICE RULES.

SELECT 3 i VILLAGE DEVELOPMENT OFF ICER

Offica of jeining

SELECT

Sl. No Column (Field) Name Type of Field Remarks
a) Suspension Revoked
1 Reinstatement Type Drop down Select Reinstatement Type
2 Department Drop down Select Department
3 Service Rule Drop down Select Service Rule
4 Class/ Branch Drop down Select Class/ Branch
5 Post Drop down Select Post
6 Order No. Data entry Enter Order No.
7 Order Date Select box Select Order Date
8 Order issuing Authority Text area Enter Order issuing Authority
b) Location Details
1 State Drop down Select State
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2 District Drop down Select District
3 Mandal Drop down Select Mandal
4 Village Drop down Select Village
5 DDOCODE Data entry Enter DDOCODE
If DDOCODE does not exists, then
all 1's (11-digit)
6 Org unit Drop down Select Org unit
6 Position Drop down Select Position
7 Date of Relief / Date of Joining Select box Select Date of Relief / Date of Joini
8 Remarks Data entry Enter Remarks

Re-instatemnet: Punishment Revoked

When the punishment awarded to an employee is reviewed and revoked / rescinded by the appellate authority, the details need to be

Entetred here.
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SR Events © Re-instatement -

hunist

e SELECT

SELECT v | Positien SELECT

Sl. No Column (Field) Name Type of Field Remarks
a) Suspension Revoked

1 Reinstatement Type Drop down Select Reinstatement Type

2 Punishment Type Drop down Select Punishment Type
Authority which issued Punishment| Data entry Enter Authority which issued
orders Punishment orders
Order No. Data entry Enter Order No.

4 Order Date Select box Select Order Date
Authority which issued revokation ol Text area Enter Order issuing Authority

b) Location Details

1 State Drop down Select State
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2 District Drop down Select District
3 Mandal Drop down Select Mandal
4 Village Drop down Select Village
5 DDOCODE Data entry Enter DDOCODE
If DDOCODE does not exists, then
all 1's (11-digit)
6 Org unit Drop down Select Org unit
7 Position Drop down Select Position
8 Date of Relief / Date of Joining Select box Select Date of Relief / Date of Joini
9 Remarks Data entry Enter Remarks

Reporting back to Duty

Whenever employee reports back to duty after training, return from long leave, the details need to entered here.
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SR Events © Reporting back to Duty -

Regorting back 10 Duty Details

pparting back to Duty Fram

3]
£

I

Sl. No Column (Field) Name Type of Field Remarks

a) Reporting back to Duty
1 Reporting back to Duty From Drop down Select Reporting back to Duty From|
2 Department Drop down Select Department
3 Service Rule Drop down Select Service Rule
4 Class/ Branch Drop down Select Class/ Branch
5 Post Drop down Select Post
6 From date Select box Select From date
7 To Date Select box Select To Date
8 Date of Reporting Select box Select Date of Reporting
9 Order No. Data entry Enter Order No.
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10 Order Date Select box Select Order Date
11 Remarks Text area Enter Remarks
R larisation of n

When the absence period of the employee arising due to un authorised absence / Strike is regularised as eligible leave / Dies Non

The details need to be entered here.

SR Events © Regularisation of Absence

SELECT

Sl. No Column (Field) Name Type of Field Remarks
a) Regularisation of Absence
1 Absence Type Drop down Select Absence Type
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2 Department Drop down Select Department

3 Service Rule Drop down Select Service Rule

4 Class/ Branch Drop down Select Class/ Branch

5 Post Drop down Select Post

6 From date Select box Select From date

7 To Date Select box Select To Date

8 Type of Regularisation Drop down Select Type of Regularisation
9 Remarks Data entry Enter Remarks

Others (No Impact on Pay)

Miscellaneous entries which does not fit into any of the above events and which does not effect pay are to be entered under this module.
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SR Events © Others (No Impact on Pay) | Gtose |

Haauer

SI. No Column (Field) Name Type of Field Remarks
a) Others (No Impact on Pay)
1 Header Data entry Enter Header
2 Description Data entry Enter Description

Part 4: | eave Travel Concessions (L ast availed only):
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) PART 1_Persunal Detalls
3 PART 2. Nominavon Detalls

) PARTS T wms

> PAHT 7. Docurnent Uplsads
3 PART B Lesve Ladger
» PART 9 £SR Confirrmation

) Contact Us

O logoa

Yas -
Town / Ary Where Whether leave svalied

slect—

Last Loge: First Tieme Login  Welcome! ABDULLA SHAK (14467108 | & Log Out

1 Avaded Period:

! wvaded”
Leave Travel Concession Details

Avalled during
From To Total Days Farmdy Detais

v SELECT v

585-1586 v

SELECT v

SI. No Column (Field) Name Type of Field Remarks

1 IS Anywhere in the country availed| Drop down Select IS Anywhere in the co
availed (YES / NO)

2 If Availed Period Drop down Select Availed Period Year

3 Block Period Drop down Select Block Period

4 Home Town / Any Where Drop down Select Home Town / Any Where

5 Whether leave availed Drop down Select Whether leave availed
(YES / NO)

6 Availed during From Select Box Select Availed during From

7 Availed during To Select Box Select Availed during To

8 Availed during Total Days Read only Auto Populate value
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9 Family Details Drop down Select Family Member Details

Training:

Last Login: first Time Login  Welcome! ABDULLA SHAIK (14467105)

® LogOut

Gowt of Antwa Pracesh
© eService Book Ewry
> PART 1. Persone Deglis
3 PART 2 Nominstion Details
» PART 3 SREvents

> PART 4 Leave Travei
Cancession Detals

» PART 5 Departmental Tests &
Training Deta

» PART 6 lncertives

> PART 7. Document Uploads
» PART . Leave Ledger

> PART 9. ESR Confirmation

» ContactUs

0 logwt

SI. No Column (Field) Name Type of Field Remarks

A. Tests

1 Name of the Test Data Entry Enter Name of the Test
2 Name of the Exam Data Entry Enter Name of the Exam
3 Hall Ticket Number Data Entry Enter Hall Ticket Number
4 Exam Date Select Box Select Exam Date

5 Date of Passing Select Box Select Date of Passing

Prepared by Andhra Pradesh Centre for Financial Systems & Services



e-Service Book Guidelines

ii. Training Details :

Fnance

St of Anchea Pradaeh
D eService Book Entry
PART 1. Personal Details
PART Z Nomination Detzis
PART 3. SR Events

PART 4. Leave Travd
Concession Detsils

PART 5. Departmental Tests &
Trainiing Deteis

PART & Incentives

PART 7. Document Uploods
PART & Leave Ledger

PART 9. ESR Confirmation

Remarks, if any

SI. No Column (Field) Name Type of Field Remarks

B. Training Details

1 Name of the Training Data Entry Enter Name of the Training

2 Name of the Training Institute Data Entry Enter Name of the Training Institut
3 Country Drop down Select Country

4 State Drop down Select State

5 District Drop down Select District

6 Period of Training From Date Select Box Select Period of Training From Dat|
7 Period of Training To Date Select Box Select Period of Training To Date
8 Data Entry

Enter Remarks, if any
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Gt of Anchea Pradesh

©  eService Sook Entry

» PART 1. Personal Details

» PART2 Nomination Decails
» PART 3 SR Everns

» PART 4, Leave Travel
Concesson Detalts

¥ PAAT 5 Depanmenal Tests &

Traiicig Detais

» PAAT 6 Incenaves
» PART 7. Dacusment Uploads
» PART & Leove Ledger

» PANT 9 ESH Confirmanion

Lozt Login: first Time Lagin  Welcome! ASDULLA SHAK (14467103)

& Log-Out

SI. No Column (Field) Name Type of Field Remarks

1 Sanctioned Date Select box Select Sanctioned Date

2 Type of Incentive/Awards/ Drop down Select Type of Incentive/Awards/
Seva Patakam Seva Patakam

3 Amount Data Entry Enter Amount

4 PeriodFrom Date Select box Select Period From Date

5 Period Till date (Yes/No) Drop down Select Period Till date (Yes/No)

6 Period To Date Select box Select Period To Date

7 Details about the Incentive/Awards | Data Entry Enter Details about the Incenti

Awards
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Part 7: Employee Uploads:

User has to click on ‘Employee Uploads’ sub menu item under e-Service Book entry menu item to upload Latest Photo, Aadhar card Scanned
Copy, SSC certificate or SR extract page for proof of Date of Birth, Caste Certificate(if Otherthan OC), Medical Certificate (if employee disabled)
as shown below.

User can made any correction in Employee First name, surname displayed as per HRMS. (note: first name, surname can update as per SR only)

Finance Department
Govt. of Angnva Pradesn D s Ul

©  «Sarvice Bock Entry

> PART 1. Personal Detas

> ;wu.\:nf‘v Employee First Name (As per SR ABDULLA :""'-'»":"’"' Name (As m

et (8 s ot copyst e om0 (iR =

m ‘ M,im i (Ghosss e save ot

» PAKT 7. Documen: Upiasts cozesl b kD VIEW  [Choose File | N [ Save Proto |

S s Conficate Othechan00) | [Cams e Tt e oty

» ContactUs Medical Certficate (Disabled persons ](;ht’)rDSVe E“VEJ{' mmﬁ

O Llogow
Column (Field) Name Type of Field Remarks

1 SSC Certificate Copy/SR extract Choose File Upload SSC Certificate Copy/SR
Copy (per DOB proof) extract Copy (per DOB proof)

2 Aadhar Card Choose File Upload Aadhar Card

3 Latest Photo Choose File Upload Latest Photo

4 Caste Certificate (Other than OC) | Choose File Upload Caste Certificate (Other

than OC)
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5 Medical Certificate (Disabled Choose File Upload Medical Certificate
persons only) (Disabled persons only)

Part 8: Leave Ledger

Leave accounts relating to different types of leaves are to be entered manually and finally the leave balance appearing in the leave ledger

Need to be tallied with the leave balance displayed in the physical SR.
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$ 0% Whatsd X | M addddocode X | M Inbox (1.942

< C & testapcissin/APES

Gout of Anciv a Pradest-

©  eService Book Entry

» PAIT 1. Personal Detads

3 PART 2 Nomination Decails
3 PART 3 SREvents

> PART 4 Laave Travel

Last Login First Time Lagin  Welcome! ABDULIA SHAK (14467103) | @ Log-Out

Concession Detaits

> PART 5 Deparumenzal Tests &
Training Detads

» PART 6 Incontves

» PART 7. Ducuament Uploads
» PART . Leave Letiger

» PAKT 9. ESR Confernation

» Contact Us

O logw

© Finance Department Government of Andhia Pradesh, 2019

H-ll © Type here to search

m e 9 8B &N . A

Designed and Developed By

SI. No Column (Field) Name Type of Field Remarks
) EL
1 SR Entry Date Select Box Select SR Entry Date
2 Leaves Earned From Date Select Box Select Leaves Earned From Date
3 Leaves Earned To Date Select Box Select Leaves Earned To Date
4 Leave Type Drop down Select Leave Type
5 No. of days Leaves Earned Data Entry Enter No. of days Leaves Earned
6 Leaves at Credit Data Entry Enter Leaves at Credit
7 Leaves Availed From Date Select Box Select Leaves Availed From Date
8 Leaves Availed To Date Select Box Select Leaves Availed To Date
9 EL Type Drop down Select EL Type
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10 No. of days Data Entry Enter No. of days

11 No. of days Leaves Balance Data Entry Enter No. of days Leaves
Balance

2) Samaikyandhra Leave for Teachers

1 Date of Sanction / SR Entry date | Select Box Select Date of Sanction / SR
Entry date

2 No. of days Worked From Date Select Box Select No. of days Worked From
Date

3 No. of days Worked To Date Select Box Select No. of days Worked To
Date

4 No. of days Leave Credit Data Entry Enter No. of days Leave Credit

5 No. of days Leave Availed Data Entry Enter No. of days Leave Availed

6 No. of days Balance Data Entry Enter No. of days Balance

3) Addition Leave for police

1 Date of Sanction / SR Entry date | Select Box Select Date of Sanction / SR
Entry date

2 Working Period Drop down Select Working Period

3 No. of days Leave Sanctioned Data Entry Enter No. of days Leave
Sanctioned

4) Child Care Leave for Female Employees

1 Working Period From Date Select box Select Working Period From Date

2 Working Period To Date Select box Select Working Period To Date

3 No. of days CCL Sanctioned Data Entry Enter No. of days CCL
Sanctioned

4 Date of Sanction / SR Entry date | Select box Select Date of Sanction / SR
Entry date

5)HPL

1 LENGTH OF SERVICE From Select box Select LENGTH OF SERVICE

Date From Date

2 LENGTH OF SERVICE To Date | Select box Select LENGTH OF SERVICE
To Date

3 NO.OF COMPLETED YEARS Data Entry Enter NO.OF COMPLETED

OF SERVICE YEARS OF SERVICE
4 LEAVES EARNED (IN DAYS) Data Entry Enter LEAVES EARNED (IN

DAYS)
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5 LEAVES AT CREDIT (IN DAYS) | Data Entry Enter LEAVES AT CREDIT (IN
DAYS)

6 LEAVE ON PRIVATE AFFAIRS Select box Select LEAVE ON PRIVATE
OR ON MEDICAL CERTIFICATE AFFAIRS OR ON MEDICAL
From Date CERTIFICATE From Date

7 LEAVE ON PRIVATE AFFAIRS Select box Select LEAVE ON PRIVATE
OR ON MEDICAL CERTIFICATE AFFAIRS OR ON MEDICAL
To Date CERTIFICATE To Date

8 LEAVE ON PRIVATE AFFAIRS Data Entry Enter LEAVE ON PRIVATE
OR ON MEDICAL CERTIFICATE AFFAIRS OR ON MEDICAL
No. of days CERTIFICATE No. of days

9 COMMUTED LEAVE ON M.C Select box Select COMMUTED LEAVE ON
ON FULL PAY From Date M.C ON FULL PAY From Date

10 COMMUTED LEAVE ON M.C Select box Select COMMUTED LEAVE ON
ON FULL PAY To Date M.C ON FULL PAY To Date

11 COMMUTED LEAVE ON M.C Data Entry Enter COMMUTED LEAVE ON
ON FULL PAY No. of days M.C ON FULL PAY No. of days

12 COMMUNTED LEAVE Data Entry Enter COMMUNTED LEAVE
CONVERTED INTO HALF PAY CONVERTED INTO HALF PAY
LEAVE TWICE OF COL.7 LEAVE TWICE OF COL.7

Confirm SR Data;
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Name ABDULLA SHAIK

©  eService ook Enty

07/08/
» PART 1 Parsonal Decals 07/06/1994
» PRAT 2 Nominaccn Detals onng 07/052018

» PART 3 SR8 14467103

» PART & Leave Traved Status Active

Jepartment Director General & inspector General of Police

» PARY 7. Docurment Uigloads
ESR Data Entry Not Completed / Confirmation Pending / Service Book Copy not uploaded

» PART 2. Lo Lixiger

» PART 5 ESR Confemacion
; | Upload Servce Book Copy___|

Choosa Fila | No fle chosen Chick to View Uploaded Service Book Copy
Employee ESR Part Wise Confirmation

Ve Doeis et 1 30 Part 11 and Confirm the ESR Detalls

Home Town Account

Basic

Personal Details Photo Detalls  Family Detalls  Education Deétails  Address

1

Details v /) / Details Details Detalls
’
: Bl =
grtificate Detalls Immutable Certificates @,  Mutable Cartificates Properties
pireg ]

SI. No Column (Field) Name Type of Field Remarks

Upload Service Book Copy
1 | Upload Service Book Copy | Choose File | Upload Service Book Copy

¢ In this sub menu, employee can view all the filled parts in a tabular form. Employee has to visit each tab and confirm the details Part wise.

Respective screens are shown below.
o If any field is unfilled, system throws an alert stating the employee to fill the respective fields. Then employee has to add the service details

through eService register parts and save the data.
e The employee can edit the service details any point of time only before his / her details are being confirmed by the respective DDO. If DDO &

Head Office confirms the service details of the employees then no modifications are allowed at any given
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