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A Man would do nothing if he waited until

he could do it so well that no one would find

fault with what he has done

-  Cardinal Newman



Foreword 
 As part of the goal for adopting e-Governance, Government of West Bengal has 
introduced significant computerization at various levels in several Government 
Departments, Directorates and down-level Offices. IFMS or Integrated Financial 
Management System controlled by the Finance Department of this Government for online 
integration and management of Financial Systems and Human Resource Systems has now 
playing an integral part of Office Management of almost all Government Offices. As such at 
present acquiring adequate skill on IFMS has become essential for all Office Assistants of any 
Government Office.

 At Directorate Headquarter we have already taken effort to train up the Office Assistants 
of Circle-Level as well as Division-Level Offices on upcoming IFMS Modules from our part. 
Several Trainings on IFMS have been organised at Aranya Bhaban and in future we are 
planning to decentralise the Training Venues at different locations of West Bengal.

 The present Booklet authored by Arup Kumar Roy, Administrative Officer of this Office, 
is intended to provide hands-on skill to the existing users as well as new-comers to the IFMS 
in Forest Directorate.

 Being a Main Master-Trainer of IFMS, Shri Roy has conducted all IFMS Trainings and 
gathered competency in handling IFMS Modules. This booklet reflects all his experiences and 
technical skills on IFMS in easily understandable manner to the readers of the Booklet.

 Our effort will become fruitful if the Booklet proves it acceptability to all the Users of 
IFMS in this Directorate.

N. K. Pandey, IFS

Principal Chief Conservator of Forests,

(Head of Forest Force), West Bengal
thDated, Kolkata the 10  July, 2018



Preface

 IFMS or Integrated Financial Management System is now performing an important role in 
Financial Management and Human Resource Management for all West Bengal State 
Government Offices in these days as a part of e-Governance of the Government.

 Government of West Bengal from some time past was considering the electronic 
integration of existing Treasury System and that concept gave the birth of IFMS. Finance 
Department of this Government first introduced the CTS or Centralised Treasury System in 
the form of IFMS during the year 2014. Gradually, Finance Department has introduced e-
Bantan, e-Pardan, e-Billing, Salary Billing, Leave, GPF and other Loans, TA Billing, Sanctioned 
Strength, Pay Fixation, Transfer etc. Modules in the IFMS. In the years to come, Pension and 
e-Service Book are likely to be introduced.

 HRMS is a part of IFMS and the Directorate Headquarter started to provide down-level 
Trainings on different Modules of HRMS as per directives of the Finance Department from 
the beginning of the year 2017. Till now, the Directorate Headquarter has organised almost 
16 Trainings on HRMS for IFMS Operators, 4 Trainings for Directorate Officers and 2 
Trainings for Forest Department Officials. 

 The purpose of this Booklet is to provide hands-on guidance including some theoretical 
knowledge on IFMS/HRMS for the readers who intend to work on IFMS.

 I intend to express my profound feelings of immense gratefulness to Shri N.K. Pandey, 
IFS, Principal Chief Conservator of Forests (HoFF), West Bengal for providing continuous 
endeavour to me but for which this Booklet would not have come across its embryonic 
stage.

 I am indebted to Shri Anindya Mitra, Shri Sarbashis Biswas & Shri Satyajit Pal, Co-
ordinating Officers, IFMS Cell, Finance Department, Nabanna, for their excellent guidance, 
valuable suggestions and co-operations to me as and when I faced any problem with IFMS 
matters.

 I am also thankful to Smt Anima Ghosh, of Publicity Division, who nicely assisted me at 
the time of presentations on the IFMS Trainings and also for providing me several suggestions 
during the preparations of the Booklet from her practical working experience on 
IFMS/HRMS.

 Though I have tried to put my best efforts to make the content of information given in the 
Booklet error-free however some mistakes might have crept in due to oversight which may 
please be informed of for rectifications in the ensuing editions of the Booklet.

Arup Kumar Roy

Administrative officer 

 &

Main Master-Trainer, IFMS 

thDated, Kolkata the 10  July, 2018
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Feb-2014:

Notification for Introduction of IFMS issued vide G.O. No. 2088-FB dt.28.02.2014. Initially CTS & e-Bantan Module 
became mandatory with effect from 01.04.2014.

Jun-2014:

Guidelines regarding e-Bantan procedure issued vide G.O. No. 2863-F(Y) dt.02.06.2014.

Feb-2015:

Order for Implementation of e-Pradan (e-Payment) module of IFMS issued vide G.O. No.1179-F(Y) dt.25.02.2015. 
e-Pradan Module using DDO's DSC (Digital Signature Certificate) became mandatory with effect from 01.04.2015.

Jun-2015:

Implementation of e-Billing Module became mandatory for some type of Bills in addition to e-Pradan vide G.O. No. 
4879-F(Y) dt.14.06.2015.

Aug-2015:

Order for inclusion of some more TR forms under e-Billing module of IFMS and its mandatory submission vide G.O. 
No. 6295-F(Y) dt.20.08.2015.

Dec-2015:

Order for implementation of Pay Roll Processing Sub-module of HRMS-IFMS became mandatory with effect from 
01.01.2016 vide G.O. No. 8531-F(Y) dt.18.12.2015.

Oct-2016:

Rolling out of New GRIPS Module into IFMS Portal done vide G.O. No. 5504-F(Y) dt.24.10.2016.

Mar-2017:

Order for implementation of HRMS in all Offices of Government of West Bengal with effect from 01.04.2017 issued 
vide G.O. No. 1242-F(Y) dt.01.03.2017. Stakeholders, Leave, Loan & TA/DA Modules introduced on live server.

May-2017: 

Stakeholders, Leave, Loan & TA/DA Modules became mandatory with effect from 01.06.2017 vide G.O. No. 3130-
F(Y) dt.19.05.2017.

Mar-2018:

Order for implementation of Sanctioned-Strength, Transfer, Pay-Fixation, Non-Functional Promotion, Training, 
Confirmation and Exit-Management Modules issued vide G.O. No. 1276-F(Y) dt.05.03.2018. All Modules will 
become mandatory with effect from 01.05.2018

Development of IFMS : Brief History

Introduction of Integrated 

Financial Management System (IFMS)

 Prior to the year 2014 the Government of West Bengal in Finance Department for some time past was 

considering restructuring the existing systems of fund allocation to the Administrative Departments and Drawing &  

Disbursing Officers (DDOs) and financial transactions including ent re Treasury Management System to ensure i

transparency, accuracy, and efficiency in fund and financial management. Accordingly the Government have decided , 

to introduce the 'Integrated Financial Management System' [IFMS] for on-line real time management monitoring and 

control of all fund allocations and financ al transactions in different Departments and their subordinate offices under i

the State Government. The project was considered to be implemented, in phased manner, within 18 months with 
steffect from 1  Apr l, 2014. It will be a centralised system and all servers located at State Data Centre of West Bengal i

will be linked with steady MPLS and WBSWAN network connectivity.
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Block Diagram 

The Screenshot of IFMS :
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IFMS : Brief Overview
Introduction:

The IFMS or Integrated Financial Management System has been introduced by Finance Department of this 
Government during April-2014 in order to make several office procedures online through the URL 
www.wbifms.gov.in. Finance Department have issued several Orders to implement different Modules and Sub-
Modules of the System from time to time like Fund Distribution, Salary Billing, Online Billing, Stakeholder Mapping, 
Leave, Loan, TA/DA, LTC/HTC/TC, e-Services for Employees etc. Finance Department in their G.O. No. 3130-
F(Y) dt. 19.05.2017 have ordered to implement all these sub-modules mandatory with effect from 01.06.2017 by all 
offices of Government of West Bengal. HRMS or Human Resource Management System is a part of IFMS. Some 
other Modules like Sanctioned-Strength, Transfer, Pay-Fixation, Promotion, Confirmation, Exit-Management 
(Pension) are also done mandatory with effect from 01.05.2018 vide G.O. No. 1276-F(Y) dt.05.03.2018. Highlights 
of different Modules of IFMS are given below.

e-Bantan:

This is meant for distribution of Funds against the subordinate offices under the control of the User. There is a 
separate Login Id and Password for this Module. The Login Id is provided by the concerned higher Authority/Fund 
Provider.

GRIPS (Government Receipt Portal System):

This Module is used for Payment of Taxes and Non-Taxes Revenue to State Government by the 
Citizen/NGO/Government-Organization. Several Reports on Revenue deposited during a period may be generated 
by the concerned Department.

e-Services for Employees:

An Employee can Register his/her Name to utilize the Services provided by the Module. Your Employee Id will be 
the Login Id and the Password will be provided by the System when you're registering your Name for this Service. 
You can view/print/download your Payslips, Income Tax Statements etc. from this. All applications like Leave, Loan, 
Tour etc. are to be sent to your HOO (Head of Office) through this for further processing.

DDO:

There is a separate Login Id and Password for this Module. The Login Id is provided by the corresponding 
Treasury/PAO of the DDO. The DDO will have a DSC (Digital Signature Certificate) of his own which looks like a 
Pendrive. Sometimes this is also called Dongle. This DSC is required to digitally sign a Bill by the DDO while 
submitting the same to Treasury/PAO. After Logging in as DDO you will find following Sub-Modules.

DDO – User Administration:

DDO can create Operators under his control for preparation of Bills etc. Operators will prepare the Bills at 
their end and finally send the same to the DDO for final submission to Treasury/PAO using DSC. Operators are 
not allowed to use DDO's DSC.

DDO – e-Pradan:

With e-Pradan Sub-Module, a DDO can Manage the Beneficiaries under his control for making different Payments. 
Failed transactions, Beneficiary Transfer can also be managed. Several Reports can be generated as and when 
required.

DDO – e-Billing:

With e-Billing Sub-Module, DDO can prepare a Bill and submit the same to Treasury/PAO for making Payments.

DDO – HRMS:

With this Sub-Module, DDO can prepare, manage and submit Salary Bills, Arrear Bills, Festival Advance Bills and Ad-
hoc Bonus Bills of the Employees including Wages Bills for listed Casual Workers.

HRMS:

There is a separate Login Id and Password for this Module. The Login Id is provided by the corresponding upper level 
HOO. Two Roles are provided by this Module – HOO & AA. HOO stands for Head of Office. AA stands for 
Appointing Authority.

3



HRMS : HOO:

This is defined to be the Officer who can Sanction Casual Leave and recommend all types of Leaves. Employees are 
to be kept Tagged with any HOO, otherwise Salary Bills cannot be generated. Stakeholders can be managed by this 
Module. HOO can issue Sanction Orders for GPFLoans/Withdrawals & Festival Advance of Employees. Employees 
TA/DA, LTC/HTC/TC can be sanctioned by the HOO. HOO can manage and sanction Casual Leave of the 
Employees.

HRMS : AA:

This is defined to be the Officer who can Sanction all types of Leaves other than Casual Leave. Stakeholders can be 
managed by this Module. AA can issue Sanction Orders for all Loans other than GPF & Festival Advance. AA can 
manage, approve and sanction all types of Leaves other than Casual Leave of the Employees. Controlling of 
Sanctioned-Strength, Transfer, Pay-Fixation, Promotion, Confirmation, Exit-Management (Pension) are also done by 
the AA.

IFMS Login Ids:

e-Bantan -  Two Ids provided by the concerned Higher Authority/Fund Provider – One for

    User Administration & the other for Budget Distribution,

GRIPS  -  One Id provided by Finance Department for the concerned Department,

DDO  - One Id provided by the concerned Treasury/PAO,

HOO/AA - One Id provided by the concerned Higher Level Authority.

DDO : General Working Interface

User Administration:

This interface is used for managing and creating different Users under DDO who will act as Operators on 
behalf of DDO. To create a Login Id for any User, the HRMS Id of that User will be required. So, a DDO cannot assign 
a person as a User who is not a Regular Employee of this Government. Operators can generate different Bills but 
cannot approve or submit the Bills to Treasury using DDO's DSC (Digital Signature Certificate). In such cases 
operators will forward their Bills to the DDO for taking further action by the DDO. Operators will not get access to 
this Module.

The User Id which is of no use can be deactivated but can never be deleted. If any User forgets his/her 
Password, the Password can be Reset by the DDO. In this case, the New Password will be sent to the User's Mobile 
by the System.

e-Pradan:

This Module is mainly used for Beneficiary Management like addition of New Beneficiary or deactivation 
of existing Beneficiary, Manage Beneficiary Transfer if a Beneficiary is already existing with a DDO or Sending a 
Beneficiary to other DDO, Manage Failed Transactions and some Bill preparations if prescribed by the concerned 
PAO/Treasury. Several Reports can be generated from its Report Menu.

e-Billing:

This Module is for preparation of different types of Bills for submission of those to the concerned 
PAO/Treasury for Payments. Several important Financial Reports can be generated from its Report Menu.

HRMS:

The HRMS Module of DDO is for preparation & management of Salary Bills, Arrear Bills, Festival-
Advance Bills & Ad-hoc Bonus Bills for Regular Employees and Wages-Bills for Listed Casual Workers. Any change in 
the Employees Database should always be Approved by the DDO using the DSC. If no DSC is used the information 
will be saved temporarily in the Inbox of the DDO for future approval using DSC. If any Operator makes such 
changes, the information will go to the Inbox for Approval by the DDO using DSC.

One point is to be kept in mind that the Employees Database maintained by the DDO for Salary Billing is not a 
mere Pay-Bill database but the original HRMS Database of the Employee which contains all other Service related 
information of the Employee. Any change in the Service related information of an Employee has to be 
maintained by the DDO correctly. This Database is linked to the HOO & AA to which the DDO is concerned. 
HOO can merely Tag an Employee but cannot modify any information of the Employee in this Database. 
Concerned HOO must be selected by the DDO at its interface otherwise HRMS Database will not be related to 
HOO.
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What DDO will do:

- Login IFMS portal with his/her ID,

- Open User Management Module and Add the Role of HRMS-Operator 

 to the existing Operators or Create new Operators, if required,

- Back to open HRMS Module. Define/Enter the followings:

     1. Enter DDO details,

     2. Enter Sanctioned Strength & Existing Strength Group wise,

     3. Create Sections (namely Head-Office, Others etc.)

     4. While creating Sections he/she has to keep in mind that only one Section can be 

        operated by only one User. One particular Section can't be assigned to multiple Users,

     5. Now assign Sections to the Operators opening Section User Map Module,

     6. Create Pay Head of Accounts as required,

     7. Create Out-of-Account-Deduction Master for Bank-HBL, LIC-Premiums etc.,

Finally, DDO will Approve all Employee Data Forwarded to him/her using DSC (Dongle).

What HRMS-Operators will do:

- Login IFMS as Operator and Open HRMS Module,

- Open File-Upload,

- Upload all COSA Personnel Text Files to one Database one by one,

- Open Task-List,

- He/She will get a Data-Sheet on his/her Screen which will display Employee Details,

- Select COSA own Employee List on the Type of Employee Menu at the top of the Screen.

- Click on the Name of a particular Employee. One Window named Employee Details will appear which will 

ask him/her to Transfer some Data to IFMS Module from COSA. Execute this by Clicking LOVs. No Manual 

Entry can be done. If some Item like Post, Section, Designation etc. are not available in the LOV List then 

request your DDO/HRMS-Admin to insert those Items,

- Now, Click-on Accept Button. 

- The Name will disappear from the Data-Sheet. Don't Worry! The data will go to Unapproved-List Item of the 

Menu at the top of the Screen and will be available later for further updation,

- Go on doing this for all your Employees till the Data-Sheet becomes Blank,

- Now, Select Unapproved List from the Type of Employees Menu at top of the Screen,

- Another Data-Sheet showing all your Employees will appear. Do not use the Release Flag or Release 

Button unless you want to Release an Employee from your Establishment. Click on the Name of a 

particular Employee. Update 7 Sets of Data like General Information, Salary Components etc. for that 

particular Employee. No frivolous entry should be made on the Live-Server, 

- When all correct data entry is over, press the Back Button at top left corner of current Window,

- Now Forward Button will appear at the bottom of your current Window. Click on it to Forward the data for 

Approval by DDO,

After the approval of DDO you will get back all Data to prepare Salary Bills from Salary Billing Module.

HRMS Pay-Roll Initiation At-a-Glance
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What is Stakeholder

A Person, Group or Organization that has interest or concern in an Organization is 
called Stakeholder.

Stakeholders can affect or be affected by the organization's actions, objectives and 
policies. Some examples of key stakeholders are creditors, directors, employees, 
government (and its agencies), owners (shareholders), suppliers, unions, and the community 
from which the business draws its resources.

Government Stakeholder : Illustration
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HRMS Stakeholder office Mapping
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User Creation

- Login as HOO/AA

- Select User Administration->User Management

- Click Add New User

- Tick Other Office

- Fill in the User's HRMS Id – A valid Employee Name will appear

- Fill in the information as required. Give your Mobile No. in place of User's Mobile No.

- Finally Click Save

Within a short period a message with Login Id & Password will come to your Mobile

- Now Click Add/Update Role

Give the User Administrator & Superuser Authority. Fill in the boxes from respective LoV choosing HOO 

– First give the User HOO Approver Role. Click Save.

Again select the User. Click Update User. Click Add/Update Role

Give the User Administrator & Superuser Authority. Fill in the boxes from respective LoV choosing AA – 

Now give the User AA Approver Role. Click Save.

- Again Select User. Click Update User. Replace your Mobile No. with User's Mobile No. Now Save.

- Logout. Login with the newly created User Id and change Password

- Now Login again with that User Id and new Password. If everything goes Ok report the User Login Id and 

Password to the User concerned.

Creation of Lower Level HOO & AA
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- Login as HOO/AA
- Select HRMS
- Select HOO Approver
- Click Stakeholder->Head of Office
  A new Window will appear

- Click Add HOO
  A new Window will appear

  Fill in the Table with proper information. The Level should be just below your Level. Click Save. The new
  HOO will be created. Click on green + sign on the left of your new HOO. Add information as shown in the
  Table. Save. Tick mark Approve (Y/N) box and Click Approve. Your Lower Level HOO is ready for use.

- Switch Role to HRMS AA Approver

- Click Masters->Stakeholder->Appointing Authority
  A new Window will appear

- Click Add AA
  A new Window will appear

  Fill in the Table with proper information. The Level should be just below your Level. Tick mark HOO(Y/N).
  Click Save. The new AA will be created. Click on green + sign on the left of your new AA. Add Cadres like
 “IFS”, ”WBFS”, “Others” for Groups A/B/C/D. Tick mark Main Appointing Authority (Y/N) box and finally
  Click Save. Tick mark Approve(Y/N) and Click Approve. Your Lower Level AA is ready for use.

 Now Logout.



- Switch Role to “AA Approver”,

- Click on Masters - Stakeholder - Main Appointing Authority Module Mapping - Add/Revoke Module Permission 
– Own – Search,

- Click on each “View Matrix” one by one and “Save” each time,

- All items of your Main Appointing Authority Stakeholder Matrix will be filled in with Tick Marks.

- Select Role “HOO Approver” – on the top Status Bar - you will find your HOO Approver Code (e.g. 
6FRHO089) – Please Note down this Code,

- Click on “Head of Office Favlist”,

- Click “Add AA” – Fill in the Form with correct information – Add your “AA Approver” by searching with 
the AA Approver Code – Save this – Finally Tick on “Approve Select Box” and click “Approve” button to 
approve this.

- Similarly, add your “just higher level AA” related to your Office,

- Next add “Forest Department (L1)” & “Forest Directorate (L2)” as AA following similar process,

- Now you will have 4 (four) approved AA in your HOO Favlist :

 1. Forest Department (L1),

 2. Forest Directorate (L2),

 3. Your just higher Level AA,

 4. AA related to your Office.

Stakeholder Matrix for Forest Directorate
Indian Forest Service:

HOO Favlist & Main AA Mapping : Final Setting up of HRMS

- Login to HRMS with your HRMS Id and Password.

- Select Role “AA Approver” – on the top Status Bar - you will find your AA Approver Code (e.g. 
6FRAA083) – Please Note down this Code,
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West Bengal Forest Service:

Others : Group-A:
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Others : Group-B:

Others : Group-C:
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Others : Group-D:

HOO : General Working Interface

Masters:

This Menu is meant for Setting up the HOO Approver System. This Menu is not available to HRMS HOO Operators.

Inbox:

You can see all types of Applications like withdrawal of GPF, Tour, Leave etc coming from the Employees through e-
Services of Employees Module. Some of these can be opened directly by clicking a Button on it but applications like 
Tour etc can't be opened directly. These are to be opened from the Request Status Menu. Inbox will be cleared only 
when actions on the Applications stored in it are taken or processed. Applications can never be Deleted from Inbox.

Loan:

HOO can Sanction/Approve only 2 (two) types of Loans viz. Festival Advance and GPF 
Loans/Withdrawals. All other Loans are Sanctioned and Approved by the Appointing Authority.

Loan /Advance Application:

If any Employee is unable to send his/her Applications through e-Services of Employees, you can generate his/her 
Application for withdrawal of GPF, Tour, Leave etc from this. Employee Id may be required. You can have the 
Employee Id from the “Head of Office Employee Mapping” Module.

Festival Advance Sanction:

Click on this for Festival Advance Sanction. Click on the LoV for DDO Code and select your DDO. Click on Search. 
Fill in requisite information on the Page and click on Search. A List of the Employees who have applied for Festival 
Advance Loan and Approved by the HOO will appear on screen. Provide Sanction Order No. & Dt. and 
Save/Approve the Sanction Order. While generating Festival Advance Bill, DDO will get this Sanction Order No. and  
Reference Id through LoV.

Loan Application Report:

A Report or Hard Copy of any Loan Application can be generated through this Module. Employee Id will be required.

Festival Advance Sanction Order Report:

Click on the LoV for Sanction Order to get Hard Copy of the Approved Festival Sanction Order. DDO will require 
this Hard Copy for submission of Festival Advance Bill.
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Loan Sanction Order Report:

Provide Employee Id No. and l on Search to generate Loan Sanction Order Report for GPF Loans/Withdrawals. This 
Hard Copy will be required by the DDO for submission of respective Bill(s).

Reject Approved Loan:

Provide Employee Id No. and click on Search to Reject any Approved Loan.

Leave:

HOO can Sanction/Approve Casual Leave only. All other Leaves will be Sanctioned/Approved by the 
Appointing Authority.

Reports:

Legacy Report:

Provide Employee Id No. and click on Show Report to generate Leave Legacy Report of any particular Employee.

Leave Balance Report:

Provide Employee Id No. and click on Show Report to generate Leave Balance Report of any particular Employee.

Apply Leave:

If any Employee is unable to send his/her Leave Applications through e-Services of Employees, you can generate 
his/her Leave Application. Employee Id No. will be required.

Joining Report:

If any Employee is unable to send his/her Joining Applications after availing of any Leave through e-Services of 
Employees, you can generate his/her Joining Application. Employee Id No. will be required.

Leave List:

Provide Request No., Employee Id No. and Year then click on Search to generate Leave List for any particular 
Employee.

 Leave Legacy:

Provide Employee Id No. and other Info as required then click on Search to input Balance Casual Leave available for 
that particular Employee as on the given Date.

Leave Scheduler:

This Module is meant for re-scheduling the Casual Leave at Credit to an Employee. Click on this Module and Fill in 
necessary information as required including Employee Id. Click Search Button. Then Click “Run Schedule”.

Cancel/Modify Leave:

This Module is meant for Cancelling/Modifying any Casual Leave Sanctioned earlier.

Leave Deduction:

This Module is meant for Deduction of Casual Leave for Late Arrival, Early Departure etc.

Request Pulling:

This Menu is meant for Assigning some old pending matters from previous HOO to current HOO.

TA/DA:

Tour:

Application Request:

Provide Employee Id No. and Click Search to get Application Request Screen. Fill in necessary information about 
Tour and Click on save as Draft. This will go to Request Status Menu for approval by HOO. After Approval, 
Application No. will be generated.

Claim Request:

Click the LoV for Application Id to choose desired Application Id then Click Search. Generate Claim and save it for 
approval by HOO. Once the Claim Request is approved by the HOO Claim Request Id will be generated. This Id will 
be accessible by the tagged DDO for preparing TA Bill.
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Report:

Tour Application Report:

Provide Employee Id No. and Application No. to generate Application Report.

Tour Diary:

Provide Employee Id No. and Claim No. to generate Tour Diary.

Sanction Report:

Provide Employee Id No. and Claim No. to generate Tour Sanction Order.

LTC/HTC Application Report:

Provide Employee Id No. and Application No. to generate LTC/HTC Application Report.

Release Application Report:

Provide Employee Id No. and Application No. to generate LTC/HTC Release Application Report.

Request Status:

Select Application Status or Claim Status Tab one by one the Click on the Icon in respect of the Sl. No. of 
the Employee you want to approve. Click Save & Approve to approve.

LTC/HTC/TC:

Application Request:

Provide Employee Id No. and Click Search to get Application Request Screen. Fill in necessary information about 
LTC/HTC/TC and Click on save as Draft. This will go to Request Status Menu for approval by HOO. After Approval, 
Application No. will be generated.

Claim Request:

Click the LoV for Application Id to choose desired Application Id then Click Search. Generate Claim and save it for 
approval by HOO. Once the Claim Request is approved by the HOO Claim Request Id will be generated. This Id will 
be accessible by the tagged DDO for preparing LTC/HTC/TC Bill.

Transfer:

Transfer Advance:

Provide Employee Id No. and Tick on Manual or System Radio Button then Click Search to get Transfer Advance 
Screen. Fill in necessary information and Click on Save. Transfer grant Claim Id will be generated.

Claim Request:

Provide Employee No. and Select Transfer Details. Click the LoV for Transfer Claim Id to choose desired 
Application. Now approve and save the Claim for preparing Bill from DDO end.

AA : General Working Interface 

Masters: 
This Menu is meant for Setting up the HOO Approver System. This Menu is not 
available to HRMS AA Operators.
 
Inbox:  
You can see all types of Applications like Earned Leave, Commuted Leave, Child Care 
Leave etc and Loan Applications other than GPF & Festival Advance forwarded by the 
HOO. Open the Applications for taking action as AA. 

Inbox will be cleared only when actions on the Applications stored in it are taken or 
processed. Applications can never be Deleted from Inbox. 

16



Loan:  
AA can Sanction/Approve all Loans except 2 (two) types of Loans viz. Festival Advance 
and GPF Loans/Withdrawals which are Sanctioned/Approved by the HOO. 

Loan Application Report: 

You can generate any Employee's Loan Application Report from this Module. Employee Id 
No. will be required. 

Generate Intimation Letter — Intimate Intimation Letter: 
This Module is meant for generating and intimating the concerned Employee about 
his/her Loan Application Status.

Generate Intimation Letter — Modify Intimation Letter:  
This Module is meant for generating and intimating the concerned Employee about 
Modification of his/her Loan Application Status. 

Loan Sanction Order Report:  
This Module is meant for generating the Loan Order Report.

Reject Approved Loan: 
This Module is meant for Rejecting any Approved Loan. 

Leave:  

AA can Sanction/Approve all types of Leaves other than Casual Leave. Casual 
Leave is Sanctioned/Approved by the HOO.

Reports - Legacy Report:

Provide Employee Id No. and click on Show Report to generate Leave Legacy Report of 
any particular Employee.

Leave List: 

Provide Request No., Employee Id No. and Year then click on Search to generate Leave 
List for any particular Employee.

Leave Legacy: 

Provide Employee Id No. and other Info as required then click on Search to input Balance 
Casual Leave available for that particular Employee as on the given Date. 
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Leave Scheduler: 

This Module is meant for re-scheduling the Casual Leave at Credit to an Employee. Click 
on this Module and Fill in necessary information as required including Employee Id. Click 
Search Button. Then Click "Run Schedule". 

Request Pulling: 

This Menu is meant for Assigning some old pending matters from previous AA to 
current AA. 

Promotion: 

This Module is meant for handling Departmental Functional & Non-Functional 
Promotion of Employees. 

Transfer: 

This Module is meant for handling Intra-Departmental Transfer of Employees.

Pay-Fixation: 

This Module is meant for doing Pay-Fixation of Employees. 

Exit Management (Pension): 

This Module is meant for handling Pension of Employees 

GPF, TA etc. – Executive Summary
 
GPF Loan Approval & Report Generation:

 1. HOO Employee Mapping – Type the Name of the Employee in Search  Box – Copy
Employee  Id  (Ctrl+C)

 2. Loan – Loan/Advance Application – Save & Approve

 3. Loan – Loan Application Report – Fill in Employee Id – Search – Generate Report

 4. Loan – Loan Sanction Order Report Report – Fill in Employee Id – Search – Provide Issue (Despatch) 
Nos.- Save - Generate Report

 5. Prepare Bill from DDO end using System generated Sanction Order Id

 Note : If the Application for the Employee is being initiated by you, follow the above Steps right from No. 1. But if 
the Application is submitted by the Employee through e-Services for Employees by himself/herself, Visit 
Inbox then follow the above Steps from No. 2
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TA Bill Approval & Report Generation:

1. HOO Employee Mapping – Type the Name of the Employee in Search Box – Copy Employee Id 
(Ctrl+C)

2. TA/DA – Tour – Application Request – Save & Approve

3. TA/DA – Request Status – OFFICIAL TOUR – Search – View Request – Application Status/Claim 
Status/Daily Allowance  (Fill in) – Save & Approve

4. TA/DA – Tour – Claim Request – Save & Approve

5. TA/DA – Report – Tour Application Report – Generate Report

6. TA/DA – Report – Tour Diary – Generate Report

7. TA/DA – Report – Sanction Report – Generate Report

8. Prepare Bill from DDO end using System generated Sanction Order Id.

Note : If the Application for the Employee is being initiated by you, follow the above Steps right from No. 1. 
But if the Application is submitted by the Employee through e-Services for Employees by himself/herself, 
follow the above Steps from No. 3.

Sanctioned Strength Entry in HRMS
- Open URL www.wbifms.gov.in

- Click HRMS

- Login HRMS with HOO/AA Login Id

- Select HRMS

- Select Role as HOO Approver

- Note down your HOO Code correctly from Top Bar

- Switch Role to AA Approver

- Select Sanctioned Strength

- Select Post Code

 A new Window will appear

- Click Cadre LoV

- Select Others-others from LoV

- Select FR-Forests in Parent Department from LoV

- Change Group from LoV

- Select Post from LoV

- Click Search

- Click Insert New Record

 A new Window “Sanctioned Strength Entry” will appear

- Is Deputation Post will remain NO (by default)

- Change Group from LoV

- Select Post from LoV

- Select FR-Forests from “Admin Department of Head of Office”

- Select your HOO from LoV (Check your HOO Code as noted)

- Select Creation in “Creation/Surrender of Sanctioned Strength”

- Enter WEF Date as 01/01/1960

- Enter Sanctioned Strength Figure in “Change in Sanctioned Strength”

- Enter same Figure in “Existing Sanctioned Strength (User)”

- Click Validate
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 A Confirmation Window will appear

- Click Ok

- Click Save

- A new Window will appear

- Click Select 

- Click Change Sanctioned Strength

 A new Window will appear

- Click on Select Box(es) (Tick)

- Click Update Sanction Strength

- Click Back on Top Left Corner

- Click Select Button

- Click Tag Employee

 A new Window will appear

- Select Employees (Tick on each required Employee)

- Select Post Code for each selected Employee from LoV (Ignore Code ending with 000)

- Click Save

- Click Pending Request to be Approved Tab on Top Bar

 A new Window will appear

- Click on Request ID

- Click Approve

Handling Transfer of Employees for Group B & C Cadres

controlled by the PCCF(HoFF)/WB

Till the Transfer Module is introduced in the HRMS, in respect of Transfer of an Employee, following procedures are 

to be followed by the HOOs concerned:

 HOOs Releasing-Out Employees:

- HOOs will not be able to Untag the Relieved Employee unless the concerned Employee is released from the 

existing tagged Post-Code by the Office of the PCCF(HoFF)/WB,

- For this, concerned HOO has to send necessary information about the concerned Employee (Name, HRMS 

Id No., Post, Group, HOO Code) to the Office of the PCCF(HoFF)/WB through e-Mail only at 

wbforesthrms@gmail.com  under the subject “HRMS – Transfer of Employees – Post-Code Untagging”, in 

order to get the Employee Untagged from the existing Post-Code,

- On receipt of this e-Mail, Office of the PCCF(HoFF)/WB will act immediately to Untag the concerned 

Employee from his/her existing Post-Code and after that, Untagging the Employee from the concerned HOO 

can be performed by the concerned HOO.

 HOOs Accepting-In Employees:

- The relieved Employee Joining-In to the concerned HOO will now be Tagged by the concerned HOO in the 

HRMS HOO Module,

- Concerned HOO will now send necessary information about the concerned Employee (Name, HRMS Id No., 

Post, Group, HOO Code) to the Office of the PCCF(HoFF)/WB through e-Mail only at 

wbforesthrms@gmail.com under the subject “HRMS – Transfer of Employees – Post-Code Tagging”, in order 

to get the Employee Tagged back with a new Post-Code,

- On receipt of this e-Mail, Office of the PCCF(HoFF)/WB will act immediately to Tag the concerned Employee 

with new Post-Code. Henceforth, no Employee should be left without having a Post-Code. If an Employee 

belongs no Post-Code, Salary Bill generation for that Employee may not be possible. This point has to be kept 

in mind by both the HOO & DDO concerned to that Employee.
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What is/are the difference between
FUNCTIONAL and NON-FUNCTIONAL PROMOTION

in Government Service (Group-A to Group-D)

1. Any Carrier Advancement benefit (CAS) i.e. 8 year,16 year or 24 year will be treated as Non-

Functional Promotion whether promotion from any post to another post i.e. LDC to UDC, UDC 

to Accountant, DR/Fr to FR, FG to HFG etc. by Govt Order will be treated as Functional 

Promotion.

2. Functional promotion is vacancy based whereas Non-Functional promotion is not vacancy 

based. In other words, there has to be at least one vacant post in the higher grade for effecting 

functional promotion. Non-Functional promotion is generally tenure based without any 

relationship with existing vacancy. In Non-Functional promotion the normal method of pay fixation 

is placement in the higher pay scale without any fixation benefit. But such treatment is often waived 

by the Government by special order. CAS is a good example of it.

DSC Administration

 Digital Signature Certificate (DSC) or popularly called “Dongle” is an important Device for use by the DDO 

& HOO of IFMS in order to Approve Bills/Sanction-Orders and for submission of Bills to the PAO/Treasury. It is to be 

kept in mind that DSC is a personal device and not transferable. If a DDO or HOO of IFMS has got no DSC of his/her 

own then such device may be obtained form the following Vendor authorised by Finance Department:

CRG CORPORATE SERVICES PRIVATE LIMITED,

52/A VIVEKANANDA NAGAR,, Belghoria, Kolkata, West Bengal 700056

Phone: 093395 29341Visit their website at  to download e-Mudhra DSC Application Forms.http://crgcorporate.co/

DSC for DDO:

 When a new DDO has joined he/she has to do the initial official formalities with his/her PAO/Treasury in 

order to get attached with the PAO/Treasury concerned as DDO. After that his/her DSC is required to be duly 

authenticated by the concerned PAO/Treasury. The PAO/Treasury will provide him/her a new Login Id along with a 

Password through his/her Mobile.

DSC for HOO:

 In HRMS, HOO is also required to have a DSC of his own for providing Digital Signature to Approve 

different Forms. Now, you have to perform “Self-Registration” of the Digital Signature Certificate Device 

(Dongle) of your HOO. If your DDO & HOO is the same Officer, you need not go for a separate DSC for the HOO, 

your existing DSC for the DDO will work fine. If your DDO & HOO is not the same Officer, then you have to go for a 

separate DSC for the HOO. Now, put the DSC of the HOO into the USB Port. Login to IFMS as HOO/AA. Click 

HRMS. In the Message Box “Are you sure you want to use Digital Signature?, click Ok. A Window will appear. 

Click Allow. Now, DSC Information will appear on the Screen. Select one valid Certificate and Click View 

Certificate. If the Certificate is correct, click Ok. Again select the Certificate. Now click Sign. Enter DSC 

Password. Another window will appear. Click Ok.  in Red-Label will appear. Your DSC “Self “ ”Signature Verified

Registration” is done.
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e-Services for Employees

 In order to get several e-Services of IFMS, an Employee can Register his/her Employee Id to Logon to IFMS. 
Services like monthly Pay-Slips, I-Tax Statement, Arrear Statement, Apply for GPF & Other Loans, Apply for Leave, 
Joining Report, TA Claim, LTC/HTC/TC Claim etc. can be obtained from anywhere over internet.

How to Register:

 Open  and mouse over to the Logo titled “e-Services for Employees” then Click on www.wbifms.gov.in
“Signup for Registration”. A new Window will appear. Enter your Employee No., Mobile No. & the text appeared in 
Captcha and now Click on Register. You will now be prompted to enter the OTP sent by the System to your 
registered Mobile. Complete the process – after some time a message will come to your Mobile with your Login Id 
(i.e. your Employee No.) and a Password. Now, Click on “Sign in” and Login to the System providing Login Id (your 
Employee No.) and Password. First time you will be prompted to change your Password. If your name is “Bivas” and 
your year of birth is 1992 then you may choose your new Password as “Bivas@1992”. The choice is yours but for 
Password, there should be at least One Capital Letter, One Small Letter, One Numeric Character and One Special 
Character and total length should not exceed 15 Characters or below 8 Characters.

The Services you will get:

 - Monthly Pay-Slips,

- Income-Tax Statement (Salary Statement At-a-Glance),

- Arrear Salary Statement (if any),

- Application for GPF Loan,

- Application for Official Tour,

- Application for Leave,

- Joining Report,

- Application for LTC/HTC/TC,

- Claim for Official Tour,

- Claim for LTC/HTC/TC,

- Family & Nominee Declaration,

- GPF Final Payment Application if you are going to retire within next 3 months.

PERSONAL INFORMATION FOR IFMS SALARY ACCOUNT
[TO BE FILLED UP PERSONALLY]

1.   NAME
2.  i)  DATE OF BIRTH
 ii)  EDUCATIONAL QUALIFICATION:
3.   RELIGION:
4.   GENDER:
5.   CATEGORY (GEN/SC/ST/OBC/PHC/EX-SERVICE MAN/OTHERS

(PL.   SPECIFY):
6.   FATHER'S NAME:
7.   MOTHER'S NAME:
8   SPOUSE NAME
9.  SERVICE TYPE (GoI/GoWB)
10.   SERVICE STATUS (PERMANENT/TEMPORARY/CONTRACTUAL/RE-EMPLOYMENT)
11   GROUP OF POST (A/B/C/D):
12.   PRESENT DESIGNATION:
13.   DATE OF APPOINTMENT IN PRESENT SERVICE:
14   NAME OF POST/DESIGNATION AT FIRST APPOINTMENT:
15   DATE OF JOINING IN PRESENT POST:
16.   DATE OF JOINING IN PRESENT OFFICE
17.  WHETHER ON DEPUTATION (Y/N):
18.  ENPLOYEE CODE (PF ACCOUNT NUMBER)
19.   RESIDENTIAL STATUS (GOVT. HOUSING / OWN / RENTAL / SPOUCE /  OTHERS) :
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20.   IF GOVT. HOUSING THEN HOUSING SCHEME NAME (OFFICE BUILDING/GENERAL POOL/MIG/LIG 
ETC.) :

21.   IF GOVT. HOUSING THEN HOUSING TYPE (LICENSEEE / ASSESSED) :

22.   PRESENT RESIDENTIAL ADDRESS:
ADDRESS
POLICE STATION .
PIN CODE
CONTACT NUMBER :

23.  PERMANENT RESIDENTIAL ADDRESS.
ADDRESS:
POLICE STATION:
PIN CODE:

24.   SALARY RECEIVING OPTION (ESC/CASH/OTHERS)

25.   BANK ACCOUNT DETAILS BANK & BRANCH NAME:
IFS CODE:
MICR CODE:
BANK ACCOUNT NUMBER:

26.   MARITAL STATUS (UNMARRIED/MARRIED/WIDOW(ER
)/DIVORCEE)

27.  SPOUSE SERVICE STATUS (WB GOVT./WB UNDERTAKING / GOI / OTHERS / NA):

28.  IF SPOSE IS A GOVT. EMPLOYEE, THEN SPOUSE PAY, HRA

29.   GIS TYPE (1983/1987).

30.   GIS GROUP (A/B/C/D):

31.   PF ACCOUNT TYPE (GPF/AISPF/CPF):

32.  GPF GROUP (A/B/C/D).

33.  ENTITLEMENT TO PENSION (DEFINED BENEFITNPS / NONE OF THE TWO):

34.   WHETHER PRESENT PAY SCALE IS PERSONAL SCALE (Y/N):

35.   WHETHER VILLAGE LEVEL WORKER (Y/N):

36.   ROPA OPTION (1998/2009/OTHERS, -- PLS. SPECIFY) .

37.   PAY SCALE

38.   DATE OF NEXT INCREMENT

39.   INCREMENT AMOUNT IN RS:

40.   MEDICAL ALLOWANCE OPTION:

41.  EMPLOYEE SALARY EARNINGS DETAILS (IN RS
a. GRADE PAY
b. BAND PAY
c. DEARNESS ALLOWANCE .
d. HOUSE RENT ALLOWANCE:
e. MEDICAL ALLOWANCE :
f. NON-PRACTICING ALLOWANCE, IF ANY :
g.  OTHER PAY/ALLOWANCES (SPL./ADMN./QUALIFYING PAY,  DEARNESS PAY, PERSONAL PAY, 
NON-PRACTICING PAY, SPL.
ALLOWANCE, FC/FT ALLOWANCE, HILL COMPENSATORY ALLOWANCE, CONVEYANCE 
ALLOWANCE,. OTHER
ALLOWANCE, HONORARIUM, BONUS, DEPUTATION ALLOWANCE,CONSOLIDATED PAY, 
TRANSPORT ALLOWANCE ETC.)

42.  EMPLOYEES SALARY DEDUCTION DETAILS:
a. GIS INSURANCE & SAVINGS:
b. PROFESSIONAL TAX:
c. INCOME TAX:
d. HOUSING LICENSE FEE ETC.:
e. PF SUBSCRIPTION, PF ARREAR, RECOVERY:
f. OTHER DEDUCTIONS:
g. RECOVERY OF DIFFERENT LOANS (PRINCIPAL & INTEREST) .
h. OUT-OF-ACCOUNT DEDUCTIONS:

43.    PAN NO.:

44.    MOBILE NO.:

45.    AADHAR NO.:

                                                                                                                           --------------------------------------

                                                                                                                              (Signature with Designation)                                                                                    
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Government of West Bengal
Directorate of Forests

Office of the Principal Chief Conservator of Forests, 
Head of Forest Force, West Bengal

Aranya Bhawan, LA-10A, Sector-III, Salt Lake City, Kolkata-700 106

Ph.# 033 2335-8581/7751, Fax # 033 2335-8756, E-mail:pccfwb@vsnl.net, 
Visit us at : westbengalforest.gov.in

Office Order No.:  28-Misc/PMC/2018  Dated : 09.03.2018

 It is hereby ordered that all the establishment matters, like Pension, modified Career Advancement Scheme, 
Benefit of Grade-I, Sanction of Pay & Pay Protection etc. and also matters related to West Bengal Health Scheme 
2008 Cashless of the subordinate staff of this Directorate whose services etc. are placed in GTA, Darjeeling, 
henceforth will be dealt with by Darjeeling Division, West Bengal until further orders. All such employees 
should come under the purview of HRMS of WBIFMS introduced by Finance Department against 
Darjeeling Division, West Bengal, immediately.

 I n  order  to  inc lude  such  employees  under  HRMS,  fo l lowing  procedures  may
be followed:

1. First of all, all such employees are to be provided with the standard COSA Form in order to get all 
information related to Personal Details, Salary Bill, Relationship information, Academic qualification etc. 
which are required in HRMS database.

2. Separate Section titled “DEPUTATION” may be opened in Masters Menu of DDO's HRMS. All such 
employees are to be kept under this Section.

3. Standard Main Head of Accounts may be given for all such employees but Salary Bill generation will not be 
required.

4. In the HRMS HOO of Darjeeling Division, all such employees are to be kept Tagged.

5. GPF and other Loans of such employees may be Generated and corresponding Sanction Orders may be 
issued from the Role of HOO & AA of Darjeeling Division.

6. Necessary Bills are to be generated by the Darjeeling Division DDO for such employees for making 
payments.

 Divisional Forest Officer, Darjeeling Division, West Bengal will report compliance to this effect at an early 
date.

Sd/- N.K. Pandey, IFS
       Principal Chief Conservator of Forests,

Head of Forest Force, West Bengal.

No.:  12895/PMC/2E-246/2017    Dated: 09.03.2018

Copy forwarded for information and taking necessary action to:-

1)  The Principal Secretary to the Government of West Bengal, Department of Forests.

2) The Managing Director, West Bengal Forest Development Corporation Limited.

3) The Principal Chief Conservator of Forests, Wildlife, West Bengal.

4) The Principal Chief Conservator of Forests, Research, Monitoring & Development, W.B.

5) The Addl. Principal Chief Conservator of Forests, (North Bengal), W.B.

6) The Chief Conservator of Forests, Hill Circle, West Bengal.

7) The Divisional Forest Officer, Darjeeling Division, West Bengal.

8) The GTA, Darjeeling.

Sd/- N.K. Pandey, IFS
       Principal Chief Conservator of Forests,

       Head of Forest Force, West Bengal.

24



HRMS Entry for Officers on Deputation to GoI/WB State
Government Other Departments/Autonomous Bodies

 In order to process GPF Loans mandatorily in HRMS, it has been decided by the 

PCCF(HoFF)/WB that in respect of Officers on Deputation to the GoI/Autonomous Bodies 

who are not presently drawing their Salaries through HRMS Module of W.B. State 

Government, the HRMS Salary Bill Database of those Officers will be maintained by the 

DCF/Administration (DDO) on behalf of PCCF(HoFF)/WB. A meeting in this regard with all 
rdOfficers on deputation was convened on the 3  November, 2017 at Saltlake FRH.

Deputation Categories:

Category-I:

 Officers on Deputation to GoI/Autonomous Bodies before 01.01.2016 will Fill in the 

Form titled “PERSONAL INFORMATION FOR IFMS SALARY ACCOUNT” (Page-22 ) and 

submit the Form to the Office of the PCCF(HoFF)/WB for their Data Entry in HRMS of the 

DDO DCF/Administration. After that their HOO will be PCCF(HoFF)/WB and DDO will be 

DCF/Administration. Now, they can apply for GPF Loans to PCCF(HoFF)/WB for getting 

necessary payments to their Bank A/c by the DCF/Administration.

Category-II:

 Officers on Deputation to GoI/Autonomous Bodies after 01.01.2016 and not getting 

their present Salary Bills through HRMS will Fill in the Form titled “Form-I” (Page-26) and 

submit the Form to the Office of the PCCF(HoFF)/WB. As, just prior to going on deputation 

they were drawing their Salaries through HRMS on and from 01.01.2016 from a DDO of this 

Directorate, their HRMS Salary Bill Databases are lying with the DDO from whom the last 

Salary drawn from the Directorate. Their Salary Bill Databases will have to be transferred to 

the DDO DCF/Administration for processing their GPF Loan claims from the Office of the 

PCCF(HoFF)/WB in future.

Category-III:

 Officers on Deputation to other Departments of this Government and getting their 

present Salaries through HRMS will Fill in the Form titled “Form-II” (Page-26) and submit 

the Form to the Office of the PCCF(HoFF)/WB. Such information of those Officers will be 

kept at this Office for Records. These Officers will claim their GPF Loans from their present 

HOO & DDO.
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Form-I
(For IFS/WBFS Officers continuing Deputation to GoI/Autonomous

Bodies after 01.01.2016 and not getting their present Salary Bills through HRMS)

1. Name (in Block Capitals)  : 

2. Designation at the time

of Release for Deputation : 

3. HRMS Id No.  : 

4. Name of the DDO from where

Salary drawn prior to Deputation : 

5. DDO Code from where

Salary drawn prior to Deputation :  

6. Bank A/c No. in which Salary

was disbursed by DDO :

7. IFS Code of Bank A/c in which

Salary was disbursed by DDO : 

8. Present Office :

9. Present Designation : 

10. Mobile Number  :

  (Signature with date)

Form-II

(For IFS/WBFS Officers continuing Deputation to other Departments of this Government after   
01.01.2016 and getting their present Salaries through HRMS other than Forest Directorate)

1. Name (in Block Capitals)  : 

2. Designation at the time

of Release for Deputation : 

3. HRMS Id No.  : 

4. Name of the DDO from where

where drawing present Salary : 

5. DDO Code from where

drawing present Salary :  

6. Bank A/c No. in which Salary

is being disbursed by DDO :

7. IFS Code of Bank A/c in which

  : 

8. Present Office :

9. Present Designation : 

10. Mobile Number  :

  (Signature with date)
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Forest Department : List of HOO-Code,
AA-Code, DDO-Code & PAO/Treasury
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 The job for HOO & AA is managed by some upper level Officer who is a permanent Employee of this 
Government having Unique HRMS Employee Id. The Legacy for HOO & AA of HRMS is bound to that Officer and 
the responsibility for management of Approval/Rejection control is fixed to that Officer.

 When the Officer concerned is changed, the Old User Id should not be used for the sake of Legacy. The Office 
concerned will now move to just immediate higher level HOO for getting a new User Id & Password for the new 
Officer likely to function as present HOO & AA with the his Name, HRMS Id & Mobile No. Though the changes will 
be made by the immediate higher level HOO, however, it is to be kept in mind that the responsibility of approaching 
for necessary changes is borne by the concerned lower level HOO and not by the immediate higher level HOO. For 
example, if the L-2 level HOO is changed, Office of the L-2 level will approach in writing to the L-1 HOO with the 
Name, HRMS Id and Mobile No. of the new Officer in order to get a new Id/Password for the newly joined L-2 
HOO. Similarly, L-3 HOO will move to L-2 HOO, L-4 HOO will move to L-3 HOO and so on.

 The immediate higher level HOO will create new User Id & Password for the newly joined immediate lower 
level HOO following the procedure described below:

New User Creation

- Login as HOO/AA

- Select User Administration->User Management

- Select the Old User

- Click Update User

- Untick the Button Active and Save

- The Old User Id is deactivated

- Click Add New User

- Tick Other Office

- Fill in the User's HRMS Id – A valid Employee Name will appear

- Fill in the information as required. Give your Mobile No. in place of User's Mobile No.

- Finally Click Save

 Within a short period a message with Login Id & Password will come to your Mobile

- Now Click Add/Update Role

 Give the User Administrator & Superuser Authority. Fill in the boxes from respective LoV choosing HOO – 
First give the User HOO Approver Role. Click Save. 

 Again select the User. Click Update User. Click Add/Update Role

 Give the User Administrator & Superuser Authority. Fill in the boxes from respective LoV choosing AA – Now 
give the User AA Approver Role. Click Save.

- Again Select User. Click Update User. Replace your Mobile No. with User's Mobile No. Now Save.

- Logout. Login with the newly created User Id and change Password

- Now Login again with that User Id and new Password. If everything goes Ok pass on the new User Login Id 
and Password to the User concerned.

User Management for Lower-Level HOO/AA
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IFMS - Frequently Asked Questions (FAQs)

Q.1. How a DDO is linked with HOO ?

Ans: DDO will select his HOO in his HRMS Masters Module with the drop down boxes.

Q.2. How an AA is linked with HOO ?

Ans : AA can be linked with HOO from HOO Module's HOO Favlist.

Q.3. What is Employee Tagging ?

Ans : As the HRMS Database is with DDO, an Employee must be Tagged to the HOO for accessing the Employees 
Data from DDO.

Q.4. What shall I enter in previous Employee No. ?

Ans : You will be required to enter this option only After your Employee no. is generated in HRMS and after that your 
leave this service to join a new service under this Govt.

Q.5. How can I provide multiple Sections to a single operator?

Ans. : You cannot provide multiple sections to a particular operator a single operator can be mapped with a single section 
only.

Q.6. Can the DDO details Master be updated after approving an employee ?

Ans. : Although its possible to update the DDO details but it is advised to first insert the details of the DDO in the Masters 
and then approve the employee details, otherwise all the details of the office may not come correctly in the employee 
details.

Q.7. I have mistakenly entered some Employee Data. How can I rectify it ?

Ans : Navigate to the details page by clicking the “Update” button and modify and correct it. 

Q.8. While filling up the Pay Information details, the bank details is not getting populated.

Ans : Please check whether the employee is approved in Beneficiary Master of e-Pradan. If approved beneficiary please 
check whether the account type is “employee” or not in e-Pradan. Please note that no other type of beneficiary except 
Employee will be taken. 

Q.9. I have entered the spouse details but the system is not allowing me to save the data.

Ans : Check whether the marital status entered in the General information page of the employee is single or married. 

Q.10. We have one staff who is divorced from his first wife and every month his ex-wife gets Rs.5000/- only from his 
Salary through Bank as per the Court Verdict . Is it possible to breakup his salary through HRMS.

Ans : Simply enter the Ex-Wife's Bank A/c in case of ECS or name of the payee in case of cheque through out of account 
deduction master. Put the name of the payee in out of account deduction master and the ECS/Cheque option. Then put 
the out of account deduction amount in salary component page for the employee. 
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Q.11. Tapas Kumar Das, permanent member of this board whose re-employment pay is Rs. 11392, NPP Rs 13395, 
HRA Rs.6000, Dearness Relief Rs.25115, Grade pay Rs.8700. Cannot make entry of re-employed pay.

Ans : Please select re-employed from employee type and permanent from service type. Then go to pay information page and 
enter components. Always note that if any of the fields for Basic Pay, DA, Grade Pay, HRA is nil then you shall have to put 
'Zero”. You cannot leave any field for pay component in Pay information page as blank.

Q.12. How can I enter the payments which I made as out of account deduction for some of my employees like SBI 
House Building Loan tie up, LIC premium etc.

Ans : Create the out of account deduction master. Then go to Out of deduction in salary component for the employee and 
make the entry. 

Q.13. When I am trying to modify a salary component, an error message is showing “Some Error Occur: “From date 
1/1/2016 cannot be more than to date 1/2/2016 specified”. Approval is not allowed.

Ans : Bill has been generated in the current month and then you are trying to insert the component from a date of current 
month. Reject the bill and then do the modification.

Q.14. As an Employee under a DDO I am tagged with other HOO. What will happen when I will apply for GPF Loan ?

Ans : Your GPF Application will go to the HOO to which you're tagged. The HOO will approve your Application and send a 
Sanction Order to you. Your DDO will automatically get the Sanction Order Id in his System while generating Bill through e-

Billing. Similar thing will happen when you apply for TA/DA/LTC/HTC etc.

Q.15. I have applied for GPF Loan and HOO has issued the Sanction Order but at DDO's end no Sanction Order is 
being shown in the LoV while Billing is made.

Ans : DDO has to check two points,  the Bill-Date has to be given after Sanction Order Date and proper Head of Account is 
given in the Bill as in the Sanction Order.

Q. 16. I have been transferred but HOO remains the same and DDO is changing. Can any action is to be taken by the 
HOO to which I'am already Tagged ?

Ans : Yes. HOO has to Un-tag you first and then Re-Tag you from the current DDO.

Q. 17. An Employee has been Released Out to other DDO but why the current is not finding him in his My Employee 
Module of HRMS ?

Ans : Current DDO  has to collect the Employee Id of the person concerned and must do Joining In and LPC In for that 
Employee.

Q. 18. An Employee has been Released Out to other DDO but why the current is not getting his Bank Details ?

Ans : Current DDO has to collect the Employee's Bank Details and send Request to the previous DDO for Bank Details 
Transfer through e-Pradan. The previous DDO will accept his Request. After that DDO will Approve his Bank Details in e-
Pradan.
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Some Important IFMS Issues : Solved                                                    

1. The GPF Subscription of an Employee is not being shown in TR-18 Inner Sheet though GPF 

Subscription of the Employee is correctly entered in the Salary Component Module.

Solution : Please check whether End of Service entry in General Information has been changed. GPF 

subscription will automatically be stopped before three months of End of Service.

2. Can't enter an Old HBL Interest Schedule in Deduction sub-module of Salary Component. When tried, 

some error messages are being displayed.

Solution : First Untag the Employee from Post Code then Untag the Employee from HOO. Now enter the 

Deduction Schedule. Save it with DDO's DSC. Now Tag the Employee with HOO. Re-generate Post Code. 

Similarly, you can generate Manual Deduction Schedules like Computer Advance Interest, Motorcycle 

Advance Interest, Car Advance Interest etc. which are not generated by the System automatically.

3. After TA Bill (HRMS) generation at DDO's e-Billing module, I have discovered that there should be 

some changes in the TA Bill (TR-21). What to do now.

Solution : Reject the Bill at DDO's end. At HOO's end, change the entries in Claim Request accordingly and 

approve it again. Regenerate the Sanction Order from HOO. Now prepare a new TA Bill in e-Billing module at 

DDO's end.

4. While making LPC Out of an Employee, some error messages are being displayed like “TA Bill pending 

with the Employee” but the Employee is confirming that he has got all his pending TA Bills. What is the 

solution?

Solution : Employee has got some Approved Claims but for those Approved Claims no Bill has been generated 

at DDO's end. Go to the HOO's TA/DA Request Status. Open Official Tour of that Employee and select Claim 

status Tab. There must be some Approved Claims. Open these and Reject all of these. 

5. I have wrongly entered Sanctioned Strength in AA module and generated Post Codes for employees. 

Some employees have already been tagged with Post Codes. How to resolve.

Solution : Open the Sanctioned Strength module concerned. Tick the Select radio button. Click on Tag 

Employee. Select the tab Tagged Employees (Approved). Untag all Employees. Back. Now you can delete the 

Sanctioned Strength Entry. Regenerate the Sanctioned Strength Entry afresh. Generate Post Codes again for   

the existing Employees.
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6. One of our HRMS HOO Operator has generated Post Code for a newly joined Employee in existing 

Sanctioned Strength. Saved it. But when forwarding it to the HOO Approver from Pending Request to 

be Approved, some System Error Message is being displayed. The Employee could not be tagged with a 

new post Code even by the HOO Approver. How to solve it.

Solution : Open the Sanctioned Strength module concerned by the HOO Operator (not HOO Approver). Click 

on Pending Request to be Approved Tab. Now boldly Delete the Request. Leave the Module and Logout. The 

HOO Approver will now be able to Tag the Employee with a Post Code.

7. A new Employee has joined and his Salary Bill database has been prepared afresh. But when PAN is 

being entered a System error message is emerging “PAN No. is already tagged with a DDO”. How his 

PAN can be entered.

Solution : The Employee has already drawn his Salaries from an other Department of this Government and he 

has quitted from the previous Service and his previous Department has terminated his Service. Collect the 

previous HRMS Employee No. from the Employee. Enter that No. in Previous Unique Id No. in General 

Information sub-module. Enter PAN. Save and approve with DDO's DSC.

8. An Employee has been transferred from other DDO. His Salary Bill database is showing perfectly in My 

Employee. But when a draft Bill is being generated, his name is not showing in TR-18 Inner Sheet. What 

to do.

Solution : Perform the Joining In of the Employee again. The Problem will be resolved.

9. A Draft Salary Bill has been generated for checking in the mid of a month. Within a few days DDO has 

changed and a new DDO has joined with new DSC. Now, while trying to change any Salary Bill Data, no 

component can be modified for the current month and while generating a new Salary Bill no data is 

coming. Previously generated Draft Salary Bill could not be rejected as the Reject Button is not showing 

active. How to sort out the Problem.

Solution : Note Down the Request Id of the Draft Salary Bill. Open Request Pulling. Tick Self Assignment. Click 

Search Button at the bottom. The Bill Information will be displayed. Tick Mark and Click Self Assignment. 

Now open the Draft Bill – you will see that the Reject Button is active. Reject the Bill and do continue your 

work.

10. A Group-A Officer is going to submit his SAR online. How he can submit it online. 

Solution : The Officer concerned has to Login through e-Services for Employees with his Login Id (HRMS Id). 

Click on Appraisal->View/Create Appraisal Hierarchy->Select Year->Search->Insert. Enter From Date & 

To Date. Tick SAR Required. Enter HRMS Unique Ids for your (a) HRMS REPORTING OFFICER Approver, (b)  

HRMS REVIEW OFFICER Approver & (c) HRMS ACCEPTING OFFICER Approver. Search their Cadre & 

Designation through LoV. Click Save. Back to Left Menus. Click Initiate Self Appraisal. A Table will appear. 

Click on Initiate Icons and fill in the Forms. Finally Submit.
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