
DIRECTORATE OF LOCAL FUND AUDIT, ODISHA

TREASURY AND ACCCOUNTS BHAWAN, UNIT -III,

KHARABEL NAGAR, BHUBANESWAR

Ph. (0674) 2391704, e-mailID-dirlfaodisha@gmail.com

*************

Memo NO z(.3.~gJ"DLFA Date l~ ..:.!;: ..-~
DLFA-OE-MISE-0122-2022

Copy along with copy of the Finance Department letter No.32709/F dated 30.11.2023 along with
its enclosures forwarded to all Officers/employees of this office with request to take necessary steps
towards updation of profile information in HRMS application (http://apps.hrmsodisha.gov.in) as per the
user manual at Annexure -A for information and necessary action.

~~
Administrative Officer

Memo No ~~.9./DLFA Date.../.q.-:)~;~ ..~

l Copy along with copy of the Finance Department letter No.32709/F dated 30.11.2023 along with its
enclosures forwarded to all DAOs & AO,LFA,BBSR for information and necessary action.

They are requested to take immediate steps towards intimating the same to all employees under your
control to update their profile information in HRMS application.

~ ~\~Z3-
Admmis rativ~~fficer
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From

SriM.K.Nayak,

Under Secretary to Governme

The Director, Loc

Odisha, Bhubaneswar.

To

Sub- Updation of profile information of the State Government employees in HRMS

application.

Sir,

In inviting a reference to the subject cited above, I am directed to send

herewith a copy of the Memo No. 32363/F dtd. 24.11.2023along with its enclosures

with a request to update the profile information of all the employees under LFA

Organisation in HRMS application at the earliest under intimation to this

Department.

Yours faithfully,

~~
Under Secretary to Government.

Memo No. 3~7l ()
Copy forwarded to OE-II Branch, Finance Department for information with

reference to their Memo No. 32363/F dated 24.11.2023.

/V~-30lxl/~3
Under Secretary to Government.
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GOVERNMENT OF ODISHA

FINANCE DEPARTMENT

******

Memo No.

FIN-OE-II-TRG-0001-2020

Copy along with all enclosures of GA & PG Department Letter No.
342251AR dated 20.11.2023 is forwarded to all Officers I all Branches of FD for
information of all employees with request to take necessary steps towards updation of
profile information in HRMS application (https://apps.hrmsodisha.gov.in) as per the user

~1\'0
Deputy Secretary to Govt

manual at Annexure-A.

Memo No.__ 3=--:;.~-==O~__ /F., dated_-+;2~.~-,-,_'___,_f,--' _' ..J<.2~D_2_3_

Copy along with all enclosures of GA & PG Department Letter No.
34225/AR dated 20.11.2023 is forwarded to OE-II CCN LFNCT-I & III Treasuryl OFS-I
&II1 OT&AS/ Training with Capacity Building/Small Savings F.D. for information and

necessary action.

They are requested to take immediate steps towards intimating the same to all HoDs
under their control to update profile information of their employees in HRMS application.

~Deputy Secretary to Govt

Memo No .,_ __..3~:2_~.2:>:_:::b~lf~_--,/F., dated,__ -=-d-_4,L__' ~!I_.--,;;Z~/).L.2-~'2>

Copy along with all enclosures of GA & PG Department Letter No.
34225/AR dated 20.11.2023 is forwarded to DDO-cum-US to Govt., F.D. for information

and necessary action.

He is requested to take necessary steps as deemed proper W.r.t. the letter referred to

above.

~as
Deputy Secretary ~o Govt
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Government of Odisha
General Administration and Public Grievance Depal1ment

*******
No.' GAD-AR_MISC4l002-2tl221 3d~os: IAR, Bhubaneswar. dated the J.a~ N.'·..o.-, ).0'l..:;.

From
Sbri Surendra KUUlar,lAS
Additional Chief Sc£retary to Government

To
Addition.al Chief Seeretar'iesl
Principal Secretaries I
Commis&ioner-CUDl-Seerctariesi
Secreta ri"CS to'Go¥e:rtlm(lnt of Odi.shai
AU Heads of.DepartmentslAIl Commissions of the State

Subi- Updatiolt ot HRMS Complete profile data of State Government employees -

regarding

Madam} Sir,In inviting reference to the subject cited above. I am to say that Human Resource
Mallagement System (HRl\1S) is the repository of all the service records lind personal
infonnation of the Government employees.

2. Government vide Finance Department Letter No-221 ISlF 0(.05.08.2023 has made
it mandatory for online processing of pension papers using IPMS platfoml from 0'.10.2023.
As a part of ST initiatives, it bas been decided to push the HRMS data to relevant fields ofthe
pension form tbroug'h API integration to faciltt~te easy Jlrepa~on of pens-ionpapers. Auto
filling up of cOlnplete pension paper by pooling data from HRMS profile of the emp~)'e.es
concerned. necessitated creation of some additional fields in the HRMS profile of the

Government employees.
3. The gap between the information required and the existing infonllstion available in

HRMS protile was analysed and the required additional fields such as cadre, complete
Address, Nominee Detaib.., Family Details etc. have been oreated. Filling up of all the
required data in relevant .fields in HRMS profile by tbe empl.oyees will fl1Cmt~t~auto-
generation of their pension papers.

4. AM employees are encouraged to update their Aadbaar number as well as
Aadbaar-Lhtked mobile nUDlber in HRMS application of CMOI for expeditious processing
and disposal of pension cases online.

S. The faoility for updation oftbe proflle in HRMS will be ope.ned tilllS.Ol.2024. The
user manual for data updation in HRMS application is attached at Annexure-A.

lt is. therefore requested to instruct employees under your control to update their
prolile infom1atioLl in HRMS application (https:llarps.hrms_odisha.gov.in). The information
furnished by individoal employees is to be validated by their respective Establishment
Oi11cers! DDO/ Authorized Officer.

/
/Av; t7;6)1 i,

Additional ChierSccretary to Govemmenl



Copy forwarded to Chief Advisor to the Hon'ble Chief Minister, Odlsha I Sr PS to
Chief Secretary, Odisha I Development Commissioner - CUJl1- ACS for kind information of
Chief Advisor to the Hori'ble Chief Minister, Odisha/ Chief Secretary, Odi:sbl'l/ Development

Commissioner- cum- ACS respectively. \ .. ~t(-~'I".';'P"7
~'I"..,

Additional Secretary to Government

Copy forwarded to the Advocate General, Cuttack/ Registrar General, Orissa High
Court! Secretary, Lokayukta/ Secretary Board of Revenue/ Secr()tru:y. Odi's:itaPubu'C Service
Commission I secretary. Odisha Sta:ffSel00tioD Commission!Secremcy~ Odisha Su})..e,rdina1e
Staff Selection Commission /All' Revenue Divisional CMtlrolssronets I All Collectors/
Controller of Accounts, Odisha. Bhubaneswar for kind infonna'tfoR <tnd~:tIece,s,sarya~tion.

, f?J
, ,

Additional Sec~ 0 ~ovefnment
Memo No. ?tte;.g JAR dared. 9:1P{1If;J ~1s-;;

Gopy ferwarded to the Executive -Director, CMGI. Toshali Bhawan A2, First Ploor,
Satya Nagar. Blmban'oowat for information and necessary action.

VI:?
.

dd" alS '1'0A mon ecretary fo ovemment
Memo No. 31fo,;@Jl AR dated ..~ 11/'tq:lJ

Copy forwarded to the Director of Treasuries & rn!l~tion, Odtsha, '.Bti'u.l).aneswarfor
in formationand necessaryaction.

Memo No. 0·%301AR dated .1Pt ~l~ !:J.

.r07
'rfl,",.

Additional Seerqtar : to 3:~errirnent
;

Copy forwarded to the Public Relation Officer, OA & PO Department, with a request
to release u press note on the said subject in leading N~~".rs, eleetronle media for

information of the Government Employees. .. ~........ .
• fi).~

Additional Secretary· 0 ~:~l1ent



GENERAL ADM'INISTRATtON
&

USER MANUAL

of

Profile Updation by an
Employee/DDO through HRMS



INTRODUCTION:-

The e-servlce Book is a digital document used to record and manage the entire service

history of a government employee. This electronic record includes all administrative

actions related to the employee, starting from the recruitment stage until their

retirement. The purpose 'of introducing the e-service Book is to digitalize and streamline

the personnaJ man-aQ.emeTit system through technological transformation within the

Government of Odish.a.

Objectives of the e-Service Book system:

Easy to cover
~Ia

(InformatiOn) s.!<urlty

Automation
a.fll=ietiCy

(In.prpQ_1I.9!11.outputs)

E-Service B.ook

Di,itallut~()D

1. Digital Rfl~rd: The e-service Book replaces the traditional oaper-based service

book with a digital platform. This transition eliminates the need for physi~a'i

paperwork and allows for efficient data management.

2. Comprehensive Record: It contains a comprehensive history of an employee's

career, including details of appointments, promotions, transfers, disciplinary

actions, leave records, and other relevant information.



3. Automation: The introduction of the e-Service Book is part of a broader initiative

to establish a fUlly automated Human Resource Management System (HRMS).

This system aims to streamline and automate various HR processes, making

them more ·efficient and less prone to errors.
4. Employee Coverage: The a-Service Book is designed to cover all government

employees in Odisha. This ensures that every government servant's career

history is acclirately and securely,qo:cumentedJn a digital tbrmaJ.
5. Transparency: The digital platform enhances transparency in personnel

management. Authorized personnel can access and update the e-servtce Book

as needed, ensuring that all actions related. to an employee are documented-and

easily re.frievqble.
6. Efficiency: ay moving away from manual record;.keeping Systems, the

government can significantly improve the efficiency of HR procasses. This

includes quicker access to employee information, faster processing of

administrative actions, and reduced paperwork.
7. Effectiveness: Effect of the real-life s~t:lation of e-$eNice BOOk in managing

retir:ement 'plannirlg. The e-Service Book helps in planning for employee

retirement by maintaining a clear and accurate record, of their service h($.toty.

This is crucial for calculating retirement benefits and pensions.

8. Data Security: Proper security measures ShOLlId be. in place to protect the

sensitive ampieyee data stored in the e-Service· Book. This includes access

controls and encryption to safegUqrd the information from unauthorized access.

9. SU$talnat;iility: It speaks about the, optimization of resources used, and

maintaining a continuous service process over time.

OBJECTIVES:

This document serves as a guideline for an employee to use the module easily and.

efficiently to update his I her own e-Service Book profile. If any information is wrongly

posted or left out in the HRMS database there will be a provision for an employee to



rectify the data at her/his end. If any information has been 113ftout then add new data for

updating the e-service book.

Previously an employee applied for the Pension through IFMS. Now onwards it takes an

initiative all the fields are available in the HRMS, database and empleyees can update

her/his database, by which it is easy fat a ODO to. get the. update informalion for

processing the pension and other oftlc;;ialwork as per requirement base.

The objectives outlined for the implementaUon of the e-servrce Book profile updation

system are as follows:

1. Pensioner Initiative: Encourage pensioners to take the initiative to update their

service books. This implies involving retired employees in the r;>r0G8SS of

maintaining accurate and up-to-oate records of their'servi'ce, history, which can

contribute to-the 'efficiency otpenslon' ..related processes.

2. Minimize Post,.Retirement Ha~~sfpent Ensure that ,pel'l$i_ooers do not faG$
unnecessary challenges or harassment after their retirement. By maintaining

comprehensive and accurate service records, the 'system aims to reduce post

retirement administrative hurdles and streamline:pensibn.,relatea matters.

3. Legacy Data Entry: Traris'fS'r all'leg:3cy dafa'rel61tstJto tl'ie"serviee matters of an

employee, as previously recorded in the traditional service book, into the e

Service Book. This objective emphasizes the importance of pres~fving historical

employment data and transitioning it into a digital format

4. Efficiency in Pension Pr6ce$sin'g: Simplify and expedlte the ~~sKof pr.opes$ihg

pensions for government officials. By maintaining electronic records, the system

aims to make it easier for qovernment authorities te ealeulate and process

pension benefits accurately and efficiently.
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STEP FOR UPDATING EMPLOYEE PROFILE:

Step-1 > L~7e=~=~=-~u.r;=~~~ '. .~
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Step-1 - Login (Employee)
All the Emplcyees is rsqutred to login .tflto HRMS. The f0110wingprocedure need to be

followed for logging in to the system. Access the HRMS URL in the browser
(any browser). URL

http://hrmsodi'sha.gOv.in.Click

"PERSON' LOGIN/HR.MS LOGIN"
lluntun R",_ms ft\'tl

~~.~f

t;~ to yovr~i;"'QiIDl
il'1iiW~·~%itC~~~'~_i1<W$"'~;Pf"?'M):~$:1i'~- ~...

,~w.~~;!h''':~:~_~'«\'.t'i'':"...;...-_'__ .J
p~~'~

op right comer of the home

a'ge. The HRMS legin page {appears

as·shown belew. H~re the employee

concerned is required to enter the

valid User ID and Password and click

Lqgin.

Step 2: Accessing "My Profile" link

The .following Page appears' after

successful login tnto HRMS. All the

HRMS features relating to the

employee can be accessed from the

links provided in this page. The



employee is required to click on UMyProfile" link under "My Report "box as shown in the

following figure. Clicking on "My Profile" link will lead to a new page.

~_.~ __~;_ .. ..__",.~...._~..._..,,~:_:_':'L;A)'., .....~~.~.
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Step-3 Aceessing "First Pag~" link
The following screen will appear after clicking on the "My Profile" link. It shows. nine

levels as First Page, Personal Information, Language, Address, Family, Education,

posting. and Completing Profile. When clicking on "1st page "it shows the 1st page of the

service book of an employee. 1st Page service book (scanned copy) is required for an

employee because gets the information related to the Fingerprint and Signature of the

employee. Employee views his I her service book. Ifs/he finds any wrong needs to be



After clicking on the "edit" button, the following screen will appear to upload a document.

Then click on "Choose file" and click on "Upload". When clicking the upload

automatically 1st pagewill be updated.

Step-4Accessing the "Personal Information"link

The following screen will appear after clicking on the "Personal Information" link.

Employeeviews his I her Personql lriformation. If any information is found to be wrong

then click on the "edit" page.

r__ "'" II< iIIlIoe~l!1'iI$lt Illoillliil

t'll~(t~

-. ),



After clicking on the "edit" button, the following screen will appear. In the form, some

files are auto-generated such as SI.No.1 ,2,5,7. In this case, employee has not changed

anything but the other fields are changed by the employee if any information is wrong.

tc:::I:Ii~ •. _ -'_ - --

-..-- ...-- ',J~"'!~~,
w'

. ._ ....-_.
_ ..._-

-
..

- . _.
,,,1fi,)II')i;.1I!til~M~"~-I.,,~-':($~UU

Note: _ * mark indicates that these fields are mandatory for an employee to give the.

information

When clicking on upload photo the following screen will appear to choose file (Photo).

Then click on "Choose file" and click on "upload".

\



Step-S Accessing the "Language" link
The following screen will appear after clicking on the "Language" link. Employee views

his I her information related to language. If any information is found to be wrong then

click on the "edit" page.

111 case of Edit Language:
After clicking on the "odie' button, the following screen will appear with the information

that exists in the database. Then choose the language from the drop-down box and

click the tick mark in the box i.e. Read, Write, S.peak.Mother Tongue. and finally click
on the "save" button which is highlighted in blue color. After clicking the save button

update on shows on the screen.

I II



In case of Add Language:

After clicking on the "add" button, the following screen will appear. Then choose the

language from drop-down box and click the tick mark in the box i.e Read, Write. Speak,

Mother Tongue and finally click on

clicking the save button update i

button which is highlighted in blue color. After

shows in the screen.

" . -- ".--- -- .._--......,.- ._-- - .r..., u.c.... ~ ~ .......

Step-6 Accessing "Identityn link

The following screen wi.1Iappear after clicking on the "Identity" link. Employee views his I

her information related to Identity. If any information found to be wrong then click on



In case of Identity Edit

'.After clicking on the "edit" button, the following screen will appear with the information

that exists in the database. SI.No.1 & SI.No.2 automatically show the data, but SLNo.3

(Place of Issue). SI.No.4 (Date of Issue), SLNo.4 (Date of expiry) will be updated by the

employee if information is available to her/him. Then Click orr update which is

highlighted in blue color. Automatically change the information in the database and

show the updated information.

option to delete the dataIf the information is not required then click on

permanently.
Or if not change anything by the employee want return the previous page then click

~- ....__ .--- -", ~.~-...-~~
......, ..~~

In case of Add New Identity

After clicking on the "add" button, following screen will appear. Then choose the Identity

Type from drop-down box, Type the Identity no, Type Place of Issue, and Choose Date

of Issue and Date of e~J3iry from giving calendar. Then CliCk button.

Automatically update the information shown in the screen and in the data

base. If any employee need not add to anything .button. which is

highlighted in blUe color.



Step-6 Accessing IIAddress" link
The following screen will appear after clicking on the "Address" link. Employee views his

I her information related to Address. If any information found to be wrong then click on

"

~'9--O-,_,-7- - __" - .' _•..w: .,,;., ~ _.. --_. _~·:__-r_o-_:::,~~~ - •- _. • ~~.: ~ -.-' ~ ~"-;.:.,- ~'".. . .--. I

In case of Edit Address
After clicking on the "edlt" button, the following screen will appear with the information

that exists in the database. If an employee needs any corrections, then change the

information. Those fielQs are highlighted In red mark that fields are mandatory. Then
.l!. .

click on the" save "button. Automatically the information is updated in the database.
tion does not require changing then click on the "cancel" button.



In case of add New Address
After clicking on the "add" button, following screen will appear.
Then choose the "Address Type "from drop, down box, write the address in the given

text box I choose the State, District I Block, polrce Station, Post Office,Village from drop
button which is

down box I write the telephone no in the text box. Then click on

highlighted in blue color.

If need not

_.....,~~-¥~

..... ,._.. 1St 1'W\'

_ ..~.~_ ..... -...--_.- ....-

Step-6 Accessing "Family" link
The following screen will appear after clicking on the "Family" link. Employee views his I

her information related to Family. If any information found to be wrong then c1lck on

--,IUC·
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In case of Edit Family
After clicking on the "edit" button, the following screen will appear with the information
that exists in the database. If an employee needs any correction then change the

information.Then click on the" save "button.
If some family members' in tion is not required for hisl her future reference then

click on the U . ich is highlighted in blue color.
change anything and back to previous page then click on

,
i
r-
\ -,:

In the case of adding Family

After clickingon the "add new" button, the following screenwill appear.

Then person has to choose the "Relation Type "from the drop-down box, choose

"Name" from the drop-down box, and write the surname and title in the text box. If given

the tick mark in the case "NominatIonFor GPF", then It requires another infoimation Le.,

Percentageof Share ofArrears. This text box is filled·up by the employee. If given the

tick mark in the case of "Nomination For Payment of CVP, DCRG & LTAn then it
requires another information i.e. Percentage of Share of Accumulation. This text box is
filled up by the employee. Choose the" identity type" from the drop-down box,Write the

"Identity No" in the text box, Choose the" Date of birth" from the calendar, Choose the

Genderfrom the drop-down box,



If any remark then writes in the text box "Enter Remarks If any".

Then it shows four pieces of information in four text boxes i.e. "Is Alive, Is Minor, Is

Guardian, Is Handicapped". Here the employee gives the tick mark in the box as per

requirement. Then click on the U
button.

---_ -:':1:'"

~ !
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But in the case of a minor, it shows another fh91di.e., "Minor Guardian N~nTle". Choose

from the "drop-down box" and write the "name" in the text box. Then click on the us~,e"
button. After clicKing' the save button automatically data wa's updated ih thed'

• ~._-,"'...-... __ -r!_# ; .... ~

(JI~
lo..a.,;.c;\U_"

,- .
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Step-7Accessing the "Education" link
The following screen will appear after clicking on the "Education" link. Employee views
his I her information related to Education. If any information is found to be wrong then

click on the "edit" page.

-- -

In caseof Edit
After clicking on the "edlt" button, the following screen will appear with the information

that exists in the datab~se. If an employee needs any correction then do the following

procedure. Choose the qualification, Faculty, Year of pass, Degree, and Board I

University from drop-down .box, Write the information related to Subject and institute.

Then click on" "update" buttonwhich is highlighted in blue color.
Or If any inform ion need not require then olick on the" .elete" button.

-..
- ...-.--...~.--......- _,--_.,_.,.- .---~...
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In case of add

After clicking on the "add new" button, the following screen will appear. Choose the

qualification, Faculty, Year of the pass, Degree; and Board I University from the drop
down box, Write the information related to the Subject; Institute. Then click on the

"save"buttonwhich is highlighted in blue color.

employeewants to back the previous pagethen dick on "back" button.

Step-7Accessing ~Completingprofile" Link
When an employee clicks on "Com ng Profile" it shows information in an image

format for an employee to give d informationon necessaryfields. It may also be

. / v
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