Department of Elementary Education
Himachal Pradesh, Shimla-171001

ManavSampada Tutorials
Tutorial 3: Fill Servicebook Forms (Verified Employees)

Contact us @ pmis.dee@gmail.com

ONLY BLOCK PMIS IN-CHARGE CAN FILL SERVICEBOOK FORMS:

Step: 1) Go to http://admis.hp.nic.in/genpmis/ or just type ManavSampada in Google and
click on first web link.

Step: 2) Login (as taught in Tutorial 1)
Step: 3) Follow Tutorial 4 to generate a list of Verified and Unverified Employees

Step: 4) For Verified Employees: Go to:

EserviceBookTransaction>New Entry in Servicebook->Click on respective form that you
want to update
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Department of ELEMENTARY EDUCATION Dashboard
Logged As: 12960- KAMALIIT KAUR, BEEO Posted At: Gagret-1 BEEO Office (UNA)

Employee Personal Information

Name : KAMALIIT KAUR I
2

Date of Birth : 12 Dec 1959

Date of Retirement : 31 Dec 2017

esalary Code :

Gender : Female Emplopes Photo

Employee Type : Regular

Designation : BE
Parent Department : ELEMENTARY EDUCATION
Current Office : Gagret-T BEEO Office (UNA)

Current Department : ELEMENTARY EDUCATION
Establishment Office : Gagret T BEEO Office (UNA)
Establishment Department : ELEMENTARY EDUCATION

Employee Address Information

Establishment Dashboard

Step 4) To search a particular employee, type his/her PMIS ID in Enter Employee Code/ Name
and then click on Search (You can also click on “CHECK EMPLOYEE LOCK/UNLOCK STATUS” t

check whether they are verified or unverified)

s PAlGreen Toollfor/Human: & Financial;Management)|
Department of ELEMENTARY EDUCATION Dashboard

Logged As: 10629- VIJAY KUMAR, BEEO Posted At: Hamirpur, BEEO

FORM1:Employee Personnel Information
Employee Personal Information
Next Form
SECTION - 1 : Select Employee

Enter Employee Code/Name (minimunm 1 char) (38276 | # (Search| [ Check Employee Lock/Unlock Status |
if already having an Employee Code)
Employee Name (DUPLICATE | ( | |DUPLICATE ) #
Date of Birth (081211999 |77 #
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Department of Elementary Education
Himachal Pradesh, Shimla-171001

Fill the relevant details and click on Update.

UPDATING FORM 7

FORM 7 will be used for updating all major changes in employee service. For eg.Transfer,
Promotion, Retirement, Expiry, Suspension, Reinstatement, etc.

PLEASE NOTE THAT FOR VERIFIED EMPLOYEES, JOINING RELIEVING WOULD TAKE PLACE
FROM JOINING-RELIEVING INDEX CARD. PLEASE FOLLOW TUTORIAL 5 FOR THE STEPS

Step 1) Open Form 7 as taught above. Select your entry type in Section 2-a: Commonly Used
Transaction. You can even select on Other to choose a detailed list of other transactions
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SECTION - 2a : Add/Update Service Details

Commanly Used Transactions

Join At Transfer To Relieve From Promotion Annual Increment ® Other(Choose to get list)
trans./Entry Type :»-select- ' Additional Charge

-Select-

Service Posting>> Relieve from

Service Posting>> Placed as/Placement #
Department Service Posting>> Regularised at

Service Posting>> Upgradation

Service Posting>> ACPS-Assured Carr. Prog. Sch. #

District Service Posting>> Fresh Appointment

Service Closing>> Contract Termination
Office Level Service Posting>> Modify of Posting Orders
Service Posting>> Reinstatement
Office Name Service Posting>> Secondment
Service Closing>> Termination Under Temp. Services =
To Which Post Service Closing>> Removal From Services nch |-SELECT- v
Service Closing>> Dismissal From Services Zntry
Order Number Service Posting>> Modify to

ate
Service Posting>> Deputation to

Service Posting>> Re-version at
Service Posting>> Study to (Study Leave)
Service Closing>> Suspension at
Service Closing>> Terminate
SECTION - 2b : Other Details

Remark (if any)

Cadre | “SELECT- v|# Class| -SELECT- v|#

e Select all the fields marked with #

e Department: Elementary

o Remember Office Level is the Current Posting Office, i.e. Primary/Middle School in case
of JBT,HT and CHT

e Office Name: School Name

e To which Post:Designation

o Order Number: The order number against which the entry is being made

o Trans/Entry Date: The date on which this entry was implemented. REMEMBER: the
format for date is DD/MM/YYYY

e (Cadre: School Cadre

e (lass: Class III (in case of JBT,HT and CHT)

And then click on Save
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Step 2) Fill all the details which are required in the form. Remember, fields marked as # are
mandatory.



