Department of Elementary Education
Himachal Pradesh, Shimla-171001

Manav Sampada Tutorials
Tutorial 5: Joining-Relieving
Contact us @ pmis.dee@gmail.com

ONLY BLOCK PMIS IN-CHARGE CAN FILL SERVICEBOOK FORMS:

1) OPENING JOINING-RELEIVING INDEX CARD

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

2) Login (as taught in Tutorial 1)

3) Follow Tutorial 4 to generate a list of Verified and Unverified Employees
4) For Verified Employees: Go to:

Transfer/Promtion - Joining Relieving Index Card

5) Type the PMIS Code and press Enter

6) BackLog Entry under Joining Details would open by default. Go to the bottom of the page to
check thatY is written under LOCK option for all entries. If instead N or nothing is written, then
press on the school name and then click on the LOCK which comes up besides the SAVE button

i - ; . Home wIStrict

Posting Area Hard Tribal Sub Cader None Yes ® No

Employee Type [ Regular Y7 @ cazetted Non-Gazetted

Cadre [Himahcal Forest Services (HFS) v ] # Class [ Class III v ] i

Remark (if any)

[ Delete ] [ Update ] I Lock ]

Join At Join Date  Join Orders Designati. ~ “.n Remarks Lock
1 ATIALA DAI GPS 05/01/2017 Transfer : ABC Drawing master yncyuia - Y Print Orders
Gazetted)
q . n i i : i
2nt\sarall GPS 05/01/2017 Transfer : sadjhakh Junior Basic Teacher(Regular Y Print Orders
Gazetted)
3Daulatpllr chowk GCPS 28/12/2015 Fresh Joining : 1234 Junior Basic Teacher(Regular tes_t NIC Y Print Orders
Gazetted) Shimla
Baag GPS Transfer and Promotion :  Junior Basic Print Orders
4 12/12/2015 1 534354764 Teacher(Contract: Gazetted)
5 Ail GCPS 12/12/2015 Fresh Joining : 123456 Junior Basic Teacher(Adhoc: Y Print Orders
Gazetted) —
6‘ CLOSED) Chhanach GPS 14/12/2014 Fresh Joining : 123 Junior Basic Teacher(Regular N Print Orders
Gazetted)
;Ambota GPS 01/10/2014 Fresh Joining : dsjkasd Drawing master(Tenure: Print Orders
Gazetted)
g Andrar GPS 10/10/2010 Fresh Joining : 123456789 é“a';'e"trt;a;'c Teacher(Regular: Y  Print Orders

Disclaimer: Content on this website is published and managed by Department of Personnel, Government of Himachal Pradesh . Site
is designed by NIC State Centre, Himachal Pradesh.

2) MAKING JOINING ENTRIES
a. BACKLOGJOINING (FOR UPDATING OLD ENTRIES FOR JOINING)
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Department of ELEMENTARY EDUCATION
Logged As: 12960- KAMALIIT KAUR, BEEO Posted At: Gagret-1 BEEO Office (UNA)

EMPLOYEE JOINING AND RELIEVEING ORDER DETAILS

Select Employee

(ELEMENTARY EDUCATION v ] #Enter Employee Code/Name  [14428] #
Department — 8 ST
(search | 14428
First Name ) Middle Name | )
Last Name | )  Date of Birth ( )
Disclaimer: Content on this website is published and managed by Dep t of i of Himachal  Pradesh .

site is designed by NIC State Centre, Himachal Pradesh

5) BackLog Entry under Joining Details would open by default.

Fill all the details which are required in the form.
For Joining Date: Remember the format should be DD/MM/YYYY (eg. 14/01/2017)
Remember, fields marked as # are mandatory

6) Press Save.
7) You will get a notification that “Record has been successfully Saved”

- = -
Q%,0, ~ ©
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: S x . Other bookmaiks
admis.hp.nic.in says: . o
Record has been Successfully Saved
Department of ELEME ox
Logged As: 12960~ KAMALIT gret-1 BEEO Office (UNA)
EMPLOYEE JOINING AND RELIEVEING ORDER DETAILS
Select Employee
(ELEMENTARY EDUCATION v | #Enter Employee Code/Name (14428 )#
Department — _—_—
[ Search |
First Name (DUPLICATE ] Middle Name ( |
Last Name ( ]  Date of Birth (20/06/1971 |
[ RolievingDetaits | [ indexCord | View Instruction For Join / Relieve Order
Add/Update Joining Orders Detail
* Backlog-Entry (For History Record Online/Manual Order (Employee Current Posting Will Get
Only) Changed)
ry: Entry Will be Saved in Employee History only.No change in Current Posting Details. Online/Manual
ry will Change Employee Current Posting Detail: Corresponding Join order can be System Generated Or
Reason for Joining | -SELECT REASON- v|# Order (
Join Date (06/01/2017 i g Join Time @ £N ) AN
At Department [ “SELECT DEPARTMENT- y)#
At District (seLecT- v)#
At Office Level (-sELECT- v)
At Office Name  (Amhata GDSTRihari REEN 1 TdEEaR frdn Y)
Branch -SELECT BRANCH- v Designation at the time of Joining [ SELECT DESIGNATION- v # ¥

8) Go to the bottom of the page and click on the School Name for which you have just made
the Joining Entry. Once the page loads, click on the LOCK which comes up besides the
SAVE button
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Add/Update Joining Orders Detail - . -
* Backlog-Entry (For History Record Online/Manual Order (Employee Current Posting Will Get
Only) Changed)

Backlog Entry: Entry Will be Saved in Employee History only.No ¢

e in Current Post

r: The Entry will Change Employee Current Posting Detail: Corresponding Join order can be System Generated Or
. . (123 #
Reason for Joining [ Fresh Joining v]# Order ———————————————————
Join Date (1411212014 o * Join Time @ gy © AN

At Department ELEMENTARY EDUCATION

At District SHIMLA *
At Office Level Middle/Primary School xow
At Office Name (CLOSED) Chhanach GPS[Sarahan BEEO Office] X
Branch -SELECT BRAN... x ~ Deslgnation at the time of Jolning [ Junior Basic Teacher v|#
Posting Area Hard ) Tribal ) Sub Cader ® None Home District ® No
Employee Type [Regutar ¥) 7 ®Gazetted Non-Gazetted
Cadre [Himahcal Forest Services (HFS) v Class [Class 111 v)#
Remark (if any) )
Delete | [ Update | Lock

Join At Join Date  Join Orders Designation Join Remarks  Lock

ATIALA DAL GPS . S Drawing master(Regular: By
1 05/01/2017 Transfer : ABC et Y Print Orders
o Asarang GPS 05/01/2017 Transfer : sadjhakh PRNIGE BRaIC TN ine (Vegpiar- ¥ PrintOrders

Gazetted)

3 Duatnur = 28/12/2015 Fresh Joining : 1234 """“es‘;')"‘ Vonchier(Raginer: ‘s‘;".:"'l‘a" Y PrintOrders
4Ba2g GPS 12/12/2015 Ir2nster and Promation : - Junior Basic

Print Orders

1234354764

b. ONLINE/MANUAL ORDER (FOR MAKING CURRENT JOINING ENTRIES)

9) Select ‘Online/Manual Order’
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Department of ELEMENTARY EDUCATION

Logged As: 12960- KAMALIIT KAUR, BEEO

Posted At: Gagret-1 BEEO Office (UNA)

EMPLOYEE JOINING AND RELIEVEING ORDER DETAILS

Select Employee

(ELEMENTARY EDUCATION v ) #Enter Employee Code/Name (14428
Department —_—

[ search )
First Name (DUPLICATE ] Middle Name ( )
Last Name ( ) Date of Birth (20/06/1971 )

{ Joining Dotaits ) r Retisving Details ] ( Index Card ] View Instruction For Join / Relieve Ordex M
Add/Update Joining Orders Detail

Backlog-Entry (For History Record * Online/Manual Order (Employee Current Posting Will Get
Only) Changed)

| be Saved in Employee History only.No cha
mployee Current Posting Detail; Corre

in Current Posting Details. Online’Manual
nding Join order can be

po d Or
Manual
Tick(For Online Orders) ~
Reason for Joining | -SELECT REASON- v|# Order
Join Date [osr01i2017 ) 77) # Join Time @ £y ) AN

At Department -SELECT DEPARTMENT-
At District -SELECT-

At Office Level -SELECT-

10) Follow Steps 5 to 8

3) MAKING RELIEVING ENTRIES
a. BACKLOG RELIEVING (FOR UPDATING OLD ENTRIES FOR RELIEVING)

NOTE: YOU CANNOT MAKE A RELIEVING ENTRY UNLESS A JOINING ENTRY HAS ALREADY
BEEN MADE:

11) Select “RELIEVING ENTRY”
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i
)- KAMALJIT KAUR, BEEO Posted At: Gagret-1 BEEO Office (UNA)

EMPLOYEE JOINING AND RELIEVEING ORDER DETAILS

Select Employee

[ELEMENTARY EDUCATION v ) #Enter Employee Code/Name (14428

Department
[ search )

First Name (DUPLICATE ) MiddeName ()
( ) Date of Birth [20/06/1971

Last Name

Joining Details. (" Reliove Detaits } [ Index Card ] View Instruction For Join / Relieve Order W« +

Add/Update Relieving Details

 Backlog-Entry(For History Record Online/Manual Order (Employee Establishment Detail Will Get
only)

Changed)

No change in Current Estab)
ent Detail: Corre:

try will be saved in Employee History
he Entry will Change Employee Esta
d Or Manual.

Relieve Date (0610112017 ) Relieve Time ® FN O AN

Against Joining (Locked ‘V'Orﬂer No. Dated On:Order Date- v | Transfer Order

order

From Department -SELECT DEPARTMENT-

From District -SELECT

From Office Level -SELECT-

From Office Name -SELECT OFFICE-

To Branch (“SELECT BRANCH- v ) Desg. at the time of Relieving (-SELECT DESIGNATION

Remark (if any) ‘

12) Fill all the details which are required in the form.

Against Joining (Locked Order) : Here you will select the Joining Order of the school
from which the person is getting relieved.

For example, if a teacher has been teaching in ABC school since the last 2 years and is now
being transferred to XYZ school. While making relieving entry of ABC school, under
“Against joining” you need to select the JOINING entry of ABC school and not of XYZ school.

(In case you cannot find it, make another JOINING entry for this school by following
steps 5 to 8)

From Department: Elementary Education
From District/Office Level/Office Name: The details of the office that the person is

being relieved from
For Joining Date: Remember the format should be DD/MM/YYYY (eg. 14/01/2017)

13) Under “Establishment Where Servicebook Will be Updated”, remember that you
need to select the block office where the servicebook will now go to:
Establishment At: Elementary Education
Establishment Office Level: Block/High School
Establishment Office: Block Office Name

14)Remember, fields marked as # are mandatory
15) Follow Steps 6 to 8

a. ONLINE/MANUAL ORDER FOR RELIEVING (FOR UPDATING CURRENT ENTRIES
FOR RELIEVING)

16) Select ‘Online/Manual Order’ under ‘Relieving Entry’
17) In case a Transfer Order was made online, select ‘Tick in Case of Online Orders” and

choose the transfer order from the dropdown:
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First Name (DUPLICATE ) Middle Name [ | 2
Last Name ( ) Date of Birth (20/06/1971 |
[ SoiningDetaie | (" Retiewe Dot ) @ View Instruction For Join / Relieve Order| N&
Add/Update Relieving Details
Backlog-Entry(For History Record ¢ Online/Manual Order (Employee Establishment Detail Will Get
Only) Changed)
ent Details
ving Order can be
Relieve 106/01/2017 g e .
it \ i | Relieve Time ® FN /AN
- ¥ Tick(For Online Orders)
"‘“"”u‘—" | -Order No. Dated On:Order Date: v ot TR e R DRDERS
e = RIELEEIIGITE SELECT TRANSFER ORDE
r)
rom -SELECT DEPARTMENT- x v |#
Department
Fom -SELECT- x v |#
District
From Office. _cpr o =
fom -SELECT- x
From S -
Office -SELECT OFFICE- x v |#
Name
To Branch [ -SELECT BRANCH- v| Desg. at the time of Relieving [-SELECT DESIGNATION- v
Remark (if
any)
Establishment where service book will be updated
-SELECT DEPARTMENT- X v
Establishment At
-SELECT OFFICE LEVEL- X v
Establisment Office <

18) Follow Steps 12 to 15



