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TEAT-161/AdrelH-a-5-2026 (1785939)

U,
THo aISl,
UHgE gidq,
ST UG AMHA|
Tar A,

1. G AR J&g a9 / yg@ §fKg / afkd, So¥o Mde|
2. GHEd fasramedst / HIATTAYIET, SoYo|
3. §AHT AT / T, 3oyo|

HIfdAD IHIHI-5 o@> : 20-08-2026

fawr:- el et H Far giedaer ( Service Book) HIAd HHUG Ul W AT HUY ST &
qIY #|

Hered / Feled,

T HGTd & § F WA FHS & Far GO g #F qaRd vd akeelt ®9 & wdardr
A o] AAg FAUG Giea harha &, fows fasmmaqea erdterdl / qargamdr dqAnst /
fmt & waad fAa @fFe @ ofewor @ sfFad {1 erEerdy d@EE-
07/2023/293/AHAT/ HATSE-F-4-2023, Gld 03 39THA, 2023 GV AT HAATRAT & Fal
feror gor - Agfe, HAMT Teur, AR, IJAFA GaAYH, Ad 0T, Jar Yy nfg @
Tafd FHAT HI AT FAUG UIEe F AYIHA & FAUTGT fhd S & 3meer fafa o = &

2- WA: Ig Felld H 3mr & 6 @fde & Jar f[aamer odar X 99 § QU U9 31-add a8
ga & foud 5 oiia W sucay fafdda arsga & sudor & gl squad @dr &1 Area
FAUG UIeel W 300y fafdda Argge & IR wa ForaA 30T v NaTS © 6w &
dar g FAA fIeror qut @ FHAI-EAT W 3T A

3- AT AU el W fpdl HIfdes & Far gReaer R / GRS ael a1 g e
HR W 3Uaey Establishment Data Entry ID & #YIHA & @l & §C R o1 dbar ®l
28 vq fAdaadq ufhar fAuiRa & =i 2:-

1. AAT FAUG UEAd W Jar JRdel #IS &g dedlse- ehrm.upsdc.gov.in W @ifdd &k
TU GAYYH U 735 arebd § AT @ A gAd §T User ID # Establishment Data
Entry ID &3 & &N |

2. HE WHIS U HUA I U A B & a1 U °IF Y b g Data Entry & ar &
39X Ul Data Entry © a3 @ar g 3 & Aol GWIN| A%l A & arg hid
W 39 faemar, A, HfFT (Establishment Data Entry), Wfear anaferd va aid /
AT yeida soam|

3. 3W AN AFY I H FIH &5 AR ‘Service Book’ W Hfors &t WX Fill Service
Book, Fill Promotion History, View Promotion History @ View Service Book T

3freereT felem |
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4.

fore @ifdes & Far gafded 3 g Fill Service Book 3Tt WX &ferh da W Geol U
# Fafdd Iy & eHrms Code g1 & A Employee List ged & wateg & @efr
FAARAT H g 7 & FIfa wAd B TIS wA Q| A FAAY F AH, STAA
fafd, adera wrafeg # dega & A v darfagf [ wia sl

. FAAY F TIS F g FET Iad F FAAIY 3@ g @ § AR oS @ss o # afdw

b AAY Uhe B &l S FA qaRd fold IAr View & Upload Employee Manual
Service Book, Photo and Scanned Signature, Employees Details, Employee
Contact Detail, Employee Salary Detail, View Uploaded Document By Employee
i 3uegy @Ml View & Upload Employee Manual Service Book, Photo and
Scanned Signature oiF W fFae & @fda & sifas / Ay afdw go, wrcans a
3T THAER A ZAST TS IR Thd &

. 3N WX ar$ 3R UMY Val YHTAA Blosy H A T |l 3199 / WA ( Forms) @l

UH-UH P hal 3 9T @ial &1 & T / Wi SA¥- Personal Information, Address
Information, Initial Joining Information, Education Information, Training
Information, Family Information, Loan Detail, Service History 3mf& @ SAAqdes
AT Save BT AATH B

. 81 gHfdE Blest # 3UAY Usdl fdded View Service Book W Hfaed e Heifdd

ST Y Jar gafder Hr dodtoTtho WFel Bl S3Aells haT T Hbel &

c¥ar gEfde By #H O #wfdEd A qefda stawedl g wa #g Personal

Information WX Hfeied A W 02 RApey Fea 2-

Enter Employee Personal Details- af¢ @ar qHide # Ugell A AT / ST R &
%, @ 59 bW & TIT HOI| A HHG B qIPIT SAARY - Tgarad g
dJarfes AR, a9, ¥, I@d @Hg, uar, Had, Ageld @9, d9 fg Saed g o
Save ded gare yfdufe AT & dHha 2

. Edit Employee Personal Details- af¢ dar gafde # uga @ $o Siad & 3R 3@

JETd B &, dl 38 e & TIT HEN ARG BIS AABY Ted @ o Jar g
AT ¥ THIT A & Ueel 30 fAsholy & AYIA A IS HAMYA P ol |

dar gafde BlE # 3ucey fdde@ Address Information W &Hfers &R FfdAd @
Present Address Detail 3R Permanent Address Detail %3t @ STad{l A &
arg Save dedd W fdFeleh &Y aleAl Ul AT il

. Fd1 qHdH BleEd # 3Ty fdeheld Initial Joining Information W @fees T Enter

Employee Initial Joining Detail & 3ddid @fde & #ifos Tgsia ¥ F&afa e
JYr- Department, Office Detail and Level, Mode of Recruitment, Appointment
Date, Joining Time, Initial Designation, Class, Cadre, Employee Type, Appointing
Authority, Pay Commission, Basic Pay 3R GPF / NPS Detail @raws=l gd& o
g0 Save dcd W fde ®Y| Search and Edit Employee Initial Joining Detail W
B B GUAIT RS SW@N ST Tl & A 3HA HEATF TRad A ST Gl &

1/1438595/2026
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V.

VI.

VII.

VIII.

Jar g Wlet A 30y fade@ Educational Information W Hfod & W
Employee Education Details & i gelom fo@dd a8 daif0ed FaAamdl Siga & o
Add New Qualification Details W el #d §T HHAAR A0 A Fhd | TG P
feuuolt o1 AW st Sgel @ df Remarks # fo@a gU Save ded W AW Hfcwd
Y, aIfeh STABY AT & U] 3R oo & Aei01ep Siaerdl ol g8 & o dg =
Existing Qualification Details # fg@rsg ¢aft, [ 3ma@hargay Edit o fhar ST aehar
el

dar ggfde Bl # 3uaqy [AdeU Training Information 3id@dd Employee Training
Details W &forh &Y @fdes g &1 =AY Official Training & fIeROT shAaT HT S Fevell
&l Tl AR I & ag Save W dfoed B A T A & ¥ Cancel ded W diowh
TR Fhd ol A §F ¥ e View and Edit Employee Training Details W e
B HAAY P GU UIASTOT fIaRor &@ A EMRAT I T B

a1 gafas ®ieEt # 3uagy fadwem Family Information @ $fed @ @ Employee
Family Information @ & ool URaX & HGHAT & fderor gof @ ¥ Enter
Employees Family Details W el A HGHI P ATH T HAAN [daRoT A T Save
ded W pferd X qar gafddr d uRar Hr STaHd Thelargde gof Y Fehd &1 D
TeHT & oA 37e0-3769T Save & M| Aol URaRe Rers d@a ar d@Mud g
Search and Edit Employees Family Details @ EFT%IEF HLAT BT

a1 gafdar BleEt # 30deY fdde@ Loan Detail W Gfods @l W Employee Loan
Detail Information & ®l#1 ool T HUT @ HfUd HHAAR JeoT 3 g@ Save aed
W Pfod B HOT o AT TAHANYID Gol P Hbd &1 Al %01 Rbs q@wa ar
My &g Search and Edit Employees Loan Details WX &foid e @il |

. 81 ggfasl Bl # 3uaqy fAeau Service History WX dfad aX &ifdAes & dar &

e G geAt S- veedfd, fEarer, Agefa e @ e gor aX '@ed @
Service History WX &feies ¢l WX Employee Service History @ Usl @elal fodd q@ad
S0 Employee History Sheet @ wia f#edm| ®id & Transaction Type Td&ed & 39T
3UGEY 3T I3 dipd H ¥ 3ugdd fddheld i ACP, Appointment By Promotion,
Transfer, Suspension, Demotion, Retirement 31f¢ & & fFdl v & TTa R 38
afdd Establishment Details # $aAail fdeior T U Save ded W dfds & el
TIT STABI FHAAYD Gof B Hebel &l Alsper dar Reprs q@wa ar wMue &g Search /
Update Employee History Sheet WX EFT%IEF HLAT BT

. 81 ggfde Bl # 3uaqy fdhey Backlog Leave Detail 3 Ufdaflie g Rars

& ford ®, A 390 g RA¥ecH & & 78 ©1 Backlog Leave Detail W Ffod & W
Employee Leave Detail Information @ %I @elom fSad #fdes H quah pideat @
fRuT @1 e & fo¥ Enter Employee Leave Detail 3idtd Type Of Action &
Debit & TIT HAT BEN| 3T @G Leave Type S¥- Earn Leave, Medical Leave,
Maternity Leave 37f¢ & =& #¥d gU 3R faeror Iar gedl 1 3@, JEa A gU
Save e W FHfod o FfAG A QU (Backlog) Fficcai Jar gafad # Thaargds
gl I HHd &l HAlG@ JaH RS @ I HAYS &g Search and Edit Employee

1/1438595/2026
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XI.

XIl.

XI11.

XIV.

XV.

XVI.

Leave Details W &feld &l @M

frel Pl & AIwg HgEATHD / AN FAAE gt A g Var gEIdd Bl A
Uy faseld Departmental Proceeding WX @&feleh &l WX Employee Departmental
Proceeding Detail @ wid elaml X Proceeding Type # fhg gy &1 fasmsfa
FIAH T I &, od- Minor Penalty, Major Penalty a1 Suspension 31f¢ & aaa
A U AR fIaROT IR U Save dcd W Picid Y HIfFDh & fa&g oo W fqamang
HAATE HI SABY YT QAP F ThAYded ol P Hebdl & Aloer fasmafa wrdarés
& RS ¢@a A 3Tdd Il v Search and Update Departmental Proceeding W
e &l BT |

dar gafdsr ®ieEt # 3uaqy fdded Nominee Detail WX &fels @il WX Employee
Nomination Detail & e Geldll| I U dfAEG & AATSD qIpid B AARY Gof
B b o §1 HA: AAfDT q@hid § FORT 3R [qeror o8- a1\, qa9, F=9H7 A,
YR Ho, dep B, U, AaIgel o, $-A 3N Gof P U Save ded W Hich &
FAAY F AAPT qIGfa TG FTAFY Far gHfAH H THAAYIF &l P FHA &
Algar ATATBT RS d@a I H@MUST &g Search and Edit Employee Nominee Details
W Hiclh AT BN |

Jar g Bies # 3Ueay fadhe@ Award Detail T &Hferd ol WX Employee Award
& Commendation Information & Bl GelalT| 3§ Hid & 30T forelt wfdes ' arad
QREHI (Award) I gHfd (Commendation) & TS &of X & o fopar ST Fepr
€l

Jar gHfded Blesy # 3Ueey fade@ Upload Document WX &fered & #ifde & I
@ UAE T Tha &l Ife A¥er@ Aarfois § aF Educational Document 3frgerm
Other Document @& T & U I faaor Iar Document Type, Issue Date,
Certificate Number, Issuing Authority 3f& gsi @¥d gU Hald Document & 3fAehca
100 KB & W&el (.jpg, .jpeg A .pdf) & Convert & U Upload & ¥ Submit
dcd W Pfcld BT M| hdel dgl YA UF A 376 UF HUAIs fhar S, S adaia ug
& fod s ¥ S @3 Agd, SRAIfSUe, TAldw, deUse M| HUAISS SHIHIT
¢®a & fodr View Uploaded Documents W &fois R 3UAIE cHAIS &@ Tdhd &
wefdid Uploaded Documents & #HAE Delete UL 3Uaqy &iar &, foraw for gfeqot
gqarasT &t f3elie fopar ST ah|

eHRMS & Uafior & qd & |t efaefe fAgefd / gurarawor snfe Red & dar
gafdsr wieEy & 3uaqy fAdeu Posting Backlog Entry WX &feies X Add Previous
Transfer / Posting Details & 3id@dd Joining 3R Relieving & faaror #ifos fagsfa
¥ URH A U Gl @ Wehd ¢l Existing Previous Transfer / Posting Details W
it Y i B I STAed W Hebd ol Ufaufedl ugell Tgspid & adada @ghh
b BhA AR Al TR TA dcional dichd gl & T drdggespia fexor @relr
ElECINEIY

qal QHIAA Bl H 3y fddhely Leave Balance W &fdd & wiffies & o= §&

1/1438595/2026
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oicedl ¢W@ TP &l 3HD IdId dfAD Bl HJAAT 3faanei (CL, EL, HPL, DL, CCL
afe) & woer fraeh ofdedi 3raqw &, @ Update Leave Balance O3 W ST
TATIMTHRAT USC TR TP &l 50 Ao & T FHad 34T Leave & doig W @
I P HEMIHA & 3R 37d f Sl & @ Hr T & 38 Rea 15 &)

XVI. #1a @AUer Uided W fpdr @wifdes & dar gufder & @l 3HgHaT qu #a & dg 39
AT B &g T3S a¥ & ‘Submit for Verification’ W &fors & Bl F fasmer &
ATH, FATT g FAAYA ARAAH N AH JT I3 arhd A IAd € Submit ge garat
o qafdd AAUA o Al ST Tl &1 GHIFA & g Far qyfdd T B T
SIS olich & I |

4-  HAT FAUS UE W fRAT HIfdS & qar gEidH I / GAAT A F 30AT qiad
gh dq@UA  (Service Book \Verification) @1 @AATE @ @Rl 3H G U W
Establishment Verifying ID & «iffid & gu &fdw g Ay & 3iada “Service Book
Verification” #J-#Aag @ TId HY| Service Book Verification fhed & oI A &
U AAG, & a$ IR Uea arfee & “Verify e-Service Book” & T8 & W UICd W
afdE g UHgd A el HIfFR B T @A v faheu sucay gem, o wumH @ oA
HTAPT BT Far GaEIAP AWMU ¥ A HWReX & wd Al TR &, 396 A 3@ S Hebal|
gl ‘Employee List’ 3MUsI3d AAY W Hfcles dih 38 dfdAsd o g, orae afda g aqaua
forar aar ®

Fafdd wfde & adE g6 & TI9 A & dg Fadd Ao AW FIF gF B
“View PDF” W @Hferds o @ Tl & JUAT “Select Form” fade[@ & AGTH & AT IF
F TR WA F HAAI TIT P TAh BT H ST B Thel &1 AT RS & SWIAT TR
gu A gafde ® dqAd @a &g Verify” dfed # few fRar Smuem yar sa s
AU @ argd Aol &g “Return” &ied # e / Ffded o qar gafded dqarga i wrdare
quT &1 el

A e 9 wfdd B Qar qafdedr & AATA T A &, 3l A “View
Verify Employee List” @ & 39 Xh ¢@ Fohdl

5-  3dUd A AU UIEe & Qar GRFded AP B @i fIeror Hene R URT T gu
AH TT dead # AU 30 & 6 U ua fawer dia dia wHEd HffS F dida W dar
gafdd IWGAITAR dARX / FTdd SIAl GrAad ded & HYC il

HP® : TANhd |
Haer g
Digitally signed by
M DEVAR#Afr )
Dates26-68-2026
HE W i geg- 11:10:33

ufafaf feafoi@d & gaed Td HEegs HIae o Uivd:-
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o~ 0D~

fadw FHTRAHY, Ao AU, SAAX US|

IR FEI Ffag, Ao FEIFHA, 3R US|

UHE HA% AN, G @, 3l US|

yaE afda, Auawer / faua aRug, sqa¥ weenl

T, 3TSodlo YIS, SR Ue Afddarey & 36 3T ¥ Ufa f6 $-3ifha Sees W
Ueid e =e

TS I e JRH, TAe3MSodlle, TWAS Bl IWIGAFAR HIATE &g Ted W
TR qITHAT HUA |

. IRNYS  fAGRE  (3MSodle), TUAo3MSoHlo, AT HdA, &@AS (AAd THUG TICd)

SWIGATFART HIAE £ Ul W HIATD JITHAT HIA &g
IMERIS |

ﬁ7
Digitaily signed by
AVNEESH SAXENA

Date: 20-08:2026
1?;5@%’7% ?
W gfa|
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