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MIGRATED EMPLOYEE DETAILS CHANGE

INTRODUCTION:-

The details of the employees which was wrongly entered in CTMIS and the field was non editable in
CFMS in Employee Maintenance and the same needs to be updated in system then it can be updated
through this process. The Office Admin will raise the request with necessary documents attached in
system Admin Module and will send the request to Departmental Admin for verification and its
approvals.

ACTORS:-
Level 2, Level 3, Level 4 Office admin and Departmental Admin (Level 1/Approver).

STEPS 7CQ USE THE FUNCTIONALITY:-

1. Click on the menu link ‘Migrated Employee Details Change’ in the Master Admin module.

2. 'Migrated Employee details Change' screen consist of Pending and Cancelled radio button zlong with
‘New Reguest’ button. Click on 'Nevs Request' button to raise request to change details against an
empioyee. Following details are provisioned to change against an employee: Name, Date of Birth, PAN,
Anpoitment Order, Date of Appointment, Date of Joining and Superannuation date.

3. Change the required fields whichever applicable along with valid document, save the changes and
forward the request to Departmental Admin.

4, Departmental Admin will login and click on 'Migrated Employee Detaiis Change' link which consist of
Pending, Rejected, Approved radic button along with 'New Reguest’ butten.

5. Departmental Admin will approve the request and the same will reflect in the Employea maintenance

Systemn and Payee management System.

6. Oifice Admin can check the status cf any reguest against an Employee in Master Admin Modute under

'Migrated Employee Details Change' link, upon se'ecting the Pending radic button.

NOTE:
Level T usar will raise the reguest from Departmental admin (Level 1) and it will be approved by the

Departmental Admin itself.
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