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1. Intended Audience and Rights ( @a?é’li el 21 24513])

This document is for GOG administrative officials at Taluka, District and State level
who have been assigned the role of CCA/Approver by the Government. For example, CCA will
forward this request to GAD or FD for verification then application creation, verification and
approval roles and rights will be assigned to concern user.

2 M2 Algsl, [real 2d AL 242 GOG A2l visilpil HIZ 8 oy URs1R 2L
CCA/Hogrsdl-Al cafMst Aiuami 2udl 8. Gelszil d2ls, CCA 2l [Aidld GAD 24241 FD < asiuull w2
51248 528 uegl vAlLatsad otcladl, sl vid Hegdll eyHsioil 2id 21[5120 Uoild AuALsALA AU
AL

2. Common Buttons/ Tabs in Application (U[telsalqui AHL4 c121/20%)

1. User will click on Home button and redirect to the dashboard

AURLLUSAL SIH 612 U2 (5as 529 v 396118 Uz 2114252 529 A Home

2. User will click on Employee modules and access all employee related
Modules 't Employee Modules

~

U5l 5L HIgAeH Uz (55 5390 21 57U Uoi[d AHIM HIZLELA 254 520

3. User will click on Manager Module and access all approval request modules in
. . - -
which he is approver or verifier = Manager Modules

QURILSAL Hedsr= HIgAE R [5s 5280 wied dHIH Hoydl [Aeidliq 2isa 529 sxHi A
HoyR 522 A AL ASIAB5AL

4. Click on CCA button and Only CCA user can access this. ac CCA
55d. CCA qURILUSAL 5% Al 25 53 205 9.

5. Click to submit the Information to the verifier or approver i
& Submit

Ys1u0{lsdl vl Hegsdld Hilgdl uaMz 521412 (545 52

6. Click on Choose file to upload any Document
SISURL £2ALASY IUALS 5291 HIZ S1OE URE 52 21 dell U2
(sas 52

You can drag and drop your files here for property attachment(image/pdf).

1

3. User Login Page and Dashboard (C{‘{-‘&I.ngdcl,;i, AlBLAUSY B 3U6ALL)

URL: - https://karmyogi.gujarat.gov.in

3.1 Login Page (Qll2ilusy)

There Options available to login in KARMYOGI

4|Page
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[l rfillnnn....; ‘

Using Mobile No:

a) Enter Mobile No (HIoUSE <012 2l 521)

b) Enter password (U443 £lUAd, 521)

c) Enter Captcha (5WL £lUd 520)

d) Click on Login (Login u* (545 521)

e) User will Logged in by clicking on Login (Au21915dl @lBi o124 42 (5as 52l dlol O

-
524L.)
&
Forgot Password?
7+1= @
236545 Setup TOT®
User Manual

LI

|
bl e 7 =

Using HRPN No:

a) Enter HRPN No (21 2412 Yl i, <012 elwd 521)

b) Enter password (U144 elUAd 521)

c) Enter Captcha (5'l £l™d 521)

d) Click on Login (Login uz (545 53))

e) User will Logged in by clicking on Login (Au21215dl @lRid o124 4z (565 sl diol S
5231,
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-
@) <:zvroo 4

Forgot Password?

7Y %Y

Setup TOTP
2R st s

079232 59237

-
.n;llil’! T2 ‘m”[;” ” - - - s .:-‘ =

3. Using Personal Email ID, No:
1) Enter Personal Email Id (c4[5d421d SHE 2u88l elvid 521)
) Enter password (UIA43 14 521)
3) Enter Captcha (54l elwd 521)
) Click on Login (Login Uz (545 521)
) User will Logged in by clicking on Login (Au2125dl Al o124 vz (585 5314 4ol 9
524l.)

.
&) «~=vvoo £

7Y 7Y
R4 IR

/ 079232 50237
Jser Manual

LU=

el T

1?} v =
¥ " - s

3.2User dashboard (U125l 3UGLLL)
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ST
A% UL U5
Gavermmens of Gufarat

& sifeidll ()
& SHAD \v/‘ # Home 4% Employee Modules & Manager Modules @ Quick Links 80 CCA
& “reiam o

| Person profile (Balance 15 EL, 12 HPL) 70

Leave Attendance .
Compensation

Overview | Apply

Birthdays & Anniversaries

AJAYSINH BHANABHAI

Dummy HOD Positics

Deputy Secticn Officer , Genersl E-learning & Training

Public Holidays & |

Administrative Department

Talent Profile Charge
Allowances

My Task (3} E Notifications (11) n

Copyright © 2023, All Rights Reserved By Genera istrati Design & By Gujarat Informatics Limited

User can find the below functionalities from user dash board as per above screenshot:

a. My Profile: User can find profile detail by clicking here. (442121541 21l (a5
53l sl [Aoidl il 215 49.)

b. E-Service Book: User can find e-Service book details by clicking here.
(AuR1sdl 2l (sats 52l S-A[4 ops<ll [Aadl aliHl 25 69.)

c. Pending Task Detail: User can find Module wise pending task detail by
clicking to respective module block. (Au125dl ©ioi(Ad Higid odls uz [sas sdld
HLgAd, Yool UledoL sl [Aoidl Al 21 69.)

d. My Task: User can find pending task detail cumulative of all module by
clicking my task. (%22 HIX 2125 U= [sats 530 ot Higadedl uledol 2125 (L2244 aliHl
915 ¢9.)

e. Notification: User can find the notification of all module. (42 dHIH Hig4d-(l
AL iHL 295 99.)

f. Camera icon: User can change profile pic by clicking the camera icon. (4#2
SHR US51A Uz (55 53l uistoda [Usaz oledl 945 99.)

User Icon: User can find user guide, change password, switch user and logout by clicking user
icon. (AU2L2Usdl AUANSAL IG5 AEL 05 9, WHAL Aed] 05 9, quAASAA R 531 a5 9 214
QUANSAL 2SI U2 (585 5314 QloGe 52 % €9.)
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4. KARMYOGI Position wise/cadre wise workflow

4.1 Login
e Login to the KARMYOGI application with valid credentials (username and password).
(AL uan 539A{ wiea/2Altet5ae A1 521, AUGUE Uldld, 4RA2eAH 2 UIRAAS EIME 52.)

URL.:-https://karmyoaqi.qujarat.gov.in

&) «-=vvoo #
D -
ﬁ Forgot Password?
6+1= l'i\
75y 2 o e
R4 7R
/ 079 232 59237 k i i it
in\
Pk —
: I |
1 ; y
T | .---.-. Pl L gileresgs X :,é:: -~
I i ™ o W — s W

e There are three ways to login to KARMYOGI as shown above (14l 5924100l Hi «llSi 2l A0
Ad €9 6 Guz zaladdi »udl )
4.2 Home Page

e After login in KARMYOGI home page will open as below.
(A0 Hi Al a5 a1 usgl {18 Yoot sinusy vdal)

® Dashboard @

Total Branches Total Officer Registered Organogram

2 Admin Masters ° ° o
€5, HRMS Masters

% Leave Masters

Leave Details Total No Of Employee Orders

#@s APR Masters Total Employee 110 e

Total On Leave 10

& Configuration Total Count 100

B2 Par Masters

Announcement

]
)
Q
«Q
(1]
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5. Position wise/Cadre wise workflow Overview

The sole purpose of this document is to guide CCA/Employee to execute position wise/cadre
wise workflow for the KARMYOGI system to be developed for General Administration
Department, Government of Gujarat (GOG). This document further aims to provide position
wise/cadre wise workflow in detailed to guide the module broadly and educate user how to

perform this event.

This document entails that each and every minute information position wise/cadre wise
workflow of KARMYOGI to be captured briefly and clearly to make it smooth and transparent

to the users of this document to understand the KARMYOGI system.

(B 2rdldsydl SsHIA 8 CCA/SAAIEA Ml ddlaz [A80), dsnrid 412 (GOG) HI2
(sl 2a412 KARMYOGI (224 iz (Rald yoroyiad yoroldl siiudled daiaal w2
HIEA AUALAL 89, L 22Aldsy<ll Gd, Higdded Alus <d HBledd AL 2 21 Sz 54l A
2aladl d quzlasdid [Qlad 5290 2 [Rald 4eroy=adl 4eyordl aisdid [4o1da1z Ueld 5231l 9.

2| 22dldorHi 6733l 89 5 viABRBHBAUAL 225 M2l HilSd] dilaq Yorouad Yeyordl assdid

AlBLAHL 1 2up 2ld 512 52a0H0 209 vl Bl £2dldsydl AUAUSAI2AL KARMYOGI (A2
UUSYAL HIZ del HROL B4, WIRELS ol1d)

5.1 Position wise/Cadre wise workflow

For modules like Leave, APR, PAR, LTC etc. user needs to set workflow. User set that
workflow first Position wise, if he required he will set it Cadre wise based on department’s

requirement.

~ ~ -~ <

(Leave, APR, PAR, LTC 4212 sydl HIAdl HIZ quIUsdld a55al 42 52al-dl o032 8. quRasdl d

~ N ~ NN

A55ald UAH, 22Ul HoYoL A2 52 89, ol ded 532 SIA dl d (ALl sy3(R2UAAL 2UHIR A<l 5¢2 Horol
42 523l.)
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5.2 Objective

The objective of this document is to give understanding of each process, step-by-step with
the help actual screenshots so that user can verify and validate different department

processes through Workflow configuration module.

(L 2dldsyl Gagd ddlds w5ldaizuedl veeall £25 ulsadl, wag-er-uoiaiddl Ansy siuAAlL &
ool AuALsdl a55al slezo2a4 Higdd galRl (A4 (el ulsaiia a5l sid v 521 4s.)

5.3 Scope

The scope of this document covers end-to-end understanding of each process, which

includes purpose, objectives, process flow diagram, navigation path and procedure.

~ =~

(U 221yl 219519 €25 WAL vid-2l-vid-dl axorq 2192l @ 9, orHi gd, Geil, WAL udls
2ols(d, A0 wig s Ul5ALAL UM A 9.

5.4 Intended Audience and Rights

This document is for GOG administrative officials at Taluka, District and State level who have
been the assigned the role of CCA/Approver by the Government. For example, CCA will set

the workflow for particular position or cadre.

(21 e2dldsy digsl, [ycal vid sl 2d2 GOG AdlaZl siEsilzAl HIZ 89 syHA AR eAlRl
CCA/HogR5dl-Al @Hst AuAML 2414l 9. Gelgrnl dLls, CCA AlssU Ue A4l 582 HIZ 556l 42
524l.)

6 Position wise/Cadre wise WF

6.1 Admin Login via Mobile/HRPN No./Personal Email
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Forgot Password?
T+1= S
.
Y oY

236545
IR IY7RUd

b°

/

Setup TOTP

/ 079232 59237
User Manual

] ; [ [ |
oo VIRRSSEL L gts .
8 T - | S ’“f\ B -
6.2 Admin Rights
® Dashboard @ vt
Total Branches Total Officer Registered Organogram
.d Admin Masters 0 e o
ﬁl HRMS Masters
ﬂ Leave Masters
Leave Details Total No Of Employee Orders
ﬁ APR Masters

* Configuration

h Par Masters

Total Employee
Total On Leave

Total Count

Announcement

e Admin user will login with provided credentials and go to Leave and other menu list for
workflow configuration
(ASMHet quRlRLSdl Uelet 536 wlonuHAl 418 Q11 529 ua abgell dAlsaail Hie 7
Uil w4 Hof Y[ UR %)
6.3 Leave Module Workflow Management
11|Page
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® Dashboard

Total Branches

Total Officer Registered Organogram
ﬂg Admin Masters o ° °
£ HRMS Masters
ﬂ Leave Masters
Leave Details Total No Of Employee Orders
Status Master Total Employee 110
Total On Leave 10
Total Count 100
| User will set leave WF from
< Cadre Wise Flow Master this 2 menu Announcement
=+ Module Category Master o
ﬁ APR Masters >
* Configuration 3 Copyright ©@ 2022, All Rights Reserved. Design & Developed By Gujarat Informatics Limited

P‘ Par Masters >

e User need to click on Leave flow master

1) Position wise leave flow master

2) Cadre wise leave flow master

(AuRlasdlz efla sell HIz2R R (545 52a1-dl or32 €9
1) UlfBe HovoL 2o, 56l Hiz2R

2) 582 HOYOL 2 5El HIZ2R)

o If user will click on Position wise leave flow master, then below screen will be populated.
(591 2242 Uloflate Hovor dla sl HIz22 Uz (565 528 dl {2l 244 div@z 29.)

12|Page
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TeqHd AT
A% AUA HIsIL
Gamwrnment of Gujarat

\ Hrws ® Leave Flow Master #cB @ vt
A Dashboard If User wants to add new 7 i P
s position wise workflow ED [ © Add New Leave Fwo.«‘/\
% S then He/She will click on
as Admin Masters l\ﬁ Column Visibility H 1§ Copy Bi Excel ‘ E POF || 8 Print ) ~AdeNew]eaveiow” Search: |
£4 HRMS Masters
Application From Leave Module
oL Mast Department ! HOD Branch Designation Designation To Designation Type Category Actions
eave Masters
MR. Upendrakumar MR. Jagdishbhai MR. Jagdishbhai =
& Leove Status Master GAD KH-2 Branch Thakar Joint Rathod Section Officer Rathod Section Officer Casual Leave 1 ‘ 4
Secretary (20000204) (20000228) (20000228)
ﬁ Leave Reason Master E T
MR. Upendrakumar MR. Jagdishbhai MR. Manojkumar Rachictid
estricted =
GAD KH-2 Branch Thakar Joint Rathod Section Officer Shukla Section Officer Holid 1 V4 | m |
oliday
Secretary (20000204) (20000228) (20000340) :
ok Cadre Wise Flow Master MR. Upendrakumar MR. Jagdishbhai MR. Jagdishbhai
GAD KH-2 Branch Thakar Joint Rathed Section Officer Rathod Section Officer Earned Leave 1 ‘ rd
< Module Category Master Secretary (20000204) (20000228) (20000228) =
MR. Upendrakumar MR. Jagdishbhai MR. Jagdishbhai AR
o8 APR Masters GAD KH-2 Branch Thakar Joint Rathod Section Officer| Rathod Section Officer HPL 1 ‘ V4
Secretary (20000204) (20000228) (20000228)
# Configuration MR. Upendrakumar MR. Jagdishbhai MR. Jagdishbhai o
GAD KH-2 Branch Thakar Joint Rathod Section Officer| Rathod Section Officer ; " . 1 ‘ Il
amily Mem Il
B8 Par Masters Secretary (20000204} (20000228) (20000228) & ‘ 1

e Admin User Will Edit or Delete workflow from Action details, If Admin user needs to create
new WF then he/she need to click on “Add New Leave Flow”

(Ple[H AuR1asdl visa [Qadinizl absdid duiled 529 21291 5121 A, orl 21 quRigsdid
A9 WF otelddledl 6432 Gt dl dB/AB{l " Add New Leave Flow" Uz [sats 53q1<l 5432 ¢9.)

e User can see all leave flow which is set previously in tabular format

(AURLA5AL AHIH 220 UALS 671 U5 19 6F UG 26442 SIH2HI U2 534 £9)

e User can able to see the department wise, HOD wise, Branch wise workflow configuration
(AuRALsAL [Ae10L Hoyot, D1 Hoyot, AviL HoroL a5sdl dlsapil sxls 2s9)
e If User will click on “Add New Leave Flow” then below screen will populate.

(571 4242 “Add New Leave Flow” Uz [5&5 529 dl <{l3-{l 25l uiidz 49)
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ST
A% UI5IL
Gavermmens of Gufarat

A HRMS O} @ it

A Dashboard Leave Type « Applicant Position =

:;Adminh,-!az‘.erz \ earc th Position Name ¢ l @B

Select Leave Type - .
| ve )( X Cancel )
@ save I\_ /,I

£5 HRMS Masters

ﬂ Leave Masters

l& APR Masters

* Canfiguration

B& Par Masters

e Admin User can set leave type wise workflow from above screen, if user wants to search
applicant position then he/she can search and add it from below screen.
(Le[Ma U5l Gurel 25l udl 2214 UsIR Howol absal U2 52l 95 89, orl AURLASAL HRereiR«l
[l suaal Wiol ©9, Al d A2l 25l4anigl Hl 21 G2l a5 9.)

e User can select leave and after that select Applicant position, if approval level is more than
one so user can able to add level from above screen.

(AURLA5AL 22 e 531 905 69 2 d usgl m12veiz-l [Rald uzie 53l 95 69, opl Hoydl 2d2 vis 5341 94
Gl dl AUAA5AL Guzl 2514 uzd) 242 GHIl 2s4l.)

Select Position

Actions

e  User can select position name from above screen and configure the workflow
(Auzla5dl Guzl 25lnizdl Raldd M urie 53l 95 9 214 absdiq asdl 43 )

14|Page
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@ it
Leave Type « Applicant Position «
|x Earned Lea\re| I I 30522842 - Account Officer l |?‘@

Level-1 «

l 30625869 - Deputy Director (Accounts(DD)), (Ahmedabad) I | Q HE]

Level-2 =

l 30009202 - Director (Directorate of Economics & Statistics), (Gandhinagar) l | Q ‘@

X Cancel

e If user wants to set workflow, then from above screen he can set the workflow leave type
wise level wise.

(@) duAASdl assel Ae sl Ui ® dl Guell 28let el A assal 1tell UsIR
Yoyol Add Yoyol J2 531 25 )

Record inserted successfully

15|Page
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