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1. Intended Audience and Rights (@E\%‘{ Naisl i 2UA51RY)
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This document is intended for GOG Administrative Officers at the State level who have been
assigned the role of CCA/Admin by the Govt. For example, this document details how to create a

Department, HOD, or Office and on board users through CCA/Admin.

(1 1A% A% R GOG deldl] u[esITa) Ul WatldAd & BHaA USSR GIRL
CCA/Admin «il e{(1sl Audidi M1l B. GeleWL dl5, u1 £xdld% CCA/Admin GIRL
[Suléie2, HOD, eldl Office A Yl WIS 3l 1A 5] Asfl (AL w1 e 1QosHi
AN D))

2. Admin Login Page and Dashboard (i3« dllBlUsy 2 32611)

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

1) Login Page(QlPilusy):

There Options available to login in Karmyogi Portal.

1. Using Mobile No:
a) Enter Mobile No (HIALOE <612 £ld $21)
b) Enter password (UI44S EIHA 531)
c) Enter Captcha (54l 214 $31)
d) Enter TOTP (Zl2AiZldl elmd 21)
e) Click on Login (Login Uz (545 521)
f)  User will Logged in by clicking on Login (44312541 ARl o124 uz (55 53l dlol e
5241.)
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KARMYOGI @ﬁ
GOVERNMENT OF GUJARAT oo
HRPN m Email
86612602
N ”w Forgot Password?
IR oAt

OoTP @TOTP

221062 Setup TOTP

Click:Login 9179 232 55827 karmayogi-support@gujarat govin
¢
T A% ‘ I”” Eﬁﬁ!‘[ [H » "?F','F""‘ N W
et i - S 0 LT, e

2) Dashboard(Hv1y3):

#+ After login in Karmyogi home page will open as below.

(570 Hi Al a5 opuL usgl {12 Yoot sinusy vidl)

® Dashboard @
Total Branches Total Officer Registered Organogram
Leave Details Total No Of Employee Orders
Total Employee press
To ot ’ °
Total Cour 48870
. Announcement Employee Information Admin

otal Employee Pending
° Total Employee Returne 3 o

» Now next we will see how to create a department, its HOD, and its office and how to

create Position in that office.

-

> (€A 2R 2Bl Uiz, d-l HOD, vt d«il 2454 5 <d ot-iadl 21
2d otd1adl d o159,

A 2zn 4 Ral 59

3. How to Create a Department? (Sluled«2 59 2d oi<adl)?
+ First of all, as shown in the photo below, in the left panel go to HRMS Master then
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department master.
(AL U2H <2l sl21ml oidieal Yoro, s1oil slisy<(l Udaui HRMS Master uz o1il, <ARotle
Department Master uz a1il.)

A s ® Dashboard @ Admin

A+ Dashboard Total Branches Total Officer Registered Organogram

&5 Admin Masters ° ° °

£} HRMS Masters

¥ Department Master

Leave Details Total No Of Employee Orders
4 HOD Master Total Employee 48927
- oo e °
1 Branch Master >
£ Organo Gram Announcement Employee Information Admin

O e Total Employee Pending 112
lead Master

Total Employee Approved 48807

4 Module Flow Master Total Employee Returned 12

4 Module Cadre Wise Flow h
4 CCA To Cadre Mapping
& Leave Masters >

s APR Masters >

%+ Now click on Add New Department button as shown in below photo.
(9 1AL 512141 oAdieil UHIEL 441 Add New Department o2 Uz (545 531)

A\ Hrws ® Department Master A & s @ admin
# Dashboard o Rt iion Bepadtnetid)
(® Add New Department )
o, - - : . N N
2 samn (Sucmmmvensy |[@ooey | [Wesv ||t |[ror @) — ]
€4 HRMS Masters
Cardex DDO From To
StNo ! Head Department Name Address District | Taluka No No Date Date Parent Department Actions
General Administrative | &
Masts 1 cs Ahmedabad Gandhinagar 3 12 & ‘
@ Designation Master 2 cs Amrel 9 5 ‘ P4 ‘
1 branch Master 3 cs STD(10000713) ahmedabad Anand 5 37 05-12-2023 ‘ s ‘
€, Organogram 4 cs Dummy Department(10003980) New ya Anvalli ‘ Pa ‘
&Y et 5 cs GIL(10003981) Karmayogibhavan | Bhavnagar ‘ s ‘
i 6 cs test departmentssss(10003982) New Sachivalaya ‘ 4 ‘
7 cs test department(10003983) ‘ Vi ‘
4 Module Cadre Wise Flow b il
8 s QA DEPARTMENT(10003984) ‘ s ‘
4+ ccaTo Cadre Mapping =
9 cs test test tres test 4{10003985) ‘ s ‘
@ Leave Masters > —
10 cs Testing Department(10003986) ys  Gandhinagar| Gift City 2 - - ‘ s ‘ 5
#84 APR Masters

& Configuration
& Reports

8 PAR Master

=+ Then a popup will open as shown below, enter the details of the department and
click on save button.

(RO {12 oddleAl Yoot 2is UlUAY VAl A SluieHez <l [Foid erva 521 4a o2 uz (sas
s2d)
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Add New Department

Department Name=

[ Tribal Development Department

t Taluka

DDO Number

[ 122

Address~

[ Sachivalay, Gandhinagar

From Date~ To Date

[ ) (

Type-

schiaz

%+ The department was successfully added as shown below.

(<El2L st umLeL duiziez As0dlL uds GHAS a,)

A\ s @ Department Master N A % b @ Admin
A Dashboard © Add New Department
% “ienblacrs — . e .
& s T v e [ [ o]
€4 HRMS Masters
Cardex DDO From To
SrNo 1 Head Department Name Address District Taluka No No Date Date Parent Department Actions
2 cs Legal Department(10003999 Socm Gandhinag: 10 10 01-12-2023 - ‘ 4 ‘ m
2gal Department(10003959) conchinegur | Gzndinager P
" ;
2 cs Mrize Development aertipn Housing Gandhinagar Gandhinagar 1 1 01-12-2023 & ‘ P ‘
Department(10004000) i
23 €5 Tribal Development Department(10004001) | Sachivalay Gandhinagar Gandhinagar 2 123 01-12-2023 - [ s ‘ I
;) - Administrative Reforms and Training R e ) . e ) General Administrative ‘ I‘
Division(10004002) SENager Skt % Department(10003979)
science and Technology ‘ ‘
] ! andhinaga o -12- .
2 cs Department(10004003) Gandhinagar Gandhinagar 0 0 05-12-2023 I
Ly 2 cs Gujarat Informatics Limited(10004004 farmyogibhavan | o 0 0 05-12-2023 - Sdence and rechnology ‘ s ‘
> o ujarat Informatics Limited( ) Gandhinagar andhinagar Department(10004003)
= Module Cadre Wise Flow b
7 cs Climate Change Department(10004005) Gandhinagar | Gandhinagar " 4 01-12-2023 - ‘ s ‘
4+ CCATo Cadre Mapping N —
- & Social Justic and Empowerment — _— 5 - T ‘ 7 ‘
Department(10004006) andhinagar Gandhinagar -
& Leav
Forest and : 7] =
29 cs - - andhinaar 25 25 01-12-2023 V.
s APR Masters
Shawing 21 to 30 of 32 entries Previous | 1| 2 4| Next

& Configuration

& Reports

8 PAR Master

4. How to add HOD in Department? (SlWeH-2l HOD $9 d GHrdl)?

=+ First of all, as shown in the photo below, in the left panel go to HRMS Master then
HOD Master.

(AL UH <2l sl21ml oidieal Yoro s1fl slisy<l Udqui HRMS Master Uz 211, e4izeile HOD
Master uz il
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i e (A Government of Gujarat Company
AU M52

Goveriaint of Gaperst

® Dashboard @ Admin

Total Branches Total Officer Registered Organogram

€8 HRMS Masters H H !

¥ Department Master

Leave Details Total No Of Employee Orders
A4 HOD Master Total Employee 48927
Total On Leave 4
48931
4 Designation Master Total Count 43931 . a
$* Branch Master

8 Orgzno Gram Announcement Employee Information Admin

4 Head Masts Total Employee Pending 12
ead Master
Total Employee Approved 48807
+ Module Flow Master Total Employee Returned 12
= Module Cadre Wise Flow h
= CCA To Cadre Mapping

£ Leave Masters

99 APR Masters

+ Now click on Add New HOD button as shown in below photo.
(2 <il2lell gl sAdiedl uHIL 491 Add New HOD oi24 uz (565 521)

A\ Hrms ® HOD Master LR ] @ sam
# Dashboard \
o Admin \ (= Column Visibility H I8 Copy || BCsv H B Excel || PDF ‘@ Search: ‘7‘
£ HRMS Masters
SR.No 1 Department Name HOD Name Address District | Taluka = CardexNo '~ DDONo ' Actions
1 General Administrative Department HOD ‘7‘
2 General Administrative Department Planning Division Gandhinagar 4575 8787 ‘ s
oM De g naticr Mestr 3 Finance Department Directorate Of Accounts and Treasuries ‘ Vs
P Branch Master 4 General Administrative Department Dummy HOD New Sachivalaya ‘7‘
& Office Master 5 Dummy Department Test HOD New Sachivalaya Ahmedabad ‘7‘
€5 Organo Gram 6 Dummy Department Test HOD Two New Sachivalaya Ahmedabad | VIRAMGAM 1111 1111 ‘ v
+ Head Master 7 Gl GlL as HODd Gandhinagar ‘ 7
| Ml Hom i 8 test departmentssss 22 test hod 11 New Sachivalaya 1 Anand ary 3333 6666 ‘ V
B vt 9 QA DEPARTMENT TEST HOD 3 Gift city ‘ s
P 10 QA DEPARTMENT QAHOD 1 SACHIVALAY Amreli  VIRAMGAM 1111 2222 ‘L
& Loave Masters N Show[ 10 ~]entries Showing 1 to 10 of 18 entries Previous 2 Next

88 APR Masters >

& Configuration >

=+ After that, a popup will open as shown below, select the department where you
want to add the HOD and then enter the HOD details, and click on the save button.

(AIROUE <fl2L sl Horol vis Ulu2AY WAL dHi SwizHez <l [ad s 530 da otz uz (sas

s2d)
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GUJARAT INFORMATICS LIMITED
(A Gy

F

A
It A5
Govarnment of Guiart

Add New HOD

Department HOD Name

l Tribal Development Depariment(10004001) -] [ Commissionerate of Tribal Development

District Taluka

[ Gandhinagar - [ Select Teluka

Cardex Number DDO Number

lu

Address =

[ Gandhinagar

%+ The Department HOD was successfully added as shown below.

({12 otdienr uuLeL duizHez<l HOD A50dlL uds GHS 218.)

® HOD Master ann @ Zdmin
© Add New HOD
X
(= cotumn ity ||  copy || Bcsv || Bexce || mror || @pare) s
SR.No ! Department Name HOD Name Address District Taluka Cardex No DDO No Actions
31 Forest and Environment Department Gujarat Pollution Control Board Gandhinagar Gandhinagar 26 26 ‘ rd ‘
32 Forest and Environment Department Gujarat Ecology Commission Gandhinagar Gandhinagar 27 27 ‘ rd ‘
GAD Planning Ahmedabad Ahmedabad AMC m 222 ‘ 4 ‘
34 GAD Personel amreli Amreli 333 £t ‘ s ‘
35 Revenue Department Settlement Commissioner and Superintendent of Land Records Gandhinagar Gandhinagar ‘ 4 ‘
Narmada Water Resources Narmada Nigam Anand Anand seva sankul Anand ANAND 7894 7804 ‘ I ‘
| 37 Tribal Development Department Commissionerate of Tribal Development Gandhinagar Gandhinagar 14 23 I |
Show entries Showing 31 to 37 of 37 entries Previous 2|3 n Next

5. How to Create Position in HOD? (31 il $l i Rald 59 2d siqiadl?)
+ First of all, as shown in the photo below, in the left panel go to Admin Masters Then
Position Master.

(R nam, {12l sl21Ml odieil nHL, Sofl UdaHi 21 Hiz2d wsgl uilzad Hize2 u M)
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GUJARAT INFORMATICS LIMITED
(ACo 1Gy). »

vernment of Gujar
AU M52
............... o4 Gujarst

® Dashboard @ Admin
Total Branches Total Officer Registered Organogram
25 Adnin Masters ‘ ° °
&y Role Master
B& Res
_ Leave Details Total No Of Employee Orders
= Menu Master

Total Employee 48927
I e Total On Leave 4 e
Total Count 48931

Py state Master

District Master . .
A Announcement Employee Information Admin

il Toluks Master Total Employee Pending 112
Total Employee Approved 48807

€81 User Registration Total Employee Returned 12

€8 User Information

23 User List

A Transfer

A Transfer Approver

P& Fosition Master

£ LTC Block Extend

%+ Now click on Add New Position button as shown in below photo.
(9 12l 512141 o1l uHIEL 491 Add New Position 12 uz [sas 521)

&\ nrms ® Position Master
A Dashboard
s s a 2 N i —
R TES (= Column Visibility ‘ i Copy || BCSV || B Excel || B PDF ‘ 8 print ) search | |
2y Role Master
SR.No ' Position Name Depertment Hod Branch Actions
P& Resource Master = =
30636696-Chairperson (Chairperson), (Gandhinagar) QA DEPARTMENT QA BRANCH 11 l s ‘
= Menu Master ——1
2 30639431-Member (Guj.State Child Right Protection Comm), (Rajkot) [ Ve ‘
24 Rights Master ——
3 30639432-Member (GujState Child Right Protection Comm), (Anand) [ s ‘
State Master -
S oz L 4 30639433-Member (Guj State Child Right Protection Comm). (lunagadh) ‘ v ‘ (1]
A District Moster 5 30639434-Member (Guj State Child Right Protection Comm), (Bhavnagar) ‘ Pl ‘ o
il Toluke Moster 6 30639435-Member (GujState Child Right Protection Comm), (Banaskantha) ‘ 4 ‘
£ User Registration 7 30639436-Member (Guj.State Child Right Protection Comm), (Surat) ‘ 4 ‘
e onation 8 30002073-Chief Minister (Office of Hon. Chief Minister), (Gandhinagar) ‘ s ‘ i}
30667234-Minister(Revenue.Legal Legislative) (Office Of Hon. Minister)
28 User L 9 ‘ ‘
IR (Gandhinagar) 4
A Transfer . 30664910-Minister(Education,Science8itechnology) (Office Of Hon. Minister), ‘7, ‘ﬁﬁ i
(Gandhinaaar)
A Tansfer Approver Show| 10 v]entries Showing 1 to 10 of 33,580 entries Previous - 2 /3|4 5|. 3358 Nea

£ LTC Block Extend

=+ After that, a popup will open as shown below, in its select the department and HOD
that you have created and enter the name of the new Position and its role then click
on save button.

~ ~ ~ ~

(A uegl, {12 oidical UHIBL 2is WUty WA, dHL (A1 214 HOD uie 521 5 68 dH Bl 531 9

NN N ~

2t gl ULt A 21 dedl 21Q 21md 530 uedl 4 o2 uz [sas 521.)
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Add New Position

Select Office Type

[fo:

Department-

=

Position Name-

[[ssconotree 1 | e

From Dates To Date

(e ) (

%+ The Position was successfully added as shown below.

(<ilA otd1etl UM HOD 450141 Yds GHRUS AS.)

A=k @ sdmin

© Add New Position
b Sslihiintshn—

® Position Master

‘ B ocel H B ror || 8 pint )

(= column visibility H 1 copy

Department

SR.No T Position Name Depertment Hod Branch Actions
B3ET 30668796-Joint Secretary Schedule Caste Welfare Social Justic and Empowerment Director, Scheduled Caste | ’ ‘
Welfare HOD L~

33612 30668797-Secretary Forest Forest and Environment Department
33613 30668798-Chairman GPCB Forest and Environment Department |~ Gujarat Pollution Control Board
33614 30668799-Deputy Chairman GPCB Forest and Environment Department  Gujarat Pollution Control Board
33615 30668800-Secretary Revenue Revenue Department
‘Commissicnerate of Tribal
33616 20668801-Saction Officer 1 Tribal Development Department
Development
33617 30668802-Secretary GAD GAD
& User List —
33618 30668803-Dy Engineer Narmada Narmada Water Resources Narmada Nigam Anand IT cell and Gswan Office a ‘ o

A Tonster

4l Transfer Approver

show 3% emtis

showing 33,611 to 33,618 of 33,618 entries

Previous | 1

3358 | 3359 | 3360 sssil\exl

B gt

A City Master

# Organo Gran Chart:
HRMS Masters > Organo Gram

+ Rl oy [Rwiehal 21 21 &) -l 2iluui wilsyad o414l A Organo Gram 4 {12 4oyt sxial
Ha 8.
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Ry PAR Master

+ Now next we will create a user on that position, for that we will register a new user.

(89 BURN A UL[SYa UR B His 3Rl GLOUL 530g], Al HI2 BUURL VA5 AL YoAR<] 92U
s3l4.)

6. User Onboard Step

+ Navigate to “Admin Master” and Click User Registration from the Admin Dashboard.
(<fl2L 5121l sddieal UHIEL 2igHld HIz2AL 211 UR (5605 521 AROIE 4232 2220 UR (545 532.)
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@ Dashboard @ agmin

Total Branches Total Officer Registered Organogram

Leave Details Total No Of Employee Orders
48855
0
48855

Announcement Employee Information Admin

53
° s °

4+ Click on Add New User and then below tab will open to fill his all details. (32
3292290, <, Usy U@L Bl1E 248 <4 422 R [5ats 53, 4z Al or3dl Hiledl sivia sl)

+ Enter the New User Personal information and click save and next button then
new user id will be generated. (32l Udd Hildl 2 520 i A 2ieg 522 612 U2
(565 530 UROUE <Adl 4trell 2U54 AR 29)

13|Page Sensitivity: Internal & Restricted
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GUJARAT INFORMATICS LIMITED
(AGovetnment of Gujarat Company)

@ User Registration @ ® admin

Personal Dats  Official Data Address

+ A new user ID has been generated. (-d, 222 2USHEL sy22 25 21,)

New Employee is Registered with 20052607

+ Enter the New User Official Data and then click save and next button. Now, while
Enter the official information, special care should be taken to select the position of
the HOD of the department to which the user wants to map the position of the

department. (41Ro41e 422l 2U[sRAA HIlsdl erma 52 A 214 522 o1z U [sds 520, ©d
(5[4 Hildl Al quid v 2 g 5 3oare o [uizHzddl 202 w1 & <l wiwad u Ju
521l 9 d [3ulzHzel 214 w1l & | wioaq Radsz swdl)
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GlL

ru;uu INFORMATIC nwmn

@ User Registration

\ QS earch

.
j GAdd’uau user)

Personal Data  Official Data

Address

Section Officer(GPSC)

=3
Select Branch

| Tribal Development Department(10004001)

ficer 1(30668801) ¥ ‘ |

E
on Officer(GPSC)

P Permanent

Ahmedabad

{
{
{
[
I
{
[

/7\| 7\|
(@ Previous © Save & Next )

0 Ltc Block Type Master
2a Emp Regisration Approval

A City Master

+ Enter the New User Permanent Address and His Father Address and click on
submit button. (423« el dell [Uld A=A, eld 520 v Ao M2 o124 U2 (a5 530)

A HRMS

A Dashboard
25 Admin N
£, HRMS Masters

B¥- Department Master

= Module Flow Master

= Module Cadre Wise Flow b

= (CCA To Cadre Mapping
& Leave Masters >
928 APR Masters >

£ Configuration >

® User Registration

[5P= N [m D l [H::\ l [D teof l
First Name Last Nar P 7 \ ~
[ [ l ( & Clear ) ( Q Search ) ( @ Add New User )
\ A N ,/
Personal Data  Official Data | Address
Pelmanent Address Father's Address tadgress

town ship

Vilage/Town/Ciy

| [
N
] [
| [amd
EE

Gandhmagar - l
77! 2979 97 l

o

) (el |[ s

+ Now the role of the user who has been registered has to be set, he will get the role
as a user but also to give him the role of admin then click on the arrow of admin

master as shown below image then click on user registration.

(159 6% A< 262290 255 04 89 dell A A2 53U 264, ded 25 42 dLl5l A AL HA9 6f U A
Vil AL 21e URL AUAL 9 L {12 o1d1eAL HoyoL Al HI22AAL 221 UR (585 530 AUBHE A2 2292294 U2

(sats 531.)
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©® Dashboard @ nomin
Total Branches Total Officer Registered Organogram
Leave Details Total No Of Employee Orders
48855
o
48855
Announcement Employee Information Admin

53
w o

& Emp Registration Approval

tails of the user we have registered as shown below then click on edit button.
(1R0ULE {12 ol Hoyol BIUEL oy A< 22290 53 €9 dedl 515 Bl [Ao1d AVl dwi 521 ussl
w22 o124 vz [5a5 521.)

@® User Registration m @ admin
[ | [ | (e | [E |
$rNe First Name Last Name HRPN Do GPF/ NPS HRD Id Action
| -‘-‘
: jan

=+ After clicking on the edit button, the following page will open, select the role to be
given to this user other than user and enter other necessary details and click on
save and next button.

(21032 6124 uz [5a5 AL olie 12 Hoyor Usy WAl dHi Ad-dl 2ie2 20 422 user [t or 2id siudl-l £
A (a5 529 21 21 6133 [A0ld 2 53] A9 vied 522 124 uR 565 524))
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GUJARAT INFORMATICS LIMITED
(AGovetnment of Gujarat Company)

# Personal Dats  Official Data Bark information  Education Dt
% | |
e | [
-] ¢ Canificate tor DOB

| [ [choose e | o fle chasen |
& i e o
-3
o
L]

= J PATEL

7. User Mapped in Organo Gram

<+ Organo Gran Chart:

HRMS Masters > Organo Gram

=+ While registering a new user in his official data we have to select his department,

17|Page Sensitivity: Internal & Restricted
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HOD the vacant position in that office, Then the new user will be mapped to that
vacant Position.
(el AuAs LAl AUAEL 52l auid d<dl tlae Hiledni suu sr ugan [tuizdz A<l HOD i

248 67 Ul[sy et otelldl sl d uie 5291 262 ARoUE d vidl e difsrad Uz quziasdl Hy
°4.)

+ Approved User:

& Reports

s PAR Master

%+ User will login to the system he will see 2 roles on the screen as below. (32
[Riz2ul Al 528 AR del 25l U2 {12 Hoyot 2 A oxldl HO9l.)

1) Admin Role
2) User Role

| select Role - Position

@ As 3 Admin Role

4= As a User

18| Page Sensitivity: Internal & Restricted
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8. Other Department Admin Screen:

<+ Tribal Development Department Admin User Dashboard: (Tribal Development
Department <l 6% §ot2e 2igHle <Al AD2U 2L 9 def S201E)

A\ Hrus ® Organogram A e e @ Bhavinbha

A Dashboard

&¢ Admin Masters

€ HRMS Masters H cs |+

=+ Admin user of Tribal Development Department will only see the Organogram of his
Department only. (21564 daau#ez uieHezdl 2igHld 3224 vl d-l [zl sy
BURIAAIAH 211191,

@ Organogram L @:

¥
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