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1. Intended Audience and Rights (G%{%Uu PERRIE RN CETR)

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.

L SIYN2 dlgsl, [eal el A% 2 GOG deldl] w[asIZ| ) HI2 B BUA AS1R
&l ceamegsdlell eymst Aludii 4id] 8. Gelewl dil3, cca L [deidla GAD wadl Fp 2
A51ARN HI2 512dS 522 uesl N (Rt tistidd], USIUQIL i HogZlef] oy(H 511 2 w(EsI1R)
Aoildd qurlelsdlal Aludmi 419l

2. Common Buttons/ Tabs in Application (R[5t UM IR sieell/20y)

1. User will click on Home button and redirect to the dashboard
AURAASAL S1H Gl UR (565 529) e 3210S U Isiuse 529

A Home
2. User will click on Employee modules and access all employee related
Modules ‘& Employee Modules
duRlelsdl sHUR] Hlsyed U (55 58 wel sHUR] doildd dHM
Hlsydlad A sAY 5281

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

AdURILASAl Ao H1SYE UR (5645 529 el dMIH U3 (Ceic{lala 2153
539 BHI d HR 52112 wadl UsIHRsdl ©

4. Click on CCA button and Only CCA user can access this. as CCA
§5d CCA AURISd % w1 WsAY 53] 203 B.

5. Click to submit the Information to the verifier or approver i
A5 1R 5l eld] Hogrsd A Hiled] A2 sl HIR (565 520
6. Click on Choose file to upload any Document

S-lESU.Ql E.lea.% muc_ns Si’_C{l I'I.I.é 5[861. LI.‘H.E. 5{’1 You can drag and drop your files h:eforpropertyattachmemrimage/pdf:u
uel Aol UR (565 531
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3. User Login Page and Dashboard (Clull%lfsd[ﬂ qIle0% W ga‘lloﬂé)

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

3.1 Login Page (C'n3ﬂ°'m°b’)
There Options available to login in KARMYOGI

1. Using Mobile No:
a) Enter Mobile No (HLLE5E «{G4R €14 $R1)
b) Enter password (Hl%{qg (AL KCH 38)
c) Enter Captcha (ESU-H elwq Sa)
d) Click on Login (Login Uz (sas ,‘sa)
e) User will Logged in by clicking on Login (CNQl%lEsdf ql0lel w2l U (545 s3la
CISRLERIN

&) oo

HRPN

7
R4 oA

!

|
Il &
ILL §

. Bt

.
sl a1 i =

2. Using HRPN No:

a) Enter HRPN No (3 (2 U] 3ol o{642 £l14d 5))

b) Enter password (U14dS £lWd $3))

c) Enter Captcha (5l £lwd 53))

d) Click on Login (Login Uz (sas Sa)

e) User will Logged in by clicking on Login (qll?_l%lfsd{ ql0Lel w2l U (545 s3la
q19 &l 529.)

Sensitivity: Internal & Restricted
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Forgot Password?
6+1= @

Y BY

R4 IR . setupTOe
, €
g |
| IESSHIL L et ,
13T o \ o,

3. Using Personal Email ID, No:
1) Enter Personal Email Id (Oll@tpld A WY eluid 3?1)
) Enter password (umqs' &g Sa)
3) Enter Captcha (Wl £lwd 53))
) Click on Login (Login Uz (5es Sa)
) User will Logged in by clicking on Login (qu.?.lQlSd[ dl0lel wesl U (545 53l
CISELERIN

e KARMYOGI

g

HRPN

oY 7Y
R4\ 7R

[

—n BB
el et} i \
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3.2User dashboard (q\-l?.lQIEsd{ 32[0{-15)

g sl ( { ) @ Home 3% Employee Modules & Manager Modules @ Quick Links 8o CCA AJAYSINH BHANABHAI Domv@
B e 3

0
Compensation

Birthdays & Anniversaries

AJAYSINH BHANABHAI DODIYA
1 Officer . Generi E-learning & Training

Public Holdays 0

Pending Task Details
Dummy HOD fon Offcer . General 1 °
LEAVE PAR Reporting
0

My Profile

o
PAR CCA Decision TA/DA

2
LIc
E-Service Book
Cho 2
Talent Profile e Medical
Allowances

Emp Reg Approved

0
Emp Reg Returned

My Task (3) E Notifications (11) n

Copyright © 2023, All Rights Reserved By General Administration Department. Design & Developed 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. (C{UR_[QlSd[ wEl
(a5 53l Ulslod [dald) 21dl 215 8.)

b. E-Service Book: User can find e-Service book details by clicking here.

(AURLRASAL UET (565 53] S-U(dy ofsefl [Go1d) 2t 243 B)
c. Pending Task Detail: User can find Module wise pending task detail by

clicking to respective module block. (quumdf oiltd 1-[15{-!,('[ odls U

(5e15 s3] Hlsyd Yoy Ue591 51l (L) 1H] 213 8).)
d. My Task: User can find pending task detail cumulative of all module by

clicking my task. (4 HIY 2125 UR (565 3o olell HISYEefl U501 21
(s2da 2Nl 213 9.

e. Notification: User can find the notification of all module. (Y2 dHIH
H1sydefl Yuatl 20l 215 8.

f. Camera icon: User can change profile pic by clicking the camera icon. (Y2
S0 WLIOS1e UR (545 530 Ulslod [UsuR wedl 215 8.)

User Icon: User can find user guide, change password, switch user and logout by clicking user
icon. (AULRLsdl dupnLsdl Hdlel2isl 2] 23 B, widdS wedl 23 8, dulsdia
Ry 53] A3 O el AUUASAL 1LO S UR (565 521 ddIA1G2 531 23 D)

7|Page
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4. HRMS Service Continues

4.1 Login

e Login to the Karmyogi application with valid credentials (username and password).
(Rl ueH o)l Wled/AME3le Al 2], AURGLE Uldle dosaH wa ulddsS elwd
5.

URL: https://karmyogi.qujarat.qgov.in

@) xvvoe &
e
Forgot Password?
/ 6+1=
Y oY -
ARl 7R —
/ 079232 59237 :
A .
7 y S e
ITIRESEE[| -
LSRN ||| e,
] et i . P 1 ! o, w=.

e There are three ways to login to KARMYOGI as shown above (551-{21]3[13-['1 qIl31et dlefl ~.L
Ad B B GUR e2lldalHi uid] )

Sensitivity: Internal & Restricted
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HeaHa F4T
Yo HA5LL
Government of Gujarat

4.2 Home Page

e After login in KARMYOGI home page will open as below.
(SHAWN Ui €1Blet 25 AL U] of1A Yosod E1HU% W)

Navigate: CCA > Service Continues

g sl (¢ ¢ ) # Home 3% Employee Modules & Manager Modules @ Quick Links S0 CCA e AJAYSINH BHANABHAI Dom\mu E
B e 2V

PAR Summary Report

- APR Report
| Pending Task Details Birthdays & Anniversaries

AJAYSINH BHANABHAI DODIYA Requisition

tion Officer . Genersl T 0 E-learning & Training
) (el

BOM My Profile

Reports

E-Service Book

E-Library

Public Holidays 0

Charqe

Talent Profile
Allowances

PAR kL/\ Decision - TA/DA

Emp ch Returned

k) [+ E— O

Copyright © 2023, All Rights Reserved By General Administration Department. Design & Developed By Gujarat Informatics Limited

5. Service continues Overview

The sole purpose of this document is to guide CCA/Employee to execute service continues
event for the Karmyogi system to be developed for General Administration Department,
Government of Gujarat (GOG). This document further aims to provide service continues
event module in detailed to guide the module broadly and educate user how to perform this
event. This document also captures the physical process flow for the entire service continues

event module and the various actors involved at each level of approval.

This document entails that each and every minute information service continues event

Module of HRMS to be captured briefly and clearly to make it smooth and transparent to the

users of this document to understand the Karmyogi system.

(Al excdldogell AsHIA &q cca/sHURNA ALY délde (deild, AU WBR (606)
HI2 ([AsylddHi idetlR siell (e HI2 Adl Alg Avidl HIZ2 HIdelst wludled] 8.
Ul

9|Page
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GUIARAT INF

e 1ol &q Hlsyda culus A Hidlelel wudl wa duilsdia w1 vdee 3d] 2
ydladl q (2ul&id s:dl

HI2 [AalddlR Adl Ulg ©ded HISYE Uelel sclell B, L £xcdlds AHAU Adl UlG ©de2
1154w Hogdlell €35 2 ARG [Ady sals1) HI2 #llds UlsUlstl Ydlea usl 3R
9.

B[ eclldell QUL Ul B ¥ €5 [Hlelesd] Hiledl Al siioll o1l ©dep HISYEel gsHl
el WY Ad BRR Sl HERZ UG AW O Be]l wl exdldogell dUAASARA sibiiofl
i AHsAL HIZ del U01 WA URe2(s vielld] 213

5.1Service continues

For Service continues event CCA/Department will process event from his/her login. User will
inform department when he/she is applying for it and after that department need to do
certain process via KARMYOGI system.

(Adl Ulg ’Ed] 8de Ul cca/ldeildl dsti/dgilstl dllstel sdeesl ulsul 59l wRUR
/AR Aell HIZ2 ) 52 AR duAASdl ([Aetdla Rl 529 A A Ul [detidla
KARMYOGI [A22H G121 ALSSU Ul5UL $dls(] 2 B).)

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 Service continues module.

(AL exdlduell GEU dlrdlds slaileell Heeddl eds UlsUlell AHwQL Wl B
el quzllsdl Adl ulg Hlsyd g1 [@la ([Qetidlefl Ulsa1ua USR] AP WA Uiy
530 %))

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.

(ML excdlduell Waslel €35 UlsUlefl vid-el-sidefl quoa 11d3] 4 8, BUi &d, GeLdl,
Ulsal Udle JuLs(d, AladQlel ulel 1a Wlsdlel qH1deL 6L )
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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
forward

this request to GAD or FD for verification then application creation, verification and approval
roles and rights will be assigned to concern user.

(Ml £cl1dy dlgsl, (Bl e A% 2d GO deldl]l [dsRI] Ui 8 BHA U1
&Il ceaioRsdlsll eyist Aludini 21d] 8. Gelewl diL3, cca il (deidla GAD Hedl
FD & USIMR HI2 §1RAS 529 Ugl A [edQlel wiotidd], UsIAR wa Hogledl e si)

W W[ESIR Uoiltd qupLsdia dludiui 2141a9).)

6. Service Continues Event

6.1 CCA Login via Mobile/Web/Personal Email

Y Y
2R A

.

/ 079232 59237 larmyogi
jser Manual

l

IRREREY L

et i
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HeqHa FGd
AU M5
Gavernment of Guiarat

6.2 CCA Rights

z 5“2]]3" (\%} # Home &% Employee Modules & Manager Modules @ Quick Links e CCA _ AJAYSINH BHANABHAI DODIYAu B
B “rvecwn 2V

PAR Creation Report

| Person Profile (Balance 15 EL, 12 HPL)
Leave Attendance

Probation To Regular 0
Compensation

Overview | Apply

PAR Summary Report

APR Report

Birthdays & Anniversaries

0 E-learning & Training
PAR Reviewing

Public Holidays

AJAYSINH BHANABHAI DODIYA Requisition

o ion, D ion Off =~
Dummy HOD Position, Deputy Section Officer , General s Chniga el

Admunistrative Department

My profle
Foreign
lN[)A e Reports
E E-Service Book
E-Library
: [« harqc Emp Reg.
Emp Re IF\Nuvw d
My Task (3) n Notifications (11) n
Conyright © 2023, All Rights Reserved By General Depa Design & By Gujarat Limited

e CCA user will login with provided credentials and go to CCA menu list

(CCA AURIRLSdL Ut let 536 3NNWUA U1 EIBlel 58] WA cca Hef YR UR Q)

6.3 Service continues screen

s J # Home &% Employee Modules & Manager Modules @ Quick Links  &a CCA AJAYSINH BHANABHAI DODIVAE B

& v /

Service Continues Home / CCA / Service Continues |
HRPN/First Name/Last Name ( Q Search ) ( # Clear )

HRPH/First Name/Last Name

Copyright © 2023, All Rights Reserved By General Administration Department. Design & Developed By Gujarat Informatics Limited

e User will search employee via HRPN number, First name and Last name
(AURLASAL HRPN si642, UeH oilH wa) Beq oilH gIR1 sHULZLA 21l19l.)
e System will fetch data of that employee whose service type is “Probation/Regular”

(R12eH Q sHUR)Al Sel AndQl Bl Adledl Usi "Ly dR" 8)

Sensitivity: Internal & Restricted
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of Gujarac

7T

g 5’“&“3“ f\%: # Home  i% Employee Modules & Manager Modules @ Quick Links 8o CCA AJAYSINH BHANABHAI DDDIVAEB

D " yewn Y/

Service Continues " Home / CCA / Service Continues |
Anandiber] | (@search) (o Clear )

HRPN/First Name/Last Name

Employee Details
Show( 10 v |entries Search:
SrNo ' Name HRPN Joining Date Branch Name Department Name HOD Name Request Status Approver Name

1 Smt. Anandiben Patel 14/03/2023 SO7 (Chh-Br) General Administrative Department Recommended & Forwarded Dr. Ankita Ashoksinh Jadeja

Showing 1 to 1 of

Copyright © 2023, All Rights Reserved By General Administration Department. Design & Developed By Gujarat Informatics Limited

e User will click on HRPN number and new pop up will be open for data entry
(AURUSAL HRPN o142 UR (565 522 el 321 Ao HI2 o1q UlU AU Wd9).)

e In new pop up some data is already available as master data like Name, Joining data,

Designation, Office name, department name

(eldl Ul MUY oM, SN0 (19 321, €lgl, HL[s¥s] otlH, [Alole] oliH Bl HIeR 32l dild
Sedls S2l uéae] o Guaod ¢9l.)

6.3.1 Employee Basic Details

Service Continues Home / CCA / Service Continues

Salutation First Name Middle Name Last Name

l Smt. l l Anandiben l l Mafatbhai l l Patel l
Office Name Date Of Joining Designation Class

[ SO7 (Chh-Br) l [ 14/03/2023 l [ Minister l Class 1 l
Employee Application (Upload)* Remarks

i Choose File | N file chosen l

‘ @ service continues instruction

e Basic Details will be fetched from master data of employee registration.
(H8{d (Aatd) sHULR] «lullstl Yua Seiuiell Aaddini +41dsl.)

13|Page
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6.3.2 Service Details

Type Of Service* Mode Of Recruitmen v Office Name* Designation*
l Government ] l Direct Recruitment ] l GAD I [ Section Officer ‘
Class® Pay Scale” Appointment Date’ Appointment Order (Upload)

Class 2 . l [ 9300-34800 ‘ | 01-01-2023 I l [ Choose File] service Continues.paf l ‘E‘ ‘E|
Joining Date” Joining Order (Upload)* Probation Period Completed” Probation Period Completed Order Upload*
l 01-01-2021 l ‘ Choose File | Service Continues.pdf | ‘E‘ ‘E‘ Q ves o l Service Continues.pdf l ‘E‘ ‘El
Applied Through Dept./Departmental NOC Obtained™ Relieving Date* Relieving Order* Break In Service®

[ 15-02-2022 l I [ Cnoose File | service Continues.pf ‘ E”E\ [ No - ‘

Break In Service (Upload)* Total Length Of Service* Additional Document Upload Of The Fi Department Required For*

[ Choose File Sel\.u(EContmues,pd“ \EHE| [zz—nerm \ I Choose File Servmeconnnue;pdfl \E”E\

el

Copyright © 2022, All Rights Reserved. Design & Developed By Gujarat Informatics Limited

e User will enter required details like Type of Service, Mode of Recruitment, Office Name,
Designation Order Attachment, Appointment date its attachment, joining date and its
attachment, if user is ADHOC employee then based on that selection Service Regularization
Yes/No selection will be available

(AUR1RASAL %3] (@A) elwd 522 BH S Adllell USIR, Hcloll USIR, L [EA] o1lH, Slg)
ISR Hsia, [AHgsel diflw dsll sial, sidlell dilw W dsf lsial, )
duRuelsdl apHoc sHUR] €l1d dl A uedlledl wWidR Adl [HAMddl sl/stl udedl
ERCTHTRNCR)

o If user will select Applied Through Dept./Departmental NOC Obtained then selection option
will be there, and if user will select Departmental NOC Obtained then he must have to upload
that document.

@) dulAsdl Awes g [Sutéhee/(Suleieed Wil Rndd Ue 529 dl udedlell ([dsey
820, wa %) dulelsdl Aoty Astuil]l Andd ue 59 dl dQ d £xdlde WUELS sd)
usel)
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GUJARAT INFORMATICS LIMITED
ment of Gajarat Company)

ST
YA HIELL

Gavernment of

Manager Modules @ Quick Links & CCA AJAYSINH BHANABHAI DODIVAﬂ B

& sl = % ome

Employee Modules

v/

Service Record Inserted Successfully

Type of Service Government
Mode of Recruitment Direct Recruitment
Office Name GAD
Designation Section Officer
Class Class 2

Pay Scale '9300-34800
Appointment Date 01/01/2023
Appointment Order{View) [

Joining Date 01/01/2021
Joining Order (View) B

Probation Period Completed [Yes/No) Yes

Service Regularization (Yes/No) No

Order Upload(View) B

Applied through Dept./Departmental NOC Obtained | Applied Through Department.

Departmental NOC Order{View)

Relieving Date 15/02/2022
Relieving Order B

Sreakin Senvice No

Break in service (Upload/View) L]

Total Length of Service 22.06.01
Additional Documents 1]

Do You Want To Forward This Case Via®

©Q GaD (]

Copyright © 2022, All Rights Reserved. Design & Developed By Gujarat Informatics Limited
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7. GAD Level Manager Module

Navigate: Manager Modules > Service Continuation Approval

e Case will be appearing in listing as below and if GAD SO/US/DS wants to verify it he/she will
be click on HRPN number and data will be appear in disable mode
(3 <l1A Yool ([@REAU] LIl el %) GAD SO/US/DS dal UsIMdL Hidl & dl d HRPN
R UR (565 5291 el 32l (SAuld HISHI tuILl.

e |f user wants to show status, then he/she needs to click on Recommended & Forwarded and

remarks will appear as a pop up.

(@) YAR e ddlddl Hid 8, dl A8l Recommended & Forwarded UR (565 $3G USel
W RHLSY UIU AU 3 2udiel)

Service Continuation Approval Home / Manager Module / Service Continuation Approval l

Service Continuation Details

e  When user will click on HRPN number then filled form will be appearing in disabled mode at
below.

(PRI dUR1RLSAL HRPN si642 U (565 529 UR ¢ S1H «{1 Yosod vigiH HISHI 2uilRl.)
e User will able to see all approvers remakes from each level
(@ulASdl €35 ] dHIH HR SR RAS )8 2Us9))
e User can forward/Return case to SO/UA/DS and Secretory level
(AuRlRISAl BuA s0/UA/DS Wl A2l Add UR slRasSiledd s3l 2k 8)
e Only secretory can Approve and Reject this event.
(M1 A523] Wl pdeea HoR wa o513l 25 )
e All Other employee will return and forward case

(e dHIH SHULRL 3H U 529) el 119101 H1s6E9Q))

16 |Page
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HeaHa F4T
YA HIELL
Gavermmen of Gufarat

e Return and forward remarks are mandatory and user can see all remarks
(Rlesl wial 5125 RHISY 52U B v Yo W] AHIEY % 23 )

e User will forward this case to GAD or FD Accordingly.
(AUL2ASAL 2L 3UA A Yool GAD wd] FD < 5124 5291,

>

Service Continuation Approved successfully

Sensitivity: Internal & Restricted
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