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Cadre Mapping Process 
 

1. Log-in to HRMS Portal as Payroll Generation Maker using Username / Employee ID and 

Password. 

 

 

 

2. Select Cadre/post to Employee mapping under Cadre management dropdown. 

 

 

 

 

(First Time User Should log-in by OTP 

Using Employee Id or Username) 

Click Here to Log In  

Enter Your Username / Employee Id 

Enter Your Password 

Enter Captcha  
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3. Select Name of Cadre from dropdown list 

 

 

 

4. Select the Post/Position name with whom employee is to be mapped. 

 

 

 

5. Click on Search Button using different filters such as Employee ID, GPF/PRAN, 

Employee Name to search for Employees 
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6. Select the Employee and Click on ADD Button 

 

 

 

7. Update the New Designation if there is any change and designation and that has not 

been updated yet. In case there is no change in designation, then New designation 

would same as old. 

 

 

 

8. Click on + Button under Action to add the employee. 
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9. Keep adding employees one after another till all the employees of that cadre and post 

are added. 

 

 

 

10. Click on Save as Draft 

 

 

11. Select name of Checker, enter remark and click on Submit to forward it to checker. 

 

 

 

12. In Checker’s Login open inbox, verify the request send my maker and forward the same 

to Approver. 
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Thank You  

For Further Query Contact Helpdesk 

Contact No.: 0612 200 4000 

e-Mail: hd.hrms.bihar@gmail.com  

(Timings: Mon-Sat 9:30 - 18:00 Hrs) Excluding Holidays 


