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GOVERNMENT OF BIHAR

User Manual

HUMAN RESOURCE MANAGEMENT SYSTEM

Cadre Employee Mapping




Employee to Cadre Mapping

Cadre Mapping Process

1.
Password.

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

A Important Documents
* HRMS

User Name

Password
Enter Your Password
Click Here to Log In

(First Time User Should log-in by OTP
Using Employee Id or Username)

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

. HRMS | GOVERNMENT OF

Save As Draft

Submitted Request

g Office ID:3 Sign in as
BIHAR .

raj kumar1s
Finance Department PAYROLL-GENERATION MAKER ~

06-03-2026 , 7:33:11 PM h

B 22

o 273 4 B 1

Action

[] Holicay List B

March 2025 <

>
Sun Mon Tue Wed Thu Fri Sat
23 24 25 26 27 28 1

2 3 4 5 8 7 8

9 10 M 12 13 14 15
|Holik! | Holi

16 17 18 19 20 21 22

|Bihar

i Help Line Info

% Help Desk: 0612-2004000

B4 Email id: hd.hrms.bihar@gmail.com
(Timings: Mon-Sat 9:30 - 18:00 hrs) excluding
Holidays

Build Version: 0.0.14

Request Request

<2, Cadre management ¥
L | Announcement

» Cadre/post to Employee Mapping

HRMS



Employee to Cadre Mapping

3. Select Name of Cadre from dropdown list

8§  Office D:3 Signin as raj kumar1§

HRMSI EI]VERNMEHT I]F BIHAR J | Finance Department PAYROLL-GENERATION MAKER ™ 06-03-2025 , 7:33:11 PM M

Cadre Detail
De; Finance Department (FIN) Office Finance Depariment
Cadre Post Position
1-Select Cadre— - —Select Position-- b
Sanction Strength Bihar Rajbhasha Publication Cadre Alloted Strength 0

Bihar Audit Service
Assigned Employee List

Bihar Police Cadre
i o lome |

Fin Audit Test cadre

No data to display
Bihar Pharmacist Cadre
Indian Administrative Services
Bihar Administrative Service
Bihar Secretariat Clerical Service

hihar Finanrial Stat Sanice

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

g1 Office D:3 Sign in as raj kumar15§

HRMS | EUVERHMEHT I]F H“‘IAR ]\ Finance Department PAYROLL-GENERATION MAKER ~ 06-03-2025 , 7:33:11 PM -

Cadre Detail

;
L}

Department Finance Department (FIN) Office Finance Department

Cadre Post Position
Bihar Rajbhasha Publication Cadre X - —Select Position— -
Sanction Strength 0 Alloted Strength RPC Cirek
Sahayak

Assigned Employee List

e Erv e crrmnne o o o r—

No data to display

5. Click on Search Button using different filters such as Employee ID, GPF/PRAN,
Employee Name to search for Employees

Update Seniority List

Sr.riy,_  Employee D * Employee Name * Old Designation * New Designation * Remarks Action Type ©  Action
EmD‘UYGE ‘ v@ EPF’PRAN N, @ ;ré'lp\oyee Na o @ Eﬂ'd Designati Q —Select Designation— ¥ Remarks

HRMS



Employee to Cadre Mapping

6. Select the Employee and Click on ADD Button

Employee Detail

Employee Detail
Search

Employee Id
10781392
10835866

10760275
10387292
10132419
30005625
10690091
30027883
10832578
10012803

GPF/PRAN No*
110083827394
PTS/FD-1923

110092875801
BHR/ACS-04

110081293308
110193891315
110011442376
110165267562
110192577282
BHR/ACS-57

Total Results 255| Page Size: 10 v | Selected: 1

Employee Name
ABHISHEK CHANDRA DAS
AJAY KUMAR

AKHILESH KUMAR
ALOK KUMAR

AMIT KUMAR

AMIT KUMAR
ANAND KUMAR
ANIL KUMAR SINGH
ANITA KUMARI
ANITA RANI

Designation
Technical Assistant-D

Data Entry Operator Grade C (Entry Qualification
BCA)Y

Peon

Deputy commissioner Accounts
Vehicle Driver

Lower Division Clerk

Peon

Peon

Peon

Under Secretary

2
v

1 2 3|4 4

+Add XClose

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.

0 selected / 3 tota

Request Details

Reference Number

Update Seniority List
Sr.no. Employee ID*

3002788
3 X

Head Clerk

Upper Division Clerk
Deputy Director
Lower Division Clerk

head Clerk cum Accou

Request Date ntant
Steno Clerk Grade |
Steno Clerk Grade Il
GPF/PRAN No. * Employee Name * ©ld Designation *

Steno Clerk Grade Il

Pean ~

1101652675, ANILKUMAR SI 5, _
Q ) % Q NGH “ Q
Q

Remarks

03-07-2025

Action Type *  Action

8. Click on + Button under Action to add the employee.

Update Seniority List
o1 Employes D -
goozma .

GPFIPRAN No. * Employee Name * Old Designation * New Designation *
Peon ¥
1101652675, ANIL KUMAR SI . Upper Division Cler .,
Q 62 ’ Q NGH * Q k
Q

Action Type Action

HRMS



Employee to Cadre Mapping

9. Keep adding employees one after another till all the employees of that cadre and post
are added.

Assigned Employee List
N T T T —
10631001 ASHADEVI 110021308703 Finance Department Deputy Director Finance Department u
10092204 AMIT KUMAR MISHRA PTS/REO-538 Finance Department \iehicle Driver Grade Il Finance Department n
40042956 AMARDEEP KUMAR 110120136854 Finance Department Steno Clerk Grade | Finance Department n
0 selected / 3 total
Request Details
Reference Number Request Date 03-07-2025
Update Seniority List
s;. " EmployeeiD* GPFIPRAN No. * Employee Name * 0ld Designation * New Designation * Remarks Action TyPe  pction
1 30027883 110165267562 ANIL KUMAR SINGH Peon pppor Division Cléry Remarks Add
Employee GPFIPRAN _ Employee Na _ 0ld Designal _ —Select Designation-- N
Id Q No Q me Q ion Q - Hemark

10. Click on Save as Draft

Save as Draft

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

Additional Information .
BRAJ NANDAN PASWAN (Pay

neration Checker)

Note : Only 'PDF' Type Files are Supported and File Size| 51|VANAND TRIPATHI (Payroll-G

Document Name * ARVIND KUMAR (Payroll-Gen scker

MINTU LAL BHARTI (Payroll-Generation Checker) B
ment Name

Bijay Kumar Singh (Payroll

Actions SUNIL KUMAR PAL (Payroll

14
Q' B Submit ’

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

HRMS



Employee to Cadre Mapping

hank 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



