CSIR-NATIONAL CHEMICAL LABORATORY
PUNE - 411 008.

No.NCL/COA/2013-14 September 6, 2013
CIRCULAR

Sub.: Implementation of ERP in CSIR-NCL - reg.

As you are all aware, CSIR is in the process of implementing a centralized ERP system
across all labs under “One CSIR transformation Process” The process covers
Administration, Stores & Purchase, Engineering Services, finance & Accounts and R&D. In this
regard, several communications have been to send to all staff from time to time by DG, CSIR
and CSIR ERP implementation team from CSIR HQ. CSIR-NCL staff have been familiarized
with their respective logins, checking of service book details, salary slips, projects information
etc., which have been captured into the ERP system.

As of today, CSIR-NCL is executing a parallel run of the ERP software and manual
process w.e.f. 1% April 2013. The manual claims were captured in the ERP system as part of
strategy to test run the ERP software. The running of the parallel systems has enabled to
resolve technical issues, which may continue till the ERP software stabilizes.

With the need to implement the ERP system at CSIR- NCL, it has been decided to soft
launch the “Employee Self Service Processes” (ESS) to all employees in a phased manner.
Accordingly, ERP Cell of CSIR-NCL, has imparted training to functional users of Administration,
who are working in various functions of Administration. In addition. exclusive training is also
provided to Divisional office functionaries across all the divisions under the intent of “Training
the trainer concept’. The divisional staff, who have been trained. will be responsible for filling
up the ERP ONLINE forms to those employees who doesn't have access to PC’s e.g. Group |,
Group Il and DNT staff etc. All scientists and staff, who have access to PC's may fill up their
own forms using their respective logins. The divisional staff may provide assistance to
scientists, if required. With these trainings, the stage is set for launching few of “Employee Self
Service Processes” (ESS), which are self-explanatory. Administration will launch more ESS
processes, as and when they are ready for launch.

The following processes shall go live effective from 10" September 2013 for all employees
of CSIR-NCL (User manuals enclosed)

TRA (Telephone Reimbursement Claim)

Leave applications (all types of leaves including CL and RH)
CEA (Children Education allowance)

Medical Reimbursement

PUA (Professional Update allowance)

NOC's

Changes in Service Book

GPF Advances (Refundable & Non-Refundable)

Festival Advance
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It is requested that physical claim/form needs to be filled along with your ONLINE ERP
form and you may write the ERP reference number on the top right side of your physical
application form and forward it to Administration (AO's Secretariat).

We have organized two level of help desks for employees and Divisional staff/Administrative
functionaries for the smooth implementation of process:

I.  First level Help desk for all Employees:

Website: http://onecsir res IN/ERPLoqgin/Welcome.aspx

1. For Login/Password issues:

Pl contact:
Mr. Amol Bhagat Ph: 2036 (Email Id. am.bhagat@ncl.res.in)
Mr. Agnelo Fernandes Ph: 2119 (Email Id. a fernandes@ncl res.in)

2. For ESS process related understanding: Pl contact respective Divisional office staff,
who have been trained in the enlisted processes.A copy of divisional staff, who have
been trained in the respective divisions is enclosed herewith.

ll. Second level Help desk for all Divisional staff/Administrative functions:
Pls. contact:

Mr TAB Mulla Ph: 2755 (Email id: tab mulla@ncl.res.in)
Ms.Shraddha Ph: 2124 } (Email Id: dataentryd@ncl.res.in)
Ms.Vaishali Ph: 2124

CSIR-NCL ERP team shall assist Divisional office staff and Administrative functionaries in
case of any difficulties encountered by them and shall take necessary steps for rectification with the
help of CSIR HQ ERP team.

We solicit your Co-operation in this endeavor, which will benefit all employees in the long run
with a transparent ERP system implemented across all support functions.

ernne b
cle]13
(Prema Balakrishnan)
Administrative Officer

Encl: as above
To:

1. All Chairs of Divisions
2. AlINCL



CSIR NATIONAL CHEMICAL LABORATORY

ESS-Children Education Allowance

User Manual

8/16/2013

Children Education Allowance is the facility to the regular Employee of CSIR NCL to be applied by our
new ERP system.
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Children Education Allowance

Children Education Allowance includes:
1. Children’s Education Allowance and,

This scheme includes Children’s education allowance and reimbursement of tuition fee for
children studying as day scholars.

e Eligibility
o0 Applicable to all permanent employees without any pay limit
0 Not applicable to temporary / contract employees

2. Hostel Subsidy

This scheme includes Children’s education allowance and reimbursement of tuition fee for
children studying in hostels

e Eligibility
a) Applicable to all permanent employees without any pay limit
b) Not applicable to temporary / contract employees

Business Rules

» An employee can claim reimbursement for expenditure on the education of school
going children only.The details are as below:-
1 From class 1% to class 12™ plus two classes before first,irrespective of the
terminology used
2 Eleventh/first year of diploma course(in Ploytechnic)
3 Twelfth/second year of diploma course(in Ploytechnic)

» The reimbursement is not linked to children’s performance,if the child fails in a
particular class,the reimbursement will not be stopped.

> If both husband and wife are employed with Central Gorvement,then assistance is
admissible to one of them only.

» If the husband/wife is employed outside the Central Gorvement,then this benefit is
admissible onlyif the spouse is not entitled to the benefit from his/her employer and a
declaration to that effect is furnished by the official.

> Proportionate ceiling amount is charged if the status of the child/children changes
from day school to hostel during the academic year.

Children Education Allowance User Manual
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Work Flow of CEA Reimbursement:

Process Ajit D Malwade
Start

¥+
Submit Application Saraswathy Kuttappan

¥

DA Verification

¥

S0 Approval

& Shailesh Kumar

Accounts Payment

Completed

Legends-
Previous Process
0 Current Process

Getting Started:

1. Please login to http://onecsir.res.in using your four digit user name and password

2. Your 4 digit user name is 10th, 11th, 12th and 13th digits (from left hand side) of your
16 digit UID number. For ex. UID of Dr. Rakesh Kumar is ; his login ID would be:

Announcement #1; Those wha have na
HOTIRCATIONS: N E MAGATINE 0N CRIRGOISERVCE » ETREREEN Toansdis & Peedinng ol Cominan Cisther OficuriGSFy » EITTREREL; | Gu lo Polcy Regosilug

-

ERP Login for f
role based e-Workdesk ‘.I

Login itk

Fassword:

Rutpe Patterm: T g8 -

Login

Help and Support C \
Search vour foor-giall kogin 1D L - !“

Forgol paseward 7

Repor any i55us B0ed on I95ue Wacking sysiem in
{rcgact managemeant paral

3. The User can also search the 4 digit Login ID by clicking on link “search user name”
below the login box, by typing the User’s name. A list will display all employees with
same name from all CSIR, scroll through the list and relate vis-a-vis the lab name
(NCL).

4.  Type your password and compete the login process. If you have not changed the
password, then the default password is (csir@1234). If this default password is not
working, please contact Agnelo Fernandez (SO-Establishment) Or Amol Bhagat for
resetting the password.

5.  Please do not click on forgot password (since henceforth password queries will be
solved at NCL HR team level)

Children Education Allowance User Manual
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How to Apply for Children Education Allowance

» Go to the Employee Self Service(Given into right side)

¥ My erone

i
|
i

) Employes el Serdos

- CHPDAS G m_._ L3 S

> - - ; + Chldran Educstion
. - [e=—""0% ] » s « GPF/CPF Brosdehest
" - Griavance
O ":.‘2-3:"\‘_ [ S * Mirds Guaiicaton

-1

» The Employee can also go to the Employee self Service(given on top)

« thange Password 8 Meln =) Faq T Logeut

Go to the Employee Self
Services andclick on the
ChildrenEducation

Viskcore SAKHARAM SHANKAR KEHDUGADE
0701

Ak tome | My Warkslace

Switch role: Emplayee [=] @ my Profile
& Mame :n.sa‘:nnkm
L~ DEROUGADE
‘m

Designation: Non Tech

-""'*"\ Division  :ENGINEERING
SERVICES UNIT

(& Employes Self Service
(& Other Admin. Services.
(& E-Learning Services
(2) My Partarmanca

(& Palicy Repository

(&) EDak

The Children Education Allowance page will be open for reimbursement.

Children Education Allowance User Manual
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» If the reimbursement page does not open, then go to the Apply New CEA option

Select the Academic Session
for which the User should
apply for reimbursement
eg.2012-2013 session

National Chemical Laboratory

TRANSFORMING OUR ENTERPRISE

& change Password @ welp ™ Faq T Logout

Welcome MAHENDRA DEVRAM JAGTAP
2910772013

i} Home | ) My Workplace

Children Education Allowance

Summary

Select Academic Session

2013-2014 [+

Name of Child Dateof  Typeof Amount Sanctioned
Birth Reimbursement Entitled(Rs.)  Amount(Rs.)

Ms. Mansi M.

Jagtzp 13/05/1996.

Ms. Madhura M.

Jagtap 30/11/1998

1 Apply New CEA
I View Application Status
& View Family Details

I children_education A ...

I clarffication on chi ..

Amount Action
Claimed(Rs.)
Apply
Now
Appl:
Now

Natianal Chemical Laboratary

W cChange Password B mew = rng B Logowt

Weleome MAMENDAA DEVIAM JAGTAR
poin e

ol Home | 3 My Workplace

Mational Chemical Laboratory

Children Fducation Allowance
Summary

Select Atadermic Session
2012- 2013 =

‘Name of Child  Date of Type of Amaount Sanctioned
Dirth. ‘Reimbuarsement Entitled(Rs.)  Amount{Rs.)

3. Mansi M.

gtae 13/05/1996

Ms. Madhura M.
Jeguap 11198

« Apphy New CEA

a— i View Appication Status

" View Fansly Datails
Salact Acaceenic Sassion
2013. 2014 = . chilaan_sducaion A
T
2011 - 2012 & clariication on chi

Reimbursement  Entitied{Rs.)  Amosnt(Rs.)  Claimed{fs.}
e Mani M. P
Jagtap 1N0L/ 1996 How
Mg, Madhura M. Aosly
beslil L5 fund
& Chrange Passmond g @ rep T rag B wopeut

Amount Action
Claimed(Rs.]

B

E

Wakcoma. MANENDRA DEVEAM JAGTAS
BTN

o Home | G Hy Warkplnce

+ Apply New CEA
& Wiew Application Statuz.
Wiew Family Dulaits

children_gducation A
» dlarification on chi

After clicking on Apply now, following screen will open:

»  Name of Child gets auto generated
>  Select the Nature of Claim
>  Enter Name of School

Select the ‘apply now’
button of the child

Children Education Allowance User Manual
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>

SEEm———

TRANEFORMING OUR ENTIRPRISE

+ Angly Hew Reimbursenent
SR ApgR A
+ * Name of Child
ﬂ*“-:‘-* Ms Mansi M. Jagtap
= & *Name of School
hccourss Payrant
+
Completed
Legenar
o Provisus Prosess
= s, Trpe

1 Tuonfes

3 Laborstory fee

Spacal fea charged for
slactronice,

s Sewbor Swe

Besss 0 children Education Allowance (Application Form)
Start

*Nature of Claim

o changerasamord W ree = rag B e

Wieicoms MANENDRA DIVRAM JAGTAR
T

il rome | O My Workpisce

& Apply New CEA
 Wiew Application Status
& View Family Detals

% childien_education A
- clarification on chi

Natianal Chemical Laboratary

& changs Pacewsed I nalp ag B Legeu

Vitlcame MAMCHDAA DIVAAM JAGTAP
BATN

s Children Education Al

iart
h Apply New Reimbursement
Subent Apgleaton
+ * Name of Child
lh\n-:a-m My Mangi M. Jagtap
540 g
+ *Hame of School
Aceourits Payment NCL Junior Coliage
4+
O *Acdemic Tear
F013- 013 =
Legends.
% Prwvious Process
bd Satia. Type Recet ho,
1 Tution fae

2 | Admasen fee

3 Laberstory fee

Specal fee charged for
egricuiture, cleclronss,
s o iy otbee

subyed

Form)
i+ Apply Mew CEA
i Wiew Application Status
~Mature of Cham - View Farsily Detaiks
Sehool (5]

ol vome | T3 My Workplace

% childran_sducaion A
& larfication an chi

Select the Standard

Academic Year will be auto generated
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»  Click tick mark on respective quarter being applied for
o |If the Employee applied only for third month then only I quarter will be select.
e If the Employee applied only for six  month then only I and Il quarter will be
select.

e |If the Employee applied only for the whole year then all the quarters will be
select.

Tceurns Faymert TOT Jonrer Celege Tlass A Wew ToTDN=
¥
s *Academic ear *apply for quarters
%t @ i B
Laganda-
< reviun rocens
B Correat Process 5.0, Reimbursement Trpe  Becoipt Mo, Heceipt Date  Claim Amoust
(Rs.)
A S NA H/OEWIZ | TH0
e s A WOEANZ 900
y A woeEz 300
wes, | NA /OS2 3000
s
HA 26062012 1000
795 Wz mEn

Children Education Allowance User Manual
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For the claim of CEA the following reimbursement type are given:

>  Enter Receipt No.
»  Receipt Date
»  Amount

eseunts Fape LT Torar Colege [T NV T
+
- *hcademic Year « Apply for quarters
12-20 - it W Fm
Legenas. t B B Fov
o Brevicus Frocens
W Curens Precess %.No. Redmbursamant Typs  Receipt No. Recalpt Date  Claim Amosnt
(ms.)
Tution fee HA 2EME012 500
2 Admsen fee HA 26062012 00
3 Laboratory fee HA 26062012 3500
Spesal fee charged for
4 deubure, electranes, | [NA 612012 3000
musiz or any sther

subject

Fee charged for practscal
work under the pragram
of work expenences

Fee paid for the use of
any i or appliance by
the child

HA 261082012 1000

Library fea

Games { sgorts and fee
For #utrs curriculsr

Bctivtias

Purchaze :‘:‘- wtof | rge RTINS T

rof gy WTENE 7181

2106 3007202 810

10T sets of uniberms

11 One set of schosl shoes. 2106 TR Lild

Total Claim Amount

19208
Total Available
15000
Balance
nclosures
£.No. Document Hame Actien
1 Mahendrs O 1agtss_Manss. cdf 1%

[ _eeowse |
[E

11 castity that particulars ghven abave ars corect and camplets to the hest of sy
brivebanbir il Bl el et i i bl by o

»  Browse the scanned pdf file of the Receipts and Upload(compulsory)
»  Click on the checkbox to certify
»  Click on Submit button

Children Education Allowance User Manual
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After clicking on Submit Button the following widow will be open

> Click on all the above check boxes.
> Click on the submit button.

After clicking on the Submit button the following window will be open:

» Click on the OK button

Children Education Allowance User Manual
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After clicking on the OK button the ERP No. of the CEA will be generated as follows:

o Y & Change Password '@ Help ™| FAQ b Logout
@ . National Chemical Laboratory
Welcome Jayant Maroti Gajbhiye

TRANSFORMING OUR ENTERPRISE 05/082013

Employee Self Services  Service Book  Setup

i Home | T My Warkplace

e View Application Status - Children Education Allowance Related Links
Stat - Apply New CEA
¥ + Show Filter > View Family Details
Submit Applcation )
Applications Rules.
DAVerifcaton i children_education A ..
A Reference No.  Submitted  Assigned To Assigned  Status Action | darification on chi
On on
‘Accounts Payment — .
araswaty : B
NeL/CER/2013/362 05/08/2013 | SR 05/08/2013 |l e EI X

Completed

Legends-
/ Previous Process
D Cument Process

How to know the status of your application?

Then Click on My Workplace to
View Application Status

1. List will display ESS bills
Related Links submitted by you

Medical Enrollment

ﬁ- Home ﬂ My Waorkplace

2. Select your bill

L Apply Reimbursement

>-#pply Medical Advance 3. Complete Details on action

= Apply Prior Permission . -
S At i Tt taken will be displayed here

= Wiew Application Status

Help

= Approved Hospitals

= Approved AMA
medical facility for .

power of director fo

Children Education Allowance User Manual
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FAQ

1. Employee not able to submit CEA Application?

Answer: You have not declared the child in the E- Service book therefore please contact
Establishment section (SO/DA) for entering the name in the E- Service book.

2. Whether twins are treated as one child?

Answer: Employee can claim CEA for twins (twins are treated as one child) and subsequently
CEA can be claim for second child also. In this case overall three children’s can be
Permitted.

Children Education Allowance User Manual
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CSIR NATIONAL CHEMICAL LABORATORY

ESS-Telephone Reimbursement

User Manual

8/16/2013

Telephone Reimbursement is the facility to the regular Employee of CSIR NCL to be applied
by our new ERP system.
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Telephone Reimbursement

Telephone Reimbursement process includes the following details:

e Claiming reimbursement for expenses incurred for landline,mobile,internet
and/or broadband services.

e Applying for entitlement of telephone reimbursement under functional
reasons.

Business Rules

Reimbursement can be claimed for the actual expenses on the use of landline
telephone/mobile phone/broadband and internet facility as per the ceiling
amount define grade-wise

Eligibility:Permanent employees are allowed to claim this reimbursement.

Conditions:that need to be fulfilled for claiming reimbursement are:

» The reimbursed amount should be within the prescribed grade-wise ceiling
limit.

> A copy of the bill/receipt should be submitted along with the application.

» The amount reimbursable can include landline,mobile,broadband and/or
internet connection.

» Reimbursement shall be restricted to only one landline and/or mobile
connection only not for multiple connections.

» The bradband and telephone call charges will be restricted to only one
landline connection.

Telephone Reimbursement User Manual
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Work-Flow of Telephone Reimbursement:

Process
Start

4

Submit Application

'

DA Verification

¥

S0 Approval

L'

Accounts Payment

\ 4

Completed

Legends-

o Previous Process

= Current Process

Aruna Rao

Shailesh Kumar

Telephone Reimbursement User Manual
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Getting Started:

1. Please login to http://onecsir.res.in using your four digit Login Id and

Password.

2. Your four digit Login Id is 10th, 11th, 12th and 13th digits (from left hand
side) of your 16 digit UID number. For Ex. UID of Dr. Rakesh Kumar is
0056482379158354; his Login Id would be:9158

Online Helpdesk
A ieipdesk thiowgh Projec

WOTIFICATIONS: N E MAGAZINE OH CRIRGOS SERVICE + ERITRREGEEN Traneshs & Peeiding of Comumon Cade Offcur(GSF) + EITRERIE]! | Go o Pubcy Rupmsiton)

Announcement £1; Those whio have ng

-

ERP Login for f
role based e-Workdesk r

Passwork: |

3. The user can also search the 4 digit Login Id by clicking on link “search
four-digit login 1d” below the login box, by typing the User’s Name. A
list will display all employees with same name from all CSIR, scroll
through the list and relate vis-a-vis the lab name (NCL).

4. Type your password and complete the login process. If you have not
changed the password, then the default password is (csir@1234). If this
default password is not working, please contact Agnelo Fernandez (SO-
Establishment) or Amol Bhagat for resetting the password.

5. Please do not click on forgot password (since henceforth password queries

will be solved at NCL HR team level)

Telephone Reimbursement User Manual
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How To Apply for Telephone Reimbursement

» Go to the Employee Self Service(Given into right side)

Employee Self Services  Service Book  Setup

Switch role:  Employse
= My Project ploy:
1> CEPD-ESS @ &

@, Comioon ) oo
‘Organization
Seperation Shochve

LF ] iy
< | ¥ Promotien a B ESS

[=/ My Papers | Patents celi i

Mo Papers/Patents data.

‘ Intray

Load Intray

1= Meeting

No Meeting data.

£/ Notification

Mo Motification data,

$ContentPlacetolder 1 $AccordionPans1 _Contentfrmtselfserviceget D53iniselfService’, )

i Home | T My Workplace

My Profile

() Employee Self Service

+ Benevolent Fund

+ Children Education

» GPF

» GPF/CPF Broadsheet

+ Grievance

» Hindi Qualification

» House Building Advance
» House Rent Allowance

, Incentive far acquiring
Higher education

¢ Leaves

» Loans & Advances

»LTC

» Medical Reimbursement

» Natural Calamity Advance

» NOC

» Outstanding Balance Detail

, Permanent Man Power
Request

+ PMS-Scientist
» Policy Clarification
+ Prior Property Intimation

, Professional Update
Allowance

+ Property Return

» Representation

» Service Extension

» small Family

» Staff Quarter Allotment

P TA

» Tax Declaration

+» Telephone Reimbursement

, Temparary Man Power
Request

+ Tenure Extensian

» The Employee can also go to the Employee self Service(given on top)

Go to the Employee
Self Services and click

on the Telephone

| Mational Chemical Laboratary

TRANSTORMING CUR ENTERPRISE

GrF

@ peip = rag B Logow

Welsame HARENDRARUMAR YLSINANT KADODD
13040013

i veme O3 m
Chadran Education
Tl e Switch role: Emplayes x| & My Profile
r Mame 10,
@ 0 - HARENDRAKUMAR

> Sruchan
- s g g
Promesen W @ » (=53
- ;?r ™ » 2%
Fecnanent Makes Chackss
Actraty Lngging

VESHWANT KADOO
niar Seantist
IIOCHTMICAL
DIVISION

Mors

Employes Scif Service

2 Other Admin, Services

-Learning Services

£ My Performance

Policy Repository
EDok
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The Telephone Reimbursement page will be open for reimbursement

» When the page will be open, then go to the New Telephone
Reimbursement option

L=t

e O
T View A Stal
n Hew Triugbon
& - Pl
St by e Ve Appb o Sl
vt Shserbursamars Surmman
% v
* Ll
...... ! Tolaphaora Damturiam
¥

» The Telephone Reimbursement page will be open to apply for the
reimbursement

» Select the month and the year for which the employee want to reimbursed
@ p {, i & Change Password B vep T pag BB Logeu

TRANSFOAM 5 i
o rome | My
Process Telephone Reimbursement Rielated Links
St Wiew Applicaion St
v PReelmburasment Summary
Sateret Apgebcate e
& Fules
uuuuuu bt L — Fgimburs
4 818 Pericd: |~ Moeth - [7] 2 oW, e
S0 ppecust Marithy
& anuan v
Current MonFebuary ik : 1685.00
Accounts Payment Mar
+ April
Compieied Ma
Phone & Ingiite Phone titernet
e duk
B 0l Nurmbee | A June Himber *0ill Number il Hurmber
W' rmisa Brocess Sor
T Corvent Myocess Csabar
“Phong NumbNowamber  §Number  *Phong Number  *Service Provider
Db
*Total Amount “Total Amount “Total Amount *Total Amount
Service Tax Service Tax *Service Tax Service Tax
— o = Ve
1 Matienal Chamical Laboratery
Viticare WANEROWARUMAI YESHWANT KADD 00
208013

£ 1 |0y werkplace

Process Telephone Reimbursement Ralatnd Links.
Start View Application Stahss
* Riinbursement Summary
Subred Sppaeatbon Reimbursement o =
+* Fontes..
D Vesfeaten ) Taluphonu Haisbursem
o “eill Period: (fane  [=] Year - [7] £
0 Agpriresl — Yt —
L =
e i Momthily Entithe 134
s urren Iy Entithement : (012
4+
Compieied
Phone & Irternet Hobile Phone Internet
Lot = ill Mamber = ill amber = ill amber = ill amber
¥ Pravious ocess
& Current Procens

“Phone Number *Mobile Number *Phone Number *Service Provider
“Total Amount “Total 4mount “Total &mount “Total 4mount

*Sarvice Tax *Sanvice Taw *Sarvice Taw *Sanvice Tax

Telephone Reimbursement User Manual
7|Page



> Select one of the four option for which the employee has to claim

e |f the employee’s having ceiling amount Rs. 800/- p.m with service taxes
then select any of the check box(as applicable).

e If the employee’s having ceiling amount Rs. 1500/- p.m and above then
a) If the employee used only Landline and Broadband(with the same
Landline no.) then select only Phone & Internet check box.

b) If the employee used Mobile and with the same mobile no. internet is
used also select only Phone & Internet check box.

c) If the employee used only Mobile then select only Mobile check box.
d) If the employee used Internet of any company(ex. Tata Photon+) then
select only Internet check box.

Wealcarss MASENDRAXUMAR YESIWANT KADOO

@ CSIR Hational Chemécal Laboratory

TRANSFORMING OUR FNTFRPRIST

Employes Seif Services  Service Book  Setup

Process Telephone Reimbursement Foelated Links

gl period: (e [5] 2013 %) Teleghone Rembursen

Current t Monthly Entitiement : 165500

I phone & Internat [ Mabile Phone Intermet

Legends- =Bl Puenber * il Nurmber Bl Numbsr “ Bl Humber
Pewvious Pracess

..............
Phone Number  *Mobila Mumber P

*Total Amount *Total Amount

Telephone Reimbursement User Manual
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» Enter the Bill Number,Phone Number,Total Amount(Excluding
Tax),Service Tax as given into the telephone receipt.

& Charge Pasrword 8 jelp = rag B Logout
National Chemical Laboratory

Weleome NAREWDRAKIMAT YESHMANT KADDD
15082013

il Heme | My Werkplsce

el & View Application Status.
+ Ruinknarneenent Sumensry
Form
+
Ok Veriicaton I * Telephone Reimbursem ..
e il Puriod: | Jume EH mm: = ane
50 Apprval
+ Current Monthly Cntithement : 1685.00
Accous Pagmera
+
[#phane & ntamat [IMotile IPhone Itrternat
v Bl Humber *Bill Humber *Bill Humber *Bill Humber
L 0194006750025
W Euwrant Process
“phone Mamber  “Mobile umber  “Phone Humber = Service Provider
25070943
*Total Amsunt *Total Amount *Total Amount *Total Amount
521
*Barvies Tax *Barvics Tax *Service Tax *Service Tax
B4
& Change Password @ Hee T pag B Logewt
National Ghemical Laboratory

ivicerma. MARENCSAKUMAS YESHIANT KADOO
TRANSHORMING DU ENTIRPRESE &

R0

o viome | G My Workpiace

fecess | Telephone Reimbursement
Sart
+
Ssteet A aben

© Mo Agpleation Slalus
. i Fedmbursemant Summary
Heimbursement Form
+
04 Verscaton i 2 !
& *Ril Pericd: | Juna = w3 =] Tulephone Rembursem
50 Appuoia
+ Currant Manthly Entitiamant : 1655,00
ety Pagmerd
4+
[ Phone & Intemet I Moblle Elphone [ internet
! *8il Number *8ill Number *8ill Number *&ill Number
' Previous Process 1019400679025 0136779069
W Corrrat Mrocass
*Phane Number *Mobile Number *Phone Number *Service Provider
ZEET0O49 SE50056010
*Tetal ameunt *Tetal ameunt *Tetal ameunt *Total Ameunt
21
*5arvice Tax *Sarvics Tax *Sarvics Tax *Sarvies Tax
(2]

> Click on the Save button.

Telephone Reimbursement User Manual
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> If the employee want to apply for more than a single month, then he/she has
to go to the Add Detail option then again do the process given above.

Change Password '¥ Help " FAQ Wb Logout

@ m National Chemical Laboratory
Welcome NARENDRAKUMAR YESHWANT KADOO

TRANSFORMING OUR ENTERPRISE 1310872013

Employee Self Services  Service Book  Setup

ﬂ Home G My Workplace

Process Telephone Reimbursement Related Links
Start I View Application Status
¥ Period Total Service Ceiling Reimbursable Deduction  Action > Reimbursement Summary
Submit Application
(1) Amount Tax Amount Amount for no 7 Rules
DA Verification (2) (3) (+ Tax) (5) internet I. Telephone Reimbursem ...
4] 6
50 Approval ® ©

Jun 2013 1462.00 66.00 1685.00 1462.00 0.00 I’_/| x

Accounts Payment

Completed

Net Payable Amount
Legends-
\/ Previous Process Add New
% Cumrent Process

Enclosures

Upload

Browse...

[T)1 certify that particulars given above are corract and complete to the best of my
knowledge and belief and nothing has been concealed by me.

Telephone Reimbursement User Manual
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How To Upload the File

» Upload the file of all the Reciept which has been created as an pdf file.

GG Telephone Reimbirsement R
s - View Apphcaion Stanss
+ Peried  Total Service  Colling  Reimbursable Dedwction  Action | Raimbursemant Summary
& (1) Amount Tax Amount Amownt for no. 154
DA VeriSeation. 2 3 (» Tax) (s) intermet It Telephone Reimbursem
i “) (s)
S0 Approval
+ Jun 2013 1462.00 66.00 1685.00 1462.00 0.00 I
Actounts Papment
L 4 1462 00
Campieted
Het Payable Amount 1462.00
[re—
%' Previous Frocess add tiew
W et Procen
Lnclosures
Upload
G Narendrakumar ¥ Kat _ Browse... |

e —

"It cartify that particelars givan sbovs sre correct and comglats bo the bast of my
Ty ma.

=B =B

o - Wi Application Status
L 4 Period Total Service  Ceiling Reimbursable Deduction  Action Rutimbursement Summary
Suberidl Apphealion
& (1 Amount  Tax Amoust  Amount for na 7
DA Veritcation ) ) [+ Tax)  (5) imternnt % Telaphons Reimbursam
M ) (8)
S0 Approval
+ XeI013 246200 66.00 188500 146200 L 4%
Accsunts Papment
+ ([
Campleisd
ot Payable Amount
Lagunds-
' Mreviess Procens A Hew
& Cumen Frocess
Enclosures
N Document Hame Action
3 Marendrakumar ¥ Kadoo.pdl 2 x
Upload
[ _towse_ |
Els e b d comph tha bast of my
hnuwmiedge and belef and nething has been conceabed by s,

Telephone Reimbursement User Manual
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How To Submit the Applic

ation

> Click on the check box to cer

Trantfoe.. D] Suggetted Stes = ] Got mare Add-cne =
—— .

tify the particulars as given below:

——
Stant i View Application Status
+ Perind  Total Service  Celling Mesmbursable Deduction  Acion | Raimburssmant Summary
En B memt T et dwemt e ) (D
lh\m:mm (&3] 3y L+ Tax) (5} internet & Toluphono Reimbursem
s0 4] &)
o Jun 2013 146200 | 66.00 1885.00 146200 .00 %
+ 2.00 66.00 1685.00 1462 00 0.00
Net Payable Amourt 45200
" Previous Process Add Now
W Curmeat process
Enclosures
Mo, Documant Name Aetian
1 Marendeabumar ¥ Kadoo. gl o, »x
Uplaad
_Bowss.. |
[EN » tha bast of
me.

» Click on the Submit Button.

» After clicking on the submit button the following window will be open:

» Click on the OK Button.

Telephone Reimbursement User Manual
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How the ERP No. is Created

> After the clicking on the OK button the application will be submitted
succesfully and the ERP No. of the Telephone Reimbursement will be
created for the further process and the emp need to note that ERP No. The
created ERP No. will be shown into the window as follows:

@ (m National Chemical Laboratory
- y Wekcome MARENDRAKUMAT YESHWANT KADOG
TRANSFORMING LR ENTERPRISE Ll
Emplayes Self Services  Service Book  Setup
£ Home |G 1
Process View Application Status - Telephone Reimbursement
a
i + Show Filler

Bezounhs Paysent

B Curmans Pracess

How to know the status of your application?

Then Click on My Workplace to View

o wairie | T My weikplsee Application Status
1. List will display ESS bills submitted by
Related Links yOU
MMedical Enrollment
I Apply Reimbursement 2. Select your bill
= Apply Medical Advance
& Apply Prior Permission 3. Complete Details on action taken will
Apply Cashless Treatment be displayed here
b View Application Status
Help

= Approved Hospitals
I Approved AMA
Rules

medical facility for

power of director fo

Telephone Reimbursement User Manual
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FAQ:

1. Why the not eligible for reimbursement message is shown when
apply for the reimbursement?

Answer: If this message is shown then contact to the Buisness Development
Division(Ph. No. 2755) for solving the reimbursement process.

2. Is it possible to apply for the same month of Mobile as well as for
internet or Landline for individually?

Answer: No, if the employee used Landline and internet and also the mobile
then He / she have to apply for all at once. Once the application is submitted for
the same month then he/she will not be able to apply again for that month.

Telephone Reimbursement User Manual
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Sr. Description Page
NO. number
1 About LEAVE PROCESS In ERP system: 1
2 Leave Process undergoes a work flow 1
3 HOW TO LOGIN 3
4 HOW TO APPLY for Leave 4
5 How to check the leave balances 5
6 How to know the status of your ESS process 5
7 TIPS for reporting Officer for first level approval 6
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ABOUT LEAVE PROCESS IN ERP SYSTEM:

Leave is a Employee Self Service (ESS) process in the new ERP system being implemented under CSIR ICT
project. Casual leave and Restricted holidays (CL and RH) are also included in the leave module. An
employee will be able to apply % day Casual leave also. Reporting Officer/HOD is a approving authority
for leaves.

LEAVE PROCESS UNDERGOES A WORK FLOW

a. EL application from employee
Approval by Reporting officer

c. Verification by Dealing Assistant in Establishment section (dynamically the leave application is
assigned to any of the DA in Establishment, unlike currently DA’s were assigned according to
group and grade)

d. The leave application process completes at DA level

e. Once the employee rejoins and submits the joining report, only then the leave account is
debited.

f. If the joining report is not submitted for availed leave application, system doesn’t allow new
leave application

g. Leaves can also be cancelled OR Extended using leave cancel/extension form
h. Leave register shows the balances of all types of leaves

i. Leave encashment on account of LTC after sixth Pay commission i.e. max upto 60 days in the
career has been captured with separate flag in the E-service book. Once the 60 days are
reached, system doesn’t allow leave encashment.

j. Current balances are upto June’2013.
k. New leaves for July 2013 are credited by the system automatically

I.  Due care is taken to capture the opening balances and the transactions for all type of leaves
while authenticating and validating.

m. In case if there is any change in the opening balances OR the transactions shown in the E-
service book, employees are requested to inform the Section Officer Establishment
immediately.

n. Leave and LTC are finance implied entities, therefore these records would be subject to
physical verification from time to time AND as and when required, hence the existing data
might be changed if needed.

o. If by any chance your leave application has gone to one who is not your reporting officer,
please report to Establishment section. We shall try to correct your E-service book immediately
and redirect the leave application to the right officer.

e
2 CSIR-NCL leave module user manual



Please not the following points before you proceed:

HOW TO LOGIN:

1. Please login to http://onecsir.res.in using your four digit user name and password

2. Your 4 digit user name is 10", 11%, 12™ and 13%™ digits (from left hand side) of your 16 digit UID

8% http://onecsir.res.in/ERPLogin/Welcome.aspx £ ~ & || 3 ONECSIR | Our New Enterpr...

File Edit View Favorites Tools Help

Announcement #1: Those who have not

NOTIFICATIONS: (N E-MAGAZINE ON CSIR/GOI SERVICE + Transfer & Posting of Common Cadre Officers(G/SP) + 2 |Go to Policy Repository

ERP Login for !
role based e-Workdesk
Retype Pattern: - 0 VNN

Help and Support Q
Search yougJoyr-digit login ID. k 4

Forgo¥ffassword ?

acking System

Online Helpdesk
Access online helpdesk through Project Management Portal (PMP)

Report apfissue faced on issue tracking system in
projectfianagement portal .

G Important information, recommending all the usgrso read:

Ensure you log off properly: It is important to completely log off from yoysefffine session; simply closing the window yfiay not close the session. If your computer is infected with a G
< >
e > 3] os S R e e
AT IR, s | J AT 6772013

number.

3. You can also search your 4 digit user name by clicking of link “search user name” below the login
box, by typing your name. A list will display all employees with same name from all CSIR, relate
yourself with lab name (NCL).

4. Type your password and compete the login progess. If you have not changed the password, then the
default password is (csir@1234). If this defaylt password is not working, please contact
Agnel Fernandez (SO-Establishment) OR Arhol Bhagat for resetting the password.

5. Please do not click on forgot password (because password gueries are solved by NCL HR team,
please contact the above)

.
3 CSIR-NCL leave module user manual
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HOW TO APPLY FOR LEAVE:

=/ Employee Se
FYUgiTarescneme

+ Benevolent Fund
r GPF

+ Property Return
r NOC
r LTC

<

¢ Children Education

v Drafoccinnal | lnd ata Alsaaranea

If Service

*Leave From
*Leave To

*Number of Days

Nature of Leave From

Earned Leave 01/07/2013

Need salary advance

* Purpose:

= Pprefix
== Suffix

25

To

25/07/2013,
Totgf Leaves

Clear All Details
No. of Days
5

* Address during
Leave:

e Click On the link “Leaves”
e New Screen displaying all types of leave
e Select Leave type you wish to apply

e Please read the system behavior for following
leaves while applying:

Earned Leave:
Make sure system calculates number of leave

days properly, else communicate to the
concerned officer in Establishment

prefix and suffix is automatically calculated

Do not click for “Need salary advance”. This is
for leave encashment on account of LTC.

N w

Half Pay Leave
1.

/

Commuted Leave

1.

Numbers shown here are FULL days i.e. in this
case 50 half days will be reduced from the
credit.

Medical Certificate is not compulsory
Casual Leave
1. Casual leave is now applied from ERP system

2. CLcan also be applied for % day

4 CSIR-NCL leave module user manual




HOW TO CHECK THE LEAVE BALANCES:

ok wNE

Go to ESS

Click on LEAVES

On the right side “Related Links”
Click on “View Leave Register”
Select type of leave

Opening balance is available here

ﬂ Home ﬁ My Workplace

Related Links

View Leave Reqgister

Apply For Leave

Apply For Leave
Extension

Apply For Eejoining

HOW TO KNOW THE STATUS OF YOUR ESS PROCESS

¥ Need Help

= My Profile

Name .GANAPATHY
‘PRABHAKARAN

Designation :Senior principal scientist

Dept/Division: BUSINESS
DEVELOPMENT
DIVISION

vk wN

Go to View Complete Profile (on right Panel) Under My
Profile

Click My Work page

List will display ESS bills submitted by you

Select your bill

Complete Details on action taken will be displayed here

View Complete Profile. ..

Welcome Tajammul Ahmed Babazaheb Mulla

/072013

ﬁ‘ Hu:urnEI G My Workplace

5
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Tips for Reporting Officers for First level approval

e Similar to using the mailbox, the reporting officers should login to http://onecsir.res.in to check the
INTRAY (for knowing the assigned and in progress activities)

& Home | T my Workplace

@ Assigned (O 1n Progress ) Archived
+ Show Filter
Application Type Reference No. Submitted By Submitted Assigned To Assigned Status Action
On On
g o Rent  ycupastarpos BEITUMNS  oyozpors TETTUMME  yerpon Rt Q)
CEA NCL/CEA/2013/79 g:fg:#égmnﬁg 12/03/2013 Egﬁ;‘sg‘ﬁggmmg 12/03/2013 :s;ﬁgﬁ i B

e There is least possibility that mapping of reporting officers and the reportees is mistakenly typed in
the E-service book. In that case the leave application will directly hit to the respective officers.

e Before approving the leave applications, please ensure that the reportee is under your hierarchy,
else revert the application. Please notify these errors for necessary corrections in the service book
to following officers.

e In case of any doubt please contact the following:
Agnel Fernandez / Amol Bhagat of Establishment section.

TAB MULLA (IT Support Group) of Business Development Division.

e
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http://onecsir.res.in/

MEDICAL REIMBURSEMENT
Business Rules

» All permanent employees and their family members
» An employee needs to apply for the CGHS card to enroll himself under this

scheme.
Medical Reimbursement undergoes Work Flow:

» Medical Reimbursement is a ESS Process (Employee Self Service ).
» Medical Reimbursement follows a set of workflow as under:

Process

Shiney John
Start e
~

Submit Application

3 Jayant B Kulkarni
DA Verification /

2 4

S0 Approwal Shailesh Kumar

2 4

Accounts Payment

¥

Completed

Legends-
Qf Previous Process

0 Current Process



HOW TO LOGIN:

1. Please login to http://onecsir.res.in using your four digit user name and
password

2. Your 4 digit user name is 10™", 11", 12" and 13 digits (from left hand side) of
your 16 digit UID

5% http://onecsir.res.in/ERPLogin/Welcome.aspx £~ & || # ONECSIR | Our New Enterpr.. %

File Edit View Favorites Tools Help

Announcement #1: Those who have not cf

NOTIFICATIONS: N E-MAGAZINE ON CSIR/GOI SERVICE -« padlUA@LRE] Transfer & Posting of Common Cadre Officers(G/SP) « PZIIN@IZEYI? | Go to Policy Repository

ERP Login for |
role based e-Workdesk

Retype Pattern: T 0 BN -

Online Helpdesk
Access online helpdesk through Project Management Portal (PMP)

Repgrt any issue faced on issue tracking system in
gfect management portal .

G Important information, recommenrding all the users to read:

Ensure you log off properly: It is important to cgpa

TS —
) M “ iy DI
SN o T

number.

pletely log off from your online session; simply closing the window mfay not close the session. If your computer is infected with a

3. You can also search your 4 digit user name by £licking on link “search user
name” below the login box, by typing your name. A list will display all
employees with same name from all CSIR, relate yourself with lab name (NCL).

4. Type your password and compete the login process. If you have not changed
the password, then the default password is (csir@1234). If this default
password is not working, please contact AgnelFernandez (SO-Establishment)
OR Amol Bhagat for resetting the password.

5. Please do not click on forgot password (because password queries are solved
by NCL HR team, please contact the above)



http://onecsir.res.in/

How To Apply

Q Home G My Workplace

#) My Profile

:) Employee Self Service

+ Benevolent Fund

+ Children Education

r GPF

* GPF/CPF Broadshest

+ Grievance

+ Hindi Qualification

r House Building Advance
+ House Rent Allowance

, Incentive for acquiring
Higher education

t Leaves

* Loans & Advances

+LTC

+ Medical Reimbursement

» Natural Calamity Advance
+NOC

+ OutStanding Balance Detail

, Permanent Man Power
Request

* PMS-Scientist
+ Policy Clarification
» Prior Property Intimation

, Professional Update
Allowance

* Property Return

1.Go to Employee Self Services and click on
Medical Reimbursement from the list:

Employee Self Services  Service Book

View Application Status

e - Hids Filer

+ Previous Process
= Current Process

Submitted From

Assigned From

Application Type
— Select —

Submitted Up To Submitted By

Assigned Up To Assigned To

Reference Number Status
ZAI=

@ Home | T My workplace

Related Links
Medical Enrollment
Apply Reimbursement
Apply Medical Advance
Apply Prior Permission
Apply Cashless Treatment
View Application Status
Help
Approved Hospitals
Approved AMA
Rules
medical facility for
power of director fo

2.Go to Medical Enrolment
and Add Member




Click on “Add Member”.

Medical Enrollment Related Links
& Medical Enrollment
Apply Reimbursement
Name Designation Place of posting &> Apply Medical Advance
Apply Prior Permission
Pay In Pay Band Grade Pay Basic Pay & Apply Cashless Treatment
View Application Status
Lab Address =D
= Approved Hospitals
Approved AMA
Name of Member Relationship DOB Blood Group Enrollment Type Action
Ms.
Rukhshanabi Spouse 10/06/1961 CGHS & ®
M. Shaikh

How you Enrolled Family member name?
e First choose Member name.
e Select Enrollment type ,such as CGHS and AMA.

e Enter your medical CGHS Card Register Number ,which is
give you DA for bill section.

e Select Validation Date.

e CGHS Health Center (Enter the hospital name where
patient fell ill)

L

When click on add member button you
can add your family member as follows:

If you not upload document scan copy then member name is not Enrolled.

Message

Click on “Save” button then dialog box shows “Record

Record successfully added
“4, / Successfully added.”




Click on “Apply Reimbursement” Option.

& Home | T My workplace

Related Links

Medical Enroliment

Reimbursement

Apply Medical Advance
= Apply Prior Permission
Apply Cashless Treatment
& View Application Status
Help
Approved Hospitals
= Approved AMA
Rules

medical facility for ..

power of director fo ...

*”-';3::[ Name _ Relationshin with Emplayes | | Click on Name of Patient and select the name accordingly
Blood Group

Enrollment Type

*Estimated Amt. to be Reimbursed ¥Place at which the patient fell il

*Claim Type
— Select - b

*Estimated Amt. to be Reimbursed *Place at wl the patient fell il

e Enter the total Reimbursed amount (total of all the
. : receipts).
e Enter the City name where patient fell ill.
e Select the Claim type, such as Indoor(Admission),

A R ShRots Outdoor(OPD) and the third option is Equipment.

Enter other details in the form accordingly




Then Click on

“Add Detail”

Enter The Receipt Detail and Click on Save.

Add Detail
*Claim Head

- Select - v
- Select -
Accomodation
Ambulance
Attendant/Aaya
Caonsultation Fees
Cost Of Medicine
Injection Charge
Medical Tests

Receipt No./Reference No.
1664

Receipt Date
13/08/2013

*Amount
1488

Receipt No./Reference No.

Receipt Date]

Choose Filn to Upload

Lok in [ 3713

= M 11 M Shaikh, et
=

8

My Flmcent
Diacuments

Tvpel Adot

=] & ¢ > mm-

1 Arr ol

st Do t
Il DAJO713 10124 AN

Dimskton
My Dacuments

My Computer

» Select the Claim accordingly.

» Enter the Receipt no, Receipt Date, Amount
and Issued by (Hospital Name).

» Click on “Save” Button.

After saving the receipt, the screen shown below
appears:

Click on Browse and Upload the Scan copy for all
medical receipts (Create PDF file).

Scan File ugloading is mandatory.

“Upload” Scan Copy

sacl *Place
Pune

E which tha patient fall il

*Name] of Doctor
Or Vindyak Kale

*Date Jof Consultation
13/06/p013

— 1 Action
My Matwork  File name: [ ~1
Places | L
Files of lype [l Files 771 -]
oo |50 | L =
Enclosur
pload
| Browse.. |
.
[] 1 cartify that particulars given shove are correct and complete to the best of my
el mnd belief mnd nothing hee leen conceabed by ne.

T TN




S &8

] 1 certify that particulars given above are correct and complete to the best of my
knowledge and belief and nothing has been concealed by me.

= &8

© Copyright 2012 CSIR. All Rights Reserved.

Click on upload button.
/

C:\Documents M

Browse

I certify that particulars given above are correct and complete to the best of my
knowledge and belief and nothing has been concealed by me.

=N 5N

Upload

Message

Record Saved successfully

C

|_After Upload The File, The Screen shown below:

—
e pocument tams 4//( Click on Check Box Then Click on submit button
1 Mr M M Shaikh.pdf =2 % K . X K i
submit the Application in Detail
L —

Click ‘OK ‘on dialogue box Showing the message
Record Saved Successfully

Then Click on My Workplace to View Application Status

1.
& vome | G .'fc'-q:.la:;‘/

2.

Medical Enrollment 3

Related Links

Apply Reimbursement

Apply Medical Advance

List will display ESS bills submitted by you
Select your bill

Complete Details on action taken will be displayed here

Apply Prior Permission
Apply Cashless Treatment
View Application Status
Help
Approved Hospitals
Approved AMA
Rules

medical facility for ...

power of director fo




@ Home T My workplace

O;‘«sswgned @1 Progress O Archived

Application Type  Reference No. Submitted By Submitted  Assigned  Assigned  Status Action
on To on
> tedal e HOHOUMAD MAQBUL  03/07/2013  Shiney John  03/07/2013 DA Verification =
S e Doy SO o S s o B
GPF NCL/GPF/2013/738 DOnCIMAD MAQBUL  10/per2013 | Fhance 12/04/2013 | Accounts Payment | [
erofiler ES:'I(}]/EMHD MAQBUL 5479170001 |lsoncl 16/02/2011 E'?ﬁg;ﬁd By Nodal |

e |n case of any doubt please contact the following:

Shiney John / JB Kulkarni/ Shailesh Kumar of Bills Section.



About Professional Update allowance (PUA):

Professional update allowance is abbreviated as PUA is a Employee Self Service (ESS) process in the new
ERP system being implemented under CSIR ICT project. PUA is paid as a supplementary bill after
receiving your online request. Scientists can claim PUA anytime in the current financial for the previous
financial year.

The ESS process has facility for uploading the document related to PUA if any. Currently it is not
mandatory. The PUS process after submit button is clicked, takes you to a “Utilization report” for
Income Tax rebate, which can be filled and printed for physically submitting to Bills section.

Please not the following points before you proceed:

HOW TO LOGIN:

1. Please login to http://onecsir.res.in using your four digit user name and password

2. Your 4 digit user name is 10™, 11*, 12" and 13" digits (from left hand side) of your 16 digit UID

4% http://onecsir.res.in/ERPLogin/Welcome.aspx P ~ & || 3 ONECSIR | Our New Enterpr... %

File Edit View Favorites Tools Help

Announcement #1: Those who have not

NOTIFICATIONS: N E-MAGAZINE ON CSIR/GOI SERVICE + EEIITRIEE] Transfer & Posting of Common Cadre Ofiicers(G/SP) « PZITIS®IRE}# | Go to Policy Repository

ERP Login for N
role based e-Workdesk ﬂ

Retype Pattern: - 0 208N :

Help and Support Q i
Search your four-digit login 1D. \ =/

Forgot password ?

Online Helpdesk

Access online helpdesk through Project Management Portal (PMP)

Report any issue faced on issue tracking system in
project management portal .

G Important information, recommending all the users to read:
Ensure you log off properly: It is important to completely log off from your online session; simply closing the window may not close the session. If your computer is infected with a N
=< >
B " [ Ao
number.

3. You can also search your 4 digit user name by clicking on link “search user name” below the
login box, by typing your name. A list will display all employees with same name from all CSIR,
relate yourself with lab name (NCL).

4. Type your password and compete the login process. If you have not changed the password, then
the default password is (csir@1234). If this default password is not working, please contact
Agnel Fernandez OR Navin Pavithran (SO-Establishment) for reseting the password.

5. Please do not click on forgot password



http://onecsir.res.in/

HOW TO APPLY for PUA:

[=| Employee Self Service
v Children Education

-

Telephone Reimbursement ~

+ Leaves

-

Property Return
+ NOC
v LTC

-

Professional Update Allowance

Medical Reimbursement
Natural Calamity Advance hd

< - >

-

-

= Other Administration Service

1. Go to Right side Panel, Under Employee Self Service,
Click on Professional Update allowance.

2. If you are eligible scientist and system given this error
“You are not eligible to apply”, immediately contact
Agnel Fernandez OR Navin Pavithran (SO-
Establishment) for making changes in the E-service
book.

Financial Year:

20122013 -

From Date To Date Days Grade Pay Allowance Rate  Permissible Amount
01/04/2012 30/06/2012 91 8900 20000 4986.00
01/07/2012 31/03/2013 274 8300 20000 15014.00

Maximum Permissible

Amount:

*Claimed Amount:
*please upload scan copy of IT rebate dedlaration duly signed and any other
documentary proof if any.

No Enclosures
Browse.

[ certity i i bor <correct and the best of my knowledge

‘and balief and nothing has baen concealad by me.

vk W

o

Select the year 2012-13 from the dropdown.

Enter the total claim amount

Scan and upload the documents if any

Certify the statement by clicking the checkbox and submit

Submit button will pop a message to print the utilization
report

Click on the print button to take a print

Submit the signed copy of this print to bills section for
further action.




HOW TO KNOW THE STATUS OF YOUR ESS PROCESS

vk wnN e

Go to View Complete Profile (on right Panel) Under My Profile
Click My Workpage

List will display ESS bills submitted by you

Select your bill

Complete Details on action taken will be displayed here

¥/ Need Help

WNAAANAHEAAY YHTASAUAD SmModisW
£roS\a0\hs

—! My Profile
Name .GANAPATHY
"PRABHAKARAN

Designation :Senior principal scientist

Dept/Division: BUSINESS
DEVELOPMENT - .
DIVISION soslphiow yM (9 smoH 1

View Complete Profile...

:2uisie o




NOC’S

= Employee Self Service

1. Go to Right side Panel, Under Employee Self SBenevolent Fund
Se_r\ll(ice’ Click on. N?F'kf PI | v f - gChildren Educaticn
21' jck on R(;sgecélve ink from below to apply for SGPF
. Ic iew Complete Profile
GI‘ "(\lg . p % g+GPF/CPF Broadsheet
2. Following screen will open. SiGrievance
3. Click on Changes in service book ’

gHindi Qualification

PHouse Building Advance

gHouze Rent Allowance

lncentive for acquiring Higher education
grleaves

gloans & Advances

LTC

Medical Reimbursement

gMatural Calamity Advance

=]

"~ gQutstanding Balance Detail

Click Required Service

Application for NOC for passport

Permission for higher studies-Part time/Distant Learning course
Permission to visit abroad for personal reasons

Forwarding of application to external organizations through proper channel
Obtaining clearance through No Dues Certificate

Certificate for applving for telephone / mobile / internet connection

CHANGES IN SERVICE BOOK




NOC’S

E My Profile

mEmp ID

H Mame

E Lab

m Cesignation

B Cepartment

19810

:Mr. Shailesh Kumar
(MCL

1Section Officer (General)
ADMINISTRATIOCN

Wiew Complete Profile

Mame: Mr. Shailesh Kumar
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Changes in Semnvice Book

_ View Application Status - Changes In Service Book

Start
&+ + Show Filter

Submit Application L
3 Applications

DA Verification

S0 Approval

¥

Completed

Legends-
4 Previous Process
= Current Process

No Record Found

‘ Home Gj My Workplace

> Change surname
I Change name

[ Change salutation
> Change Hometown

& Change temporary
address

> Change contact
information

> Change emergency
contact details

> Change permanent
address

& Update family details
> Update photograph
& View Application Status

> OM No:12896/04/2010

1. On Click of the any of the changes in service book, Form will open for necessary inputs.




DIVISIONAL REPRESENTATIVES TRAINED ON ERP MODULES
=== R VLS IRAINED ON ERP MODULES

Division/Section

Name of Divisional Staff

BDD Shyamala Nambiar, Motilal Pardeshi
PSE ' Uday Dhavale,

| Shripad Deshpande
Library Shakoor M. Shaikh

Biochemical Sciences

Indira Mohandasan

cMmC

A Gangopadhyay

Catalysis P Purushothaman
Administration SC Mishra, Surekha Deshpande, Nirmala

Kshirsagar, Amruta Bhanage, Shiney John -
Student Academy Office Poornima Kolhe

Director's Secretariat

Dipak Jori, Asha Shinde

Physical Sciences

Akbar Maulavi

ESU Pattabhiraman lyer
CEPD Hasso Raheja, Gautam Bhosale
Finance Sharaque Inamdar ]
' OCD Pooja Kulkarni
Medical Centre S B. Patel
Sunil Shinkar

NCL Innovations

Chandana Roybardhan

Purchase

Mohan Gawali and Sachin Suryawanshi




