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HHAD A5 AEAS : 20-08-2026

v~ TAd FfAR Hr Jar g ( Service Book) HAd AU Wed W I HUY A F
Y A

#RIGA / FRIGT,

T Ieer & ¥ 6 Wy wfds F dar wadt gewon F qaia va awest ®v @ @mdard
A &g A[T FAUS Uitw e ®, st Remmagda @dtedt 2 wargamdr sewst v
e & waga e et & delewor ger wfEard ¥ or@eewy EEa-
07 /2023 /293 /T4 / Hareld-$1-4-2023, RBalid 03 30Tqd, 2023 g0 A dAARA & Jar
faeror 7o - AgRe, FEAR TR0, FEARE, FAHY YEAGA, AqA HEOT, O UGAdS HfE &
HIAT FAET TE AT TG Ud & AEA F AR R T F e B B oo §

2- W: g G A A § 6 FiFS & dar Ror didd W wHT @ QT U9 IRAS A
B & e 5 oew W sueey RffEs wesgg & suder F g sauas o & g
HAUE UEd W 3uey RAfREA wegd $ IIfed va ot 3uAir g e § 6 @it &
Aq Gy FHH FAawor QUi g §FI-EAT W 3RS &

3- AT FHUE Gico W TR @S & o gRaw s/ @A ae @ o fewa
HR W 39aay Establishment Data Entry ID & FUa® & @i & g0 fFar o7 @aar &l
3H ¥q fAeaaq vk Adifa & = &-

1. #rea GHUST UiEd W Har gfEde e wg dadse- ehrm.upsdc.govin WX & @R
TC WAUYA FU FA3A AHE W fAMT # AHA ek g€ User ID JF Establishment Data
Entry |D & &% &N

2. T THTS Td HU SR T AT o b @g Al U B 5 g8 Data Entry & = FE
TR A Data Entry & T @ar qafdad R & fade@ fa@on| @ affie & arg Fhrer
X e R, ar#, HfRE (Establishment Data Entry), drafésr wied vd f@ais /
AT Ui gohm|

3. 3W AT AAG AT F HIH S HAW ‘Service Book’ W Fferds @A W Fill Service
Book, Fill Promotion History, View Promotion History @ View Service Book @
3Hfcere foeram |
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4.

ferelt @ifdies & Qar qufde s ¥ Fill Service Book Hieerel 0¥ oo @at W Gl O
A §aRT FAArd @ eHrms Code & @ & Employee List e & wdrad & @afr
FAAE A G F F ARG FAAd T TIT w gen| [HeA FHAId &7 A7, FAH
fafd, adara @rdters A avga & [ g dafFgf B gl s

. FADY F T F AG I P A FAAY RNEE A o ¥ 3R ad wzs aw A @i

gF AAY e o § e F gafiia e oW View & Upload Employee Manual
Service Book, Photo and Scanned Signature, Employees Details, Employee
Contact Detail, Employee Salary Detail, View Uploaded Document By Employee
s 3ueEy @Ml View & Upload Employee Manual Service Book, Photo and
Scanned Signature o W s & FfFe H Afde / A 8w 95, PATF 7
3P FHAGR B $AS AU I Hhd &

. 32@IS W @1$ 3R 3uay dar gufder Bt A e T @ 3gema / Wil ( Forms) @t

T&h-Ueh &teh ol 3 AT Bl &1 & AT / Bl ofi- Personal Information, Address
Information, Initial Joining Information, Education Information, Training
Information, Family Information, Loan Detail, Service History nfg & Yarayds
@Y Save A HEWTS B

. A gH® Bresy A 3UeEY Ugdl [@ed View Service Book W o @t Hafdd

Y T FA g B AodloUHo WEH & BAAS Gd o Thell &

CWa qHAE sy A FfdHe B qEeid SIaEesd & @ ¥g Personal

Information UX @fees A W 02 e Ferd §-

. Enter Employee Personal Details- af¢ a1 qafae # Ugell ax &I / THAHY 7T &

e O 39 fodom & 99 B FHH dHAG I FHIIT AAF - T fOag
Save Fed garaY WY Wida & wod B

. Edit Employee Personal Details- afg @a1 qafdsr & ued ¥ o Saamd & 3R 3@

g HA B, A 36 RAPAU & TG @ AR Py FAAHY TG & o Aar gafdw
TS ¥ TGS B F U 0 FpelT & AUTH F TS WY ol

dar gHfdd Wit # IudEy fddel Address Information W @ieis @ TS @
Present Address Detail 3T Permanent Address Detail 3397 @3 Syl 9Ra &
aIg Save ded WX fFaes & g1 al UaId &l

. Qar qHids ®lest # 3uday faeeu Initial Joining Information W #feres @ Enter

Employee Initial Joining Detail & 3avia @ifds & Fifvew Fysd & Faa Roo
IA1- Department, Office Detail and Level, Mode of Recruitment, Appointment
Date, Joining Time, Initial Designation, Class, Cadre, Employee Type, Appointing
Authority, Pay Commission, Basic Pay 3% GPF / NPS Detail @raur=t gds 7
gU Save @ W fdeis &Yl Search and Edit Employee Initial Joining Detail o¥
Sietd & FUATT NS S@ o Thell & TA 38 HEATS IR fhar S \evar §i

1/1438595/2026



47-509%/8/2024-FFfDH IHT-5-FAUS o

VL.

VII.

VI

dar gEfdS Wielsy A 3UeEY fddem Educational Information W & wRE W
Employee Education Details @& S Gaom S a5 it Sraedt sisa & o
Add New Qualification Details TX fFed & g0 FHAR AAHY A5 dhd &l I FS
feuuoh a1 @AW SrEed Sgell @ o Remarks # fo@d gU Save ded W S Hfdd
B, dAIfh ARy FCAT o STl R ugd A I&0d STy 0 § & o a6 A"
Existing Qualification Details 3 &wré &afr, o smavmesargax Edit off fFar S wwar
&l

dar gafde e # 3uEEY ey Training Information 3i@fd Employee Training
Details W ®fores & i g & 7= Official Training @ fIaRoT HHAY T ST Hhell
&l G STyl % & arg Save WX dfeled @Y A F WA & o Cancel aed W Hfoed
R F@Hd &l @ %A 7@ Reweg View and Edit Employee Training Details @ e
Y FAAY & QAT GIALTOT Fawer @ W FAMRT 7 FFA

a1 gufde wiest # 3uaay ey Family Information T &fels @ WX Employee
Family Information @& @i gelon| uRa & HeHAT & R@ROT g &= & Enter
Employees Family Details U &foih &t Wy @l =1d & HAAN faio 3 g Save
g W Ffow X Jar gafaw # aRaR H TEEd TEAAYEE go W Thd &1 TAE
weHT & o -39 Save e g@EN| Al oA REs d@a @ @A &g
Search and Edit Employees Family Details W &folds &t 2191 |

A gHIAH BeEel A Uy RAHay Loan Detail W &fes & 93 Employee Loan
Detail Information @ Wit Felom {Swe Hor @ WA HaAa faawor 1 gu Save aea
W Hfers B FOT Il AFHY THelcIqasd ol # T ol HAlog ®Or Ned d@er ar
weMee ¥ Search and Edit Employees Loan Details TR &forh &ea gam|

. ar ggfad BieEt # 3UAGY [ddeU Service History UT &fors & Hfde T Jar &

I Gl et FY- vaeEfa, gAAeRer, PYgeE 3R & Rawer g @ w@wa ®
Service History U¥ &fors @tel WX Employee Service History @ Ut e forasd wed
W Employee History Sheet & ®i#7 #eRT| Wi # Transaction Type @&ed & 3w
TGy U T35 qhE H ¥ 3UgHa [aheld@ o ACP, Appointment By Promotion,
Transfer, Suspension, Demotion, Retirement g 3 & fredl T & aga & 369
i Establishment Details & heray f@eror R g0 Save ded W &fered Y Far
I FAAFY AHAAYIS Go P Tl &| HAloper dar N gt ar |y &g Search /
Update Employee History Sheet OX &fereh &t &1m|

. W@ qaEfae BreEt # suday e Backlog Leave Detail 3 ¥faerfee s@awer Rars

& o 8, o 30 o fAye#d 3 gof A8 &1 Backlog Leave Detail ¥ &folds &a W
Employee Leave Detail Information @ & gowm Gwd @fdes & qua giRedi @
feRur goT # & @A Enter Employee Leave Detail 3iddid Type Of Action &
Debit & Td TT BOM| 38F ag Leave Type SR- Earn Leave, Medical Leave,
Maternity Leave 3Tf% & S0 d g0 3R FIaRoT A2 Ged &1 3afd , Faa ok gv
Save e WX Ffork & FfdE T QU (Backlog) iceai dar gyfad & Hhaagds
gl B Hd ¢l Al ader Ras dwa @ §@Mua ¥g Search and Edit Employee

171438585 /2026
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XL

XIL

X1,

XIV.

XV.

XVI.

Leave Details 9 &Hferdh &l gam|

fopelt wAardl & RAaeg Iraaars / Al wdad gof R &g dar gafdsr BreE A
suciey fehely Departmental Proceeding U3 @foid @ie WX Employee Departmental
Proceeding Detail & ®# Tl R Proceeding Type # frw wey & famai
FAAE T T &, o- Minor Penalty, Major Penalty @ Suspension 3fe & aaa
A §U UK IR0 9T U Save T W SHickh HY Dl & [a6g el W fasmaig
HIAE GO FAHY Far gyfdds A AHAAgES & P Febd ol Alolgr Ry wrdard
@ RS 3@ a1 Huad & &g Search and Update Departmental Proceeding W
HiId FHA M|

Yar gEfaa WieEt i 3eey [A&ed Nominee Detail @ &l & W Employee
Nomination Detail & ®# Geal| ¥g Uo7 WiAHE & AAfRT qaapfa & FTawd g
w6 o &1 I AP queld ¥ W Iday f@Ewer S9- aA, d@9y, J9A Al
I Ho, do5 B, uar, Aasa de, A G g9l FI TC Save qed W Fford N
FHTY & AHPT qHa FEd TS FA gEfAE F AHEAGD oo F T §
Flsar aradsa s dwar ar |ty g Search and Edit Employee Nominee Details
QX Fford HA B

a1 gHfdaT BleEt d ey RAedy Award Detail ® @feis & ©¥ Employee Award
& Commendation Information @ Bi# HeT| S8 B & U ReHr HfAs & wrad
Q@Y (Award) @ wRIfT (Commendation) & STaadT gt @t & o Rear o1 @avar
&l

ar qHfae BieE F 3Uaay fasew Upload Document W Ffers & @fdis & Hod
3 3Udls W Fha &1 IR Herm dwfes ¥ A Educational Document 3ETAT
Other Document & TIH & g IR @01 I Document Type, Issue Date,
Certificate Number, Issuing Authority 3¢ gt @t §T @@ Document @&t Jiflade
100 KB &I wI$a (.jpg, .jpeg &1 .pdf) 3 Convert &d §U Upload &% g Submit
e WX Hford FA M| Had g& YA UF A 3 UF AU A A, S gIHA U
& o s § 8- g% Hhd, scAsUe, Heldd, doUse HIG| HUWSE SIHIAIC
g@st & T View Uploaded Documents GR &feid &Y HUAIS THAIST @ Fha ol
we i Uploaded Documents & Taa@ Delete U 3uey ger &, fSred &5 3feqet
ggarast @ Belie 5 o a5

eHRMS & Tefiaor & q@ & @i oeRe Tgsfa / awaiaor anfg Res &1 dar
gafde WeEt 3 3ueaay fadeu Posting Backlog Entry W &feids &) Add Previous
Transfer / Posting Details & 3@ Joining 3R Relieving & fravor Aifdes Agsfa
¥ UIH WA §U g I FEhG ¢l Existing Previous Transfer / Posting Details
e 9 WS T R SREE TR B TRRE Teeh Bt @ ade B
de Welshel AT gl Wik dur gdaa @i Tgala & O erdesfa Rawor el
oS afewl

ar qEfGS BIeEt # 3TdEy deT Leave Balance W @foid g @fdd P T §E

1/1438595/2026
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Picedl &@ Tad § 3G JA9id @R @ Igeem sEeel (CL, EL, HPL, DL, CCL
fE) & Woel Fraeh Piceal 3adW §, & Update Leave Balance U5 T FT
JATRAHA IUSC T Thd ol 38 faFe@ & g0 Fao 3 Leave & doim W oae
Y B HawFear @ WY ZER qul Fawd @ e fr gRfa d 3@ Raa ol 2

XVIl. #r/g wAue diéer o) rdl @i & War gafder & @t AT qu e & dg 59
FAAUE S g WIS A% F ‘Submit for Verification’ WX Hfeew & wi F R @
A, AT T FAATS AR F AH T 37 THH § i §C Submit TT gaaH
dal GHIAH TG o Fell S Wehcl © WHMG & 9 Har QH{dN HATUT BidE T
Siorper dfeh &l e

4- AT TAUG e W R FfE & da gEfaw wwe / @fd e & suag afhw
g6 TIAUa  (Service Book \Verification) @ @¥aE HE M FH ¥ UTHd W
Establishment Verifying ID & @ifd @*d gu 6fd@ g A=Y & 3Icdfd “Service Book
Verification” #HO-A9g & =¥4 HY| Service Book Verification faely @ =@ & &
IRAT AAY F @E IR yeiia afoe § “Verify e-Service Book” & ¥4I avel WY UIEe W
afd| g% vaga @ arl @l & A 4 ¥ oo suaey g, o aEa @ O
D P FaT QHIAD FADTS o S AT & qTH S =0 §, 35 F @ o Fhal|
Tl ‘Employee List’ SUei3d AY W Hford Sl 30 s & 9, [o@d §fdw g6 Fqaa
fopar aram #1

Tafoq @ & wld0 §F & W9 WA & a6 HaAfAd AP AT wiEE gh @
“View PDF" @Y &fore it @ Taal & 3uar “Select Form" Repea & avzd & afdw 9o
F UAS BIH B HAAT ITA T ToAd B D AT P Fhell &) AT A § SUTAT IO
gu dar qEfad H F@d &S wg “Verify” diad F e fear Smwem wwar e g
HO¥ER @ aTud AT o “Return” FHead F Re / Ffow & Aa qyfaw Fq@ea H wdard
qut fr arweft

differ e e wiffe & dar qufoer & Faaoa & g §, 3ae a7 View
Verify Employee List” fI&eU & 99 awd @ AT ¢

5-  3dug A AU Uree & Jar giiaw Asge @ afed RAWRer done & aia R g§e
AT TT Feal B AU TH & B PO A AT I FIRA FHET FETDT $ OiCe WA

gEH STHATAR dAY / AT T Giagad & & T B

T : TS|
ST
Digitally signed by
M DEVAR#s )
Dates26-682026
oo W RAs dia- 11:10:33

gfafefr Peafafla o gEard vd smags sdad &g ofe:-
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o~ DD~

fadw wratfed, e T, 3R weHl

IR FET wf¥a, Ao FEIAA, IR TaU

UHE % AR, FEI Ffd, SR Te|

va@ i, faarawer / fwa aRue, sdaR e

T, 3MEodio YIS, 3R UG ARIATT & 36 3R & UG 5 $-3fha Has w
Tefia & %l

TS o e 3fREd, tdedSodle, T@AS ® IWHAIAR HAArE v Ued W
AR TIIHA HI &

atys fages  (3Medie), TAeHGeHo, AT Had, &@AS (AAd FHUG UIEd)
SWIPATAR PR g Nl W aTh TIIHAT HAA 8|

IMEFSA |

a-1
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e A
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