No.10/01/2023-3CClI
HARYANA GOVERNMENT
HUMAN RESOURCES DEPARTMENT
(CC-ll BRANCH)

Dated Chandigarh, the 14" February, 2023
To

1. All the Administrative Secretaries to Government Haryana.

All the Heads of Departments.

i 3. All the Managing Directors/Chief Administrators of all the Boards/
Corporations in Haryana State.

All the Divisional Commissioners in the State of Haryana.

All the Deputy Commissioners in the State of Haryana.

6. All the Registrars of Universities in Haryana.

N
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Regarding entering the details of employees engaged under
isourcing Policy Part - Il in Human Resources Management System
plication (HRMS).

m directed to refer to the subject cited above and to say that a new
‘has been developed in HRMS for capturing the details of employees

sourcing Policy Part — II.

ent has decided that all employees details who are covered
g Policy Part — Il shall be filled in new module of HRMS.
perating Procedure (SoP) for entering the details of the

rewith.

ninistrative  Secretaries/Heads of Departments/Boards/
are requested to direct their Nodal Officers (concerned)
mployees engaged under Outsourcing Policy Part —
y 22.02.2023 positively.

may please be brought to the notice of all concerned

Yours faithfully,
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Superintepdent; CC-ll,
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for Chief Secretary to Government Haryana.
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Guidelines/Standard Operating Procedure( SOP) for updating of Contractual
Employees’ Details

v;{
i Steps to be followed by contractual employees on IntraHry portal:

ployee register on intrahry.gov.in portal.
gin, click on ‘Fill Contractual Details’ link.

s can save his/her details by clicking on ‘Save as Draft’ button on form for future

 submit his/her details to Checker by clicking on ‘Forward to Checker’” button.
by employee, details will not be edited by him/her.

w/download details submitted by him/her.

in user and checker on HRMS portal:

s to give ‘Verify Contractual Data’ permission to checker.

details of employees on their behalf who have not filled details through

ollowing Employee Information Updation -> Verify Contractual Data

nalize the submitted data by clicking on ‘Finalize Record’ button.

n HRMS to department admin user for ending of contract by
n Employee Information Updation -> Terminate Contract

prove/reject the request received from checker on HRMS by

Terminate Contract sub menu.

mployee by entering details like new pay, designation,
tc. on Employee Information Updating -> Renew Contract
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Work flow for Contractual Employees.

Open https://intrahry. gov.in/frmRegistration and Register your self. By Clicking new

registration.
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"ng page will open please select Contractual
code . Please note following Points.

ycode/Unique code ask DDO to Provide.
ed, ask DDO to update in Esalary or HRMS.

complete the registration Process. Once
IRegistration and provide your details for



