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Availability of valid community certificate of employees in HRMS
ensures easy verification and faster processing of career advancements. Although
action has been taken by the administration to obtain and upload the community

certificates in HRMS, the pace is very slow.

As per the instruction of PCPO, it has been decided that all
Divisions/Workshops/Units should undertake a concerted effort to educate the
employees and ensure the uploading of community certificates in HRMS by
employees themselves. The step by step procedure to be followed by employees for

uploading the community certificate in HRMS is detailed below.

Login in HRMS ‘ Employee Self Service (ESS) ﬂ

r Edit Details < [CIick‘PersonaI’ ¢mm |Edit my details

Click ‘Edit Community Tab ‘ Select Community ﬁ

Click ‘Submit Changes’ - Upload Community certificate




The community certificate uploaded by employee will then be verified and
accepted in HRMS. All Officers in Divisions and other Units are hereby advised to
give wide publicity among the Staff working under their control through WhatsApp,
SMS, Mass contact and other means to ensure 100% uploading of community
certificate in HRMS.
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