Digitalization of Employees Service Registers

APGENCO Management has directed to digitalize the Employees Service Registers duly
dispensing the physical SRs.

The Roadmap for Digitalization of SRs is as follows.

l. Development of e-SR online Application Software.

[I.  Scanning of all employees SRs .
[l Data entry in e-SR online Application from scanned SRs.
V. Verification and authentication of Data by SR Custodian.
V. Validation and Consent of employee for digital SR data.
VL. Generation of digital SR and discarding of Physical SR.

The tasks at item (i & ii) were completed.

Instructions and Procedure for Data capturing

1. Employees shall read the instructions carefully before login.

2. |Initially , Employees are provided e-office Tile of “e-SR online application practice” to
know how to enter SR Data. After know how, they will be provided access to the “e-SR
online application”.
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Employees shall click on the e-office Tile of “e-SR online application practice” for login
to the e-SR application.
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Employee Id is the Login Id for login to the e-SR online application and click on Get OTP
Employee shall enter the OTP Received to the employee mobile number
Employees shall enter Captcha for login.
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Employees can access their own SR only.
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8. The SR data shall be captured with utmost care by the employee.

9. Entering additional information other than data available in physical SR is strictly
prohibited.

10. If Scanned SR is not clear, then it needs to be re-scanned again and the same needs to
be sent to Application Admin for loading at central server.
11. If there is any difficulty in reading online scanned document, the employee can
download the pdf format soft copy.
12. Each SR Entry Events are mentioned in the header as TABs.
13. For each Tab click on new button and data shall be entered from scanned SR
14. The following information is compulsory for each event entry.
a. Volume i.e SR Book Number
b. Page Number
c. Designation, Post and Office — These details shall be entered. This information is
pertain to employee status at the time of SR Entry.
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15. After completion of SR data entry, Employees can view the SR data in pdf document and
shall click on the “Submit” button to communicate the completion of SR entries. Then
the login facility will be locked automatically for the employee.

16. For speeding up of process of digitalization of service registers and to replace physical
service registers with e-SR on or before 31.08.2024, the employees in the cadres of
Class-lll and above are allowed to capture the data from scanned copy of SR available
in e-SR application.

17. The data capturing and validation with regard to O&M, Class-IV and employees working
on deputation shall be the responsibility of the concerned SR Custodian.
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