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ANNEXURE-I 
SECTIONS / UNITS FOR STATIONS AND KENDRAS (Except CCW & Zonal Office) 

 
 

 

 

 

  

   

 

                                                                                          

     

S.No. Section Name 

1 O/o HOE 

2 Engg. Shift 

3 General Engg. 

4 Engg. Store 

5 Maintenance 

6 O/o HOP 

7 ARU 

8 Prog. Shift 

9 General Prog. 

10 O/o HOO 

11 Admin 

12 RNU 

13 RNU Shift 

O/o HOE 

Engg. 

Shift 

General 

Engg. 

Engg. 

Store 

Main-

tenance 

RNU O/o HOP 

Prog. Shift General 

Prog. 

O/o HOO 

  Admin 
     ARU 

RNU 

Shift 

   Station / Kendra 
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ANNEXURE-II 
Guidelines / Structure for submitting Data for eOffice in HRIS (Except CCW offices) 

ENGINEERING 

S.No. Name of Unit / 
Section 

Weekly Off 
Assigned 

Employees covered under the Unit / Section 

1 O/o HOE Saturday & 
Sunday 

(i)    Head of Engineering 
(ii)   Dy. Director General (Engg.) 
(iii)  Director (Engg.) 
(iv)  Dy. Director (Engg.) 
(v)   Asstt. Director (Engg.) 
(vi)  Assistant Engineer 
(vii) PS / PA of above officers 
 

Except  those Officers who are covered under  
Engg. Shift  &  Incharge of Engg. Store  

 
FOR REMAINING ENGG. EMPLOYEES 

2 Engg. Shift Variable 
Weekly Off 

Employees working in Shift Duty (including A.E. 
working in Shift Duty) and are having Variable 
Weekly Off. 

3 Engg. Store Saturday & 
Sunday 

(i)  Incharge of Engg. Store (ADE / AE Level) 
(ii) Employees working in Engg. Store. 

4 Maintenance Sunday Employees working in Engg. Maintenance and 
are having Sunday Weekly Off. 

5 General Engg. Saturday & 
Sunday 

Other Engg. Employees not covered in the Units / 
Sections from S.Nos. (1) to (4) above. 

 

PROGRAMME 

S.No. Name of Unit / 
Section 

Weekly Off 
Assigned 

Employees covered under the Unit / Section 

1 O/o HOP Saturday & 
Sunday 

(i)    Head of Programme 
(ii)   Dy. Director General (Prog.) 
(iii)  Dy. Director (Prog.) 
(iv)  Asstt. Director (Prog.) 
(v)   Programme Executive 
(vi)  PS / PA of above officers 
 

Except  those Officers who are covered under 
Prog. Shift  

 
FOR REMAINING PROG. EMPLOYEES 

2 ARU Saturday & 
Sunday 

(i)  ARO 
(ii) PS / PA to ARO 

3 Prog. Shift Variable 
Weekly Off 

Employees working in Shift Duty (including PEX 
working in Shift Duty) and are having Variable 
Weekly Off. 

4 General  Prog. Saturday & 
Sunday 

Other Prog. Employees not covered in the Units / 
Sections from S.Nos. (1) to (3) above. 
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RNU (NEWS WING) 

S.No. Name of Unit / 
Section 

Weekly Off 
Assigned 

Employees covered under the Unit / Section 

1 RNU WING Saturday & 
Sunday 

(i)    Head of RNU 
(ii)   Director (News) 
(iii)  Dy. Director (News) 
(iv)  Asstt. Director (News) 
(v)   PS / PA of above officers 
 
Except  those Officers who are covered under 
RNU Shift  

 
FOR REMAINING RNU EMPLOYEES 

2 RNU Shift Variable 
Weekly Off 

Employees working in Shift Duty (including DD 
(News) / AD(News) working in Shift Duty) and are 
having Variable Weekly Off. 

 

Administration & Accounts 

S.No. Name of Unit / 
Section 

Weekly Off 
Assigned 

Employees covered under the Unit / Section 

1 O/o HOO Saturday & 
Sunday 

(i)  Head of Office 
(ii) PS / PA to HOO 
 

 
FOR REMAINING ADMN. & ACCOUNTS EMPLOYEES 

2 Admn. Wing Saturday & 
Sunday 

All Admn. & Accounts Employees not covered in 
the Units / Sections at S.No. (1) above. 

 
 
NOTE 
 

(1)  Data of employees in HRIS for eOffice configuration should be filled with due 
care and as per above mentioned structure. 

(2) If an officer is holding two portfolios, appropriate section may be selected.           
If an HOE / HOP is also HOO, then his / her section may be selected as          
O/o HOE, O/o HOO  OR  O/o HOP, O/o HOO, as the case may be. 

(3) Leave / Tour Workflows of an individual officer / employee are explained in   
Annexure-III. 
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Employee submits Leave Application in eOffice 
(Leave Management System) 

Where there is second Level 
Leave Recommending Officer 

Leave Approving approves Leave of 
Employee and then application goes to 
eOffice account of Head of Admn. Section  

After examining the Leave Application, 
Leave Admn. Assistant sanctions the Leave 
of Employee. When the Employee submits 
joining in eOffice, then Leave Admn. 
Assistant generates Leave Memo and 
makes manual entry in the Service Book of 
Employee. 

Leave Admn. forwards Leave Application of 
Employee to Leave Admn. Assistant (Dealing 
Assistant) who makes entry in Service Book 
of Employee  

 
ANNEXURE-III 

 

LEAVE WORKFLOW OF AN EMPLOYEE IN eOffice 

 
  
  
  
  
  
  
  
  
  
  
  
  

       
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
 
 
 
 
 

EMPLOYEE 

Leave Reporting 
(Level – 1) 

Leave Reporting 
(Level – 2) 

Leave Approving 

Leave Admn. 

Leave Admn. Assistant 

Leave Reporting (Level-1) 
recommends Leave of Employee and 
application goes to eOffice account of 
Leave Approving Officer 

Service Book / 
Personal File of 

Employee 
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Employee applies Tour in eOffice (Tour 
Management System) 

Where there is Second Level 
Tour Recommending Officer 

Tour Approving approves Tour of 
Employee  

 
 
 
 
 

TOUR WORKFLOW OF AN EMPLOYEE IN eOffice 

 
 

  
  
  
  
  
  
  
  
  
  
  
  

       
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
 

EMPLOYEE 

Tour Reporting 
(Level – 1) 

Tour Reporting 
(Level – 2) 

Tour Approving 

Tour Reporting (Level-1) recommends 
Tour of Employee and application 
goes to eOffice account of Tour 
Approving Officer 





                                                                                                             
                                   (JB Roy)

                                                                                                             
                                   AD(IT)

 
 
 
 
 
 

                                e-Office ficonfiguration Mtngurtt 

Keywoads:
Desiintion: Employee Designaton in whifh he is appointed /promoted. To be selefted from 

drop-down list.                     

Seficion Ntme: Name of the Sefton / Wing of the Offe where employee / offer is posted
(Additonal Charge, if any,  may also be indifated.

Post Hetd:   Post of Employee for whifh he is working

Letve Repoaini 
(tevet 1): 

Name of Offer to whom the employee submits his Leave Applifaton. To be 
kept blank in fase of single level Approving authority sufh as PAs

Letve Repoaini 
(tevet 2):

Name of Offer who forwards the Leave Applifaton of the employee.
(Where employee has 3 levels in his / her leave workfow). To be kept blank in 
fase of single level Approving authority sufh as PAs

Letve 
Appaovini:  

Name of Offer who approves the Leave of the employee

Letve Dettini 
Assisttnt:

Name of the Dealing Assistant (LDC / UDC / Any Other) who maintains the 
Personal File of the Employee.

Letve Admin :

 
The offer who issues the leave Mamo. Name of the S.O. / Head Clerk / Any 
Other, to whom the Dealing Assistant (LDC / UDC / Any Other) as mentoned as 
Leave Dealing Assistant Reports.

Remtak: If any

Togura Repoaini 
(tevet 1):

Name of Offer to whom the employee submits his Tour Proposal.

Togura Repoaini 
(tevet 2):

Name of Offer who forwards the Tour Proposal of the employee.
(Where employee has 3 levels in his / her tour workfow)

Togura Appaovini: Name of Offer who approves the Tour of the employee.

 
 
 
 
 

Steps:
 
Illustraton:
1. Go to e-Offe Confguraton in HRIS Applifaton by Staton login.
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2. Choose eOffe Data fonfguraton

 
 
 
 
 
3.  Fill up the data for employees, Searfh the employee and flifk edit buton
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4. Post and Sefton are preflled based on designaton of employee. That may be modifed in 
affordanfe with furrent postng of the employee.

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
5. All the above mentoned fonferned offer for an employee fan be fhosen from the respeftve 
drop-down list.
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6.  The Employee details will be saved as

 
7. If one’s work fow need to fopied to others then Clifk C oos e Copy othea’s woakfow

 
 
 
 
 
 
8. Choose the employee of whifh workfow need to be fopied
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9. His/her workfow will be fopied as

 
 
 

 
 
 
 
 

 

File No.IT-HRIS/1/2019-IT DIVISION


	Circular-1
	Circular-2
	Circular-3
	Circular-4

