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Governmont of India
Directorate Seneral of Income Tax (HRO)
Cantral Board of Dirgct Taxes
ICARD Building, Plol Mo-5, Vasant Kunj, Insttutional Ares, Phase-ll
Merat Dredhi -110070, Phone & Fax: 26888805

F.No HEDWWS 10020201 0-1 1/Part-14 £ | 30 Cated: 20" Oct, 2015

To.

Al Iha Principal Chief Commissioners (CCANFr. Diactor Ganarals of Income Tax (of attached
Dirsclorates}, CIT (O] of all Ragions.

Sub: Hiararchy building ang roll out of HRMS = reg.
MadamfSir,

On 16t October, 2045 a video conference was conduched for Pr, CCIT
(CCA), CIT (CO) & Addl CIT {Hars.WHO{Pers.y of all regens with the
agenda - “Updation for hlerarchy using post creatin gxcel utilify" . For impiementation
of HRMS (Human Resource hanagament System) correct and complete building of
hierarchy from the post of Pr.CCIT il the post of MT3 is easential. \n erder to faclitate
hierarchy building In the department, fullowing steps are proposed which are
snumearatad as undar

+  Thare will be freeza on trarsfar & postings for bwo weeks i.0. from 265 Get to 64
Mov, 2015.

« CIT (Admin ard CO) in each CCA would be the Modal officer for this exarcise.

«  Pr. CIT/Pr. DITFAGALCIT (HQ) will update excel sheat and send it to CIT 150) for
uploading by 6% Nov, 2015

+ All excal soft copies will be emalled to support. tmufincometa x.qov.in
. Atested Hardcopy of tha axcel shoel are to ba sant to ADG-3 HRD.

+ Al transfor posting orders will be madk tn HRMS post 6" Nowv, 2016,

In this connsction, instewctions (in 6 pages) to fill the termplate are enclosad.
Furthar, a soft copy of the higrarchy building template in gxcel sheat for sach Pr.
CIT (CCA) region(18 in number) aiung with a sample hle by the name
‘exarnple.xlsm’ for easy understanding in soft copy i3 being mailed ta CIT (Admin
& GO of each region by TGS Team (Project Manager. Kushat Bhardwaj, Mob:

OBSE0406000). 3 -
ours Tai

(R
ANISHA GHEI
ADIT (PMD)
Oio the Pr. DGET (HRDY

Copry t0:-
1. The Web Manager, irsgfficeranling.gow.in 1o uplcad it on the websie.
2. The IDIT, OB for informatian.
3, The LIS {Ad-l} for informaticn.



Income Tax Department

Post Creation Template Instructions

Position Creation Template Instructions

Post Creation template is an excel utility to create posts in batch rather than creating individual posts

using “Add/Update Position Info” screen.

The user will create posts (such as TA, ITI, AO, HQ etc.) that are not available in template. The posts will

be created by inserting the rows below the posts provided in template. The user should also assign

appropriate Reports To id so that hierarchy can be created appropriately in system.

The user needs to specify the following fields relevant to each post being created:

1. ID: Unique ID to identify the post. This is populated for all existing posts in the respective region
templates. This should be unique for each excel.

2. Id Description: Description of Post if 8 digit Id is populated. The description is the Position
description in HRMS. This should not be specified for new posts. The system will generate this
description.

3. CCA Region: Dropdown list to select the Cadre controlling authority for the relevant post. The
region can only be selected from dropdown list provided

4. Post: Dropdown to select the level of the post (e.g. CIT, ADDL CIT, ACIT etc.). The value id the
designated rank/cadre of the post to be selected from dropdown list.

5. Post type: Dropdown to select the type of post (e.g. ASMNT, ADMN etc.). This column
represents type of post whether Assessment, Head Quarter, Appeals etc.

6. Unit: The number to be displayed in the post description (12 in CCIT 12, DELHI). For Example if
there are 3 posts of inspector under a ITO then posts can be differentiated by number 1, and 3.

7. Name: Name of the officer posted at the specific post.

8. Employee ID: Employee ID of the officer who is posted on the specific post.

9. Charge Type: Charge held by officer posted to the Post Main or Additional.

10. Office: Dropdown to select the office to which the post is attached.

11. Reporting Officer ID: ID of the post to which the post is reporting. This value is assigned using
“ID” field(Field 1).

12. Station: Dropdown to select the station attached to the specific post

13. Location: Dropdown to select the building to which the post is attached (e.g. Aayakar Bhavan,
Income tax office etc.)

NOTE:

e To create posts open the template supplied for your region.

*ID

1D Description

*CCA Region

*Post

*Post Type

Unit

Name

Employee ID

*Charge Type

*0Office

Reporting Officer ID

Station

*Location

651100001

PCCIT BIHAR AND JHARKH|

CCA Patna

PR.CCIT

OTHERS

SYED AHMAD

102442

Main Charge

Pr.CCIT.. Bihar

11020004

PATNA

PTNO1_CENTRAL RE

651120002

CCIT-RANCHI

CCA Patna

CcCIm

OTHERS

0

0

CCIT..

Ranchi

61100001

RANCHI

RCHO1_CENTRAL RE

51200046

CIT RANCHI

CCA Patna

PRCIT

OTHERS

TAPAS DUTTA

138721

Main Charge

CIT RANCHI

61120002

RANCHI

RCHO1_CENTRALRE

651300059

RANGE 3 RANCHI

CCA Patna

JICIT

OTHERS

AWUIT RAKSHIT

158896

Additional Cha

CCIT..

Ranchi

61200046

PATNA

PTNO1_CENTRALRE

651400175

ITO WARD W3(3), RANCH|

CCA Patna

ITO

ASMINT

AT

155346

Main Charge

CCIT..

Ranchi

61300059

DALTONGANJ

DTGO1_INCOMETA

651400238

ITO WARD W3(2), RANCH|

CCA Patna

ITO

ASMNT

ANSELM KERKETTA

127687

Main Charge

CCIT..

Ranchi

61300053

RANCHI

RCHO1_CENTRALRE

61400276

ITO WARD W3(5),DALTON|

CCA Patna

ITO

ASMNT

SUKDEB SINGH

123371

Main Charge

CCIT..

Ranchi

61300053

DALTONGANJ

DTGO1_INCOMETA

61400318

ITO WARD W3(1), RANCHI|

CCA Patna

ITO

ASMNT

MANISH KUMAR

153404

Main Charge

CCIT..

Ranchi

61300053

RANCHI

RCHO1_CENTRALRE

61450074

DCIT/ACIT CIRCLE 3 RANC

CCA Patna

ACIT

OTHERS

CHINMAYA AURANGABA

166851

Main Charge

CCIT..

Ranchi

61300059

RANCHI

RCHO1_CENTRAL RE

Figure 1: Post Creation Template
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Post Creation Template Instructions

Select the Row immediately below the Post for for which subordinate posts are to be created.

Right click and select insert. This will create a new row under which hierarchy needs to be

created.
1 Calibri - 11 - AT AT $ - % s = “CCA Region "Post "Post Type ‘Unit ‘Name ‘Emplwee D "Charge Type "Oﬂice Reporting Officer ID ‘Station *Location
B 7 = G- A ile s
2 — = " w0 ND  CCA Patna PR.CCIT OTHERS SYED AHMAD 102442 Main Charge Pr.CCIT.. Bihar i 11020004 PATNA PTNOL CENTRALR
1
9
I & cut NCHI CCA Patna cam OTHERS o o CCIT..Ranchi 61100001 RANCHI  RCHOL CENTRALR]
1193 Copy CHI CCA Patna PRCIT OTHERS TAPAS DUTTA 138721 Main Charge CITRANCHI 61120002 RANCHI  RCHO1_CENTRALR|
14 (% PasteOptions:  |pancH CCAPatna  JCIT OTHERS AWUIT RAKSHIT 158896 Additional Cha CCIT.. Ranchi 61200046 PATNA  PTNO1_CENTRALR
2 D W3(3), RANCHI CCA Patna ITo ASMNT AT 155346 Main Charge  CCIT.. Ranchi 61300059 DALTONGA DTGO1_INCOME TA
{ D W3(2), RANCHI CCA Patna ITo ASMNT ANSELM KERKETTA 127687 Main Charge  CCIT.. Ranchi 61300059 RANCHI RCHO1_CENTRALR
2! Insert D W3(5),DALTONGAN] CCA Patna ITo ASMNT SUKDEB SINGH 123371 Main Charge  CCIT.. Ranchi 61300059 DALTONGA DTGO1_INCOME TA
nse

31 - D W3(1), RANCHI CCA Patna ITO ASMNT MANISH KUMAR 153404 Main Charge  CCIT.. Ranchi 61300059 RANCHI RCHO1_CENTRALR
3! Delete IT CIRCLE 3 RANCHI CCA Patna ACIT OTHERS |CH|NN|AVA AURANGAEA 166851 Main Charge |CCIT.. Ranchi |61300059 RANCHI RCHO1_CENTRALR
o Clear Contents
3] %f Format Cells...
3 Row Height...
3 Hide
3 Unhide

Create posts by selecting the provided dropdown under each column as shown by rows

coloured green below.

Figure 2: Insert Row for new Post

q 1D ||ID Description H'CCA Region |*Post *Post Type |Unit [Name ‘Emplwee D “Charge'[ype *Office ‘Reporting Officer ID ‘Station *Location

2 61100001 PCCITBIHAR ANDJHARKHAND CCA Patna PR.CCIT OTHERS SYED AHMAD 102442 Main Charge  Pr.CCIT.. Bihar 11020004 PATNA PTNOL_CENTRALR
31 CCA Patna ADDL/JCI HQ Pr.CCIT.. Bihar i 61100001 PATNA PTNO1_CENTRALR
4 2 CCA Patna DC/ACIT HQ Pr.CCIT.. Bihari1 PATNA PTNO1_CENTRALR
5|3 CCA Patna DC/ACIT VIGILANCE Pr.CCIT.. Bihari1 PATNA PTNO1_CENTRALR
6 4 CCA Patna DC/ACIT OTHERS TECH Pr.CCIT.. Bihari1 PATNA PTNO1_CENTRALR
7|5 CCA Patna m HQ Pr.CCIT.. Bihari2 PATNA PTNO1_CENTRALR
8 6 CCA Patna MTS HQ Pr.CCIT.. Bihar.3 PATNA PTNO1_CENTRALR
9 61120002 CCIT-RANCHI CCA Patna car OTHERS 0 0 CCIT.. Ranchi 61100001 RANCHI  RCHO1 CENTRALR
107 CCA Patna ADDL/JCI HQ CCIT.. Ranchi 61120002 RANCHI  RCHO1 CENTRALR
1 8 CCA Patna DC/ACIT HQ CCIT.. Ranchi 7 RANCHI  RCHO1 CENTRALR
129 CCA Patna m HQ CCIT.. Ranchi 8 RANCHI  RCHO1 CENTRALR
13 10 CCA Patna MTS HQ CCIT.. Ranchi 8 RANCHI  RCHO1 CENTRALR
14 61200046 CIT RANCHI CCA Patna PRCIT OTHERS TAPAS DUTTA 138721 Main Charge  CIT RANCHI 61120002 RANCHI  RCHO1 CENTRALR
151 CCA Patna DC/ACIT HQ CIT RANCHI 61200046 RANCHI  RCHO1 CENTRALR
16 12 CCA Patna m HQ CIT RANCHI 11 RANCHI  RCHO1 CENTRALR
17 13 CCA Patna MTS HQ CIT RANCHI 11 RANCHI  RCHO1 CENTRALR
12 61300059 RANGE 3 RANCHI CCA Patna ar OTHERS AWLIT RAKSHIT 158896 Additional Cha CCIT.. Ranchi 61200046 PATNA PTNOL_CENTRALR
19 14 CCA Patna m RANGE CCIT.. Ranchi 61300059 PATNA PTNO1_CENTRALR
20 15 CCA Patna TA RANGE CCIT.. Ranchi 61300059 PATNA PTNO1_CENTRALR

e Column Unit is used to identify multiple posts with similar names. For instance, if two ADDL

Figure 3: Post creation

DIT’s report to one DIT (INV) in Jaipur then their posts will be
1. ADDLDIT(INV) 1, JAIPUR
2. ADDL DIT(INV) 2, JAIPUR

Income Tax Business Applcation
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Post Creation Template Instructions

*CCA Region | *Post |*Post Type | Unit [ Name | Employee ID *DG{INVESTIGATION) Reporting Officer ID | *Station #Location

]

1| CCAKolkata DGIT INV DGIT (INVESTIGATION), EAST CAL KOLKATA CALO1_AAYAKAR BHAWAN_P-7, CHOWRINGHEE SOUARE,__KOLKATA
2 | CCA Guwahati DIT INV DGIT (INVESTIGATION), EAST CAL 1 GUWAHATI| LC16001_GUWAHATI-AYAKAR BHAWAN_CHRISTIAN BASTI__GS ROAD
3 | CCA Guwahati | ADL/IDIT INV DGIT (INVESTIGATION), EAST CAL 2 GUWAHATI|  LC16001_GUWAHATI-AYAKAR BHAWAN_CHRISTIAN BASTI_ _GS ROAD
4 | CCA Guwahati | ADL/IDIT INV 1 DGIT (INVESTIGATION), EAST CAL 2 GUWAHATI|  LC16001_GUWAHATI-AYAKAR BHAWAN_CHRISTIAN BASTI_ _GS ROAD
5 | CCA Guwahati | ADL/IDIT INV 1 DGIT (INVESTIGATION), EAST CAL 2 GUWAHATI| LC16001_GUWAHATI-AYAKAR BHAWAN_CHRISTIAN BASTI__GS ROAD
6 | CCA Guwahati | ADL/IDIT INV 2 DGIT (INVESTIGATION), EAST CAL 2 GUWAHATI|  LC16001_GUWAHATI-AYAKAR BHAWAN_CHRISTIAN BASTI_ _GS ROAD
7 | CCA Guwahati | DD/ADIT INV 1 DGIT (INVESTIGATION), EAST CAL 3 GUWAHATI| LC16001_GUWAHATI-AYAKAR BHAWAN_CHRISTIAN BASTI__GS ROAD
2 | CCA Guwahati | DD/ADIT INV 2(1) DGIT (INVESTIGATION), EAST CAL 3 GUWAHATI|  LC16001_GUWAHATI-AYAKAR BHAWAN_CHRISTIAN BASTI_ _GS ROAD
9 | CCA Guwahati | DD/ADIT INV 2(2) DGIT (INVESTIGATION), EAST CAL 3 GUWAHATI|  LC16001_GUWAHATI-AYAKAR BHAWAN_CHRISTIAN BASTI__GS ROAD
10| CCA Guwahati | DD/ADIT INV 2(3) DGIT (INVESTIGATION), EAST CAL 3 GUWAHATI|  LC16001_GUWAHATI-AYAKAR BHAWAN_CHRISTIAN BASTI_ _GS ROAD
11| CCA Guwahati T INV DGIT (INVESTIGATION), EAST CAL 7 GUWAHATI|  LC16001_GUWAHATI-AYAKAR BHAWAN_CHRISTIAN BASTI_ _GS ROAD

Figure 4: Unit number

e Reporting Officer Id denotes the id of the supervisor for the new post being created. This
should be the value in the Id field of the supervisor. This as shown in Figure 3 and 4 above.

CSV Generation and Upload

After the template has been filled for all posts the user should click on the Generate CSV button.

E
R7 - £ [
K L M N o P Q R 5 T u \
1 Reporting OfficerID _ |Station *Location
2 40120014 HYDERABAD HYDO1_AAYKAR BHAWAN_BASHEER BAGH_BASHEERBAGH_HYDERABAD_
3 HYDERABAD HYDO1_AAYKAR BHAWAN_BASHEER BAGH_BASHEERBAGH_HYDERABAD_ Generats CSV
4 HYDERABAD HYDO1_AAYKAR BHAWAN_BASHEER BAGH_BASHEERBAGH_HYDERABAD_
5 HYDERABAD HYDO1_AAYKAR BHAWAN_BASHEER BAGH_BASHEERBAGH_HYDERABAD_
6 HYDERABAD HYDO1_AAYKAR BHAWAN_BASHEER BAGH_BASHEERBAGH_HYDERABAD_
7 HYDERABAD HYDO1_AAYKAR BHAWAN_BASHEER BAGH_BASHEERBAGH_HYDERABAD_ I .I
8 40300073 AMALAPURAM |AAPO1_INCOME TAX OFFICE_COLLEGE ROAD__KONKAPALLI ROAD_
9 40300073 AMALAPURAM |AAPO1_INCOME TAX OFFICE_COLLEGE ROAD__KONKAPALLI ROAD_
10 40300074 BHIMAVARAM |BVMO1_INCOME TAX OFFICE_J P ROAD_ _SIVARACPET_
11 HYDERABAD HYDO1_AAYKAR BHAWAN_BASHEER BAGH_BASHEERBAGH_HYDERABAD_
12 40200085 HYDERABAD HYDO1_AAYKAR BHAWAN_BASHEER BAGH_BASHEERBAGH_HYDERABAD_
13 40120003 HYDERABAD HYDO1_AAYKAR BHAWAN_BASHEER BAGH_BASHEERBAGH_HYDERABAD_
14 HYDERABAD HYDO1 AAYKAR BHAWAN BASHEER BAGH BASHEERBAGH HYDERABAD_
15 HYDERABAD HYDO1 AAYKAR BHAWAN BASHEER BAGH BASHEERBAGH HYDERABAD_
16 40200072 HYDERABAD HYDO1_AAYKAR BHAWAN_BASHEER BAGH_BASHEERBAGH_HYDERABAD_
17 HYDERABAD HYDO1_AAYKAR BHAWAN_BASHEER BAGH_BASHEERBAGH_HYDERABAD_
18 HYDERABAD HYDO1_AAYKAR BHAWAN_BASHEER BAGH_BASHEERBAGH_HYDERABAD_
19 HYDERABAD HYDO1_AAYKAR BHAWAN_BASHEER BAGH_BASHEERBAGH_HYDERABAD_
20 HYDERABAD HYDO1_AAYKAR BHAWAN_BASHEER BAGH_BASHEERBAGH_HYDERABAD_
21 HYDERABAD HYDO1_AAYKAR BHAWAN_BASHEER BAGH_BASHEERBAGH_HYDERABAD_
22 HYDERABAD HYDO1_AAYKAR BHAWAN_BASHEER BAGH_BASHEERBAGH_HYDERABAD_
23 HYDERABAD HYDO1_AAYKAR BHAWAN_BASHEER BAGH_BASHEERBAGH_HYDERABAD_
2440120002 VISHAKHAPA VPNOL_AAYAKAR BHAVAN_VISAKHAPATNAN__DABA GARDENS_

A message displaying the name and location of the file. The file will be created in the same folder as
that of the template. The fiel will be a .CSV file.
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Post Creation Template Instructions

Microsoft Excel

; , Data copied to
Y ChlUsers\367926\Desktop\Desktop\Post_Creation_16102015
Warning: Files in directory with same name will be overwritten!!

Y¥es
=
The screenshot displays the new file that has been created.
- oo
—~r— - -
L) ‘ » New folder v | +4 | | Search New folder o
Organize v Include in library ¥ =y 0 @
A Favorites ::; Name Date modified Type Size
Bl Desktop | | i) Position_Creation.xism 08/20/15 1:01 PM Microsoft Office E... 112 KB
Microsoft Office E... 1KB

& Downloads

~u Libraries

| Recent Places

2 items

£%4] Post_Creation_16102015.csv

10/16/15 2:05 PM

|

File Upload

The file can be uploaded by RCC admins (CIT CO office) with GOV_POST_ADMIN role from the below

navigation:

Main Menu = Workforce Administration = Post Creation

The user should select the ‘Add a New Value’ tab. The user to click on ‘Add’ button.

Income Tax Business Applcation
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Position Creation

Find an Existing “Value Add a New Value

Request ID: MEW

Find an Existing Value | Add & Mew Value

The user will reach the Attachment screen as below. In order to upload the file user should click on ‘Add
Attachment’ button and choose file resulting pop up.

Position Creation

Request ID NEW Employee ID 749450

Add Attachment

Position Creation

Request ID NEW Employee ID

Add Attachment

File Attachment

| Choose File | No file chosen
Uplzad Cancel

After the file is uploaded successfully a post creation id will be generated as shown below. This can be
used to access the file in future.
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Position Creation

Request ID PSCOD00ODD 3 Employee ID

Income Tax Business Applcation Internal Use 6
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