File No.A-52011/56/2022-ESTT-IX 21
1/101547/2022

Time Bound
Immediate
A-52011/56/2022-ESTT-IX
Government of India
Central Water Commission
Estt-IX Section

3" Floor, Sewa Bhawan,
R.K.Puram, New Delhi - 110066.

Dated : 21-7-2022.

Subject : Strengthening the Central Secretariat Cadre Management System (CSCMS) portal by

up-dating the data of employees of CSS, CSSS and CSCS Cadres and to enable
online

Cadre Management & delivery of services to these cadres-reg.

With reference Administration Section, DOWR, RD & GR OM dated 21-7-2022 (copy
enclosed) on the subject cited above, it is requested to do the needful latest by 22-7-2022

Encl: As above. Signed by R.mahalakshmi
Date: 21-07-2022 17:48:51

Reason(R\pprareflakshmi)
Section Officer

To
All Officers of CSS, CSSS, CSCS.



A-50013/285/2022-ADMINSTRATION-MOWR

|/73113/2022

F.No. A-50013/285/2022-Administration
Government of India
Ministry of Jal Shakti
Department of Water Resources, River Development & Ganga Rejuvenation

(Administration Section)
Sekkesk

Shram Shakti Bhawan, Rafi Marg,
New Delhi, Dated ﬂj,g;{‘ July, 2022

OFFICE MEMORANDUM

Subject:- Strengthening the Central Secretariat Cadre Management
System (CSCMS) portal by up-dating the data of employees of CSS,
CSSS and CSCS Cadres and to enable online Cadre Management &
delivery of services to these cadres-reg.

With reference to DoPT’s O.M dated 17.06.2022, all employees of CSS,
CSSS and CSCS Cadres of this Department are requested to furnish their
details on https://cscms.nic.in:8080/ to facilitate smooth cadre management
and delivery of services in a transparent, efficient manner with accuracy and
precision. After updation of the data by the employee and the data getting
verified by the Nodal Officers, the same would be used for Cadre
Management related issues including postings/transfers, capacity building,
conduct of DPCs, career progression, training, statutory compliances etc.

2. It should be ensured that the data is submitted by the employees on
https://cscms.nic.in:8080/ by 22.07.2022. It shall also be ensured that the
data is factually correct and error free.

3. In case of any details updated by the employees is/are found to be
incorrect, it would have negative repercussion on the career progression of
the employee and as such it should be ensured at all cost that the data fed in
the portal may be error proof.

4. A CSCMS user manual to guide the employees of the CSS, CSSS
and CSCS Cadres for up-dating their information in the CSCMS portal is also
attached herewith.

5. In view of above, all the employees of CSS, CSSS and CSCS are
requested to comply with the aforesaid instructions on priority. In case of
this exercise is not completed by the 22nd of July 2022, a meeting will be
organised at competent level with the concerned Divisional Heads.

Encl: As above

(§°B. Pandey) '
Deputy Secretary to the Govt. of India
Tel. No. 23738126

To




A-50013/285/2022-ADMINSTRATION-MOWR

177311372022

All employees of CSS, CSSS and CSCS of D/o Water Resources, RD
& GR.




No.21/05/2022-CS-I(C)
Government of india
Ministry of Personnel, PG and Pensions
(Oepartment of Personnel & Training)

AEEENS

2™ Floor, Lok Nayan Bhawan,
Khan Markel, New Delhi-110 001

Dated the 19" June, 2022

OFFICE MEMORANDUM

Subjecl: Strengthening the Central Secretariat Cadre Management System (CSCMS)
portal by up-dating the data of employees of CSS, CSSS and CSCS Cadres and
to enable online Cadre Management & delivery of services lo these cadres— Reg.

Attention is Invited to this Department O.M. of even number dated 17” June, 2022 on
the subject menlioned above and o enclose herewith the CSCMS User Manual lo guide the
employees of the CSS, CSSS and CSCS Cadres in up-dating their information in the
CSCMS portal: hitps:/icscms.nic.in:8080. It is informed that the User Manual is also

available on the above CSCMS Portal
Hsaky

{P. Bhairagi Sahu)
Deputy Secretary to the Gowt. of India

To,
All CSS/CSSS/ICSCS Officers/Officials

Copy to:

1. All Nodal OHicers of CSS/ICSSS/CSCS in Govt. of India
2. Ms Madhuri Sharma, DDG, NIC (e-HRMS)

Copy for information to:

1. PSO to Secretary (P), DOPT
2 PPS to Addl. Secretary (CS)
3. PS to JS (CS)




USER MANUAL FOR EMPLOYEES TO UPDATE /EDIT THE DETAILS IN
CSCMS PORTAL
Step 1 -Process for Registration

* Access the URL- cscms.nic.in:8080 and the same will land you on the following
page

L 24
é, Cadre Management System
-4 Departinent of Personnel and Training

Welcome 1o the CSCMS portal

1. As you are all aware, presently the Cadre Management for Central Secretsriat Service {C35;, Centrai Secretariat Stenographers’
Service {355) and Central Secretariat Clerical Service (C3CS) s being maintained on the Central Secrezarlat Cades Management
System {CSCMS) through aectronic Human Resource Management System (e-HRMS).

2. Accuracy of data is of paramount importance as efficiency of cadre management activity wilt entirely depend on the integeity of
the data of the officers. We are 1n the process of exciusively enabling oniine delivery of services to the stakehoiders in their service
matters. In this regard, we are updsting the data of CSCMS by fetching the svailable data from e-HRMS and other available data
sources such as PFMS. EI5, etc.. so that the entire data of the employees wouid be availabie online. This will facilitate smooth cadre
management & delivery of services in a transparent, efficient manner with accuracy and precision.

3. As the amployee is the main the globai registration of ail the €S5S/ C55$/C5CS employees has heen ensbled on
https://csoms.nic,in: 3080 o that the smployse himseif’herseif can update the individuai-specific, personal and service related
details on the CSCMS portal. Mlease ensure that data provided is factual, correct and error frae.

4, The data submitted on hitps://cscms.nic,in: 8080 shail then be verified/corracted and authenticated, as the case may be, by the
Nodal Officar.

3. Nodai officers shall reguiarly login to ensure recocd submissions are further vetified and validated by them on time,
&. 1t may be noted that vertfication and validation of dota by nodai afficer within the prescribed timeframe if not done on priority,

then the submission made by empioyee will be desmed accepted and Nodai Officer shall be held responsible if the gata is found
incorrect or erroneous.

7. Oata so recetved in CSCMS shall be the basis for all services and decisions relating to cadre management of employess. .

»~ .,
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» Read the instructions and Click on the box for accepting the declaration. Then
choose the option - ‘Employee’.

« Information is available by clicking on i

g g i R e g e e i
ihen the submission made by empioyes will be deemed accented and Nodal Cfficer shail be he!d responsibie if the data is found
incorrect or &rroneous.

7. Data so recefved in CSCMS shail be the basis for ali services and decisions relating to Zadre managament of employees.

Furthermore, services will be added and rafined in 4 phased manner in consuitation with stake hoiders to dring transparsncy and
effictency in the averail cadre management system.

8. Further to updating the data by the smployes and the data getting verified by the Nodai Officers, the same would be used for
cadre management Including service delivery to the employees of these cadres in their service retated matiers Including postings,
transfers, capacity building, conduct of HPCs, career progression, statutory compfiances etc.

3. In case any detail(s} updated by the smployee/Nadai Officer is/are found to be incorrect, fusther action against the employee
Nodai Officer would be taken as per the extant rules inciuding but net fimited to Conduct Rules. 1964 as per LCSICCA) Ruies, 1965,

10. in vigw of the above, all the smployses & Nodal Officers are requested to update the relevant details on: prioeity Lo enabie the
Bepariment to implement efficient cadre mynagement.

10. in case of any lssues, the smployees may contact: CSCMS Heipdesk 011-267179%C. email id: zsams assistancedgmail.com

> [ hareby declare that the details updatediedited by me are correct and | am aiss zware that any Incorrect 2dition/ ug-dation done :
By me would attract action agalinet me at per the extant rules inciuding dut ot Amitad w Conduct Rules, 1964 a3 par TLSICCA) &
Ruies. 1963

i ~etmployee . Nodal Cficer
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«  After accepting the declaration & selecting the option of ‘Employee’, the User will
land on the below-shown page.

+ Enter the email id and click on ‘Submit and get Password’. Enter only .gov or .nic
email (if email is already provided for e-HRMS, use the same email)
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« The password is now sent to the email id.

« In case the email id is not mapped in the system —

The system would ask for the Date of Birth. Use the Calendar to enter the DOB
(double click on year to change the year and use left arrow /right arrow to
decrease/increase the year). Click on ‘proceed’

« Select the name of employee & father name and confirm
« Verify details and confirm choosing the option ‘YES’

«  Opt for ‘submit and get password’. Password is sent to the email of the User.
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Cadre Management System
Department of Personnel and Training

Employee Lagin
Ermait o ot found. Please orter rew letail
Emaii Address (1)
Sefact DOB IDOMMTYYYY) 3 Brocead 1
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Emgioyes CodefUser (- QICI1S7AVIA
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2 No ® g

{ Submit ang gat password |

7 Copyrght 2617 Dapartment of Persoane! and Trairdng. A: rights reserved.
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With this activity the process of Registration is complete.
STEP 2: Login to the cscms application
+ access the URL cscms.nic.in:8080
+ accept declaration, select the option of ‘employee’ and enter the application

+ type the email ID and enter




+  system provides the user id. Kindly note down the user ID and click on ‘Login in’
option. The norm for generation of user id by system is DD/MM/YYYY followed by
first four letters of the name of the employee. Eg. The user ID for Ram Kumar with 1°
January 1989 as DoB would be 01011989RAMK.
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3, Cadre Management System

L%  Department of Personnel and Training

Ereployes Login
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After selecting Login In, enter the User ID, password and the captcha to enter to the
system.

The user has the option to change the password, if desires so, using the option of
‘Forget Password’

©F st Shonss s ®i g P VR R e

& oD

,%7 Cadre Management System
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Username:

m, :

Passwords . ¢

Seurity Coge: :

& o

Entar Code: ;;

Forget Passward
N
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Step -3 Updating/ editing the data by employee

« User can update / edit data of only ‘Employee details’
» All other details can be updated/ editable only by the Nodal Officer.

« There is no change in the procedure to be followed by the Nodal Officer to update /
edit the details in the CSCMS portal.




« The Nodal officer can update/ edit data of employees of his/her
Ministry/Department/Organisation by using the URL cscms.nic.in and with the user
ID and password already available with them prior to this application.

« User can update/ edit the data of ‘Employee’ > ‘Employee details’. The fields
editable for User are ‘Employee details’, ‘basic details’, ‘Address details’, ‘Experience
details’, ‘Documents' (can upload the documents), ‘Training details’, ‘Qualification’.

« The user to kindly note for adding the qualification & training details, upload of
certificate is mandatory.

« In case the field ‘Documents’ do not have provision for the certificate(s) to be added,
the employee can add the details in the field ‘Qualification” or “Training details’ and
inform the Nodal Officer along with supporting documents for updating the service
records by the Nodal Officer.

Screenshots of the fields which USER can update / edit data are as follows -

(i) Employee Details

Cadre Management System
Depastrmaent of Personnel and Training
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(iii) Address Details

Sirth istrict

o il
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(iv) Experience details (for add/modify/delete experience, select the ‘modify experience’
option. Select the row for modify/delete and proceed with proposed action. Click on ‘add’
for addition of experience details.
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Cadre Management System
Department of Personnel and Training

grent/Resignation Tosis Heip Lagout

Expsrisnce Detail

Designation  Cadre Unit
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(v) Documents

(vi) Training (adding any additional Training details require mandatory upload of
certificate)
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(vii) Qualifications (adding any additional qualification requires mandatory upload of
relevant certificate)

After updating/editing the profile, the employee can finally submit the details.

Once opted for ‘Final submission’, the employee will get auto-logout and cannot login
to the portal again.

Hence cross check the details properly before clicking on ‘final submit’.




f.. . Devwiiwnt of Sovvonnet s Traiung. 1 i
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In case any of the frozen fields (such as promotion details, vigilance status etc.,) are
found to be incorrect, the employee can take up the matter with the CSCMS-Admin

and Nodal Officer of the concerned Ministry, for its updating.
For any assistance, the employees may contact —

CSCMS Helpdesk 011-26717990.
email id: cscms.assistance@gmail.com

Fede ke End***
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