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Basic Work-Flow of the Automation
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This is how the complete application
proceeds as per this work-flow.

Pointers :

1. If the user type is new candidate the
flow remains only for capturing the
resume in his/her own words as
shown …

2. If the user type is PP, then there are
various options and based on
access controls and approvals the
applications follows the SOP and
works.

3. For all practical reasons the
approver, will have the mobility and
ability to approve here or instruct PP
to mark approved/reject for any
candidate. However this can be
only done based on meaningful
remarks which will be provided by
PP/interviewer.
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intranet – peoples person
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Profile Page

To begin the user will
need to login into the
system using their
respective credential

 Go to corporate

website

 Select intranet from
login menu

 Put your credential
to proceed and
reach the intranet
page, and click on
[Profile] to get this
page. To be sure
check if your name
appears and shows
your email, like this
ex. Shows ‘Nisha
Shirke’ for this
tutorial.

 Click on Add
Candidate to
proceed …
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Data Entry by Candidate
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Add Employee

 The candidate will
need to be
provided with an
internet ready
KIOSK/ Laptop etc.
for entering the
resume data into
the application as
shown here.

 To enter the resume
data – choose [Add
Employee] from
menu, Its all self
explanatory.

 This form captures
the image of the
candidate along
with all relevant
data, hence the
gadget given should
have a built-in
camera.

 All data entered are
stored and can not
be removed by
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Tool to calculate salary based on take-home
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Pay calculator

The tool calculates and
provides the salary
breakup based on the
net take-home.

 Go to [Pay
Calculator] from the
menu to get the
screen as shown

 Enter
asked/approved
take-home in the
space provided.

 Click on Calculate
button to get the
derived salary
structure as per our
policy governed by
the rules.

 There is the print
button to print the
statement for
seeking approval on
it as shown.
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Only authorised access is allowed
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Accessing 

 The access to
Master Data is
restricted & access is
provided to peoples
person, presently its
Nisha Shirke only.

 To gain access to
this 2nd level,
password is
provided to Nisha.

 This login window
appears only if you
choose to gain
access to

candidates data
entered.

 On successful login
the next level opens
up for further work as
per the SOP of
peoples person.



Confidential – Only for internal circulation and education/knowledge 

The complete work is simplified
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Employee 
Master

The complete task/work
is engineered & kept
simple and as per the
SOP

Clicking Employee
Master, you will get the
login window as shown
earlier and get access
to this list.

 The list itself is your
main work area.

 The filter tool allows
the listing based on
your choice.

 Click the name to
see basic minimum
details of the
candidate.

 The buttons
alongside the
names under ‘office
use’ are for you to
work.
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Status of the candidate is the fulcrum
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The filter

 The filter is to be
used to get the
listing based on the
status of the
candidates.

 There are basic 4
filters

 Pending

 Rejected

 Approved

 Deleted

 Approved will list
those candidates
who are tagged as
approved.

 Rejected / Pending
will list those are
rejected or pending
respectively.

 The default status is
given as pending
after the candidates
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Various listing displayed for understanding
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Office Use

 Under the office use
for each candidate
there are actionable
buttons as
applicable.

 Take a note of the
following buttons
and its purpose. This
is your
workflow/tasks for
that particular
candidate.

 For Data Editing

 For Changing
Status

 For Deleting

 Registration Form

 Offer Letter

 There will be more
when needed …

1

2

3

3
2

1
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Deleted records
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Filter : Deleted

 The candidates
marked as deleted
are sperately stored
away from the
active database.

 On deletion the
date & time is
captured and is
shown as a record
under ‘Office use’
and the only the
option for printing
the Registration form
is available.

 In case the
candidate is to be
undeleted, then
click on the name to
get the next screen
with an option to
undelete.

 This record then will
be restored to its last
status.
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Deleted records
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unDelete option

 click on the
unDelete button to
restore the
candidates record
as mentioned earlier

 Other editing and
printing of
registration form also
possible to be done
from here – the
option is provided to
save time. But unless
it is undeleted the
same will not be
regularised.
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Employee Master (the main work area)
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Tasks to be done

On complete,on of
entry by candidate,
peoples person takes
on the following :

 Finish the interview

 Enter the details of
interview in the
remarks column (Edit
mode)

 Print the Registration
form (Print Mode)

 Seeks approval

 Enter status as
rejected /approved
as per the case
(Status Change)

 Enters the offer etc,
(Edit mode)

 Print the offer letter
(Print mode)
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Employee Master (actual work area)
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Change status

 On approval or
rejection you are
required to change
the status to the
needed one.

 If the candidate is
rejected you will
change the status
from to Rejected.

 In case the
candidate is
approved change
the status to
Approved.

 When the status is
changed to
Approved you will
get a provision to
enter the Gross
Salary Per month

 You have a button
for calculating the
amount based on
take-home.
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Employee Master (the main work area)
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Registration 
Form

 You can freely print
the Registration
From any time you
need

 Usually its good to
print after entering
the interview
remarks as then it will
become a part of
the registration form
at the end of page.

 As is Based on the
comments provided
boss can then

approve or
disapprove the
candidate.
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Employee Master (the main work area)
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Edit data

 After the approval
the mandatory data
needs to be filled for
having them on
records for future.

 This module allows to
upload all the
requisite uploads
needed as
supporting and
remains accessible
all the time for
Peoples Person only.

 With the changes

along the time there
will be changes
needed to be done
– those provisions
are made here.
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Employee Master (the main work area)
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Approved 
Stamp 

 The Registration
Form automatically
gets stamped as
Approved or
Rejected based on
the status.

 The rejected ones
comes with a
Rejected Stamp.

 This is needed to file
the approved and
rejected as a proper
paper records if
need be.
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Employee Master (the main work area)

 Once all the activities are 
completed and compliant to the 
SOP,  the option to print the offer 
letter opens up. 

 The offer letter automatically PRINTS 
THE date & time of printing and 
cant be tampered. This is imposed 
as an internal control on the 
printing as based on the printing 
date, the confirmation of 
acceptance is calculated as per 
the SOP. 

 Because of resident coding, the 
CTC is converted in words too. This 
needs to be cross-checked for a 
while, as there could be a 
mismatch which must be brought 
to IT’s notice for needed correction. 
However, as of now its good as all 
possibilities are checked but is 
limited to sampling done.
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Offer letter to print


