oriSm -

adding life to living...

Peoples person Process
automartion

(Candidate’s Interview to Approval/Rejection)
- PrismITES




Basic Work-Flow Qf the Automation

This

is how the complete application

proceeds as per this work-flow.

Pointers :

1.

\

PRHSM

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

If the ser type is PP, then there are

variods options and based on

acgess controls and approvals the

applications follows the SOP and
orks.

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

DD H - - -
[) /\

PECOFLES
PERSON

BOSS/
PPROVER,

Peoples Person

Automation of Peoples Person's Interview
process till Approval. As per set SOP and
Approvals, Salary Computation, Printing of
Registration form, Offer Letter & Recording Stage

Enter
Resum

. 1‘
>

o

=

_

FREDEFINED
PROCESS§
BASED ON

DA B/OR

Change Status/
Enter Mandstory Datal

‘Change
Status -

o
Mo

Uplaad Attachment

Upload AL
Files -

Registration
Form

Approved
Form
Offer
Letter
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® Fonie Page x

Profile Page

To begin the user will Prism-ITES Intranet B Add Candidate % Upload Image & Logout
need to login into the
system using their Profile Page
respective credential

» Go to corporate

Your account details are below:

website o
Name: Nisha Shirke
> Select intranet from Profile: peoplesperson
|Ogiﬂ menu Email: peoplesperson@ prismile.com

» Put your/credential
to prgceed and
reacty the intranet
page, and click on
[Profile] to get this
pbge. To be sure
fheck if your name
appears and shows
your email, like this
ex. Shows ‘Nisha
Shirke’ for this
tutorial.

Click on Add

P R i Q E\fi | Confidential - Only for internal circulation and education/knowledge



Data Entry by Candidate

Add Employee S © &% 1 oo e ) wor T

Add Employee

» The candidate will

need to be N
provided with an
internet ready

KIOSK/ Laptop eftc.
for entering the
resume data into
the ~application as
shown here.

®» o enter jhe resume
data - Zhoose [Add
Emplggee] from
meng, Its all self
exglanatory.

» This form captures
he imcge Of ’rhe Extra Curricular

e ciong

with  all  relevant
data, hence fthe = |l

gadget given should
have a built-in

comero.

PRISM: |
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Tool to calculate salary based on take-home

Pay calculator

The tool calculates and
provides the salary

breakup based on the
net take-home.

Calculator] from the
meny fo get the
screen as shown

» Enter

asked/approved

spacg provided.

the

» Clizk on Calculate
bftton to get the
dlerived salary
strucfure as per our

policy governed by
the rules.

There is the print

button to print the
To’remen’r for

PRISM |

c @

_ PO Picpon - FAge N o m
plesps n prismile.com, hack | W

aycheck Calculator

Annual CTC :
CTC (Monthly) :
GROSS SALARY (Annual) :
GROSS SALARY (Monthly) :
TOTAL DEDUCTIONS (Monthly) :
Basic: 17,551.00
Conveyance Allowance : 1,721.00
House Rent Allowance : 18,407.00
Special Allowance : 5,128.00
P.F. (Employee Cont) : 1,800.00
P.F. (Employer Cont) : 1,800.00
PT.: 200.00
ESIC (Employee Cont) (0.75%) : 0.00
ESIC (Empiloyer Cont) (3.25%) : 0.00
LTA (2.30%) : 404.00
Bonus (2.30%) : 404.00
TAKE HOME : 40,000.00

535.296.4
44,608.0)
513.696.0¢
42,808,00
4,608.00]

PRISM

pur el ¥
nallon Wuchre & s -
s i ey tvvvcrmnls w naarenl IV

- courding of five sanary
o

|
1
(M L Pl .
[E1C (Monthiy)
'4,!);\*.‘. SALNTY (vl
MO WA ALY (Mol ) l|
|= g Y e —~
CTVONS (WMon Ty
;“"“ = Galary toouls
i

[Comweywn "”Ahm_lnf .
{ l&:-m;ﬂwl Alpwniin
} i‘ﬂ.— '," Mnjanrmu TR A..
Shatuiary Doduecton
P (Lmpleyes Conl)
Y
(48
ILTA .
[ BONVS _—
Company ontrhition
l“ LU\ nv.h,ul o)
! \ : '
= TOTALU ¢

(M) |

v Iom
|yoTAL DAY ey

| TANE [T 2

o
et Aporoved
satary Sueciu
The aDove

Authotised pignatory

For Prm () sclence’ Limitea

'..!m:y.t'nr‘dflr'_, L —
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Only authorised access is allowed

ACCSSSIng “— C 0 D B plespesson prismile.com nph - O 0 +y N 0O ® & —

» The access fo

Master Data is Login
restricted & access is &

provided to peoples

person, presently its Username:
Nisha Shirke only.
Password:
®» To gain access fo
this 2nd level,
i

password N
provided #6 Nisha.

» Copyright 2019

®» This Iggin window
appears only if you
chose to gain

adcess to
gandidates data
entered.

»/ On successful login
the next level opens
up for further work as
per the SOP of

peoples person.

PRISM |
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The comple’re work 1s simplified

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 thislist.

» The list fself is your
main work areaq.

®» The /ilter tool allows
the/ listing based on
ygur choice.

» LClick the name to
see basic minimum
details of the
candidate.

The buttons

alongside the
ames under ‘office

PRISM |

Employee Register

Filter Employee Data

No EmpID Name

1 2 Ram Sagar Patel

2 L SHIVKANT MISHRA

3 A SHIVKANT MISHRA

4 A Suhas Namdev Alvekar
5 3 Sandhya Rathore

6 A Pravin Chaudharl

7 A Rajnish Vithal Chavan

8 A Sanket Vijay Sawant

9 X PINKY HWAK AA
10 A Arsar Tautesgue Ahmad Ahmadkiula
1 A Rar wakarma

Meoples Person - fleglistration

Applied For

Detal Executive

SALSE OFFICER

SALSE OFFICER

operation exacutive

IT Executive

AREA BUSINESS MANAGER

Regoinad sales manager

Medical Representative

MED. REPRESENTATIVE

medical repensitve

MR(mesical representative

Birth Date

01-05-1989

08-09.1990

08-02-1950

16-03-1980

08-01-1996

18-11-1885

18-06-1078

25-10-19863

030397

17-01-19688

25.04.1969

Confidential — Only for internal circulation and education/knowledge

Contact No

8662704080

+91 7303598925

+91 7303588625

+91 8108485262

8166219482

+818108121810

+918326854248

+31B928634835

+917666668773

+919594267022

Status

Office Use

T 71 &
: » !




Status of the candidate is the fulcrum

Meoples Person - fleglistration X

The f”Ter . o cC U &% n prismile.com; horme. phy B -~9% sy n0O ® @ =

= e e s o be [T

used to get the
listing based on the

Employee Register

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

PRISM |

Confidential — Only for internal circulation and education/knowledge

status of the -
. Filter Employee Data |+ l
candidates. i
Féter Empioyee Data
. Applied For Birth Date  Contact No Status Office Use
» There are basic 4 «
fH’ Rejected Sagar Patel Detall Executive 01-05-1989 8652704080 ann n
I erS Pending
Deleted VKANT MISHRA SALSE OFFICER 09-09.1890  +91 7303898025 n nn n
= Pending
3 L SHIVKANT MISHRA SALSE OFFICER 09021950  +91 7303598925 ﬂ nn n
| | 1 -
R eJ eCT A 4 A Suhas Namdev Alvekar operation executive 16-03-19080  +91 8108485262 n n n n
a App Hved > £ Sandhya Rathore (T Executive 09-01-1996 8160219482 [ Approved nnn n u
6 4 Pravin Chaudhar| AREA BUSINESS MANAGER ~ 18-11-1885  +818108121810 nnnn
= Dfleted
7 A Rajnish Vithal Chavan Regoina sales manager 18-06-1678 ﬂnn n
» Approved will list
. 8 & Sanket Vijay Sawan Medical Repeesentative 25-10-1983 4919326954248 a n n n
ose candidates
hO are ngged as 9 A PINKY VISHWAKARMA MED. REPRESENTATIVE 03-03-97 +H1BIZA634835 ﬂ nn n
ap prO\/ed . 10 £ Arssari Tautesque Ahmad Ahmagdula medical repensitve 17-01-1988  +917686668773 E nn u
1" A Rarnesh vishwakarma MR(mesical representative 25.04.-1989  +919594267022

@



Various listing displayed for unders’ranhg

Office Use

» Under the office use * Employee Register
for each candidate No EmpiD Name Applied For Birth Date Contact No
there are actionable 1 2 Sandhya Ratnare IT Executive 09.01.1906 8165219482 ; . |
buttons as
- 2 PLSL-0441 & Anamika Kuman Product executive 03-05-1994 +917875588612 =0
applicable. e
3 A Sreha shrivastava Product Executive 02-03-1988 +918048035651 o= Bnn n n
» Take a note of the = — : o
following buttons
and'its purpose. This
' your ﬁ Employee Register
. fO r No EmpliD Name Applied For Birth Date Contact No Status Office Use
ea rticular 1 & Neha Girish Rane Product Execulive 25-04-1991 9892828852 a n n u
2 A Ms. Tanvi Nait HR Assistant 20-04-1967 9618588627

EF r Data Editing

ol Changing Employee Register
Status 3 4

No EmplD Name Applied For Birth Date Contact No Status Office Use
= For Deleting - 2 Ram Sagar Pate Detail Executive 01051980 8652704080 (a|~[n]e]
- RegisTroTion Form 2 2 SHIVKANT MISHRA SALSE OFFICER 08-08-1980  +91 7303588025 nnn n
3 2 SHIVKANT MISHRA SALSE OFFICER 00-00-1080  «81 7303598025 Bn
= Offer Letter (s |8

- There will be more
when needed ...

PRISM

Confidential — Only for internal circulation and education/knowledge 9




Deleted records

Fll-l-er: DeleTed < cC © = plespesson prismile.com/horme, php Hilter = Delets B 9% sy NO® G =

= e candcates |G

marked as deleted

are sperately stored Employee Register
away  from the B
active database. Fiter Enployee Data ||
Féter Empioyee Data
» O N d el eh O N .I.h e Approved Applied For Birth Date Contact No Status Office Use
. . Rejactard Chaudhar| AREA BUSINESS MANAGER 18-11-1885  +B18106121910 04/11/2018 16:46 PM
date ~ & time s i | & | :
captured and s HR 24011904 8652331201 I 21002010 s7:40 P
ShOWﬂ as g I’eCOrd 3 A Prachi Pail Product Executive 24-08-1983 +918656680862 n 29/082019 23:50 PM
under ‘Office use’
d ; 7 |y ‘I‘he 4 A ratwd yacav medical representetive 24.07-1982 +018082036220 n 21/08/2018 23-50 PM
an g
o pTIO fOF prl nﬂng 5 2L ASHISH ARUN TIWARI MEDICAL REPRESENTATIVE 18-06-1987 +819209209307 B 21/06:2019 23:50 PM
the R egisTroTio n form 6 2 VINCD KUMAR MR 02:02-1884  +919867913883 n 21/08/2018 23:50 PM
IS gva IlO ble : 7 A Noha Goya Human Resource 02-05-1988 +918446387616 n 21/0002019 23-50 PM
» | 7 cagse 'I'he 8 A Urnesh Yaday Medical representative 14-08-1980 +818369514739 n 21/082019 23:50 PM
andidate is to be 9 & MEHTAB AALAM ANSARI MEDICAL REPRESENTATIVE 12.05.1997 919156160287 n 21/08/2019 23-50 PM
undeleted, then Z -
. 10 Asrnita Varpe Product Manages 26-11-1562 +017738544895 29/06/2019 23-50 PM
click on the name to
ge'l' 'I'he nex'l' Screen 1" A HEENA TALATI sales 21.11.1978 - nm.,ngx?g’g 23-50 PM S

with an option fo . =T - 2 - ;
undelete.

his record then will

= (
P R l S I\/' | Confidential — Only for internal circulation and education/knowledge



Deleted records

unDelete option « - c e T e e O

= ciceon e [

unDelefe bufton to
restore the Employee Data » Biodata

candidates  record
as mentioned earlier

=
=
8
=
®
I

15 Cenerte POF

Control ID 126 | Entry done at 14/10v2019 16:02 PM |
» Other ‘editing and S
. . Employee Name Pravin Chaudhari
2 HTI 79 . of Applied for AREA BUSINESS MANAGER
regls’rro’rlon form also Nationality & Date of Birth ndian, 18-11-1985
pOSSi ble to e done Communication Address Rom no-6,Priyanka-DARSHAN CHS,opp St..Xaviers school. Thakurwadi DOMBIVLI W
from here - the Permanent Address AS MENTIONED EARLIER
opTion is provided to Contact No +918108121910
save jime. But unless oo o i
. . Expected Date of Joining IMMEDIATE
it is/undeleted the Alternate No +919869616386
sa S Wll l n OT b € Reference A VIPIN SINGH-8867003008
re/gularised. Referance B MEGHRAJ ULHALKAR-5108002308
Position
Status Pending
Remarks
Username ab
Encrypted Password 810cabEbS20040c20036dbAB31 360055

P R | S M | Confidential — Only for internal circulation and education/knowledge ] ]




Employee Master (the main work area)

Tasks fo be done « - c o © & 2o e i g -9 imoBe =

On complete,on of

enfry by ca nd]dgfel 5 2 Sandhya Rathore IT Executive 00.01.1966 8160219462 o annnn

peoples pefson takes 5 2 Pravin Chaudhari AREA BUSINESS MANAGER  18-11-1985  +918108121910 mnnu

L The fO”OW|ng : 7 A Rajnish Vithal Chavan Regoinal sales manages 18-06-1978 - aunn

» Finish the interview 8 4 Sanket Vijay Sawant Medical Representative 25.10-1983  +919326954248 nunn

®» Enter the details of 8 L PINKY VISHWAKARMA MED. REPRESENTATIVE 03-03-97 +918928634635 annu
intferview in the 10 2 Ansari Taufeeque Ahmad Ahmaddula  medical repensitve 17.011089  +917686669773 annn

remarks column (Edit ;
A Rarmesh vishwakarma MR(medical representative 25-04-1989  +919594267622
mode) BRE00

12 PLSL-O441 & Anamika Kuma Product execttive 03.05.1994  +917675588612 (D E n u n n
» i G i i
Print th RegISTrOTIOﬂ '3 2 Bhvamar Shetty HR 24-01-1984  +918652331201
form [Print Mode)
14 A Sneha strvastava Product Executlve 02403-1888  +919049035881 ([N a nn n n
15 2 Noha Girish Rane Product Executive 25.04-1991 9892828852 [ Fojoctd | n n n n

» ter status as 16 PLSL-0110 & Tushar S Desai Training Head 18-07-2019 +919769906762  (OTIND ﬂnnu u
/ eJeCTed /Opproved 17 2 NIKHIL MALLINATH MALGE PRODUCT MANAGER 19.05.1988  +91 9765883055 nnnn

ok Rl the e 8 2 iR Assist 20-04-1997 9619589827 [ Rejwcin |
1 Ms. Tanvi Nait 3 ssistant ) -1897 9618 6z Rejwcind
(Status Change) 200

®» Segks approval

© Prism Life Scences Limited

Enters the offer efc,
(Edit mode)

PrinT the offer letter
Print mode

P R | S M | Confidential — Only for internal circulation and education/knowledge



Employee Master (actual work areaq)

B o o x Perion - Candicates Aps > otevence toom tectwoiogy - X | @ Howo genersta tom 167 -1 X | [ Window sowenx ang screen X | "BE
Chgnge STOTUS < C @ © & 25 peoplespesson prismile.com/approval php s 6B -~9% ¢« MO ® e =

= on approval o [T

rejection you are
required to change Employee Data » Approval Status

the status to fthe
needed one.

Approve/Reject this form with ID 128 or Keep it Pending [Change Status)

Candidate’s Name Sandhya Rathore

» |f the candidate is
I’ejeCTed yo U W|| | Position Applied for IT Executive
change the status }

Approved

Status Now : LT

from to Rejected.

Agreed Gross Per Month 19781
» N case the
. . Remarks 12-11-219 didt not turmn-up (il date e
CCdeCITe IS l\??.‘.1-21€| boss approved
O ppr ved C ho nge I:"-s;1<‘;4‘1l|;5;"1n networking &s required X)
The STOTUS TO 2 exposures In Switches' Roubers
"l proved . Date of Remark 14.11-2019
» hen the status is Additional Remark
changed to

Approved you will
get a provision to
enter the  Gross
Salary Per month

R\You have a button

PRISM

Confidential — Only for internal circulation and education/knowledge ] 3




Employee Master (the main work area)

Reqistration

Form cC © @ peoplesperson prismile.com/for O % sy NO® 6 =
®» You can freely print
the Registration

From any fime you
need

» Usually its good to
print after entering
the inferview
remarks as then it will
become a part of
the regisjyGfion form Crse e 0zt 124 051
at the end of page.

Signature :

This is a computer generated document for office use, no signature required for the following section

» As is/Based on the

coniments provided Romarks = (R T2 o .
. strong on networking as required
b @SS can 'I'hen 2. exposures in Switches/ Routers
3. affinity towards learning new IT-related things
@(® pro\/e or 4. go-getter and never say 'NO" attitude
i 5. place of stay - Kharghar, close to the office
disd ppro\/e The 6. have to be trained on desktop support, and is possible.
Cda ndldOTe . Note: IT Department is looking for an elevation in present responsibilities; primarily from desktop support to

network and server support.
02-11-2015

\

P R | S M | Confidential — Only for internal circulation and education/knowledge




Employee Master (the main work area)

_ PRoRies Parscn - HeoRavRn 7

Edit data

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

Employee Data » Edit Data

Employee ID PLSL.0110 Name Tushar S Desal
» This module allows to Date of Joining 01-08-2019 Date of Birth 18-07-2019
U p | O O d O | | Th e Communication 405-E Rock Avenue Plot £ Near Hinoustan Naka Permanent Address Same
req U |S| 'I'e U p | oda d S Address Kandivaii{West) Mumbai-40006
needed as
suU p po r.I.I N g an d Mandatory 1D Details 123456785012 aaaaaliilia Telephone Nos +G19765G96769
remains/ accessible BankDetalls - : Account Details
all  tHe time for : _
Offictal E-mail 3 Personal E-mail tushargd@yahoo.com
Peoples Person only.
Position Now : §ETITTIETD Training Head Company/Division : g Epiderma
» Wih the changes
Agreed Gross Per Month

glong the time there

ill be o h anges Multi File Uploader with Broveal Mo file selacted. ‘Click’ on the File Name to download

Progressbar
needed fo be done

— those provisions
are made here. E3EE

\

orSmM

Add Row (+} | Upload|

Confidential — Only for internal circulation and education/knowledge ] 5




Employee Master (the main work area)

Approved Tl
Stamp e o 0

prismile.com;for k=114 U B + sy N0 ® e

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

» The rejected ones

comes with a
Rejected Stomp.

» This is ne€ded to file

the approved and
rejecfed as a proper
pager records if
neged be.

Post Applied For
Name

Division & Designation
Department

Personal Details :-

Date of Birth

Place of Birth / Nationality
Gender

Communication Details :-
Permanent Address
Address for Communication

Phone No
Email-1D

Languages Known:-

Product executive
Anamika Kumari
Epiderma : Product ez

K, O R B
v f A -~

03-05-1904
Indian
Female

301, Shree sai CHS, Belavli, Badlapur west,

Thane-421 503

+917875588612, +919022030537
anamika3594@gmail.com

Hind : Read Write, Speak,

Family Background :-
~ Name

| English : Read.Write. Speak,

Relation

Confidential — Only for internal circulation and education/knowledge

[Marathi : Speak,

occupation




Employee Master (the main work area)

Offer letfter to print

\

PRISM |

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

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

Becagyse of resident coding, the
CTis converted in words too. This
negds to be cross-checked for a
while, as there could be a
ismatch which must be brought

o IT's notice for needed correction.

However, as of now its good as all
possibilities are checked but is
limited to sampling done.

A

Tuesday 12Now-2018, 055258 pm J

To Arami2 Kuman
301 Swwee su CHS.
Seindll Eadapar west
Thane-£51 303
Sub © Lot of Ofer

Dear M3 Anamag Kaman

Ths has refevence 10 pour BVECNON 3G The REneguent plenvew you had it 1 B the postion of
Product exsCulive”

We are pleased 15 confim the ofier Of empAoyment &Y The stowr PoSBion On NG and ConGRons
mumaly Gsonsec and agees Your saary stuciee and slowances wil De gvon wER your

FppoImment leter 25 Mmutcaly agreed

5 SR S L e TR S S e Shal RIPECERE YOl

COMNTIE00N Of RCOSgRANCE Of The S00we Offer 1St Dy “SEeuay E-NO-20NT INOn-ScosttancE

You me beg ofiesed the afore.mistionad poslion wilh 2 coxt 10 e conpany of Rs 34177600
Three Lath Forty Theee Thowsand Seven Muncrad and Seyenty S Supess Oty per snoum

Prapse return the enCused COpy Sy Sghed s 8 token of your strectance

ours Sncevey

Agsy Jomm Maa Undentoos Agreed & Actepied
Fecpie's Persom in Ches Name Aramee W

For Prsm Lefe Sciences Limtied Tz

Confidential — Only for internal circulation and education/knowledge

Your compensation syuciuee is 25 here under {Reusded off 1 noarest rupoe) -

;crcwmw M3 77620
[CTC (Momttiy) 26643 00
[GROSS SALARY (Arssasl) 26 %0 00|
GROGS SALARY (Manttiy) 27980 80
TOTAL DEDUCTIONS (Marruy | 3642 00
Salary Heads
Basic a1 00
Cooveyance Alowanco EED
House Rl Abowwscs 11 BE7 20
Sl Alwatce 335 00
s __JOTAL-A| RaT"727 18020
e e A oo AR
PF (Enghiyas Com| 190
PT 200 20
ESK 020
LTA 2% 90
| BOnUS — 1)
TOTAL-B] Re 218000
Comgpamy Comribition
B Employw Comt) A 0]
S LR
TOTAL-T R =1 454,50
TOTAL DEDUCTION - (8aC) | Rau_ttesee 3,648.00
}’m o »‘QVA E[J Ra_teees ?E,QW.OO

* Thes ratctes Sonus pugate ot po T Payrart 3 B A & Bo - ets 33 Secumd Ty the sEwsey Sy yoir Ls - pace o Se
e . e vy & e S o b Vg

= Latve Trassl Alsmuros 40 sach SPanOel pear (hsr - el wfl be et mony Febury set ree

S Tae R 30 T W S vaeiene ary TiRes BRE GO T MAEC CRECIIT oo moooes Tae Lasve T Slacroe e Se e
D R

b g ——"— --u--.~.v e Dter Aty beres Tae weiense o St Srnings Las ety b
S mtied = a2 a8 prgea Dia o T n.‘b'vt.tlet!o.--vtwl:m‘ a1 3w core Tae B avnounond bom

Best regarns

Ajay Josni Reaq, L Agresd £ A
People's Persan in Ched Name  Anamika Kuman

For Prism Life Sciences Limited Oate

17



