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priSﬁ

This is the Home Screen

for PrismITES Services ...

15t go to the given URL
[i.e. ites.prismile.com]

All the IT Enabled
services are listed for
all users & department
wise to chose from.

Choose your selection
to get your respective
modules to work on.

The credentials are
usually your official e-
mail ids & password.
You may change it
once you login.

These all applications
are real-time & online
and works on internet.
You can work from
anywhere anytime.

)

cPanel - Hosting X
~ O
) v

All

Issue Management
For All

.

At

1-2-1 Chat
For All

,O Type here to search

wix 592plzcpnld62837.prod.sin2.c X

prismile.com

@
Peoples Person

PDC Management

Accounts

FTP Management

ForF&A

Surveys
For All

ﬁé

For Reg Affairs

MAAFia
For Marketing

$» & m E Pp3

#in localhost /127.0.0.1 / p_pm

X

Regulatory

x3

@ PrismITES - Start Your Day (

Marketing

Online Library
For All

Tutorials - Various

Pl-Sys | Dashboard X
B w
T Common to alf

Leave Management

For P-Person

Peoples Management

ings to Do (Users)
For All

CPEP Online

For All

For P-Person

3 28°C Smoke

For Reg Affairs
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. You ShOUld be @) cPanel - Hosting Courses & Lesso Admin Panel PrismlITES - Start Admin Panel @ Google Account Peoples Person
gettlng thls ) (%1 ‘ QO B htipsy/prismile.com/subdomains/pms/index.htm Ikl — | 100% | +
application’s home e - e
screen

* The SOP has this
training module -
this is specific to
admin and peoples
person’s use.

* Click on the Peoples

Person to enter the

PMS ...

Personnel Management System (PMS)

You will get your login
screen, this is where
you will enter your
credentials as shared
by IT, if not take it
from IT (do not try to
create any).

Peoplesperson Management System

Copyright ® Prism Life Sciences | PrismITES 2020

... Use them to login.

i < = 15:46
L Type here to search = i | ¢ M EF x3 a r3 a Nearrecord A @) O = B I  ENG B s 54‘




orism

° U se yo ur Crede nt|a| tO ‘ E ‘ @) cPanel - Hosting - Courses & Lesso Admin Panel PrismITES - Start Admin Panel e Google Account . Peoples Person
signin ... - 0 8 &

prismile.com

Peoples Management System (PMS)

In case you credential
is not readily with you,
you can use forgot and
get the instruction on
your official email id
which is your login id
too.

* Alternatively you are
still stuck then contact
web.support@prismile
.com / Atanu Bhaumik.

peoplesperson@prismile.com|

|+ The application - C
records all login errors
and status for

processing purpose

15:47
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mailto:web.support@prismile.com

O ) cPanel - Hosting Courses 8 Lesso Admin Panel Prism|TES - Start =" P|-Sys | Dashkb X Admin Panel @ Google Account Peoples Person -
* Based on the login — Y

the access is
provided to the user

O EJ https://prismile.com/subdomains/pms/h-users/dashboard.php b 2,

Logout

* Type of Users :
* H =>peoples per. @ Dashivoars PMS DASHBOARD

; &2 = Account Setting . . " —
* The menu is divided ~(_x] '..‘ —
as per the work flow 0 —
sta rting with the L Feoples Requisition 88 82 D
dashboard as shown Candidate Data Resumes to be attended
or thaliordstieen A Candidate Master (incomplete)
$ Pay Check Calcula
i= Employee Management 3
1 F

Closed in last 7 days

2020 - PrismITES [ReSounders] °

" p 5 15:47
L Type here to search ~R=T > W =~ k2 ﬂ r3 B Nearrecord ~ di) O %@ B &  ENG 07-12-2023 E__a;.




Requisition

° The 15t aCtIVIty |S tO (] {3 cPanel - Hosting > 1{}, sg2plzcpnl462837 X Courses & Lesson X Admin Panel x . PM-Sys | Employ: X Admin Panel
raise the requisition

O EJ https://prismile.com/subdomains/pms/h-users/requisition-list.php 7 &,

-The requisition s
created by adding
one to the existing |FASI—_G Employeg&equisition List ¥ B
list

The list has
provision to print
the already added
requisition

Requisition List Logout

the 5 Account Seting Copy/” Excel  PDF  Column visibility Search

Onboard Placed Miunimum Place Budgeted Requirem
Requester Subject by at Experience Education from CTC T RF/SOP
i o Adminstrator This is a Dummy =~ 08-Jun-2023 Office 1Yrs Any Any 100,000.00 Additional
PR Raised

* On the screen itself  Contcate aster 3CED  Adminstrator Executive - 19-Jun-2023 Office 1rs Graduation Rabale
you will know which Billing
one is open and
which is yet to close

Replacement

$ Pay Check Calcula
LN o Atanu Receptionist 01-Dec-2023 Office 1¥rs any Dombivili £00,000.00 Replacement

cum min

* You can export the i Employee Management Showing 110 3 of 3 entries Click to add New Previous n Next
list in to excel / pdf 2

or copy it to any 2020 - Prism, S [ReSounders] o

other application like

word etc.

https://prismile.com/subdemains/prs/h-users/requisition-list.php

" . = = 1803
L Type here to search . =T | £ 0CHze A9 T@BE S BNG 06-12-2023 E-_‘:-




. -

How to enter/ raise =] {9 cPanel - Hosting X MY sg2plzepnld62837.prod.sinl s X Courses & Lessons | HubSpo' X Admin Panel E8 < PMS | Requisition Registratic

your requiSition oF O B https://prismile.com/subdomains/pms/h-users/reguisition.php w @,

b+ This can be done by
the HOD

* This can be done by
the peoples person on
behalf of the HOD /

Your Work-Menu Logout

& Dasnboard > Requisitig/lForm

= Account Setting

Req uestor Date E/Dec/2023 Atanu Bhaumik v Req Type Replacement v
e the screen is self Prism w | Personnel to be inducted on/by | 01/12/2023

explanatory for 2 FeoplesR =

capturing the data B ) ) _

A Candidate Maste Receptionist cum Admin executive preferred @® Male Female Any

* The data entered S ect

derives the software

and gives |t a ﬂOW e To be National (India) v India Office v Dombivili

based on the SOP. Experiance (minimum 1 Years | Qualfication | any % | 200000
* Every requisition is £Z Employee Management Justification of request nehal getting married and moving to pune

identified with an

unique number as RID o Concitatere 500 sanbmandator rome] SOPMising g Submit & Back

—requisition ID.

i button as per the

* This also gets attached

to the resumes as you
would see

\_ case

" p E 15:45
L Type here to search 4 =T W £ §E= ﬂ a Record high ~ ) O ¢=m @ & 2 ENG b %:_




 The ID is allotted on YRENEEECSRE D
the submission of

x m sg2plzcpnl462837.prod.sinl.c X . Courses & Lessons | HubSpo! X Admin Panel

prismile.com/subdomains

x -

the requistion

PERSONNEL M

Transferring data from prismile.com...

& Type here to search

U 8 prismile.com <,
Logout
> Requisition Form
Requisition Date 06/Dec/2023 Requester’ Atanu Bhaumik Req Type Replacement ~
User

Requisite Prism v | Personnel to be inducted on/by 01/12/2023 (|

Company/Division

Title of this Request Rece| @ prismile.com preferred @ Male () Female () Any

Subject)

ST Your request has been successfully filled and your requisition no is 3

Candidate To be Placed at Natiot n Pref Location Dombivili

Experience (minimum) 1 > Years Qualification any Budgeted ¥ 200000 &

Justification of request

nehal getting married and moving to pune

Upload Candidate’s SOP plan {mandatory) | Browse...'\ SOP-Missing.jpg

Back to List

o

13 min delay on AH4...

CTC

Ad) & @ T NG

15:49
06-12-2023



* There

button which
automatically

fetches the resume
entered by the
candidate on
another system

which is available on
the website.

Its taken care in the
system that no
resume is fetched
twice and only one
copy is maintained

* Each of the resume
are to be linked
here as step-2 with
its requisition.

* Once done the next
stage opens up.

* You can print the

resume any time
from here itself.

is thi fetch

candidates interviews

O EJ https://prismile.com/subdomains/pms/h-users/emp_master.php#

) cPanel - Hosting > Ud¥ sg2plzcpnld6283 Courses & Lessor X Admin Panel

Logout

& List of Open Candidates [National]

o

@ Dashboard

—_— L Data saved successfully
= Account Setting

Fetch the resumes

2 Copy Excel PDF  Column visibility
Peoples Requisition
Name [ [3l): Blaoi@landatory Birth
lo R_ID Can_ID Field ] Applied For Date

A" candidate Master

Link the resumes

$ Pay Che

i= Employee Management

= 1807

L Type here to search ‘1 29°C Haze A di O 4= B 7 b ENG AT %:_

P @& M K8 A B



RENIES

E] < G quar et Py X B e l Roac Corr ﬂ Man & whic cPar Hh sg2p cPar Uk loca Admin P % Dov + N - =

Take a note of the status
and the buttons as
below, it is a single
'screen where all the

&« C (O] prismile.com & 9 L e =

Logout
office  activities are
recorded : ‘ . .
& Dashboard %&F List of Open Candidates [National]
= AT Copy Excel PDF Column visibility Search
Name [ [C3l: Blank Mandatory Birth
No R_ID Can_ID Field ] Applied For Date Contact No Status Office Use
1 Peoples Ry
L6 ] 630 MILESH KILLEDAR ACCOUNT EXECUIVE 27041975 +918828402704 ﬂ
A candidate Master A R o - _ _ A o e PR ——
®, The ISt is the SOP - < P S TARA AREA 2ALES MANALER = 02 obl42o072 [ uninked | |M[Jlsa£m£_|
where the resume _ -
I 3 28 AGDISH ANKUSH GOVILKAR A 4 | uniinked |
gets linked to the ﬂ
requisition. Translates 4 27 Brijesh kumar pa a 3 [ Uniinkeu | ﬂ
to ... =
) = Employee Management _ - Eirallen A - = TR D
* The 2™ js the SOP . o ) : S n
where the interview 2 endra kuma . 2 [ ninked | B
remarks are taken.
Translates to ... 7 24 ANJAY SWARANKAR I B o= ﬂ
* The 39 is the SOP
where the final : {isha Babu Dubufwac ception

candidature is allotted.

ST B 1449
A~ G E e B



EINLE Requisition

<! q (] ) cPanel - Hosting > Idb sg2plzcpnl462837 - Courses & Lesson X Admin Panel ® . PM-Sys | Employ: X =0 P Yersonal X Admin Panel x + v - X
* On clicking on the

link button against
the resume you get
this window — listing
the open requisition.
The resume being
linked is referred on
the title bar of the
window

Once linked the
same cannot be de-
linked as this is a
non-reversible part
of the workflow — so
CAREFUL

Link the Requisition
raised with the
resumes received for
the requirement

* To link select the
requisition from the
drop-down list and
save it.

o

e & WM O E KB 4 B & 9CHaze ~WEEBD L NG 0

06-12-2023 E‘ )




Interview

* Each interview is
recorded with the
date — it’s the same
interface where the
system shows the
details till the

< C (ORG!

prismile.com

@ Dashboard

Candidate's Approval » [For office use]

E] < G qua B Pec X [ R l Roa Corr {,' Mar G whic cPar wh sg2 cPar

Status

uk loca Admin P % Dov + v — kY

O e =
1 @ ¥ @ 8a =

Logout

/I Enter all the details as

previous interaction
for reference and
the current
interview details.

= Account Setting

Approve/Reject this form with ID 630 or Keep it Pending [Change Status]

Candidates Name : NILESH KILLEDAR

§ § Peoples Requisition

s an important step in the

es th
A" candidate Master

For the interviewer

we have provided IR

the dummy guide as P e A
pointers for the 52 Ermployee Hanagement

interview, which

later-on can also w Date and 10-01-2024 Your remarks
become the

standards and filter

Post Applied for : ACCOUNT EXEC

1 process. If
cant's skills,

and when ready

Yes

VE F.J.A. (first job application)

Mo
evel) =0 —

5. Communication Skills
7_ Interpersonal Skills

8. Dependability

Work Ethics

10.Candidate’s Personality

to automate the
selection process.

L Type here to search - ' L Z wi x3 P3 ﬁ »

1449
el D AN o B



Offer Letter

G quar et Py X B e l Roac Corr ﬂ Man & whic cPar Hh sg2p cPar Uk loca Admin P % Dov + N - =

[

* The moment any
one successful gets
approved — the very
moment his/her
offer letter is ready.

Q

E‘| prismile.com g [ ® & =

< c

Logout

Name [ O3l Blank Mandatory Birth I

Field ] Applied For Date Contact No Status Office Use

2 SHPA ccounts Executive 23-07-1990 n

@ Dashboard No

Inl
¢
=

Eel

© 0O 0060606 06 060 06 0o -
B

* The delete resume
button ﬂ changes = Account Setting
to

* Printing offer letter
is as per the
standard draft and A Candivate aster
can be printed on
the letter head as

the — this also has

the agreed CTC.

§ § Peoples Requisition

i= Employee Management

-
m
m
M -N-H-N-

wing 11 to 20 of 399 entries

1452

£i30c ~NoE=ED S, N T Ez



oriSMm

* Enter the
details as per the
fields

L Based

on the
mandatory
submissions the

offer letter will be

enabled / disabled

The code number is
presently kept
manual — however
can be automated
later when stabilized

Like the offer letter
on submission of the
documents the
candidate status will
become employee
and the process
flows further as per
the SOP.

interview

(] ) cPanel - Hosting >

Ud¥ sg2plzcpnld6283

Induction details

Courses & Lessor X Admin Panel

O EJ https://prismile.com/subdomains/pms/h-users/edit.php?nik=6

w

. PM-Sys | Persona: X = Peoples Person - | X Admin Panel

Ldldiddles Udla » |FOr Ollce Use|

Enter all the details

as and when ready

i Dashboard

count Setting

§ § Peoples Requisition

A" candidate Master

$ Pay Check Calcula

i= Employee Management

L Type here to search

Employee 1D for the Candidate Nisha Babu Dubukwad HQ-0000

Date of Joining 04112 {2023 Date of Birth

Communication Address vastu heights, 203, sagarli, dombivli east- 421201

Permanent Address

Mandatory Mational ID 123456789012 abcde1234f Previous PF Number
Details

Telephone Mos 0800486365 0760035662 Official E-mail

Bank Details axis mahape Account Details
Position Now Reception v Company/Division

Agreed Gross Per Month Agreed Per Annual CTC

Mandatory Dox Submitted

Educational Certificate Per.Address Proof CurAddress Proof mg Ap

pointment Letter

17-12-1995

Logout

vastu heights, 203, sagarli, dombivli east- 421201

123213

Valid Email

1122

- Select Division -
Prism

Epiderma
Deintes

Jaywin

TTSS

Prism

Resignation Letter Relieving Letter

Return to List

$H & M E x§ M4 B3

= 29°C Haze

e 1929
N GBS NG oy B



On comp|etion of the ([ cPanel- Hosting X jd} sg2plzcpnl46283 B8 Courses & Lessor X Admin Panel x @ PM-Sys|Persona X Admin Panel

following procedures

bin the system as per

the SOP, as in :

1. Selection process
of the candidate

Joining formalities.

O EJ https://prismile.com/subdomains/pms/h-users/edit.phpinik=623 b 2,

Logout

[Ear affica 110a]
H—SH=HHEE—E0

2

Candidiates information changed successfully and, and Employee Created

Induction process.

Submission Of the e Employee ID for the Candidate Nisha Babu Dubukwad HQ-0000
eoples
mandatory docs. Date of Joining 0411212023 Date of Birth 17-12-1995
. A" candidate Master

A” SUCh data WhICh Communication Address vastu heights, 203, sagarli. dombivii east- 421201 Permanent Address vastu heights, 203, sagarli, dombivli east- 421201

was that of d $ Pay Check Calculater

candidate > gets

converted / moved Wandatory National ID 123456789012 abcde1234f Previous PF Number 123213
. automatlca”y |n the is Employee Management DeEls

EM PLOYEE MASTER as Telephone Nos 9890486365 9769035662 Official E-mail Valid Email ID

that an employee. Bank Details axis mahape Account Details 1122 hdfc00001

Position Mow Reception v Company/Division Prism

Agreed Gross Per Month

. . = i 1930
L Type here to search ¥ H i S 29°C Haze A ) &= B T # NG 06-12-2023 E__a;.



point from here the
work takes turn and
employee & their
record management
gets initiated in the
office & as per the
retention period.

* And in the system
every thing is made
automatic and easy
for storing/retrieval
& controlled access.

1. Automatically the
record got created.

2. Any add-edit-del is
allowed as per the
rule.

3. Check the next 2
slides to see the
data captured and
retained to have
an idea

* On Ground this is

53 | @ cPanel-Hosting X i sg2plzcpnid62Ba’ x

Courses & Lessor X

. PM-Sys | Persona: X = PM-Sys | Employ: X Admin Panel

Adrnin Panel

O EJ https://prismile.com/subdomains/pms/h-users/employee-history.php bcd &,
- Logout
L]
& Dashboard 32 Employee Master Data Management
= Account Setting B .
Copy  Excel PDF Column visibility search
EMP_ID Cand_ID Code Hire Date Birth Date Name HQ/Desig Salary Reporting To Action
8 Peoples Requisition @ P-123 ay-2023 Feb-2 samruddhi sunny gt o BILL EXECUTI

A Candidate Master

$ Pay Check Calculater Showing 1to 2 of2 entries

EE Employee Management

L Type here to search

2020 - PrismITES [ReSounders]

The adding | the listing is
automatic as per the SOP as
already explained

= Air: Moderate

s WM BB 4 B

Previous Next

10:39
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- BRDNNGI O O https://prismile.com/subdomains/pms/h-users/employee-edit.phpreid=1 il — | 100% | + R

3] (3) cPanel - Hosting % 4} sg2plzcpnldb ¢ [ Courses 8 Lessor X Admin Panel X @ PM-Sys|Personz % JECHLISTISRIRSCSS N  Admin Panel + g -
e

ﬁ
PERSONNEL M Logout
- -
Employee's Data » [For office use]
Candidature/ Employee ID 578 XP-123 Name samruddhi sunny ghodvinde
Date of Joining 01/05/2023 ] Date of Birth 15-Feb-2000 (Tue)
Communication Address Communication Address Permanent Address Permanent Address
Vi
Official E-mail Valid Email ID Mandatory ID Details Aadhaar Number PAN Card Number
Provident Fund A/C Mo PF Afc Number Previous PF Number PY/MUM/0031310/000/0000069
(ﬁ AC Bank Name Branch Account Details Bank A/c Number IFSC Code
Htl@%&;f Wonth Agreed Per Month CTC = Account Details in resume Bank A/c Number IFSC Code
che o atiig g, - Select Level - Reporting Boss IFSC Code
*bsi* & v porting [ Prism |
N &
N
Click’ on the File-Name to Aadhar Card pdf Upload into Employee's File [ Browse... | N file selected.
download (image/pdfidocx) '7'
Employee Data Sheet- Tejal Daundkar pdf v
L4 >

— H ; ¥ p = " s gt i : ¥ 10:38
H je Type here to search k 4 - .. Air: Moderate A ) o P ENG e



(9 cPanel - Hosting 'ﬁ Courses & Less Admin Panel PrismITES - Star Bl E A  Admin Panel @ Google Account Peoples Person

DGl U 8 https://prismile.com/subdomains/pms/h-users/employee-edit.phpleid=1 Ikl — | 100% | +
Frovident Fund A/C Nao PF Al Number Frevious FE Number

PERSONNEL M Logout
Bank Details of Salary A/C Bank Name Branch Account Details Bank A/r Number IFSC Code
Agreed Gross Per Month Agreed Per Month CTC - Account Details in resume Bank Afc Number IFSC Code
designation MNow - Select Level - v Reporting Boss - [ZE IFSC Code
Click’ on the File-Name to Aadhar Card.pdf Upload into Employee’s File Browse... | Mo file selected.
download (image/pdfidocx)

Employee Data Sheet- Tejal Daundkar pdf @L
Pan Card. pdf Add More to | Upload! |

Resume_pdf

Save Back to List

2020 - PrismITES [ReSounders]

£ >

H AL Type here to search r om B T B ENG

& min delay on 5hil...




1. Manpower Req.
Requisition with ID

ife to Iving---

ME?@ “
priSm W

| executive

2. Candidate’s own
resume, entered
by themselves.

Qading Iife to

O Iving

-‘:‘-’l."‘_-‘_p"’:: For
Nama Reception
N=ha Babu Ouh
Prism

3. Pay Calculator

Dtvision & Designas

-":-—-—ln-;(

aton Wwao

4. On approval Offer
letter with the
salary breakup.

Persons: ~

prioN .

» NG

g e X
~-2023, 11:28-05 am

WISy

Bd—~,
2 00 o ulow;
: / * u§~s Q’
Oe Sub -
‘ ar Mr, N{ ﬁh*‘uh’\d UD : Letter of Offer

Q’ Eﬁ o Dhaced *h /
™y
ssa € offgr of

dreed. v,
éra:—/( Cur salary st i
. Wally 30read m::.-e an Sition on
rou\--"‘ Greed d allowan &Ms an
Shall jon the
condy irmation of ac € se Vices of the

Cosy
before the Stpulsteq 'ﬁ: € of th

You sew ¢



oriSMm

* These are the details
listed out for a quick
reference as a follow
thru.

* The orange text are
the one’s we have as
structured record in
form of system data.

* The white text are
the one’s denoting
where these data
are captured.

This list is not final
but is as per the
current SOP which
is considered as a
base part of this
Solution.

Bank of Bio-Data received
listed out with search ability.

Requested & approved by

details thru man-power
requisition.
Complete resume details

thru candidates resume.

Complete interview feed-
back details captured in
approval mechanism.

Rejected candidates
reasons.

Mandatory docs & papers

with

7.

8.

required & submitted while
registering the candidate as
an employee.

Employee information for
the complete life cycle :
1. Bank details

2. Statutory #s (details like PF/
PAN/ Aadhaar.

3. Present &
address.

4. All digitized copies of the
notices, letters, certificates,
etc.

Exiting details.

permanent






