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CHANGE DEFAULT PASSWORD

Initially user will be given default password Ahims@ 123.User can login with this
default password. Employee pen will be your username and password will be
Ahims@123.You can login with these credentials and then change the default
password. You can change your password here. You can access this application only
after changing the default password. You cannot repeat your default password when
creating a new password. Password Must Have a Capital Letter,Small Letter,special
characher, numbers And at least 8 Characters!
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1.ADD/EDIT EMPLOYEE

Almost all employees are added to this application.If not found, you can add the
employee using this page. You can update your data if you want to make changes to
your details. To update, the employees will be listed in the grid, load the data by
clicking on the row, make appropriate changes and click on the update button.
Employees of the same office will be listed in the grid. To add an employee, while
typing the pen, showing the existing message and could not found it from the grid, then
contact the Admin.

The Add/Edit Employee menu located at the right side of this application and
under the Establishment module and Regular Employee HR. In this page you can insert

employees and also update details of employees. Employee details are divided into 5

tabs.
¢ Personal Info
¢ Present office Details
¢ Qualifications
¢ Family Members
¢ uploads
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1.1 PERSONAL INFO

You can add your personal information here. Mandatory fields are marked with a
red star, and others are not mandatory. After filling your details click the button save
and proceed. If the mandatory fields are not filled in, the field will become red
bordered. Upon successful completion it will automatically take you to the next tab

‘present office details’ or you can click on another tab.

AHIMS 2.0 @ SUMIBS  10:22:17 am Auto logout: S9986s 0 2 344010
344010
ADD/EDIT EMPLOYEE
Navigation PERSONALINFO PRESENTOFFICE DETAILS QUALIFICATIONS FAVILYMEVEERS UPLOADS
li] estabishment > HONORIFICS NANE* PENNUMBER *
Assessment > Select - | FULLNAME | PENNUMBER
lil Booster Bookingsettings > GENDER* NATIONALITY DATE OF BIRTH *
" s “SELECT- | INDIAN +j | DO/MWYYY
SUPERANNUATION :ATHER'S NAVE * MOTHER'S NAME *
E3 OPBookingSettings > DATE OF F s
DD/MMA7YY FATHER'S NAVE | MOTHER'S NAME
Q OPManagement >
BLOOD GROUP * RELIGION * CASTE*
S  Parameter >
“SELECT- |  SEECT | | -smEcr
B  Pharmacy-stock >
m CATEGORY * XSERVICE MEN * PHYSICALLY HANDICAPPED
A
| HIB Distribution > .
SELECT- x| SELECT- Tj | -SEEC . o
Q IPManagement >
AADHAR CARD NUMBER * PAN NUMBER RATION CARD NUVBER
S Administration >
. | AADHAR CARD NUVBER PAN NUMBER | RATION CARD NUMBER
@1 Call Center >
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1.2 PRESENT OFFICE DETAILS
You can add your present official details here.Not all fields are mandatory. After

filling your details click the button save and proceed. After filling your details click the
button save and proceed. Upon successful completion it will automatically take you to
the next tab ‘Qualifications’ or you can click on another tab.
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1.3 QUALIFICATIONS

You can add your Qualifications details here.Not all fields are mandatory. After
filling your details click the button save and proceed. Upon successful completion it
will automatically take you to the next tab ‘Family Members’ or you can click on

another tab.
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1.4 FAMILY MEMBERS

You can add details of your family members here.Not all fields are mandatory.
After filling your details click the button save and proceed. Upon successful
completion it will automatically take you to the next tab Uploads’ or you can click on
another tab.

1.5 UPLOADS

You can upload your photo and signature here. Only .jpg, .jpeg, .png extensions
will be accepted. The file should be under 200 KB. After that, click the button save

and proceed.
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After adding an employee it will be listed on the grid. If you want to update an
employee's data, you can click on the line, then get the details, you can make the
corrections, then click the Update & Continue button. All tabs have a separate update
button, just like the save button.

2. RECRUITMENT DETAILS

The Recruitment Details menu located at the right side of this application and
under the Establishment module and Regular Employee HR. Recruitment details are
divided into 5 tabs.

RECRUITMNET DETAILS
POLICE VERIFICATION DETAILS
REGULARISATION

UPLOADS

* & & o

2.1 RECRUITMENT DETAILS

You can add your recruitment details here.If the mandatory fields are missed, a
warning message will be displayed when the save button is clicked. Fill in the details
and click the Proceed button. Upon successful completion it will automatically take you

to the next tab ‘Police Verification Details’ or you can click on another tab.

X SUMIBS  02:01:05pm Auto logout: 59997s  £1

RECRUITMENT DiTAILS

| OPBoolcingSetungs Homeopatny Department | | SelectDesignation SelectSource |
| OPManagement e MFTHOD: ISDISTRICT RECRUITVENT:
1 Parsmstor SelectType - Select Metnod .11\“\ . 1
nacy-St DISTRICT: ADHICE MEMO No: ADHfICE MEMO DATE:
= | —Select District— J 1 | DD/MVAYYY | A
SLNO.ADVICE: SLINO.APPOINTMENT: APPOINTMENT ORDER NO:
v car APPOINTVENT ORDER DATE DISTRICT INWHICH POSTED: ‘OFFICEINWHICH POSTED:
| DDAMM/YYYY | Select District | Select Office
I8L Menu Managerment

m  Lab Management
1| Training

1 Construction
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2.2POLICE VERIFICATION DETAILS

You can add your police verification details here. If the mandatory fields are
missed, a warning message will be displayed when the save button is clicked. Fill in the
details and click the Proceed button. Upon successful completion it will automatically
take you to the next tab ‘Regularisation’ or you can click on another tab. If you don’t
have the reference number & verification number put 0 here and later on it can be
edited & updated

2.3 REGULARISATION

You can add your Regularisation details here. If the mandatory fields are missed,
a warning message will be displayed when the save button is clicked. Fill in the details
and click the Proceed button. Upon successful completion it will automatically take you
to the next tab ‘Uploads’ or you can click on another tab.
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2.4 UPLOADS

You can upload your Advice memo file, Recruiting posting order file,
Regularisation order file here. The file should be under 200 KB. After that click the
button Upload.
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After adding all these details it will be listed on the grid. If you want to update the data,
you can click on the line, then get the details, you can make corrections, then click the
Update button. All tabs have a separate update button, just like the save button.

3. DEPARTMENT TEST PASSED DETAILS

The Department test passed details menu located at the right side of this
application and under the Establishment module and Regular Employee HR. You can
add details of your passed departmental tests here. If the mandatory fields are missed, a
warning message will be displayed when the save button is clicked. Fill in the details
and click the Save button.

After adding the details it will be listed on the grid. If you want to update the data, you
can click on the line, then get the details, you can make corrections, then click the
Update button.
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4. PROBATION DECLARATION

The Probation declaration menu located at the right side of this application and
under the Establishment module and Regular Employee HR. You can add probation
declaration details here. If the mandatory fields are missed, a warning message will be
displayed when the save button is clicked. Fill in the details and click the Proceed

button.

After adding the details it will be listed on the grid. If you want to update the data, you
can click on the line, then get the details, you can make corrections, then click the

Update button.
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5. PREVIOUS SERVICE ENTRY DETAILS

The previous service entry details menu located at the right side of this
application and under the Establishment module and Regular Employee HR. You can
enter your previous service history here. If the mandatory fields are missed, a warning
message will be displayed when the save button is clicked. Fill in the details and click
the Proceed button.

After adding the details it will be listed on the grid. If you want to update the data, you
can click on the line, then get the details, you can make corrections, then click the
Update button.

Note: Previous service details can be entered as total period of an institution irrespective of Basic pay
changes. But please note the designation change & office change may be entered as separate entry. For
example, an employee gets a time bound higher grade in an office the service details may be entered
till the previous date of TBHG and from TBHG date a new entry may be done in same office.
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6. SERVICE HISTORY

The Service history menu located at the right side of this application and under
the Establishment module and Regular Employee HR. Your service history is shown
here. Enter your PEN number in the input box and the details which are entered on
previous service details page will be displayed on the grid. From the grid you can select

the particular entry for any correction or deletion.

m Accounts

m OP Booking Settings
9 OP Managennent
B Parameter

C Pharmacy-Stock
171 HIB pistribution
m 1P Management

l Administration

m Call Center
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7. DISCIPLINARY ACTION

The Disciplinary action menu located at the right side of this application and
under the Establishment module and Regular Employee HR. Details of your
disciplinary action and the details of the Internal Enquiry Officer and the External
Enquiry Officer can be given here. If the mandatory fields are missed, a warning
message will be displayed when the save button is clicked. Fill in the details and click
the Save Details button.

Upon successful completion of data entry,the data will be listed in the grid. Then will
enable to enter the details of final action and regularize the suspension period. If you
want to update the data, you can click on the line, then get the details, you can make
corrections, then click the Update button.
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AHiMS 2.0 X SUMIBS 03:Q2:50pm AUIO 10gOUL: 59969 S nig

FINAL ACTION

FINALACTION; WITH EFFECTFROM
Navigation DD/MMATYYY Enter Remarks
Establiihment >
ORDER DATE UPLOAD FILE:
| Assessment >
DD/MM/'YYYY

Browse... No file selected.

;J:  Booster Booking Settirtgs >

Accounts >
C3 OP BookingSettings >
9 OP Managemert >
Q| Parameter >
REGULARIZATION OF SUSPENSION PERIOD

P Pharmacy - Stock >

itsJ HIB Distribution S Type of Leave Leave From Leave To No: of Days Order No: Order Date Remarks Upload

3 iPManagement > Select Leave Type Enter
Remarks
A Administration >
Call Center >
3 Menu Management > B

0  Lab Management >

Dr. M.N. Vijayambika
Director



