GOVERNMENT OF ANDHRA PRADESH

GVWV & VSWS DEPARTMENT
Auto Nagar, Vijayawada

User Manual For Create New CEFMS/HRMS IDs for Volunteer

1. Please login to the Payroll Herb website URL: https://herb.apcfss.in/login and login by
using DDO login Credentials and click on sign in Button.
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2. Now the Payroll Herb site will open then click on Master data and the click on Add new
Volunteer option as shown in below
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https://herb.apcfss.in/login

3. Now it will take to Proforma for New CFMS/HRMS IDs for Volunteer Page.Please fill
the Mandatory required details in the Below Profarma

Basic & PersonnelDetails

Title:*
Select...
Father Name:*

Enter Father Nome

Gender*

Select...
PAN No:

Enter PAN No.
Bank And Branch:

Enter Bank and Branch

(ﬁce Details

DDO Code:*
Select...

Unit/ Office Name:*
Select...

HRMS Designation:*

Select...

Employement & Pay Details

Sanctioned G.O No:
Enter Go No

Employee Sub Group:*
Select.

Payroll Area:*

Select...

mress

State:”

Andhra Pradesh
Village:

Select...
Postal Code:*

Enter Postal Code

Employee First Name:*
Enter Employee Name
Date Of Birth(DD/MM/YYYY):*

Select Date

Martial Status:*
Select...
Bank Account Number:*

EnterBank Account Number

STO Code:
Enter STO Code
Position Name:*
Select...
Department:*

Select...

GO Date :(DD/MM/YYYY):*
Salect Date
Reason For Adding Employee:”

Select.

District:*
Select...
Hamlet:
Enter Hamiet
House No:

Enter House No

Surname:*
Enter surname
Date Of Joining:*

Select Date

Aadhar No:*
Enter Aadhar No.
Bank IFSC Code:*

Enter Bank IFSC Code

Department Code:

Enter Department Code
HOA:*

Select...
Office Level:*

Select...

Employee Group:*

Select

Sub Reason For Adding Employee:*

Select.

Mandal:

Select.
Street Name:

Enter Street name
Landmark/CO:

Enter Landmark

Mobile No:* Email:*
Enter Telephone No Enter email
Uploads
Appointment Order Copy:* Bank Pass Book Copy:* Aadhar Copy:*
Choose file = No file chosen Choose file = Nofile chosen Choosefile  No file chosen
PAN Card Copy:

Choose file | No file chosen

Cpeclaration : | hereby certified that the individual is admitted to duty and i found correct with personal details of the candidate with the documents produced by him.



4. Important Instructions to fill the Proforma for New CFMS/HRMS IDs for Volunteer Page

% Submit the data in the Above screen to get new HRMS/CFMS ID for the Village/Ward
Volunteers

< Only Vacant Positions will be populated in the position drop down box.

< Verify the Aadhar, PAN and Bank account number, Date Of Birth, Date of joining before
submitting the data

< After Saving the data, DDO has to confirm with Biometric Authentication for a single or multiple
volunteers to forward to Treasury at a time (Click on Pending ID's List to authenticate with
Biometric

< Submitted data will be forwarded to concern STO/PAO for verification. After Verification of the
data submitted by DDO, the respective STO/PAO will generate HRMS & CFMS ID for the
Village/Ward Volunteer.

< Volunteer GO NO:104 dated 22-06-2019

5. After successful submission, The following screen will appear.
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6. Now click on view Pending list for DDO authentication as shown in the Below figure

({2)) FINANCE DEPARTMENT @ 140380
%22’ GOVT.OF ANDHRA PRADESH

Proforma for New CFMS/HRMS IDs for Volunteer

Instructions: A

1. submit the data in the balow screen to get new HRMS/CFMS ID for the Village/ward Volunteers (5 HRMS/CFMS ID3 Srodmrad 1506 a6 Hers 950)0:%08)

2.0nly Vacant Positions will be populated in the position drop down box. (253 o T8 o5 85 grérr ady e Snd™h soeron)

3. Verify the Aadhar, PAN and Bank account number, Date Of Birth, Date of jeining before submitting the data. (F7i 2258207 Jwocs escrB, T8 SBcin arsck are
so00b, 585 B8, Tod 362 ydeoosod.

4. After Saving the data, DDO has to confirm with Biematric Authentication for a single or multiple volunteers to forward te Traasury at a time (Glick on Pending ID's List to
authenticate with Biometrict). (Gers Ts Taed $0758, DDO 25770 (Rofd S 2i7ue) village/Ward Volunteers 230075 (Birdidad’ dToomd)

5. Submitted data will be forwarded to concern STO/PAQ for verification. (508,08 Ber 894 Fho Sonodd sTofpact 3705 Folmdadiod) After verification of

the data submitted by DDO, the respective STO/PAQ will generate HRMS & CFMS ID for the Village/Ward Volunteer (DDO #5:48309)% Tar i), £)08de So7ss,
#021006 STO[PAC Village/Ward Voluntear S0 generate the HRMS & CFMS 1D )

View Pending Id's List | Under Process List | Confirmed List | Rejected List

Basic & PersonnelDetails

7. Pending list waiting for DDO authentication will appears.DDO can authenticate
indivudiual or all At atime by clicking on Biometric option as shown in the below
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List of New Joinee Profoma DDO Pending Requests

1. Select the check box against the Village/ward Volunteer on click on Biometric button to confirm. Once Confirmed the data will be forwarded respective STO/PAO.

2 Tocheck the status for submitted Village/Ward Volunteers, click on Under process list/Confirmed fist/Rejected List. DDO has to resubmit the dota if STO/PAO rejected the request
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8. Site will take the biometric of the DDO for final confirmation.
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9.A success message will be displayed

Employee |d Generation submitted by ddo

successfully.



10. Now Click on ok and After completion of biometric the data will submit to STO and
showing in the Under Process List as show in the below which is available in the ADD
VOLUNTEER module
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