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1.1. Volunteer - Hiring - Telugu

1.1.1. Logon - Google Chrome

In this video tutorial you will learn about the New Hiring process to onboard the newly
recruited employees and provide them with CFMS ID.
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1.1.2. Logon - Google Chrome

Step Action

(1) The Password field is filled out.

1.1.3. Home - Google Chrome
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Step Action

(2) Click CFMS Hiring Event.

1.1.4. Home - Google Chrome

Step Action

(3) Click CFMS Hiring Event.
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1.1.5. New Joinee Proforma - Google Chrome

New Hiring requests are now being processed by the concerned S.T.O. Once the S.T.O
approves, the CFMS ID will be generated.
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1.1.6. New Joinee Proforma - Google Chrome

Please select Volunteer Post by clicking on the button provided.
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1.1.7. New Joinee Proforma - Google Chrome

Step Action

(4) Click .

1.1.8. New Volunteer Joinee Proforma - Google Chrome



Volunteer - Hiring - Telugu

7 15/03/2019

While entering the Date of Joining please ensure that the selected position is vacant from
the given date. In case the selected position is not vacant from the date of joining of the
employee the request will be rejected.

1.1.9. New Volunteer Joinee Proforma - Google Chrome

Step Action

(5) The Date of Joining : * (DD/MM/YYYY) field is cleared.
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1.1.10. New Volunteer Joinee Proforma - Google Chrome

After entering all the mandatory fields and clicking on the "Submit" button, the request
will be submitted to S.T.O
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1.1.11. New Volunteer Joinee Proforma - Google Chrome

Step Action

(6) Click UNDER PROCESS.

1.1.12. DDO REPORT - Google Chrome
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In "UNDER PROCESS" tab the details of the employees whose requests are in process
are available.

1.1.13. DDO REPORT - Google Chrome

Step Action

(7) Click REJECTED LIST.
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1.1.14. DDO REPORT - Google Chrome

In "REJECTED LIST" tab you can find the details of the employees whose details are
rejected and also the reason for rejection.
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1.1.15. DDO REPORT - Google Chrome

Step Action

(8) Click CONFIRMED LIST.

1.1.16. DDO REPORT - Google Chrome
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In "CONFIRMED LIST" tab, details of all the employees whose requests are approved
along with CFMS IDs are available

1.1.17. DDO REPORT - Google Chrome

Step Action

(9)
Click .
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1.1.18. DDO REPORT - Google Chrome

For employees in the confirmed list the bank details can be edited by providing the bank
passbook of the new account of the employee as shown in the next screen
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1.1.19. New Volunteer Joinee Proforma - Google Chrome

Bank passbook copy attachment is mandatory for changing the bank account
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