1/27/2022

SOP

Hospital Application and Employee
Relation

\

\

KELLTON TECH SOLUTIONS LIMITED



SOP — Core HR Version 1.0

Contents
O T S Yo 4 o TR o o I Y=Y o o P UPPPRPRN 3
1.1.  Hospital Admin FAR Initiation (ADD/NEW REQUEST) ..ecveeieirieerieeieesiesieeteeveseeeseeeseeesnnesneessesseens 3
1.2.  Manager Self Service (Reviewer/ApProver LEVEI)........ccueucuiiiiiieeciee ettt ettt 7
1.2.1. REVIEWET LEVEL ... ittt ettt et ettt e s bt e e st e e bt e e sareesneeesaneesanes 7
1.2.2. APPIOVAI LEVEL ..vviiiiiiiee ettt et e e st e e s st e e s sbte e e s sbeeeessbtaeessbtaeeesanraeeeaans 9
1.3, Letter GENEIAtiON ..ccii ittt 11
1.4.  Hospital Admin FAR Initiation (EXTENSION)......cccuueiiiiiiieeicieie ettt eevee e e evee e e evte e e e evae e e e eaees 14
1.5. Manager Self Service (Reviewer/ApProver LEVEI)........ccueiieeieecie ettt sttt e e e 16
1.5.1. REVIEWET LEVEL..cneeiiiiieeeiie ettt ettt ettt s e sttt e s be e e st e e sbeessateesabeeesareenas 16
1.5.2. APPIOVAI LEVEL ..ttt et e e et e e et e e st e e e e ata e e e eaatbe e e eantaeeeenareaen 18
1.6, Letter GENEIAtION ..ciiiieiei ittt 20
1.7.  Hospital Admin FAR Initiation (DISCHARGE) ......c.uuiiiiiiiie ettt ettt e e e 22
1.8.  Manager Self Service (IR-S AdMIN) ......oii et re e e tre e ste e s teeesaaeeesbeeesnaeeans 24
D oY a Yo' Lo T o I SIU s Vot [ o -1 L1 Y 2P PTR 25
2.0, A ROVIBWET ... ettt ettt ettt ettt et b e s bt e s he e s at e et e e be e sbe e sheesabeeabe e bt e beeabeesaeeeateenreen 25
2.2, SEIECHIVE REVEIT ..ttt ettt b e sttt e bt et e e s bt e saee st e s bt et e e beesbeesaeesateenreens 27
0 T (= 1Y/= 1 o PP P OO PO P PP OPPPPOPPPR 29
D S (- =T ot (O OO ST P T U PP PR RPPTPPPTN 29
P T -1 Tl = PSSP USSP UPPOPSRPRPI 29
3 FAQ GENEIAL ettt bt bttt ettt et e e bt e sh e e e a bt e bt e be e be e bt e nbeeeheeeateeteeteens 29
3.1.  Request not Visible or TO DO LiST ISSUE ......cceccuiiieieiiiieecciiee e et e e et eeeetee e estae e e setae e e s eaaaeeeeennaeee s 29
3.2.  Incase of Wrong Action taken by Competent AULhOFItY .....cocccuiiiiiiiiiiiie e 29
S T (=T o[0T N T=T=To I o e (] LY o PSR 29

2|Page



SOP — Core HR Version 1.0

Hospital Application and HRMS

1. First Admission Report
In this section, we will discuss step by step procedure for raising a FAR request in Hospital
Application with an example.

For raising a FAR request in Hospital Application, User needs to follow the below steps.
1.1.Hospital Admin FAR Initiation (ADD/NEW REQUEST)

Step 1 - First of all Hospital Admin will login into the FClI Hospital Application
(medical.hrmsfci.in) and Switch to FAR.

Step 2 — Hospital Admin needs to go to left Navigation:

FAR
OR can also click on FAR (First Admission Report) at Dashboard.

=

FAR(First Admission —
Report)
tile.

Step 3 - Click on

Hi There! Let’s Get Started

=

FAR(First Admission =
Dashboard Report)
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Step 4 — After Click on FAR (First Admission Report) below screen will be open.

Step 5 — Hospital Admin need to click on button.
FAR Listing
Request ID From Date To Date
Request ID DD/MMYYYY 5 DD/MM/YYYY a

Step 6 — Hospital Admin needs to submit the Employee Number and Click on m button.

FAR Request Form
Requested Date

29/01/22

Employee ID

e m

Step 7- After click on Get Result, Hospital Admin will be able to access the employee basic information

as below screen and Hospital Admin needs to click on " putton.
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FAR Request Form
Reguested Date
20T
Employes ID
Employes Detalls
Employes Mumber Employes Mama Designatian Category
ZROSTT AMIT KLIMAR Flanagsar CAT-
Division Basic Pay MIC Ho. MIC Attachment
Mltachmen
Parsonnel FEAED MICTZBOST I

Do you want 1o fill FAR form

O ves () Mo

Step 8 — Hospital Admin needs to Input the required information and Click on m
button.
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FAR Request Form

Reduested Date
2a/01/22

Employes 10

2s0s72 Reset

Employee Details

Employes Mumber Employes Mame Designation Category
zo0s72 ARAT KUMAR rMansger caT-n
Drivision Basic Pay RIS Mo MIC Attachment

Attachment
Parsonnel sza80 MIC/280572/2

Do you want to fill FAR form
© ves 0 Mo

FAR form

for facilities from Foli:

© ve= (O wNo

MName Of The Pationt * RelationShip With Mamber Member Date OFf Birth
ARIT KUMAR — sair casoaoas

H/O Presenting Complaints With Duration =

Test Record

A=t H/O Clinical Findings +

Test Record

A witals

PR RR BR - Temp *

2. General Examin.

Tast Racorda

3. Systematic

xaminations

wia - Resp *
Tast Record Tast Record

cvs - crs -
Test Record Test Record

Others =

Tast Record

" Raport ( Dane) *

Test Record

Any Treatment Taken Already =

Tast Record

Admission Disgonosis *

Test Record

Treatment Started, If Aoy ~

Tast Racord

Plan Of Treatment =

Tast Record

Duration of Stay
From Date - Te Date - Treating Doctor Name * Speciality (Reffarad)

28/01/2022 = o1ozr2022 =3 Test Recora Tost Record

Upload Document =

Tast PDF.pdr

Step 9 — Regeust has been raised successfully and FAR form submitted to Empanelled FCI Office. Steps
Completed.
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1.2. Manager Self Service (Reviewer/Approver Level)

1.2.1. Reviewer Level

Step 1 - First of all Reviewer will login into the FCI HRMS with his/her credential (like
Employee Number: 123456, Password: Abcd@123) and Switch to MSS.

Step 2 — Reviewer needs to go to left Navigation:
MSS >> Employee Relation >> Request >> Medical >> Medical Authorization

for Serving Employee or Retired Employee
OR can also type Medical Authorization Serving Employee or Medical

Authorization Retired Employee.

Step 3 - Click on = button.

Medical Authorization — Reviewer Listing

Request ID From Date
Request 1D Q DOMM/YYYY
Office Category
All o All

Status

All ~ Get Results

Show 10 w entries Exportto:

ACTION REQUEST ID STATUS
@ ine

ERLS313 Pending
E Review

1
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EMPLOYEE NUMEBER

To Date

ﬁ DD/MM/YYYY

Division

A All
EMPLOYEE NAME OFFICE
Ha-
AMIT KUMAR
Delhi

Office Type
a All ~
Designation
s All e
Search:
OFFICE TYPE CATEGORY DIVISION DE
HQ CAT-1I Personnel Mz
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Step 4 — Dispatcher needs to input the relevant details and can perform one of the

following actions as mention below.

e C(lickon m button and forward the request for further processing.

Review

Request ID

ERLS313

Requested Date
29/01/2022

Employee Category
CAT-II

Employee Division
Personnel

Employee Designation
Manager

Employee Number
290572

Employee Name

AMIT KUMAR

Basic Pay of Employee
54060

Whether entitled for medical facilities from FCI:
Yes

FCI Medical Health Identity Card No
MIC/280572/2

MName of the Patient
AMIT KUMAR

Relationship with Member

Self

Member Date of Birth

04/04/1989

Hospital Name

Aakash Healthcare Super Speciality Hospital

Name of the Disease/suffering from (Attach MO's
recommendation/Hospital pre-authorization Report)

Test Record
Initiator Remarks
remarks
Attachment
Attachment

Far Document
Attachment

View Action History

Reviewer Remarks *

testing record

Document Name Supportive Document

Enter Document Name Upload Document

i “

S.NO. DOCUMENT NAME

SUPPORTIVE DOCUMENT ACTION

Step 5 — After click of necessary action successful message will be displayed and
Dispatcher will be redirected to Listing Screen.
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Medical Authorization - Approver Listing

Request has been reviewed successfully.

Request ID From Date To Date Office Type
Request ID Q DOMM/YYYY ﬁ DD/MM/Y Y'Y a All ~
Office Category Division Designation
All ~ All s All v All ~
Status
Show 10 + entries Exportto: Excel PDF Print
Search:

Step 6 — Request has been reviewed successfully. Steps Completed.
1.2.2. Approval Level

Step 1 - First of all Reviewer will login into the FCI HRMS with his/her credential (like
Employee Number: 123456, Password: Abcd@123) and Switch to MSS.

Step 2 — Approver needs to go to left Navigation:
MSS >> Employee Relation >> Request >> Medical >> Medical Authorization
for Serving Employee or Retired Employee
OR can also type Medical Authorization Serving Employee or Medical
Authorization Retired Employee.

v

Step 3 - Click on button.

Medical Authorization — Approver Listing

Reguest ID From Date To Date office Type
Reguest ID Q. DD/MMIYYYY = DD/MMIYYYY (] All ~
office Category Division Designation
All ~ Al ~ Al ~ All ~
Status
Show 10 ~ entries Exportto: Excel PDF Print
Search:
ACTION REQUEST ID STATUS EMPLOYEE NUMBER EMPLOYEE NAME OFFICE OFFICE TYPE CATEGORY DIVISION DE
© Pendin HQ-
ERLS313 neing 290572 AMIT KUMAR Q- HQ CAT-II Personnel M
Approval Delhi
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Step 4 — Approver needs to input the relevant details and can perform one of the
following actions as mention below.

e C(lickon to give approval on the request.

Approve

Request ID Name of the Patient

ERLS313 AMIT KUMAR

Requested Date Relationship with Member

29/01/2022 Self

Employee Category Member Date of Birth

CAT-II 04/04/1989

Employee Division Hospital Name

Personnel Aakash Healthcare Super Speciality Hospital
Employee Designation Name of the Disease/suffering from (Attach MO's
Manager recommendation/Hospital pre-authorization Report)

Test Record
Employee Number

290572 Initiator Remarks

remarks
Employee Name

AMIT KUMAR Attachment

Attachment
Basic Pay of Employee

54060 Far Document

Attachment
Whether entitled for medical facilities from FCI:

Yes

FCI Medical Health Identity Card No
MIC/280572/2

View Action History

Approver Remarks *
Approved
A
Document Name Supportive Document
Enter Document Name Upload Document Upload “

S.NO. DOCUMENT NAME SUPPORTIVE DOCUMENT ACTION

Step 5 — After click of necessary action successful message will be displayed and
Approver will be redirected to Listing Screen.
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Medical Authorization — Approver Listing
. PE—— ity
Request ID From Date To Date Office Type
Request ID Q DO/MMIYYYY | DOIMM/YYYY 53 Al ~
Office Category Division Designation
All ~ All ~ All ~ All ~
Status
o ~ m
Show 10 ~ entries Exportto: Excel PDF Print

Search:

Step 6 — Request has been approved successfully. Steps Completed.

1.3.Letter Generation

Step 1 - First of all Reviewer/Manager IR-S will login into the FCI HRMS with his/her
credential (like Employee Number: 123456, Password: Abcd@123) and Switch

to MSS.

Step 2 — Reviewer needs to go to left Navigation:
MSS >> Letter >> Processes >> Serving Letter/Retired Letter
OR can also type Serving Letter/Retired Letter.

Step 3 - Click on =

button.

Medical Authorization - Letter Listing

Request ID From Date To Date Office Type
Request ID Q DO/MMYYYY S DO/MMIYYYY a All v
Office Category
Show 10 + entries Exportto: Excel PDF Print
Search: | |
ACTION REQUEST ID EMPLOYEE NUMBER EMPLOYEE NAME OFFICE OFFICE TYPE CATEGORY DIVISION DESIGh
DINESH RO Assisti
ERLS2E5 22971 RO CAT-IN Engineerin
KUMAR PANCHKULA g 9 Grade
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firc

Step 4 — Manager IR-S need to submit the required information and Click on button.

Tarferea wiftrep=or U= - Sar

\ \\ \M il
\\\\"
% E/

W

TSR HE=T

HRL204513 Date 08/01/2021

EEEE ]

ERLS2E85

Faftsmm st £ sfecs +

Fortis Escorts Heart Institute and Research
Centre Ltd.

farma - angditet Suae & R it o

e,
e & JEites witoca  Tam Wit gRT UF faAiw 2112.2022 ¥ mrem F # aE fawtm (o =) F erew 9 efatas I = i ol aorer sl gEr
Hfzwa gicde T =t FO1 F4-

(i) Tt @ AT

(i) Th1  fifEa o1 A (gmah oft Rrerfrer Som ot sregara gd-wifSmeor  Heart Disease
fraid)

(i) . @ fy. mrfardt siv ot v s am

PRAKASHI DEVI

DINESH KUMAR
(iv) 9g Assistant Grade - |

(v) TTafera/THRT T AT 31 uar Engineering
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(vi) wafardt ®1 ger da 36070
(vii) ¥ & Ty wrfan e ey Mother
(viii) T ag wRdtg w@re P | fafder gy o= o swer @ Yes
(ix) HTEiTE @ e fafew e ggam o1 gen (e difafafa sa

T )

2. 3t amaTe ¥ anfemamn ) ol R Pt ue e Rdmm wy A S amsm w EewaR B
31w Tdid &t ufsd! & g Eman faw, vus e fod ( od-wifiese um, 59 uw # uiEtei gm Tes aoE, @i P wi ol geies (), gweeeg, g [ SEE [
HTI I AT TR Uegd 1w =niew | Pt w6t o ol g i emfy # ofiww

4. T W SR e 1 aRE 9 9 25 & By v erywdw =
e AT

Copy To:
=7 7. (&), w.mn. B, gomea ) St emead,
fe=or -

1. Employee Concernad

2. Service Book

3. Personnel/IR-S Division

4. Bill Section

Signature Type *

E-Signature

() ST SR eTe Tt R

Assistant General Manager *
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Step 5 — Request has been generated successfully and letter copy has been attached in Hospital
Application and employee service book. Steps Completed.

Note:

» For Add reviewer, Selective Revert, Revert and Reject we request you to please follow
the Common Functionality Section 2.
» For any challenges related to Delegation of Power or Workflow queries, Please follow FAQ

General Section 3.
» Star Mark (*) fields are mandatory. It is compulsory for employees to submit the Star

mark field values.
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1.4.Hospital Admin FAR Initiation (EXTENSION)

Step 1 - First of all Hospital Admin will login into the FCI Hospital Application and Switch to
FAR.
Step 2 — Hospital Admin needs to go to left Navigation:
FAR
OR can also click on FAR (First Admission Report) at Dashboard.

=

FAR(First Admission =
Report)

Step 3 - Click on tile.

Hi There! Let’s Get Started

ﬁ
FAR(First Admission —
Dashboard Report)

Step 4 — After Click on FAR (First Admission Report) below screen will be open.

. . . Extension
Step 5 — Hospital Admin need to click on button.
FAR Listing
Request ID From Date To Date
Request ID DD/MMYYYY @ DOD/MMYYYY ﬁ
Show 10 + entries Exportto: Excel FDF Print Search:
S. NO. REQUEST ID REQUEST DATE VERSION MEDICAL AUTHORIZATION LETTER STATUS ACTION

1 FAR73 29/01/2022 1 Y Approved View Discharg

Update
Step 6 — Hospital Admin needs to submit the Extension Dates and Click on button.
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FAR Request Extension
Request 1D

FAR73

Extension Duration of Stay

Fram Date To Date

2e/01z02z2 =3 cozizozz

Employee Details

Employee Mumber Employee Mame
zo0572 ARMIT KURMAR

Division Basic Pay
Parsonnal 52480

FAR form

for from FCi:

© ves O Mo

Mame Of The Patient Relationship With Memiber

ARMIT KUMAR Saif

H/O Presenting Complaints With Duration

Test Record

Past H/O Clinical Findinas

Test Record

1. vitals
PR RR

10 10

2. General Examinations

Test Record

[N

Test Recora

cvs

Test Record

Others

Test Record

" Report ( Done)

Test Recard

Any Trestment Taken Alresady

Test Record

Admission Diagonosis

Test Record

Treatment Started, If Any

Test Record

Plan Of Treatment

Test Record

Treating Doctor Name Speciality (Re

Test Record Test Record

Designation

Manager

MIC Mo,

MIC/290872/2

Member Date Of Birth

oa/o04/1989

BP

Resp

Test Recora

cNS

Test Record

Attachment

Categary

caT-n

Temp

28

Step 7 — Extension Regeust has been raised successfully and FAR form submitted to Empanelled FCI

Office. Steps Completed.
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1.5. Manager Self Service (Reviewer/Approver Level)
1.5.1. Reviewer Level

Step 1 - First of all Reviewer will login into the FCI HRMS with his/her credential (like
Employee Number: 123456, Password: Abcd@123) and Switch to MSS.

Step 2 — Reviewer needs to go to left Navigation:
MSS >> Employee Relation >> Request >> Medical >> Medical Authorization
for Serving Employee or Retired Employee
OR can also type Medical Authorization Serving Employee or Medical
Authorization Retired Employee.

Step 3 - Click on = button.

Medical Authorization — Reviewer Listing

Request ID From Date To Date Office Type
Request 1D Q DD/MM/YYYY ﬁ DD/MM/YYYY a Al ~
Office Category Division Designation
All o All e All N All ~
Status
All ~ Get Results
Show 10 w entries Exportto: Excel PDF Print
Search:
ACTION REQUEST ID STATUS EMPLOYEE NUMBER EMPLOYEE NAME OFFICE OFFICE TYPE CATEGORY DIVISION DE
@ Pending HQ-
ERLS313 9 290572 AMIT KUMAR Q . HQ CAT-1I Personnel Mz
E Review Delhi

1
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Step 4 — Dispatcher needs to input the relevant details and can perform one of the
following actions as mention below.

e C(lickon m button and forward the request for further processing.

Review

Request ID

ERLS313

Requested Date
29/01/2022

Employee Category
CAT-II

Employee Division
Personnel

Employee Designation
Manager

Employee Number
290572

Employee Name

AMIT KUMAR

Basic Pay of Employee
54060

Whether entitled for medical facilities from FCI:
Yes

FCI Medical Health Identity Card No
MIC/280572/2

Name of the Patient

AMIT KUMAR

Relationship with Member

Self

Member Date of Birth

04/04/1989

Hospital Name

Aakash Healthcare Super Speciality Hospital

Name of the Disease/suffering from (Attach MO's
recommendation/Hospital pre-authorization Report)

Test Record
Initiator Remarks
remarks
Attachment
Attachment

Far Document

Attachment

View Action History

Reviewer Remarks *

testing record

Document Name Supportive Document
Enter Document Name Upload Document Upload “
S.NO. DOCUMENT NAME SUPPORTIVE DOCUMENT ACTION

Step 5 — After click of necessary action successful message will be displayed and
Dispatcher will be redirected to Listing Screen.
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Medical Authorization - Approver Listing

Request has been reviewed successfully.

Request ID From Date To Date Office Type
Request ID Q DOMM/YYYY ﬁ DD/MM/Y Y'Y a All ~
Office Category Division Designation
All ~ All s All v All ~
Status
Show 10 + entries Exportto: Excel PDF Print
Search:

Step 6 — Request has been reviewed successfully. Steps Completed.

1.5.2. Approval Level

Step 1 - First of all Reviewer will login into the FCI HRMS with his/her credential (like
Employee Number: 123456, Password: Abcd@123) and Switch to MSS.

Step 2 — Approver needs to go to left Navigation:
MSS >> Employee Relation >> Request >> Medical >> Medical Authorization
for Serving Employee or Retired Employee
OR can also type Medical Authorization Serving Employee or Medical
Authorization Retired Employee.

Step 3 - Click on v button.

Medical Authorization — Approver Listing

Reguest ID From Date To Date Office Type
Reguest ID Q. DD/MMIYYYY = DD/MMIYYYY (] All ~
office Category Division Designation
All ~ Al ~ Al ~ All ~
Status
Show 10 ~ entries Export to : Excel PDF Print
Search:
ACTION REQUEST ID STATUS EMPLOYEE NUMBER EMPLOYEE NAME OFFICE OFFICE TYPE CATEGORY DIVISION DE
@ Pendin HQ-
ERLS313 neng 290572 AMIT KUMAR Q- HQ CAT-II Personnel M
Approval Delhi
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Step 4 — Approver needs to input the relevant details and can perform one of the
following actions as mention below.

e C(lickon to give approval on the request.

Approve

Request ID

ERLS313

Requested Date
29/01/2022

Employee Category
CAT-II

Employee Division
Personnel

Employee Designation
Manager

Employee Number
290572

Employee Name

AMIT KUMAR

Basic Pay of Employee
54060

Name of the Patient

AMIT KUMAR

Relationship with Member

Self

Member Date of Birth

04/04/1989

Hospital Name

Aakash Healtheare Super Speciality Hospital
Name of the Disease/suffering from (Attach MO's
recommendation/Hospital pre-authorization Report)
Test Record

Initiator Remarks

remarks

Attachment

Attachment

Far Document

Attachment

Whether entitled for medical facilities from FCI:

Yes

FCI Medical Health Identity Card No

MIC/290572/2

View Action History

Approver Remarks *

Approved

Document Name

Enter Document Name

Supportive Document

Upload Document Upioad “

S.NO. DOCUMENT NAME SUPPORTIVE DOCUMENT ACTION

Add Reviewer Selective Revert m

Step 5 — After click of necessary action successful message will be displayed and
Approver will be redirected to Listing Screen.
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Medical Authorization — Approver Listing
® - y
Request ID From Date To Date Office Type
Request ID Q DD/MMIYYYY E] DOMMIYYYY ﬁ All ~
Office Category Division Designation
All ~ All ~ All ~ All ~
Status
o ~ m
Show 10 ~ entries Exportto: Excel PDF Print

Search:

Step 6 — Request has been approved successfully. Steps Completed.

1.6.Letter Generation

Step 1 - First of all Reviewer/Manager IR-S will login into the FCI HRMS with his/her
credential (like Employee Number: 123456, Password: Abcd@123) and Switch

to MSS.

Step 2 — Reviewer needs to go to left Navigation:
MSS >> Letter >> Processes >> Serving Letter/Retired Letter
OR can also type Serving Letter/Retired Letter.

Step 3 - Click on S

button.

Medical Authorization - Letter Listing

Request ID From Date To Date Office Type
Request ID Q DD/MM/YYYY 5 DD/MMIYYYY ﬁ All v
Cffice Category
Show 10 +~ entries Exportto: Excel PDF Print
Search: | |
ACTION REQUEST ID EMPLOYEE NUMBER EMPLOYEE NAME OFFICE OFFICE TYPE CATEGORY DIVISION DESIGM
DINESH RO Assisti
ERLS265 22971 RO CAT-IN Engineerin
KUMAR PANCHKULA g 9 Grade
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firc

Step 4 — Manager IR-S need to submit the required information and Click on button.

e wiftreswor ux - Sar

T ==
HRLZ04513 fafar Date 08/01/2021

SR SMEST ERLS265

et areftamr / STaes +

Fortis Escorts Heart Institute and Research
Centre Lid.

formm : it SuER & fene ot o

mzﬁim%@a@:aﬁ?ﬁ%ﬂﬁmmmﬁﬁ?ﬁamzznzz ¥ mrem § F o Rawim (w1 F eegmr A9 eftntes W9 e il wdl  wond F sieis <8
Hfgwa diode T =5 Far Fi-
(i) Tft wr AT PRAKASHI DEVI
(i) 37/ HifEa =1 Ama (wush I ey daw oY ¢ sRgaTa gi-"ifSeI T Heart Disease
Frdt)
(iii) H1. @, 4. wrfar siv odEr S wram DINESH KUMAR
(iv) O Assistant Grade - |
(v) TTafea /Wy =T A1 37 9aT1 Engineering
(vi) T @ e de 36070
(vii) Tft & Ty e @ e Mother
(viil) o1 T e @ A & fafdecar gfaeans o= s soar @ Yes
(ix) HEdTE wre Fern R waren gg=H o e (wita difateatr 531
I )

2. Tt semaTe # srefomawn / wd-Fsh ) el e / f3cios e 30 Ff smew ST EPaR g
3| == ford = ufEat & Ay T e, oum naw e gd-mifteee uE, =9 uF 9 ot ge TS 3oE, o0 e wRiw o weitnn (e, aweitend, geer f Ssat
TS SETETE TR Uegd W1 Wl =itew | Fuife vt i wwl # e Pyl sty e
4. T wiftepeor WHT B B asia § = 2 & g v gy = faf

1O s

Copy To:

5. 1. w. (faem), ., B, geemers ( Stsei /s, () ST SR aRge wag & )
fare=or -

Employee Concernad

. Service Book

. Personnel/IR-S Division

. Bill Section

bowNn =

Signature Type = Assistant General Manager *

E-Signature ~

Step 5 — Request has been generated successfully and letter copy has been attached in Hospital
Application and employee service book. Steps Completed.
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1.7.Hospital Admin FAR Initiation (DISCHARGE)

Step 1 - First of all Hospital Admin will login into the FCI Hospital Application and Switch to
FAR.
Step 2 — Hospital Admin needs to go to left Navigation:
FAR
OR can also click on FAR (First Admission Report) at Dashboard.

=

FAR(First Admission =
Report)

Step 3 = Click on tile.

Hi There! Let’s Get Started

=
®

FAR(First Admission —
Report)

Dashboard

Step 4 — After Click on FAR (First Admission Report) below screen will be open.
Discharge

Step 5 — Hospital Admin need to click on button.
FAR Listing
Request ID From Date To Date
Request ID DD/MMYYYY @ DD/MMIYYYY ﬁ

Show 10 + entries Exportto: Excel PDF Print Search:

S.NO. REQUEST ID REQUEST DATE VERSION MEDICAL AUTHORIZATION LETTER STATUS ACTION

1 FAR73 29/01/2022 1 ¥ Approved Wiew] Extension

22| Page



SOP —Core HR Version 1.0

Submit
Step 6 — Hospital Admin needs to submit the Discharge Detail and Click on - button.

Discharge Form

Employee Details Request ID: FAR73
Employee Number Employee Name Designation Category
280572 AMIT KUMAR Manager CAT-1I
Division Basic Pay MIC No.
Personnel 52480 MIC/290572/2
FAR form

Whether entitled for medical facilities from FCI:
° Yes I: ) No
MName Of The Patient Relationship With Member Member Date Of Birth

AMIT KUMAR Self 04/04/1989

Discharge Summary

Enter Discharge Summary

Discharge Date Treating Doctor Name

DD/MMIYYYY 5 Test Record

Investigation Report

Document Name * Attachment *
Enter Document MName Upload Document Upload “
5.NO. DOCUMENT NAME ATTACHMENT ACTION

Step 7 — Discharge has been done successfully and FAR form submitted to Empanelled FCI Office. Steps
Completed.
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1.8. Manager Self Service (IR-S Admin)

Step 1 — First of all IR-S Admin will login into the FCI HRMS with his/her credential (like
Employee Number: 123456, Password: Abcd@123) and Switch to MSS.

Step 2 — Reviewer needs to go to left Navigation:

MSS >> Employee Relation >> Master >> Hospital Discharge Employee
OR can also type Hospital Discharge Employee.

Step 3 - Click on @ button.

Discharged List

Request Id
reaneete Q m
Show 10 w entries Exportto: Excel FDF Print
ACTION REQUEST ID EMPLOYEE NUMEBER

FARS 152770

Discharge Form

Employee Details

Employee Number Employes Name

152770 AMITABH KUMAR

Division Basic Pay
Personnel V6720

FAR form

Whether entitled for medical facilities from FCI:

O ves () Mo

Mame Of The Patient Relationship With Member

AMIKA JHA Shild

Discharge Summary

he is fine

Discharge Date Treating Doctor Name

3F0/06/2021 er

Investigation Report

S.MO. DOCUMENT NAME

1 Reportl

EMPLOYEE NAME

AMITABH KUMAR

Search:

HOSPITAL NAME

Aakash Healtheare Super Speciality Hospital

Request ID: FARS

Designation Category
Assistant General Manager cAT-1
PMIC Mo

MIC/152770/1

Member Date Of Birth

04/08/2014

ATTACHMENT

Attachment

Step 5 — After click of necessary action successful message will be displayed and
Dispatcher will be redirected to Listing Screen.
Note: After Discharge IR-S Division will process the billing manually.
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2. Common Functionality
2.1.Add Reviewer
Add reviewer is the functionality by which MSS User can add an officer in case of there is a
requirement of additional noting/clarification/confirmation from other divisions like (Vigilance or
Account) while processing the requests.

To add an additional reviewer click on Add Reviewer link as shown below

Telephones_facility / Review

TELE ID Employee Name
TELZ8B AMIT KUMAR
Request Date Employee Number
2021-05-13 99989999999
Sanction Type Division
CcuG Personnel
Mobile Brand Designation
Model Number Manager
MRP Remarks
NA
Supportive Document
View Attachment
| want to request a telephone extension/CUG for official work purpose only.
1 . that any previous i telephone extensions { CUG has been returned to FCL.
| understand that the telephone extension/CUG shall be assigned subject to availability and requirement.
| declare, that in the event of damages or loss of the telephone extension or misuse of CUG shall be recoverable from me by FCI.

View Action History

Reviewer Remarks *

Reviewer Remarks

Document Name Supportive Document
S.NO. DOCUMENT NAME SUPPORTIVE DOCUMENT ACTION

£dd Reviewer Selective Revert m

As the user clicks on Add Reviewer link, then the user will navigate to the add reviewer detail
page.
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Add Reviewer

ID TELZE
Sh, tri
ow 10 ~ entries Search:
S.NO. DATE OF ACTION VERSION STATUS EMPLOYEE NAME DESIGNATION DIVISION AUTHORITY REMARKS
13/05/2021 . . Request
1 8113:46 PM 1 Initiated AMIT KUMAR Manager Personnel Initiator Initiated
13/05/2021 " MEGHA " -
2 811615 PM 1 Dispatched SINGHAL Dispatcher Personnel Reviewer okay
Pending SHEELA EDLINE -
3 1 Review TIGGA Manager Personnel Reviewer MN/A
Showing 1 to 3 of 3 entries
Previous 1 Next
OFFICE TYPE OFFICE EMPLOYEE LIST DIVISION SECTION DESIGNATION REASON
Select ~ Select ~- Select ~ Reason

Enter the details of the concerned authority for clarification/recommendations and click on

button to add the concerned authority as an additional reviewer. On addition the
competent authority for the application will receive a success message.

Device Sanction Review Listing

Reviewer has been added successfully.

Office Type Office Type Status
All o All R All N All ~
[===]
Show 10 ~ entries Exportto: Excel PDF Print Search:
ACTION STATUS TELE ID REQUEST DATE TYPE OFFICE LOCATION EMPLOYEE NUMBER
@ Pending Review TELZ8 01/01/1970 CcuG HQ-Delhi 290572
> Withdrawn TELZ7 01/01/1870 CuUG HQ-Delhi 290572
@ Reverted TELZ3 01/01/1870 Telephone HQ-Delhi 152770
> Reverted TELZ4 01/01/1970 Data Card HQ-Delhi 152770
> Approved TEL2S 01/01/1970 CuUG DO SAMASTIPUR 291585
@ Pending Review TELZ8 01/01/1870 cuc ZO (EAST) -KOLKATA 178847
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2.2.Selective Revert
Selective revert is the functionality by which current MSS User can revert back (Revert) the request
to a specific existing officer who has already taken an action and is a part of the request review and
approval process as per DOP.

Telephones_facility / Review

TELEID
TEL28

Request Date
2021-05-13

Sanction Type
CuG

Mobile Brand
Model Number

MRP

Employee Name
AMIT KUMAR

Employee Number
9989999999
Division

Personnel

Designation

Manager

Remarks
NA

Supportive Document

View Attachment

I want to request a telephone extension/CUG for official work purpose only.

I declare, that any previous sanctioned telephone extensions / CUG has been returned to FCI.

| understand that the telephone extension/CUG shall be assigned subject to availability and requirement.

| declare, that in the event of damages or loss of the telephone extension or misuse of CUG shall be recoverable from me by FCI.

Reviewer Remarks *

Reviewer Remarks

Document Name Supportive Document
Enter Document Name Upload Document
5.NO. DOCUMENT NAME

View Action History

i “

SUPPORTIVE DOCUMENT ACTION

The reviewing or approving authority will select the concerned user to whom the request is to be
reverted and provide the remarks to justify the selective revert and click.
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Selective Revert

1D TELZ8
P ——
SELECT S.NO. DATE OF ACTION ACTION EMPLOYEE NAME DESIGNATION DIVISION AUTHORITY
13/05/2021
1 SI‘IIS:;G PM Initiated AMIT KUMAR Manager Personnel Initiator
— 13/05/2021 8:16:15
) 2 Pl\:: / Dispatched MEGHA SINGHAL Dispatcher Personnel Reviewer
13/05/2021 8:21:14 . SHEELA EDLINE .
o 3 B Reviewed TIGGA Manager Personnel Reviewer
— 13/05/2021 . Assistant General X
)] 4 8:99:50 PM Reviewed RAM RAJ MEENA Manager (1l Personnel Reviewer
Pending .
5 . RAJESH KUMAR General Manager(Ell) Personnel Reviewer
Review
Reason *

Enter Reason

=

On Click of revert the reviewing or approving authority will navigate to the landing page along
with a success message. Hence the application will be pending for review with the selected
authority  for  further perusal which will also reflect in action history.

Request has been reverted.

Office Type Office Type Status

All ' All W All v All V

Show 10 w entries Exportto: Excel PDF Print
Search:

ACTION STATUS TELEID REQUEST DATE TYPE OFFICE LOCATION EMPLOYEE NUMBER

@ Pending Review TELZ28 01/01/1970 CuG HQ-Delhi 290572
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2.3.Revert

Click on button to send back the entire transaction directly back to the Initiated who can
resubmit the request with necessary details. The status of the transaction shall change from Pending
Review to Reverted in case any reviewer click on revert.

2.4.Reject

Click on mto give a rejection on the transaction and the User will not be able to resubmit the

same transaction with updates and status of the transaction changes from Pending Approval to
Rejected.

2.5.Cancel

Click on to navigate back.

3. FAQ General
3.1.Request not Visible or TO DO List Issue
» Drop an email to AGM HRMS or HQ HRMS Team with the Request ID.
» HQTeam will check and share the updates with AGM HRMS and take appropriate action as
per AGM HRMS Instruction.

3.2.In case of Wrong Action taken by Competent Authority
» Drop an email to AGM HRMS or HQ HRMS Team with the Request ID.
» HQTeam will check and share the updates with AGM HRMS and take appropriate action as
per AGM HRMS Instruction.

3.3.Request need to delete
> Drop an email to AGM HRMS or HQ HRMS Team with the Request ID.
» HQTeam will check and share the updates with AGM HRMS and take appropriate action as
per AGM HRMS Instruction.
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