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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 FCI 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. 

Step 3 – Click on  tile. 
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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.  

 

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

 

 
 
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   button. 
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Step 8 – Hospital Admin needs to Input the required information and Click on    
button. 
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Step 9 – Reqeust 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. 
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Step 4 – Dispatcher needs to input the relevant details and can perform one of the 
following actions as mention below. 

 

 Click on button and forward the request for further processing. 

 

 

 
Step 5 – After click of necessary action successful message will be displayed and 

Dispatcher will be redirected to Listing Screen. 
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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. 
 

Step 3 – Click on  button. 
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Step 4 – Approver needs to input the relevant details and can perform one of the 
following actions as mention below. 

 

 Click on to give approval on the request. 

 

Step 5 – After click of necessary action successful message will be displayed and 
Approver will be redirected to Listing Screen. 
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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. 
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Step 4 – Manager IR-S need to submit the required information and Click on  button. 
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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. 

Step 3 – Click on  tile. 
  

 

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

Step 5 – Hospital Admin need to click on  button.  

 

Step 6 – Hospital Admin needs to submit the Extension Dates and Click on     button. 
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Step 7 – Extension Reqeust 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. 
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Step 4 – Dispatcher needs to input the relevant details and can perform one of the 
following actions as mention below. 

 

 Click on button and forward the request for further processing. 

 
  

 

 
Step 5 – After click of necessary action successful message will be displayed and 

Dispatcher will be redirected to Listing Screen. 
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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  button. 
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Step 4 – Approver needs to input the relevant details and can perform one of the 
following actions as mention below. 

 

 Click on to give approval on the request. 

 

 

 
Step 5 – After click of necessary action successful message will be displayed and 

Approver will be redirected to Listing Screen. 
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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  button. 
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Step 4 – Manager IR-S need to submit the required information and Click on  button. 
 

 
Step 5 – Request has been generated successfully and letter copy has been attached in Hospital 

Application and employee service book. Steps Completed. 



22 | P a g e 

SOP – Core HR Version 1.0 

 
 

 

 
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. 

Step 3 – Click on  tile. 
  

 

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

Step 5 – Hospital Admin need to click on  button.  
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Step 6 – Hospital Admin needs to submit the Discharge Detail and Click on  button. 

 

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. 
  

 

 

 
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 
  

 

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

 

 

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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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.
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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 to 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. 
 HQ Team 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. 
 HQ Team 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. 
 HQ Team will check and share the updates with AGM HRMS and take appropriate action as 

per AGM HRMS Instruction. 
 


