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Separation Process in HRMS
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[ Employgg Resigns }

Manager Accepts Manager Retains
[ Unit HR Accepts ] Unit HR Retains = emmmd  Employee Withdraws Resignation

A

i Voluntary ] Non-voluntary
: Note:
i No Dues — 2 days before LWD ] No Dues — 2 days before LWD Employee Retention can
! happen at any of these
No Dues Clearance - HODs, Manager above stages.

Once resignation is

|

[ Exit Feedback - Employee } No Dues Clearance — Unit HR withdrawn by an

employee, the entire
[ No Dues Clearance — Unit HR ] Inactivate Employee process will be voided.
Inactivate Employee I

[ No Dues Clearance - HODs, Manager ] A’
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Resignation Process in HRMS

Step 1 : Submit Resignation through HRMS
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Step 2 : Reporting Manager Accepting Resignation or Retaining employee
Step 3 : HR Accepting Resignation and finalising last working date or Retaining employee

Step 4 : No Dues Clearance: 2 days prior to the last working day, No Dues Clearance Form will be open in HRMS.
a) Clearance from HODs (mentioned in the No Dues Form)
b) Clearance from Reporting Manager — complete handover should be done before this step
c) Fill in the Exit Feedback Form
d) Clearance from HR department — handover ID card, Medical benefit card, Visiting card, Hostel Clearance Letter and
any other materials on/before the last working day.
Note: In case of any dues, the same will be recovered from the Full & Final Settlement. Without No Dues Clearance from all
HODs/Manager/HR; and Exit Feedback by employee, Full & Final Settlement cannot be initiated.

Step 5 : Collect Relieving Letter from the HR department

Step 6 : Full & Final Settlement (if Exit Clearance is given by all the department HODs) will be made by the 20% of the following
month.

*Employee Retention can happen at any of the above stages. Once resignation is withdrawn by an employee, the entire
process will be voided.
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Step 1: Login & Initial Navigation

Link: HRMS link (http://3.7.119.125/hrms/)
User ID: Employee ID
Password: HRMS password

Basic Information Attendance (26-Dec till 25-Jan) B

Y Admin Dashboard

ime Out-Time

Branch : InTime
m Dashboard ! P
Department : NA
AM

My Self
DOJ:
Manage My Details DOB
SNy Bba Phone:
Attendance Summary Mail
Total Leaves
> Leave Management B FPresent [ Absent [ Leaves

Utilized Available

Tax Declaration at Source m
> Tasks List
Total Present Apsent Leaves

> Resignation
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Step 1: Employee Resigning in HRMS

My Self > Resignation
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Resignation @ / Resignation
Dashboard
L | | | | | | | | | | |
My Self Employee Name Department IResignation Reason® Last Working Date
> Manage My Details Empiloyee Name department Education ot | Feb DI,2522
I -Select Reason-—- r — -y
> My KRA Workload and working conditions [
I WViolation of Rules/Code of Conduct m
» Attendance Summary Standards, Rules and Processes I I I
Salary and Benefits '~
» Leave Management ’ I Retirement/Early retirement
Restructuring I
» Tax Declaration at Source Relocation fo different country
Resignation Status I Reloc.anc?n.to qmerentmty: same country I
3 Tk Lict Relation with I!.I'IE Managers/team
I Personal/Family Reasons |
> Resignation Show| 40 wientips Performance Expeciations - Not met I
Other Reasons
I Job role - Not satisfied
» Change Password Yealth Ressons I
Mo Dues Feedback Withdraw Resigned On Equipment and working tools in the new company Recovery Amount
“nager I End of Contract
No data av T
I Commute to work location
Change of profession

Showing @ to 0 of 0 enfries R N TR ==, Previous | Next



Step 2: Manager Accepting Resignation

My Team > Accept Resignation

@ Dashboard

& My Self

& MyTeam
» Team Members
> Leave Management
> Approve/Reject OT
> KRA

» Accept Resignation

Resignation List

Show 10 v entries

S.No.

Withdraw

Employee

Employee Name

Designation

Associate

Department

department
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@ / Resignation List

Search:
Branch Resigned on Days
Corporate  11-Jan-2022 30
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Step 2: Manager Accepting Resignation

Accept Resignation

Remarks*
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Step 2: Manager Retaining Employee
My Team > Accept Resignation
Note: The Reporting Manager/the concerned HR can “Enable” the option to withdraw Resignation.
Resignation withdrawal can be done at any stage, even after accepting the Resignation.
Resignation List @ / Resignation List
(@ Dashboard
& My Self
& MyTeam Show 10 v entries Search:
> Team Members
S.No. |  Accept Withdraw Employee Designation Department Branch Resigned on Days
> Leave Management =
© 1 =y I R Employee Name Associate department Corporate 11-Jan-2022 30
> Approve/Reject OT I I

> KRA

> Accept Resignation -
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Step 2: Manager Retaining Employee

Enable Withdraw

Remarks*
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mployee Withdrawing Resignation
My Self > Resignation
Resignation @ / Resignation
(m Dashboard
| Admin Dashboard Employee Name Department Resignation Reason® Last Working Date
Employee Name department —Select Reason— v Feb 102022
& My Self
» Manage My Details ’
> My KRA
> Attendance Summary
> Leave Management / Resignation Status
» Tax Declaration at Source
Search:

Show| 10 v | entries

» Tasks List

> Resignation No Dues *  Feedback Withdraw Resigned On Last Date Status Reason Recovery Amount

._f

11-Jan-2022 10-Feb-2022 Accepted Education 0
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Step 4: No Dues Form — Employee’s Accoun
My Self > Resignation
Resignation @ / Resignation
(m Dashbeard
il cREtE Bl e Employee Name Department Resignation Reason™ Last Working Date
& My Self --Select Reason— b Feb 11,2022
> Manage My Details m

> My KRA

> Attendance Summary

> Leave Management
Resignation S5tatus

» Tax Declaration at Source

s Tasks List Show 10  w entries ——

» Resignation ; -
Feedback Withdraw Resigned On Last Date Status Reason Recovery Amount

» Cl..Nge CousWL. .
& = 11-Jan-2022 14-Jan-2022 Accepied Betier worktime/flexibility 0
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Step 4: No Dues Form — Employee’s Account

Employees can view the Department-wise Approvers list and contact them via phone/email for No Dues Clearance.
Post all the concerned departments give approvals, Reporting Manager can give the Functional Clearance.

®)
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Note: Without No Dues Clearance from all the departments, Full & Final Settlement (F&F) will not be initiated.

No Dues List @ / No Due List

(a) Dashboard

il Admin Dashboard

& My Self
» Manage My Details ? Show | 10 v | entries Search:
3 M‘f KR}'—‘E I | | | | | | | | | | | | | | | | | | I
SNo. 1 Department Employee Details Mobile Email Amount Status Remarks
» Attendance Summary I I
> Leave Management 1 I Finance & Accounts Test1-020183 1234567890 abc@medicoverhospitals.in 0 Pending I No update
[ | | | | | | | | | | | | | | | | |

» Tax Declaration at Source

> Tasks List

> Resignation
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Step 4c: Exit Feedback st
Employees can view Approval Status & Recovery Amount (if any).
Note: After Functional Clearance (by Reporting Manager), Employees have to submit their Exit Feedback, then
HR will give No Dues Clearance.
Resignation @ / Resignation
m Dashboard
|k Admin Dashboard Employee Name Department Resignation Reason™ Last Working Date
Name Department —Select Reason— v Feb 11,2022
& My Self
» Manage My Details
> My KRA
» Attendance Summary
Resignation Status
» Leave Management
» Tax Declaration at Source Show 10~ eniries Search:
e No Dues T Feedback Withdraw Resigned On Last Date Status Reason Recovery Amount
> Resignation -~ -
U I # 11-Jan-2022 14-Jan-2022 Accepied Betfer worktime/flexibility 500

B ol
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Step 4c: Exit Feedback
Note: Employees have to submit their Exit Feedback, then the HR team will give No Dues Clearance.
Feedback Form @ / Feedback Form

(m Dashboard

ek Admin Dashboard

a

My Seif

> Manage My Details

> My KRA

» Altendance Summary

> Leave Management

» Tax Declaration at Source
» Tasks List

» Resignation

In order to make improvement in the work culture of the organization, Exit Interview is conducted. The questionnaire is made simple and easy to respond. Reflect on each
statement, take your time without hurrying through, decide your response and then choose the appropriate rating. Answer all the statements and do not leave any blanks.

Be sincere, honest and truthful in your response. Your opinion counts and will help us to plan and improve in the future. All information will remain confidential.

Employee Code : Employee Name :

Designation : Department :

Date Of Joining : Date Of Leaving :

Reason for Leaving, Please tick as appropriate.

[ ] Higher Remuneration [ ] Better work environment

[] Higher Role

I:l Relevant Job profile |:| Family and/or Personal Reason
[ ] Getting Mmarried

[ ] Dissatisfied with Supervisor

[] other

|:| Improved work life balance
[ ] Rrelocation

[ ] Healtn 1ssues

|:| Higher Education

[ ] quaiity of Supervision

[] maternity

I:l Unhappy with job

I__
=
L = =
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ep 4a pprove No vues Dy S
| |
1) : Approve No Dues
No Dues List @ / Mo Due List
Dashboard
My ot Show| 10 v entries Search-
My Team
S.-No. 1 Employee Details Designation Department Branch Approve Last Date Recovery Amount
Task Manager ' b |
Approve No Dues @ 1 Mame Department Finance & Accounts Corperate o I 14-Jan-2022 0
Mo Dues -
Remarks Mo update
i) : Recovery: Yes/No
No Dues Approve @ / No Due Approve

Dashboard
| | | | | | | |

My Self 3 I Recovery If Any™

-Select- v I
My Team I

|
Task Manager I Mo

____J

Approve No Dues
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Step 4a & 4b: Approve No Dues by HODs
i) : Mention Amount and Remarks
No Dues Approve @ / No DueApprove
) Dashboard r o wmm wwm mmm wmm wmm  wmm wmm wwm mmm m— — I
My Seif } I Recovery If Any* Amount’ I
Yes v
My Team | —_— |
= Task Manager I I
f Approve No Dues I £ I —
AN I B S .. I I I S S . I T I
| | J
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Adding No Dues Approvers List

Resignation/Exit > No Dues Form

Approve/Reject OT

Trainee

Doctor

Aftendance

OT Report

Onroll

Trainee

Droctor

Resignation/Exit

» Accept Resignation
> No Dues Form

> Approve No Dues List

Bl Directory

Approvers - No Dues

Department

Finance & Accounts

Stores

Pharmacy

Billing

Information Technolot

Medical Records

Security

Biomedical

F&B

Engineering & Mainte

Audit

Employee Name *

Search By Employee Name/ID

i3]
m
o
e
[w]
o

mi]

s}

s}

Employee Name/lD

Employee Name/lD

¢ Employee Name/lD

Employee Name/ID

Employee Name/lD

Employee Name/lD

¢ Employee Name/ID

¢ Employee Name/ID

Contact No. ©

Enter Mobile

Enter Mobile

Enter Mobile

Enter Mobile

Enter Mobile

Enter Mobile

Enter Mobile

Enter Mobile

Enter Mobile

Number

Number

Number

MNumber

MNumber

Number

Number

Number

Number

Number

Number

Email ID *

Enter Mail 1D

Enter Mail 1D

Enter Mail 1D

Enter Mail ID

Enter Mail ID

Enter Mail 1D

Enter Mail 1D

Enter Mail 15

Enter Mail 15

Enter Mail 1D

Enter Mail 1D
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@ / Approvers - No Dues




Editing No Dues Approvers List

Resignation/Exit > No Dues Form

Approvers - No Dues

Show 10 v entries

[ Resignation/Exit

SNo * Edit Branch Department

> No Dues Form —
1 IIZ. I
I

Corporate Finance & Accounts

Required

Yes

Employee Details

Test1-020183
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@ / Approvers - No Dues

Search

Mobile Email

1234567890 abc@medicoverhospitals.in



¢

' § 8 MEDICOVER
[ |

Step 3: Resignation Acceptance / Retention
Resignation/Exit > Resigned Employees List
Doctor
Attendance ReSignation List @ / Resignation List
OT Report

Show 10 v entries Search;
Onroll

S.No. |  Accept Withdraw Employee Designation Department Branch Resigned on Days
Trainee - - ;

© I ] I Name Designation Human Resources  Corporate 11-Jan-2022 30

Doctor s

[» Resignation/Exit

> Resigned Employees List
> No Dues Form

> Approve No Dues List
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Step 3: Resignation Acceptance / Retention
Note: Last Working Day can be edited by the concerned HR, if required.
Unit HR cannot initiate the self-exit process i.e., Last Working Date/No Dues Clearance cannot be done for self.
Resignation @ / Resignation

Onroll

Trainee

Doctor

Resignation/Exit

Resigned Employees List

> No Dues Form

> Approve No Dues List

Employee :
Designation :
Department :
Branch :
Reason type :
Resigned On :
Last Date :

I Serving Notice® Last Working Date Resignation Type* Reason* I
I -Select-- v dd-mm-Yyyy 0 —-Selzct Reason-- v -Szlect type—- v I
I Remarks®

I 2 I
|

/
I L L L L L L L L L L L L L L L L L L L L L |

) =,
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Step 3: Resignation Acceptance / Retention
Resignation/Exit > Resigned Employees List
Doctor
Attendance ReSignation List @ / Resignation List
OT Report

Show 10 v entries Search;
Onroll

S.No. |  Accept Withdraw Employee Designation Department Branch Resigned on Days
Trainee = I

© & Name Designation Human Resources ~ Corporate  11-Jan-2022 30

Doctor I Enable I

[» Resignation/Exit

> Resigned Employees List
> No Dues Form

> Approve No Dues List
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Step 4d: No Dues Clearance — HR Department "=
Resignation/Exit > Approve No Dues List
No Dues List ® | No Due List

[ Resignation/Exit

f . Search:
> Resigned Employees List Show| 10 v/ entries

> No Dues Form

§No. 7  Employee Details Designation Department Branch Approve Last Date Recovery Amount

> Approve No Dues List —

© 1 Name Designation Department Madhapur I s I 19-Jan-2022 12
| ___ |
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Step 4d: No Dues Clearance — HR Department "%
Note: The HR team should upload ID card image and Hostel Clearance letter during No Dues Clearance.
Exit Interview Remarks are mandatory.

No Dues Approve @ / No Due Approve

r——————————

 Resignation/Exit

I Security” ID Card Handover(Upload Supporting data file - Only jpeg, jpg. png)*
> Resigned Employees List I —Select-- v Choose File | No file chosen
» No Dues Form Recovery If Any*

I -Select-- v

» Approve No Dues List

Notice Period Recovery(To be Notice Period Recovery Days” Notice Period Payment Days(To be Notice Period Payment Days*
I deducted from the FFS)* added to the FFS)*
Yes v Yes v

I Exit Interview Remarks”

. S —

N
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