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        Employee Modification Process 

Overview: 

1.1 Scope: 
This process describes the staff additional details of employee modification initiated by the 

admin section. 
 

1.2 Flowchart: 

       Flowchart for the employee modification is given below 
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1.3 User Roles: 

 

 

                 User 

 

             Roles 

 

Admin 1 

Capture employee additional details for 

‘Group A’ 

 

Admin 2 

Capture employee additional details for 

‘Group B & C’ 

 

Superintendent (Admin 1) 

 

Approve (Group A) 

 

Superintendent (Admin 2) 

 

Approve (Group B & C) 

 

Admin 3 Dealing DA 

 

Approve dependent & insurance 

information 

 

Admin 1 Assistant Register 

 

Approve (Pay band for Group A) 

 

 

Admin 2 Assistant Register 

 

Approve (Pay band for Group B&C) 

 

 

Account AR/DR 

 

Approve and capture bank details 
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2.2.1.3 User Interface Design: 

Step 1: Employee Additional Details Screen: 

When the user invokes the ‘staff additional details’, then System generate the ‘employee additional 

details screen’. This process menu is available for all employees. 

 Menu: Human Resources  Staff Additional Details 

 

 

 

In Employee Details form pick the employee ID and the first name using the lookup option for whom the 

modification is to be done. 
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In the present address details, the present address of the selected employee will be auto-populated where 

any modification of address could also be done. If both present and permanent address are same then 

check the ‘if present address same as permanent address checkbox.’  
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In the ‘Personal Details’ and ‘Pay Details’ form existing details of the selected employeeid will be auto-

populated, also it could be modified 
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By clicking on the Get Existing Details all the existing details of the employee will be populated below on the 

repective grids further any modification could be done.      

 

  

Enter remarks and submit the modification.  

The status of the task could be checked under Task Summary -> Initiated -> On-going. By clicking the task 

name details will be displayed.  
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      Superintendent Approval 

When the admin submits the ‘Employee Modification’, the system generates the 

submitted task in the corresponding Superintendent’s inbox.  

when clicked on the task name the system generates the ‘Employee Additional 

Details Approval’ screen. 
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User shall either check ‘Verify’ to verify the modified details or ‘Incomplete Data’ for additional details. All 

other details are non-editable. User shall enter the remarks and finally submit the task. 

 

Insurance Dealing Assistant Approval 

Post to the approval of admin superintendent, the system generates the submitted task in 

the corresponding Insurance Dealing Assistant’s inbox.  

User shall either check ‘Verify’ to verify the modified details or ‘Incomplete Data’ for additional details. 

All other details are non-editable. User shall enter the remarks and finally submit the task. 
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Admin Assistant Registrar Approval 

Post to the approval of admin insurance dealing assistant, the system generates the submitted task in the 

corresponding admin assistant registrar’s inbox.  

User shall either check ‘Verify’ to verify the modified details or ‘Incomplete Data’ for additional details. 

All other details are non-editable. User shall enter the remarks and finally submit the task. 

 

 

Payment process is completed and available in Tally. 

 

 

       

 


