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Online Property Statement filing  

Module and 
Sub Module 

  Details 

Employee 
Self Service 

(ESS) – 
Property 

Statement 

Update: 

SimpleGov initiative  
 
Employees can submit their annual Property 
Statement (assets and liabilities) electronically in 
compliance with Tamil Nadu Government Servants’ 
Conduct Rules, 1973 

Path: 
Kalanjiyam Portal (Post Login) -> Employee Self 
Service -> Property Statement Filing 

A. Update: 1  
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Online Property Statement filing     ‘cont…. 
A. Update: 1  



eSR Part – I Synchronization 
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Module and Sub 
Module 

  Details 

eSR Part-1  
Synchronization 

Issue: 
Repeated Tickets are being received from the users for 
migrating the eSR part-1 during the employee transfers 

Update: 

Auto synchronization has been enabled for eSR part-I 
file. If the employee has been transferred from one office 
to another, the eSR Part-1 will be automatically moved 
and mapped with employee profile. The user can check 
the eSR Part-1 in the below path 

Path: 
Portal -> Employee self service -> ESR part 1 -> ESR 
view 

A. Update: 2  



eSR Part – I Synchronization      ‘cont…. 
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A. Update: 2  
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Foreign Trip and Passport - Approval  

Module and 
Sub Module 

  Details 

Foreign Trip 
and renewal 
of passport  

Issue: 

While applying for permission to undertake foreign trip, 
it is reported that authority name and designation not 
displayed in Apply page of : 
• Foreign Trip 
• Grant / Renewal of Passport 

Cause: 
 

Approval Group is not mapped to the concerned post, 
which causes the authority details not to appear. 
 

Solution: 
 

1. Create / Map Approval Group 
 
2. Map the Approval group with post ID 
 

A. Update -3:  
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Foreign Trip and Passport - Approval         ‘cont…. 

1. Create / Map Approval Group 
  

A. Update: 3  
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1. Create / Map Approval Group 
  

Step-by-Step Procedure: 
 

1. Go to e-Service -> Click Approval Group Admin Page -> 
Click Create 
2. Enter Approval Group Name 
3. Select:  

• Module Name → HRMS - Service Register (SR) 
• Sub Module → Leave 

4. Select Transaction Type:  
• Other Leaves More than 30 Days 
• Other Leaves Less than or Equal to 30 Days 

5. Click Next → Submit 
 

Foreign Trip and Passport - Approval         ‘cont…. 
A. Update: 3 
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2. Approval group mapping with post  
  

Path: 
Approver Login → GTN Functional Administrator → 
Approval Group Admin Page 

Foreign Trip and Passport - Approval         ‘cont…. 
A. Update: 3 
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Step-by-Step Procedure: 

1. Open Post with Approval Group Mapping (WEBADI) 
2. Click Download 
3. Open the downloaded WEBADI Excel file 
4. Update / Map:  
              Approval Group for Less than or Equal to 30 Days 
5. Click Validate 
6. Click Upload to save changes 
 

Foreign Trip and Passport - Approval         ‘cont…. 
A. Update: 3 
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Deleting Approved Transaction in HRMS 

Module and 
Sub Module 

  Details 

HRMS 

Issue: 
Frequent tickets are being raised for deleting 
Approved Transactions in HRMS 

Solution: 

 
If any HRMS transaction needs to be deleted after 
DDO approval, Kindly raise the ticket with sign and 
seal of next higher authority of DDO / Head of Office. 

A. Update: 4 
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Deleting Approved Transaction in HRMS    ‘cont…. 

The request letter Template: 

A. Update: 4 
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Approval Group Validation (Transfers/deputation) 

Module and 
Sub Module 

  Details 

HRMS -  
Approval 

Group 

Issue: 
Repeated Tickets are being received from the users 
on notification issues.  Notifications sent to wrong 
users and request to move to draft level  

Cause: The approval groups are not updated on regular basis. 

Solution: 

System level validation has been implemented. During 
employee transfers/deputations, the system will 
validate the existing approval group and prompts the 
user to disable the user from existing approval group 
while transfer/deputation.  
Note: The users are requested to update the approval 
groups frequently and disable the un-used approval 
groups 
 

B. Re-Orientation: 1  
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Auto Arrear Calculations - MFR 

Module and 
Sub Module 

  Details 

Auto Arrear 

Issue: 
User Given Multiple Calculate arrear run / Supplementary 
run. So MFR was not processed or the calculated arrear 
values did not arrive correctly. 

Solution: 

 
Update Revised Basic Pay -> Run Calculate Arrear with 
Correct Effective Date (e.g., promotion date). ->                          
Submit the request only once and wait until it is fully 
completed. 
Verify in Process  -> Process Supplementary Run ->  
Check Results and Proceed for Bill Generation 
Additional check point: 
Always update pay first and then process Calculate Arrear 
once with the correct effective date. 

B. Re-Orientation: 2 
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Auto Arrear - Employee Category 

Module and 
Sub Module 

  Details 

Auto Arrear 

Issue: 

Users have changed the Employee Category unnecessarily 
or with an incorrect Effective Date.  This would cause 
incorrect Arrear values because elements are calculated 
based on Employee Category. 

Solution: 

Do NOT change Employee Category unless it is absolutely 
necessary. 
If any change is required, ensure the correct Employee 
Category is selected and Use the correct Effective Date for 
the change. 
Note: Incorrect changes will impact payroll calculations and 
arrear computation 

B. Re-Orientation: 3 



Cyber Safety Essentials & Responsibilities for End Users 

Use of AI Tools / Translators for Work 

• AI tools & language translators may be used only for basic translation. 

• Do not share or input any confidential, sensitive, or official-related data in such 
tools. 

 

Use of Online Editing Tools 

• It is advised to adhere to the following guidelines when using online tools for document 
editing: 

1. Do not upload or process any confidential & sensitive-related documents on public online 
platforms. 

2. Be aware that files uploaded to such tools may be stored externally, posing data security 
risks. 

3. Non-compliance may lead to data leakage. 

4. To ensure data security, login credentials—including usernames and passwords—must remain 
strictly confidential and should not be shared. 
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C. Instructions:  



Thank you 


