




























sub:- Implementation of eHRMs-profile Updation by employees, validation by designated
Nodal Officers and Manual on Tme lines for processing leave requests_ Regi

Ref:- This Directorates ID Note dated 16-09-2025
-o0o-

Your kind attention is invited to the ID Note referenced above, wherein this Directorate
has issued advisory guidelines regarding the timely updation of user profiles and their validation by the
designated Nodal Officers in the eHRMS portal.

2. As part of the scheduled rollout of the Leave Management Module on the eHRMS platform
from 3rd October 2025, all Heads of Departments have been requested to issue necessary instructions
to DDOS and Nodal Officers 

-including 
those in outlying regions to ensure that all employees complete

their user profile entries by 24th September 2025 and Designated Nodal Officers validate'the submitted
profiles within the stipulated timeline.

3. To achieve 100o/o profile completion, employees needs to log in to the eHRMS portal using
their name-based government email ID, fill in or update all mandatory fields in the profile section ani
submit the completed profile to the Nodal Officer for review and approval. A detailed user manual
oi-ttlining login procedures, profile completion steps and leave processing timelines is enclosed for ready
reference.

GOVERNMENT OF PUDUCHERRY
DIRECTORATE OF INFORMATION TECHNOLOGY

***
Puducherry, dated 06-10-2025

4. In this connection, this Directorate in coordination with DoPT, New Delhi has already
conducted a training session to eHRMS Nodal Officers, staff responsible for seruice book maintenance
(Superintendents/Assistants /UDCs/LDCs), as well as IT Nodal Officers and Assistant IT Nodal Officers
through Video Conference on 25th September 2025 focusing on profile updation, validation by Nodal
Officer and processing leave requests.

5. Despite repeated instructions, it has been observed that several depatments have yet to
update or validate employee profiles. Therefore, it is once again requested that all the departments to
instruct employees to complete their user profiles without delay and ensure validation by the designated
Nodal Officers on or re 8th r 2025.

6. In case of any clarification/query, you may kindly contact Shri G. Udhayakumar, project
Engineer, Directorate of Information Technology at Mobile No.:94422735!6, email ID:
eh rmspdv-d it@pv.gov. in.

(sHrvRAt MEENA)
DIRECTOR (IT)

To
The District Collector, Puducherry/Karaikal
The Heads of Depatments, Government of puducherry,
The Regional Administrator, Mahe/Yanam
The Under Secretary to Government, DP&AR, Puducherry

Copy to : All Secretaries to Government, Chief Secretariat, puducherry
The Resident Commissioner, New Delhi,

Copy submitted to: The Chief Secretary, Government of puducherry, puducherry
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GOVERNMENT OF PUDUCHERRY
DIRECTORATE OF INFORMATION TECHNOLOGY

***
No.318/DIT/eHRMS/D3/E-33191/2026/   Puducherry, dated 03-02-2026
 
To
The Secretary to Government(Personnel),
Department of Personnel and Administrative Reforms (Personnel Wing),
Puducherry.
 
Sir,
            Sub: - I mplementation of eHRMS -Timelines for service delivery and   
                      mandate of certain service in eHRMS portal - Requested
            Ref: 1. Office memo No.F.No.3/1/2024-e-HRMSv2.0 dated 26 th
                       February 2024 of Ministry of Personnel, Public Grievances       
                       Pension (Department of Personnel & Training), New Delhi.
 
                   2. This Directorate’s Minutes of the Meeting dated 24-01-2026
                       (copy enclosed)

-o0o-
  

           I am  to  state  that  this  Directorate is in the process of implementing 
e-HRMS 2.0 (electronic Human Resource Management) Project across all
Departments of the Government of Puducherry.
 

2 .       The e-HRMS platform is envisaged as a comprehensive digital
framework encompassing a wide array of services, including Leave,
Deputation, Training, Vigilance, APAR/IPR, Tour, Financial Matters and other
common administrative functions. which will be made accessible to
employees in a transparent and digital manner processed in online mode.
Prior to availing these facilities, employees are required to login using their
name based Govt email ids update their individual profiles and and have the
same validated by the designated Nodal Officers of their respective
Departments/Offices.
 
3 .       In pursuance of the above, this Directorate has already communicated
the name‑based Government e‑mail IDs for around 18,000 employees and
requested all Offices to instruct their staff to complete the requisite process.
However, it has been observed that, notwithstanding the conduct of trainings
and one‑to‑one meetings, the pace of profile updation by employees and
validation by Nodal Officers remainsinadequate. The  profile status report
extracted from eHRMS portal as on 31-01-2026  is attached for ready reference.
 

4.   To ensure timely onboarding of employees, it is requested that necessary
instructions may kindly be issued to all Heads of Departments to direct the
Drawing and Disbursing Officers  and Nodal Officers, including those in
outlying regions, to ensure that all employees complete their user profile
entries, validate the submitted profiles and commence processing certain
services like leave requests, submission of APARs exclusively through the e-
HRMS portal by fixing a timeline.
 

5.       Furthermore, the Ministry of Personnel, Public Grievances and Pensions,
vide the Office Memorandum referenced under‑1 (copy enclosed), has issued
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detailed guidelines prescribing timelines for availing various services and
processing related requests under e‑HRMS 2.0. Accordingly, it is requested
that necessary Government Order may kindly be issued in consonance with
the aforesaid guidelines, so as to secure uniformity and compliance across all
Departments.
 
 

                                                                                       Yours faithfully,

  
 
 
 
 

(AMAN SHARMA)
DIRECTOR(IT)

 
Copy submitted to: The Secretary(IT), Chief Secretariat, Puducherry
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