
 

Instructions for filling up Employee’s Data in Employee Database 

Management System 

User Registration 

1. First step is to register in the system as a new user using the New User link shown 

below. 

 

2. Now for registration, it is required to fill the basic details such as Name and Salary 

Payee code. The salary payee code is the same as generated from e-Salary software and 

will be available with DDO. 



 

3. User is also required to give a desired user name (which would be simple and easily 

remembered) and a desired password. The username and password given by the user 

has to be remembered by him/her as it would be required time and again to login in the 

system.  

 

 



Login 

1. After registration, login page will be display on the screen as given below: 

 

2. User has to enter username and password as given in the user registration page 

to login the software. 

3. Then press Login to continue. 

 

 

 

 

 

 

 

 

 



 

Employee Personal Detail 

1. After login the software Employee Personal Detail page will display on the screen 

as given below. 

 

 

2. Salary Payee Code and Name of the user will exist on the screen as it has already 

given by the user on user registration form. 

3. User has to choose Date of Birth from the calendar given on the page. 

4. Do not add any prefix (Sh., Smt, Mr., Mrs. etc.) to Father’s Name and Mother’s 

Name. 

5. Gender, Religion, Marital Status should be chosen from the dropdown list. 

 

 



 

 

6. In qualification, user can enter multiple levels of qualification such as matric, 10+2, 

graduation, post-graduation etc. 

7. User has to choose Academic Qualification from dropdown list. 

8. The specialization field is optional.  

9. After filling all the columns related to the qualification, user has to press Add 

button. 

10. User can follow step-6 to step-9 for filling the data for the next level of 

qualification. 

11. Finally user has to press SAVE button to save the data. 

12. After saving the personal data, press Next button to enter the office detail. To enter 

the office detail user can also use Service Detail button on the left hand side of the 

screen. 

 

 

 

 

 

 



Employee Service Detail 

1. In Employee service Detail form user has to fill the detail as per his service record.  

2. All the fields on this page are compulsory, only Category (PHC based) is optional. 

3. All the fields have to be selected from dropdown list/ Calendar except the present 

place of posting, GPF No, PAN No and GIS No.  

 

4. In Particulars of stay since joining the department user has to enter all the 

posting in his/her service tenure. 

5. After filling one posting detail user has to press Add button. 

6. User has to fill all the postings in his service tenure with date of joining a particular 

station and date of relieving from that station. 

7. Under the Vigilance/Disciplinary Proceeding heading, provide the details of any 

Vigilance/Rule-7/ Rule-8 proceeding during the service tenure. 

8. Multiple entries can be done under Vigilance/Disciplinary Proceeding. 

9. Finally, press SUBMIT button to save the data. 



Spouse Detail 

1. After filling the spouse name, select Occupation of the spouse i.e. working/ House 

wife. 

2. In case spouse is working user has to select the Type of Organization in which 

spouse is working. 

3. If Type of Organization is Haryana Govt./Center/Govt./PSUs then enter the Date of 

Joining the Present Office and Designation. 

4. Finally User has to press Save button to save the data. 

 

 

 

 

 

 

 

 


