
User Manual  

This user manual depicts different steps for registration of employees through an Employer. An employer has 

to register all his employees who are receiving gross salary equal to or less than thirty thousand rupees.  

 

HUM Number Verification: 

After login, first of all, you have to provide a HUM number of your establishment. It is required only once 

when you login first time on this portal.  

 

 

Homepage:  

Once HUM number is verified, you will be redirected to the Home page as shown below from where an 

employer can register his employees.  

 

 



Management Basic Info: 

You can view employer’s basic details through “Management Basic Info” such as Management Name, 

Management Address, Mobile Number, HUM number and Email. 

 

 

 

Registration of Employees 

 

An employer has to register those employees who are receiving gross salary not more than thirty thousand 

rupees or as notified by the Government, from time to time. It is a 3 step process namely: 

 Saving details of Employee(s) 

 Verification of details of all saved employees 

 Declaration made by employer  

 

Step 1: Saving details of Employee(s) 

An employer can save the details of his employees one-by-one or in bulk through “Registration of 

Employees” tab.  

A. Adding a single Employee:  

 

o You have to fill all the particulars of an employee accurately to save the details of a single 

employee at a time as shown below. Fields with asterisk “*” are mandatory. 

 

o No need to add ‘A’ before aadhaar number in case of adding a single employee. 

 

o Gross wages should be equal to or less than thirty thousand rupees. 



o If the state of domicile is selected as “Haryana”, then employee’s Haryana Resident 

Number (Domicile Number) as well as uploading of Haryana Domicile Certificate is 

mandatory. 

 

 
 

B. Adding Bulk Employees: 

 

o An employer can upload the employees in bulk with maximum limit of 100 employees at a 

time.  

 

o First of all, a sample CSV file is downloaded in a pre-defined format as defined below. 

 

o Add details of employees and then upload the same file here.  

 

Precautions taken while adding Bulk Employees  

o Add ‘A’ before adding the aadhaar number of each employee. 

 

o Appointment Date format should be “DD-MM-YYYY”. 

 

o Add domicile state code from “Domicile State Code List” for State of Domicile. 

 

o Select appropriate code for “Category” and “Classification”. 

 

o Gender should be ‘F’ for Female, ‘M’ for male or ‘T’ for Transgender. 

 

 



 

 

How to download Domicile Code List? 

 To download domicile code list, click on “Download Domicile Code List” button as shown below.  

 

 A downloaded domicile code list will display the state codes against corresponding state names as 

shown below.  

 

 

Step - 1 
Download sample CSV file 

Download 
Domicile code List 

Add the State code 
for Domicile state 

of employee  
(Bulk Employees) 

Step - 3 
Click here 

Step - 2 
Upload sample CSV file 



Step 2: Verification of Employees 

After submitting details of employee(s), you have to verify the details of all submitted employees such as: 

 

 Aadhaar number of all submitted employees, 

 PPP -Family ID (Haryana resident employee) 

 Haryana Domicile Number (Haryana resident employee) 

 Haryana Domicile Certificate  (Haryana resident employee) 

 

View list of added employees: 

There are 3 different ways to view the list of added employees namely: 

 Pending Employee List > Verification Pending 

 Step 2 (Employees Verification) 

 Click here to view Uploaded Employees List 

 

 
 

An employer needs to click on the “Employees Verification” button to verify all details of submitted 

employees. 

 

 

View list of added employees 



 

 

A confirmation is being asked from the employer before final verification of employees’ details as shown 

below. 

 

 

 

 

Click here to verify 
details of employees 



If any kind of verification is pending for one or more employee(s), then the record of that employee(s) is/are 

still remains pending for verification. In that case, an employer can either update their details or can delete 

the record of the employee.  

 

 Update and Verify Details of an Employee: 

You can update the details of an employee by selecting “Update” button under “Action” tab. Here, 

you can update any details of an employee which was being submitted at Step 1. After updation, if all 

details of an employee is correct, then employee’s record is automatically verified and removed from 

the verification pending list of employees.  

 

 

 Delete an Employee: 

There is an option to delete an employee using “Delete” button under “Action” tab. 

 

Update details 
of an Employee 

Delete an Employee 



Count of Employees:  

 

 You can check the count of employees on the following basis: 

 

 Total records: Total records of employees pending for verification 

 Non- Haryana Domicile: Total unverified records of employees whose domicile is of non-Haryana 

 Haryana Domicile: Total unverified records of employees whose domicile is of Haryana 

 Total Unverified Employees: Records which are unverified. 

 Unverified Aadhaar: Records for which aadhaar is unverified 

 Unverified PPP ID: Records for which PPP ID is unverified 

 Unverified Haryana Domicile Number: Records for which Haryana Domicile number is unverified 

 Haryana Domicile Certificate Pending: Records for which uploading of Haryana Domicile 

Certificate is pending.  

 

 
 

Search: 

 

You can search the record(s) by Employee Name, Aadhaar number or Domicile type (Haryana or Non-

Haryana) and then click on “Filter” button. 

 

Download: 

 

You can download the list of employees through “Download” button. 
 

Count of Employees 

Search Employee(s) 

Download list of Employee 



Step 3: Declaration by Employer 
 

After verifying details of employees, you have to click on “Final Submit” button to finally register all listed 

employees.  

 

 

An employer needs to submit a declaration that all submitted details of employees are true and authentic. 

Verification is to be done by sending an OTP on the registered mobile number of employer. At last, click on 

“Submit” button. 

 
 

After completion of above mentioned steps, employees are successfully registered. 

 
 

View list of verified employees 



 Update details of an Employee: 
 

Before final step of registration, you can update the following details of an employee such as:  

 

 Father/ Husband Name 

 Gender 

 Designation 

 Category 

 Classification 

 

 

 

 Delete an Employee: An employer can also delete a record of an employee here. 
 

 

Update details 
of an Employee 

Delete an Employee 



Count for Pending Employees:  

Count for pending employees is displayed against each step of registration. 

For instance, in the figure below it is represented that 102 employees are pending for verification and 2 

employees are pending for the declaration.  

 

 

 

 

 

 

 

 

 



Registered Employees: 

You can view the list of all registered employees under “Registered Employees”. 

 

 

 Add Relieving Date: 

 
You can add the relieving date for an employee here by selecting the relieving status such as dismiss / 

discharge / left out in addition to his date of relieving.  

 

 

 

 
 

 

 Search: 
 

You can search employee(s) using the given below filters and then click on “Filter” button. 

 

 Employee Name 

 Employee Aadhaar number 

 Domicile Type (Haryana / Non-Haryana) 

 Status (Relieved / Dismissed / Discharged / Left Out) 

 Year Wise 

 Quarter Wise 

 List Type (Joining before 15.01.2022 / Joining on or after 15.01.2022) 

Add Relieving date 



 

 

 

 

 Count of Employees: 

 
You can check the count of employees on the following basis: 

 

o Total Records: Total number of registered employees. 

o Haryana Domicile: Total number of registered employees whose domicile is of Haryana. It 

covers currently working as well as relieved employees. 

o Non- Haryana Domicile: Total number of registered employees whose domicile is of 

Haryana. It covers currently working as well as relieved employees. 

o Active: Total number of registered employees who are currently working in the establishment.  

o Haryana Domicile: Total number of registered active employees whose domicile is of 

Haryana. 

o Non- Haryana Domicile: Total number of registered active employees whose domicile is of 

Non- Haryana. 

o Relieved: Total number of registered employees who are relieved from the establishment. 

Count of Employees 

Search Employee(s) 

Download list of Employee 



o Dismissed: Total number of registered employees who are relieved from the establishment due 

to dismiss reason. 

o Discharged: Total number of registered employees who are relieved from the establishment 

due to completion of employees’ tenure. 

o Left Out: Total number of registered employees who are relieved from the establishment due 

to left out reason. 

 

 

 


