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No. CWC/MIS-Salary Application/2014-2020 (II)      Date: 23-12-2020 

CIRCULAR 
Subject:   Replication of Attendance Management System at ROs from 1st Jan. 2021. 
 
References: 1. CWC CO-PD0HRMS/17/2020-PERS dated 15-10-2020 
                        2. CWC CO-PD0HRMS/17/2020-PERS dated 22-12-2020 

3. CWC/VII-19/Admn. /17580 dated 23-01-2020. 
 

1. Vide circular referenced at S.No. 3 above, the Attendance Management System (AMS) has been 
implemented at Corporate Office, including auto-computation of absentee statement and its 
corresponding effect on the payroll every month. This has not only resulted in considerable 
manhour saving & efficiency, for preparation of absentee statement but it’s one of key activities for 
centralised HRMS. 
 

2. Since the installation of biometric machines, including geo-fencing of RO premises, has been 
completed, the Attendance Management System shall be replicated at all the Regional Offices 
with effect from 01-01-2021, in a manner that a database of PAN India employees is available 
centrally at the Corporate Office. The salary of employees of all ROs will be linked with their 
attendance status. Necessary policies/instructions have already been issued in this regard vide 
circular referenced at S.No. 3 above. 
 

3. As an alternate option, the attendance can also be marked through HandyHR mobile app, 
available on Android (version 8 and above) and IOS based smart mobile, having good internet 
speed.  
 

4. For marking of attendance through mobile app, it is essential that the official email-ID and mobile 
number are populated in employees HRMS profile. In this regard, a circular referenced at  
S.No. 1&2 above was issued for seeding of official email-ID and mobile in respective HRMS profile. 
However, the official email-ID and mobile number have not yet been received for few employees 
and thus they cannot use mobile app for marking attendance. If the official email-ID has not been 
created for any employee, necessary instructions may be issued to the concerned employees to get 
the same created and mobile number latest by 29-12-2020 including seeding of official mobile 
number, for which detailed instructions have already been issued vide circular referenced at  
S.No. 1&2 above. 
 

5. It is mandatory to link email-ID and mobile number with HRMS in order to receive official 
notifications for not only attendance module but also for other facilities being rendered through 
HRMS application and for other official work. Employees whose mobile number has not been 
registered in HRMS would not be able to mark attendance through HandyHR Application after  
31-12-2020. 

Enclosed: - As above. 
 

GGM (System & Personnel) 
Distribution to RMs with a request to bring the content this circular to concern officials under their 
control. 
Copy for information please: Sr. PA to MD/ SAM to Dir. (Fin.)/ PS to Dir. (Pers.)/ PS to CVO, CWC, CO, 
New Delhi. 



















CWCCO-PD0HRMS/17/2020-PERS Dated: 22-12-2020

CIRCULAR

Sub:- Registering Email-Id and Mobile number in the HRMS Portal--regd.

Ref: - 1. CWC CO-PD0HRMS/17/2020-PERS dated 15.10.2020

1. A circular was issued on 15th Oct 2020 for creation of email-Id and registering
the same along-with mobile number in the HRMS portal for the needful which
has not been complied by most of the regions. It is again reiterated to comply
with the circular mentioned at ref 1.

2. It is mandatory for all to link/register cewacor email-ID and Mobile No. with
HRMS portal latest by 29th Dec, 2020 for receiving official communication, and
for marking attendance through mobile app.

3. Above time-lines are to be followed by all concerned scrupulously.

Encl: - As above

(Anil Manik Rao)
Group General Manager (MIS/Pers.)

Distribution to (Through e-office):
1. All HoDs, CWC, CO, New Delhi.
2. All RMs, CWC, Regional Offices.
3. PS to Chairman, Sr. PA to MD, SAM to Dir. (Fin.), PS to Dir. (Pers), PA to CVO, CWC, CO,

New Delhi.

Digitally signed by ANIL 
MANIK RAO 
Date: 2020.12.22 
14:04:02 +05'30'



 

CWC CO-PD0HRMS/17/2020-PERS                                 Dated: 15-10-2020 

CIRCULAR 

Sub: - Creation of email-id and registering the same along with 
Mobile number in HRMS Portal...regd. 

 
Corporation is gradually adopting the working on various e-tools and heading 

towards complete digitisation. In this era of digitisation in official works and making 
communications, having an e-mail id is very much essential. In absence of which official 
communications cannot be made within specific time. Therefore, it has been decided to 
give access to all employees of the Corporation for opening an e-mail id with the 
“@cewacor.nic.in.” Application form for requesting to open the account is enclosed 

herewith, which may be submitted after filling-up properly to the MIS Division, Corporate 

Office directly through e-mail (ggmsystem@cewacor.nic.in) for opening the account.    

Once the id is created, notification with One Time Password (OTP) will be received 
on the mobile number mentioned in the application form. Employee needs to first login 
by accessing “https://email.gov.in”. 

 
After successful activation of the e-mail account, an employee needs to register 

their respective e-mail id and the mobile number with the HRMS account (if not yet 
registered). 

 
The below steps can be followed for updating/registering Mobile number/email-Id 

in HRMS portal :- 
i. Login into HRMS. 

ii. Select Employee/Estt. Head role. 
iii. Click on Profile Change personal info tab. 
iv. Update the desired details and click on submit button. 

 
(Debapati Saha Chowdhury) 

Assistant General Manager (Pers.) 
 Encl: As above 
 To : 

1. All HoDs, CWC, CO, New Delhi. 
2. All RMs, CWC, Regional Offices. 
3. All Finance heads for mandatorily updating mobile number and email-Id into 

HRMS portal for newly recruited officials in the Corporation. 
4. GGM (System), CWC, CO, New Delhi- with a request to upload the circular on CWC 

website 
5. PS to Chairman, Sr. PA to MD, SAM to Dir. (Fin.), PS to Dir. (Pers.), PA to CVO, 

CWC, CO, New Delhi. 

 
नग मत कायालय :4/1, सीर  इं ट यशूनल ए रया, अग त ां त माग, हौज़ खास, नई द ल  -110016. 
CO: 4/1, Siri Institutional Area, August Kranti Marg, HauzKhas, New Delhi-110016. 

टे लफोन/Landline:011-26515178, ई -मेल/Email: cwc.hrms@cewacor.nic.in 

Digitally signed by Debapati Saha 
Chowdhury 
Date: 2020.10.16 14:56:15 +05'30'



     

CENTRAL WAREHOUSING CORPORATION 
(A GOVT. OF INDIA UNDERTAKING) 

   
Annexure-I 

Performa for Creation of  E-mail Accounts.  
 

Name of the   Division/Regional Office/Construction Cell/Warehouse ( ICDSs/CFSs/ICPS):  
*Note: All parameters except Date of Birth are mandatory and should confirm to the defined format. 
 

Sl 
No. 

  
  
  
  
  
 

*First 
name 
  
  
  
  
  
  
  

*Last 
Name 

Designation Name Of the Division/Regional 
Office/Construction 
Cell/Warehouse/ICDS 
/CFSs/ICPS 
  
  
  
  
  
  

*Mobile NO. 
(10 Digit 
Numerals) 
  
  
  
  
  
  

*Date of 
Retirement  in  
DD-MM-YYYY 
format 

*Preferred 
Email 
Id/Login ID 
  

Date of Birth 
(Format 
DD-MM-YYYY) 
(Optional)  
  

  

    
    
    

    

     

     

1                 

2                 

3                 

4                 

5                 

6                 

7                 

8                 

9                 

10                 

 

Dated :  

 

 

1. Recommendation of the Controlling Officer  

Admissible of Email account  

Signature  

Recommended  

Signature of the HOD/RM/CC Heads  


