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Cadre Management System

A Cadre Management System is a specialized software solution designed to manage the
lifecycle and administration of employees or officers within an organization, typically focusing
on managing roles, ranks, and hierarchical structures (cadres). This system is commonly used
in government departments, public sector organizations, and large enterprises where
managing human resources by rank, role, or cadre is critical.

1. Need for a CMS in Income Tax Department:

A Cadre Management System (CMS) is critical for the Income Tax Department due to its role
in managing a large, complex workforce with varying ranks, responsibilities, and roles across
different regions. The need for such a system is driven by several factors that ensure the
smooth operation of human resources within the department. Here are the key reasons:

e Hierarchical Structure: The department has a rigid hierarchy, with officers at various
ranks such as Assistant Commissioner, Joint Commissioner, and Principal
Commissioner. The CMS can efficiently manage promotions, demotions, transfers,
and retirement planning based on seniority and departmental rules.

e Promotion Management: The Income Tax Department follows a strict seniority-based
promotion system, often coupled with performance evaluations and eligibility criteria.
A CMS can automate the promotion process, ensuring that deserving officers are
promoted on time and in compliance with government rules.

o Transfer Management: The department often transfers officers to different regions
or divisions based on organizational needs, vacancy availability, and employee
preferences. A CMS can streamline this process by matching employee profiles with
available positions and managing the approval workflow.

e Service Rules and Guidelines: The Income Tax Department operates under specific
service rules issued by the government. These rules govern promotions, cadre
reviews, transfers, and retirements. A CMS ensures that all decisions regarding
employee career progression are compliant with these rules, reducing the risk of
errors or disputes.

e Cadre Reviews: Periodic cadre reviews are essential in determining the number of
sanctioned positions and roles at various levels. A CMS can store and track this data,

making it easier for authorities to plan and implement cadre reviews.

e Performance Appraisals: CMS can integrate performance evaluation mechanisms that
track employee performance and ensure timely appraisals. In the Income Tax
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e Department, where accountability and integrity are crucial, a CMS can help monitor
work efficiency, tax collections, and adherence to targets.

2. VRIKSH - A Software (CMS) for ITD

Vriksh is an attempt to simplify this process by providing intelligent data management
features and user-friendly interface for the HQ users as well as for the employees. Vriksh is
designed to ensure that the data once compiled should be available for meaningful use while
ensuring that personal information of the employees is visible only to the authorized
personnel.

Most software projects focus on the development of the software while the data compilation
is left for the future. However, a reverse process has been followed in developing Vriksh. The
employee data already available in bits and pieces in various places has been painstakingly
compiled, cleaned and standardized. Such standardization not only reduces the data entry
effort subsequently, it will also ensure consistency in the data even with passage of time.

Furthermore, in order to ensure compatibility of data with other IT systems of the
department, the post codes and employee codes are the same as used in ITBA. This will help
in ensuring that employees get the benefit of seamlessly navigating through the two software
and the administration is also able to nominate employees based on training needs.
Eventually, this will help in decision making at the time of posting of employees based on their
competencies as mandated under the national training policy.

However, Vriksh is not a replacement for the HRMS system of ITBA or the SPARROW APAR
system. It is envisaged as cadre Management System and a supplementary system to address
the day to day requirements of the HQ officials.

The software leverages the experience of earlier attempts at development of Cadre
Management Software — mainly the IRS Officers Online system.

This manual lists the features “Vriksh” as a user guide for the users of the system.

1. Centralized Employee Database

e Employee Profile Management: Maintain comprehensive records of employee details
such as name, rank, cadre, department, tenure, and history.

e Cadre Information: Track the cadre (rank or position) of each employee and store
their history, including promotions, transfers, and reassignments.

e Personal Information Management: Store personal details like contact information,
educational background, and family details.
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2. Role-Based Access Control (RBAC)

Access Restrictions: Provide role-based access to different users (e.g., admin,
employee, AO and DDO). This ensures only authorized personnel can access or modify
specific data.

Customization of Access Rights: Customize access permissions based on job roles,
ensuring data privacy and security.

3. Promotion Management

Promotion Process: promotions based on predefined criteria such as seniority,
performance, and tenure.

Promotion Eligibility Tracking: Track employee eligibility for promotion, including
criteria like experience, qualifications, and performance ratings.

Approval Workflow: Provide a workflow-based approval system for promotions,
ensuring transparency and proper authorization.

4. Transfer Management

Automated Transfers: Manage inter-departmental and regional transfers, automating
the process based on policies and availability of positions.

Posting History: Maintain a detailed history of all transfers an employee has
undergone.

Transfer Requests: Allow employees to submit transfer requests and track the status
of these requests.

5. Performance Appraisal (APAR)

Performance Tracking: Record and monitor employee performance through regular
evaluations.

Appraisal Cycles: Schedule and manage performance appraisals, linking them to
promotions and career development plans.

6. Reporting and Analytics

Custom Reports: Generate customized reports on employee details, cadre strength,
transfers, promotions, vacancies, and more.
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Data Visualization: Provide visual dashboards with charts and graphs for quick data
insights.

Automated Reports: Set up automated generation of reports for top management,
ensuring timely updates on cadre status, vacancies, and performance.

7. Self-Service Portal

Employee Dashboard: Allow employees to log in and view their own profiles, cadre
history and request status.

Self-Service Requests: Enable employees to submit requests for promotions, transfers
option through the portal.

8. Alerts and Notifications

Automated Alerts: Send automated email or SMS alerts for key events like
registration, promotions, transfer orders, leave approvals, or upcoming retirements.

Reminder Notifications: Notify managers and employees about pending actions such
as performance appraisals, promotion reviews, or training enrollments.

9. Data Backup and Recovery

Automated Backups: Ensure regular, automated backups of employee data to avoid
data loss.

Disaster Recovery: Implement disaster recovery mechanisms to quickly restore data
and system functionality in the event of failure.

10. Mobile Accessibility

Mobile App Support: Offer a mobile version or app for employees and managers to
access the system on the go.

Mobile Notifications: Send notifications and alerts through the mobile app for real-
time updates on important events.
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3. System Requirements

Ensure that your system meets the following requirements to use the CMS software
effectively:

Operating System: Windows 10 or higher, macOS, or Linux
Web Browser: Chrome, Firefox, Safari, or Edge (latest versions)
Internet Connection: Broadband connection recommended for optimal performance

Database: Mssqgl or any other database configured with the system.
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VRIKSH Search in Browsers

URL Link

Open your web browser and navigate to the Vriksh Portal login page: http://gj.itdg.in.

Google Search

Go g|e vriksh gujarat X & & Q
Al Images News Videos Maps Shopping Web i More Tools
Opennow  Wikipedia | Toprated

Results for Gujarat - Choose area

itdg.in
W https:/igjitdg.in - Translate this page
INCOME TAX DEPARTMENT,GUJARAT - VRIKSH
Symbolism. The Vriksh emblem, with its harmonious blend of colours and infricate design, not
only represents the hierarchical setup of the Income Tax ...

itdg.in
W https:/igj.itdg.in > oreo_log > Employee_Detail
VRIKSH - INCOME TAX DEPARTMENT,GUJARAT

Employee Basic Detail, Emp Code, Employee Name, Date of Birth, Category, Select General
OBC SC ST EWS, Marital Status, Select Married Unmarried Divorced ..

' Google Play
https://play.google.com » store > apps » details > id=com.... i

Vriksh Gujarat - Apps on Google Play
4 Oct 2024 — The application aims to provide an organized and streamlined approach to

maintaining the records of thousands of employees, ensuring efficiency,

© YRKSH

Link on Income Tax Gujarat website
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HOME | ABOUT US | ORGANIZATION | GALLERY | TAXPAYER SERVICES | RTI | DOWNLOADS | LITIGATION MANAGEMENT | CONTACT US |

fied draft seniority list dated 7/9/2016(2009-10 & 2010-11] and 5.12.2017 in the cadre of Inspectors of Income tax | Seniority List in the cadre of Inspector of Incon

| What's New

¢ INUULE IVILNY WUULEuU U1 UISPUSETUI UIU UISLEIUGU 1HAISHAU U IS L

= Public Notice regarding Centralized Control Room cum Complaint Monitoring Cell at
Ahmedabad to keep a strict vigil and curb the use of black money during the Lok
Sabha Election-2024- (English)

2 Public Notice regarding Centralized Control Room cum Complaint Monitoring Cell at
Ahmedabad to keep a strict vigil and curb the use of black money during the Lok
Sabha Election-2024- (Hindi)

9 Public Notice regarding Centralized Control Room cum Complaint Monitoring Cell at
Ahmedabad to keep a strict vigil and curb the use of black money during the Lok
Sabha Election-2024- (Gujarati)

9 Tender Notice in respect of empanelment of Digital Forensic and Data Analysis
Service Provider

2  Order regarding Re-designation of Central Public Information Officers (CPIOs) and
First Appellate Authorities (FAAs) in Gujarat region in pursuance of section 5 of the
Rignht to Information Act, 2005.

Inviting bids for hiring of 6 (Six) vehicles for its offices at Ahmedabad

Arharticamant far invitina hide far dicnacal af Candamnad Rad \shiclac \/alear

vV

htps://gjtdg.n
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Steps to work in VRIKSH Software

4. Types of users in VRIKSH:

i) Employees of ITD
ii) AO & DDO officers

iii) System Administrators

User ID for employees is already configured as the unique 6 digit employee ID of the
employee. If employee joins new ITD, firstly, registers as unique 6 digit employee ID in
Employee Vriksh portal.

ulas laQ(lQl. YAt r
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=2 INCOME TAX DEPARTMENT, GUJARAT REGION
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LOGIN

Login with User ID Login with OTP

SUITE | tmnotarobot e
reCAPTCHA
[ e biors | st | -
Login

& Self Registration W Forgot Password

Trouble Signing in?

A Disclaimer 28 Privacy &Policy @ Cookies Policy B UserManual & Your visitor nois: 25235 and IP is: 117.211.231.85
Version 1.0

© 2024-25 Income Tax Department, Gujarat. All rights reserved. Designed & Developed by Winaxis.
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As the data of almost all employees is already populated, the employees simply need to use
the “Forgot Password” feature available on the login screen to request a new password. The
new password will be sent both by SMS on the registered mobile numbers and on the name
based incometax.gov.in email IDs of the employees.
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= INCOME TAX DEPARTMENT, GUJARAT REGION

'CEPARTMENT OF REVENUE. MINISTRY OF FINANCE, GOVT. OF INDIA.
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LOGIN

Login with User ID Login with OTP

S UITE

I'm not a robot

reCAPTCHA
Privacy - Terms.
Login

& Self Registration fl Forgot Password
7

Trouble Signing in? - - .

A Disclaimer 28 Privacy & Policy @ Cookies Policy B User Manual & Yourvisitor nois: 25235 and IP is: 117.211.231.85

Version 1.0

© 2024-25 Income Tax Department, Gujarat. All rights reserved. Designed & Developed by Winaxis.

In case any employee faces any difficulty, they can contact AO & DDO for assistance. The User

IDs for the System Administrators are separately created in the software itself as described
below.
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5. Dashboard Overview

After logging in, you will be redirected to the Vriksh dashboard. Here, we can:

o View quick summaries such as the list of today birthday, list of retirement of month,
Department event banner, etc.

e Access different modules such as Employee Profile Management, Promotion
Management, Posting history Management, Transfer Management and Reports.

VR'IKSH = &) Income Tax Department, Gujarat mmbm“”oo"’nc'“"q’" ersmoMiN) 1o (D Gb Logout
2
@ Dashboard B Add New Empl./Edit Empl. B Posting history/Joining Dt. @ med‘ @ %m

! Birthdays (09 October 2024)

Record not found .

5 Data Entry

o All Pending Employe 2
& All Transfer Employee [ig

E DDO Data Verification<

° Trans. option setting
.f, Documents Upload
E Reports

B8 APAR

¥= Public Profile

. g ;
‘ommunication from the Departmen Retirements (October 2024)
B3 Daily Wagers =

Record not found .

010ctober 2024
& Support Request TR AT ST 2026
& Important Websites 10 September 2024

Transfer & Posting order of TA Cadre-2024
) Reset Password =

View more..
22 Mentor by B Contact Us

©2024-25 Income Tax Department, Gujarat. All rights reserved. Designed & Developed by Winaxis. Version 1.0
https://gj.itdg.in/HRD_Admin/HomePage.aspx¥ci pleindi &
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6. Features for Employees

6.1 Self-Registration

A facility has been provided to add any missing or newly recruited as well as any newly
transferred officials to the region in Vriksh portal. and forwards to DDOs and admin to

verification profile details.

-
@ Income Tax Department, Gujarat Back to login l
Employee Basic Detail
Emp Code” Employee Name™ Date of Birth” Category” Marital Status” Gender” Mobile Number™
Enter 6 DigitEmpl | | ENTER EMPLOYEE NAME dd/MMyy “select- v | selea ~ | select v| | o | Eaternu
Name Based Official Email Home State* Home Town* Status. Status Date Ex Serviceman?
@ | crteremo [P— -] [ - hctive v [ au0p02s Salect v
CcA” CCIT Charge” PCIT Charge” AddL.[Jt. CIT Charge” Division/Range/Charges™ Station”
| Gujarat - [ setectcerr | [_select- a| [_select: 4| [ select- - | select-
Joining Date(current office}” Type i i i [ DDO Code’ DDO Email’
Select v | selent -| | - DDO Code DDO Ema
Differently Abled ‘
Select v No results found
Employee Recruitment Detail
Dt of Joining Govt Service * Dt of Joining ITD (on initial recruitment)” Designation at which recruited in ITD Method of Recruitment”
dapmmlyyyy AAMMLyyyy | setect Grace °) select hd
Dt of Notin. of Vacancy Exam Year * Result Date Rank in Recruit. Exam ICT Case/ Loan Basis

| select vear J dé ¥ Enter Ran Select

Employee Current Designation Detail

Present Designation”™ Pay Level(Tth CPC)™ Pay Level(5th CPC)" Grade Pay(6th CPC)” Promation Criteria” On Merit 7
| selectGrage | select v| | setect v
Dt of Last Promotion Order t of Joining (on promotion) Seniority Ho. in the level

€V Upload(Optional) Photo Upload *

Choose File | No file chosen Choose File | No file chosen
e

©2024-25 Income Tax Gujarat. All rigl . Designed Winaxis. Version L0
-

Please ensure that all official have accurately completed the self-registration page. This

includes verifying the following details:

Employee Code

e Date of Birth

e CCIT Charge

e PCIT Charge

e Additional CIT Charge

e Division where currently posted

It's important to check that all entries are corrent

6.2 Departmental Exam
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The software allows to employee add and edit department exams and forwards to verification

F2 A Thaiia (Qewat, ajasatet
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to DDOs and admin.

6.3 Educational Details

The software allows to employee add and edit educational details and forwards to

verification to DDOs and admin.

6.4 Posting history Details

The software allows to employee add and edit Posting history details and forwards to

verification to DDOs and admin.

6.5 Promotion Order

The software allows to employee add and edit Promotion Order and forwards to verification

to DDOs and admin.

6.6 Transfer Option

Submit Transfer options as and when the window is opened every year. Data of options filled

in each year will be available to bring transparency into the system.

Page No | 14




VRIKSH
DDO Verified
Admin Verifi
Dashboard
Data Entry
Departmental Exam Detail

Education Detail

Posting History /Joining Dt.

Promotion Order

My Profile
My APAR
My Support Request
= Gradation /Seniority List
Useful Forms List
,e Important Websites
P Reset Password

Mentorby [ Contact Us

= @ Income Tax Department, Gujarat

Communication from the Department
01 October 2024
B4t T aTST e 2024

10 September 2024

View more..

For internal circulation only
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Birthdays (04 October 2024)

Record not found .

Retirements (October 2024)

Record not found .

© 2024-25 Income Tax Department, Gujarat. All rights reserved. Designed & Developed by Winaxis.
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@ @ Logout

Version 1.0

e View Communications from the Office of PCCIT Gujarat.
e See headlines from IRS officers online.

e View employee details in my Profile.

VRiSH

= () income Tax Department, Gujarat
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View Gradation/Seniority Lists — it is proposed to upload all available gradation/
seniority lists of all cadres in Vriksh. Subsequent gradation lists are also proposed
to be uploaded every year.

Useful Forms List— All important forms are available in the software, which
employees can download, fill and submit to the department.

A mobile app
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7. Features for DDO Users

The DDO officers of the CCA, namely the AO-II, AO-Ill and the dealings assistants dealing
with the HR matters of Gazetted and Non-Gazetted officials will be the most frequent

users of the Cadre Management System.

7.1.1 Add Employee

Although all present employees have been added in the system already, a facility has been
provided to add any missing or newly recruited as well as any newly transferred officials to
the region in Vriksh. However, the identifier for each employee shall remain the Employee

Code assigned in ITBA for compatibility of data with ITBA.

—_ 0N .
VR IKSH = Income Tax Department, Gujarat QGOOD TERNOON.A0 79 () [ Logout
@ Dashboard Search Employee Search Employee
£ DataEny Employee Code/Name™
B Data Entry Verification ¢ Search - n E
Search
Add New Employee
DEMOO02-DEMO ANAND 02
% Mentor by  [B Contact Us
© 2024-25 Income Tax Department, Gujarat. All rights reserved. Designed & Developed by Winaxis. Version 1.0
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— £ . -
VRIIKSH = {43} Income Tax Department, Gujarat oﬁm“"“'"‘"’ mo(HQ)ADkiN) Lo ® ® Logout
@ Dashboard Employee Basic Detail
- EmpCode®  Employee Name™ Category™ Marital Status™ Gender” Mobile Number*
&= Data Entry
. Enter 6 Di ENTER EMPLOYEE NAME dd/MMfyyyy -Selec v -Select- v -Select- v o | Enter number
I Data Entry Verificationg Ex
N Based Official Email
= ame Base ficial Email Home State Home Town Status Status Date Serviceman?
= Tr Option - )
X @  EnterEma Select State - -Select City- - Active v | ddmmlyyyy Select v
E Reports
cea® CCIT Charge © PCIT Charge” AddL./Jt. CIT Charge™ Division Charge” Station”
B8 ApAR N N . N N N
Gujarat Select CCIT -Select- -Select- -Select- -Select-
[ =] .
Joining Date (current office) Type” Current Posting Office DDO Office” DDO Code™
. Select
» dd/MM/yyyy
DDO Email”™ "
Mentor by B Contact Us Differently Abled
DDO Email Selact -
Employee Recruitment Detail
Dt of Joining Govt Service * Dt of Joining ITD (on initial recruitment) Designation at which recruited in ITD Method of Recruitment
dd/MM/yyy) dd/MM/yyy) Select Grade M Select M
Dt of Notfn. of Vacancy Exam Year Result Date* Rank in Recruit. Exam ICT Casef Loan Basis
dd/MM/yyyy 2024 v dd/MM/yyyy Enter Rank Select b
Employee Current Designation Detail
Present Designation” Pay Level(7th cpc)” Pay Level(6th cpPc)* Grade Pay(6th CPC)" Promotion Criteria On Merit ?
© 2024-25 Income Tax Department, Gujarat. All rights reserved. Designed & Developed by Winaxis. Version 1.0

7.1.2 Enter Posting History of employees

The software automatically calculates the stay period in a particular post and station. This
will help in generating mandatory transfer cases and bring transparency in the process of

Transfers and Postings.

: GOOD MORNING, AQ -
VRIIKSH @ Income Tax Department, Gujarat Q o Lo ® @ Logout i
S DataEntry EMP Code/Name
o - Q
K Data Entry Verificationg DEMOO1-DEMO ANAND 01
EMP Code Officer Name Phone Email
DEMOO1 DEMO ANAND 01 9621560034 demoananddl@incometax.gov.in
Current Posting Details
CCIT Charge PCIT Charge Addl.Jt.CIT Charge Division Charge station Dbo DDO Code Dt of Joining
CCIT{TDS), cIT(TDS), CIT(TDS), (HQ)  ITO{HQ){TDS), A0 &DDO, AddL.CITTDS Range, Ahmedabad 257786 Not Update
e Important Websites Add Posting History/Joining Date
’ £ P: d Designation™ CCIT Charge”™ PCIT Charge”™ AddL./Jt. CIT Charge™ Division Charge”™
- Select CCIT v | -select- v | -Select v -Select- v
Mentor by B Contact Us - Selete Grade -
Station™ Current Office DDO Code™ DDO Office”
- Select - DDO Code -
Posting” Order No Order Date AGT Joining Date™ Relieving Date(blank for current post)
Select- ¥ | OrderNo dd/MM/yyyy v | dd dd
Type” Remark
Select v E

©2024-25 Income Tax Department, Gujarat. All rights reserved. Designed & Developed by Winaxis. Version 1.0
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7.1.3 Enter Details of a promotion order

This feature allows entry of an entire promotion order into the system thereby reducing the

data entry effort.

— . GOOD MORNING, AO
VRIiKSH = Income Tax Department, Gujarat Q L QO ® & Logout
@ Dashboard Promotion Order
5 Data Entry Order No Date of Order Promotion to Designation
B Data Entry Verificationg — AD(Sys)
# Transfer Option ANd Exoetioten
. EMP Code/Name™ Officer Name CCIT Charge™ PCIT Charge™ AddL[Jt. CIT Charge™ Division Charge™

B Reports

Search v Select CCIT v -Select- v -Select- v -Select- v
B8 APar
= . : Station” Current Office DDO Code” DDO Office” Current Grade Category
7= Public Profile
= . A Select v DDO Code h

Promotion Remark
e Imp bsites On Merit Criteria $.No in promotion order Joining Date +
- o Enter Remai

P Reset Password Selec ¥ | selec | | Entersto B —

“

entor by B Contact Us

Promotion Order Record

© 2024-25 Income Tax Department, Gujarat. All rights reserved. Designed & Developed by Winaxis. Version 1.0

7.1.4 Enter Details of a Departmental Exam

The Software allows DDOs to add / update Departmental exams of particular employee and

forwards to admin for verification.

7.1.5 Enter Details of a Education Details

The Software allows DDOs to add / update education details of particular employee and

forwards to admin for verification.

7.1.6 Enter Transfer Order

The Software allows DDOs to transfer employee as per ITD requirements, DDO can assign

employee details to other DDOs and transfer employee.
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Designation”
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Search

Current Posting Details

EMP Code Current Station Current Office Posted in Joining Date Transfer

Officer Name Designation

DEMOOL DEMO ANAND 01 MTS Ahmedabad Income Tax Officer (HQJ to CIT(TDS), Ahmedabad Substantive 2019-07-18
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7.1.7 Relieving Out

The software allows the DDOs to relieve a particular employee through deputation,

dismissed, VRS and other methods. than DDOs forwards to admin for verification.

Breril ECOOOO0COO0CMEB

VRIKSH

Dashboard

Enter Promotion Order

Enter T

Data Entr
T er Option

Reports

ntorby [BContact Us

Income Tax Department, Gujarat

OGOODMNING,;% QO @ ® Logout

Current Posting Details

EMP Code/Name” Officer Name™ Relieving Date” Mode of Relieving *
- Selete Employee - »| | entername dd/MMjyyyy Select v
Remarks/Reason”
Relieving Out List
Show 10 # entries Search:
Submitted
Relieving |Verification|
OfficersName | Relieving Date Mode = By- Remarks/Reason Date.
Admin/DDO|
03/10/2024
1 DEMOOL DEMO ANAND 01 10/03/2024 Deputation ; 257786 Resume Post Graduation 2024 NO

Previous ' Next

Showing 1to 1 of 1 entries
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7.2 Verify Employee Data

7.2.1 Employee Data

The software allows to verify the details of an existing employee. For instance when an
employee acquires a new qualification or when there is an error in the data already compiled.
However, due process for authentication of data from the service books through the DDOs

will be followed before updating the data in Vriksh.

VR'IKSH QG°°°'*TE“"°°"";°° Lo ® © Logout

@ Dashboard R ) Birthdays (03 October 2024)

- 4 i Record not found . =
= DataEntry

s St Entry Varification

(@] Employee Details

O Departmental Exam

O Educational Details

O Posting Joining Dt.

O Promotion Order

QO Transfer Option

O APAR Details

O Daily Wagers Details Communication from the Department Retirements (October 2024)

“  Record not found. -
O Transfer Order 010ctober 2024
Tt waaTSt SmdeF 2024
=

— Transfer Option
10 September 2024

E Reports Transfer & Posting order of TA Cadre-2024
B8 APAR

&2 Daily Wagers

View more..

e Important Websites

& Reset Password

LA
' Mentor by B8 Contact Us ©2024-25 Income Tax Department, Gujarat. All rights reserved. Designed & Developed by Winaxis. Version 1.0

7.2.2 Departmental Exam

This feature allows to DDOs verify employee's departmental exams details which was

submitted by particular employee in vriksh portal. and forwards to admin to verification.

7.2.3 Educational Details
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This feature allows to DDOs to verify educational details of employees. and forwards to admin

to verification. Which submitted by particular employee in vriksh portal.

7.2.4 Posting history Details

This feature allows the DDOs to verify the posting history details of the employee. and
forwards to admin to verification. which was submitted by particular employee in vriksh

portal.

7.2.5 Promotion Order

This feature allows the DDOs to verify the Promotion order of the employee. and forwards to

admin to verification. which was submitted by particular employee in vriksh portal.

7.2.6 Transfer Option (Data Entry Verification)

In this feature DDOs verify employee submitted options and check related document and

forward to admin to verification.

7.2.7 Transfer Option

The software allows the DDOs to fill the transfer options of a particular employee and

forward it to the admin for verification.
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VRIKSH :« Income Tax Department, Gujarat QG""" senneso o (D @b Logout
@ pashboard
Search Employee Code™ AGT Year ™
-
& DataEntry
= ’ DEMOD2 2024 v
E Data Entry Verification¢
2 Transfer Option
Emp Code Officer Name Grade/Level Email
B Reports
DEMOD2 DEMO ANAND 02 Il ananddemo@incometax.gov.in
B8 ArAR
— 5 Transfer Option
7= Public Profile
CCIT Charge™ PCIT Charge” AddL./Jt. CIT Charge™ DIVISION Charge™ Station™
CCIT, VADODARA v PADG,NADT,RC,Ahm v JT. Drirector,NADT,R v MSTU(Training Unit), Vadodara A Vadodara v
DDO Office” DDO Code” AGT Year * Option1* Option 2*
AD & DDO, Ofo. CCIT, Vadodara v 204483 2024 v Select Station v Select Station v
ntorby [B¥Contact Us
. . Reasons”
Option 3’ Option 4 Ground
Select Station v Select Station v Select v
P
Preference for Field or Non-Field Upload Supporting Documents(Only 1 PDF File allowed.)
-Select- v No file chosen
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7.2.8 Reports

e Generate Designation wise report of all employees.

e Generate Transfer option wise report of all employees.
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8. Features for System Administrators:

The complete hierarchy has been maintained in the office list as it will be useful in generating
statistical reports in future.

The structure is as follows:
CCA — CCIT Charge — PCIT Charge—Addl./Jt.CIT Charge — Division/Range Charge — Station

One or two users in the HQ of the PCCIT are expected to act as System Administrators and be
specifically responsible for management of Master Data in Vriksh as described below:

8.1 Masters

e CCA Master — To Add/Modify ITD zones in the system.

e CCIT Charge Master — To Add/Modify CCIT charge in the system.

e PCIT Charge Master — To Add/Modify PCIT charge in the system.

e Addl./Jt. CIT Charge Master — To Add/Modify Addl./Jt. CIT charge in the system.

e Division Charge Master — To Add/Modify Addl./Jt. CIT charge in the system.

e Station Master — To Add/Modify station in the system.

e CCA CCIT PCIT Master — CCA CCIT PCIT map CCIT, PCIT, Addl./Jt. CIT, division and
station.

e Education Qualifications Year Master — This contains the List of Education
gualifications from Class 1 to PhD levels. There is a remarks field available while
populating data to fill in the specializations.

e AO & DDO List Master — PCIT charge have a Particular DDO and AO in Particular
stations which generate employee service book. Admin give provide to AO and

DDO view reports permission in the software.

Managing Users:
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. Active and Inactive system users

. Role assignment and permissions management

Income Tax Department, Gujarat 0G°°nmmuoou,ncmuq)(nsns/mum) Lo ® © Logout

VRIKSH

0710000
@ Dpashboard B Add New Empl./Edit Empl. E Posting history/Joining Dt. @ mew Q %ﬂ

Masters
Birthdays (09 October 2024)
Designation List

Record not found .
CCA Master

CCIT/DGIT Master
PCIT/DIT Master
Additional Master
Division/Charges Master
Station Master
CCACCITPCIT

Unit List

HQRS-User List

=
(@)
(@)
(@)
(@)
@)
(@)
@)
(6]
(@)
@)
(@)
@)
(@)
o

C ication from the Retirements (October 2024)
Education List 2
01 October 2024 Record not found .
Standardized Office List TR RS TS 2026
AO & DDO List 10 September 2024
Transfer & Posting order of TA Cadre-2024
Elaaty View more..
All Pending Employe|
All Transfer Employee [
g DDO Data Verification< © 2024-25 Income Tax Department, Gujarat. All rights reserved. Designed & Developed by Winaxis. Version 1.0

8.2 Data Entry

This software allows the admin to add/update all the basic, personal, education,

departmental exam details etc. of the employees and lock and unlock the profile.
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Logout

VRIKSH

Dashboard

Emp Code” Employee Name™ Date of Birth”™ Category” Marital Status™ Gender” Mobile Number™
Maste
Ente SLOVEE dd/mm/yyy Selec v -select- ~ Select- v o ter number
E Data Entry Ex
5 Home State Home Town Status Status Date Serviceman?
o @ | enteremai Select State -Select City- M Active ¥ ] | dd/MMyyy Seleci v
cca” CCIT Charge * PCIT Charge™ AddL./Jt. CIT Charge” Division Charge”™ Station”™
Gujarat M Select CCIT M -Select- M -Select- - -Select- M -Select-
Joining Date (current office) Type” Current Posting Office DDO Office” DDO Code”
O Enter Promotion Order -
Select v - v DDO Code
O Enter Transfer Order dd/MM
[e) ing Out DDO Enaaif Differently Abled
. o N il Select v
@ All Pending Employeeize
=

Br- o

Dt of Joining Govt Service *
dd/Mh

Dt of Notfn. of Vacancy

Dt of Joining ITD (on initial recruitment)
dd/MM,

Exam Year Result Date*

2024

Designation at which recruited in ITD

Select Grade

Rank in Recruit. Exam

Enter Rank

Method of Recruitment

Select

ICT Case/ Loan Basis

Select

Employee Current Designation Detail

Present Designation”

Pay Level(Tth CPC)”™

Pay Level(6th CPC)"

Grade Pay(6th CPC)™ Promotion Criteria
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8.3 Registered Employee List

VRIKSH

= @ Income Tax Department, Gujarat

OGOODEVENIIIG,I!CIT(HQJ[PEIISIADHIII) Lo ® ©Logout

On Merit ?

Version 1.0

@ Dashboard Employee Record ]
Show w0 # entries Search:

AddL/. DIVISION DDo DDo ‘
CHARGE ‘CHARGE ‘CODE VEI FICITIOII

e P
SANTOSH ‘ DGIT (Inv.) POIT (Central), PCIT (Centra), 10 (T8¢ to P AGLDDO Ofo ,
1 183164 NS 18031982 M CITiCentrall,  Ahmedabad 257799 PCIT(Central), Pending  No
KUMAR RAM (HQ). (HQ)
Ahmedabad Ahmedabad
AO & DDO,
PRAMOD CIT(DRNTAT,  Addll JSt.CIT(ITAT), AddL/Jt.CIT(ITAT),
2 184818 NS 30/01/1382 M CCITSurat Surat 218002 CIT(DR),  Pending  No
KUMAR RAI Surat Surat Surat
Surat
KANAK CIT(DRNTAT,  Addll JSt.CIT(ITAT), AddL/Jt.CIT(ITAT), (ClIED,
3 197722 Th 15021977 F  CCITSurat Surat 218002 CIT(DR),  Pending o
SHRIVASTAVA Surat Surat Surat
Surat
SENDHI ) AO&DDO,
) CIT(DRNTAT,  AddL/Jt.CIT(ITAT), AddL/Jt.CIT(ITAT), )
4 195540 ABBAS TA 2001199 M  CCITSurat Surat 218002CIT(DR),  Pending Mo
Surat Surat Surat
KHOZEMBHAI Surat
GHANGHAR 170 (HQ) t AO & DDO
pr. CIT{Exemption), CIT{Exemption) G
5 158832 RAMANEHAI T OT/10/1954 M CIT(Exemption), Ahmedabad 257774 (Exemption), Pending  No
CCITAhmedabad Ahmedabad  Ahmedabad (HQ)
z Ahmedabad Ahmedabad
ITO(HQ)
I ) 1o (Admin) O
— - CTihdmeTpg), MLALCITIHY) 17O (HQ) {Admin} 0/o
6 120815 m /031972 M (Personnel],  (Personnel),  Ahmedabad 257767 Pr.CCIT,  Pending  No
KUMAR CCITAhmedabad Ahmedabad )
Ahmedabad  Ahmedabad Gujarat,
Ahmedabad
AO & DDO,
RUDOLPH N . Pr. CITIITAT)-1, ) .
7 05566 T 21/05195 M NA Ahmedabad 257785 ITAT 3, Pending o
DSOUZA CCITAhmedabad Ahmedabad
Ahmedabad
dentor by B Contact Us AO & DDO Ofo
& 1en10 "M NARESH M osoyiose DS POITUNW),  AddLUt DIT(Inv.), DD/ADIT(nw), oSO T, [Pendi .
KUMAR i (HQ).Ahmedabad SURAT Surat Unit, Surat e (Inv),  Pending °
Surat
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8.4 DDO Data Verification
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In this option shows the employee list verified by DDO, after which the administrator

does the final verification of all the employee details.

VRIIKSH = @Incomehx Department, Gujarat Qcoon:vzmua,ncmnq)(vznslmmm Lo ® © Logout

Data Entry < E Add New Empl./Edit Empl. E Posting history/Joining Dt. @ e Q T

All Pending Employe! 3o Birthdays (19 October 2024)

All Transfer Employee [ Record not found .
DDO Data Verificationv
Employ

Departmental Exam
Educational Details
Posting Joining Dt.
Promotion Order

Transfer Option

APAR Details

Daily Wagers Details
2 B Communication from the Department Retirements (October 2024)

Transfer Order 4 Gchobes 2634 ® Record not found .

Mandatory Registration on Gujarat Vriksh Portal

o
- ]
(@)
©)
@)
(@)
©)
@)
®)
(@)
@)
©)

Relieving Out
View more..
Trans. option setting

Documents Upload

Reports

Br>- o

APAR ©2024-25 Income Tax Department, Gujarat. All rights reserved. Designed & Developed by Winaxis. Version 1.0

8.5 Transfer Option Window

VRIKSH = @ ncome Tax Department, Gujarat Qﬁoonwsmus,nmcumlpsnm L0 @ ® rogout
DEELLET] ‘Transfer Window Opening/Closing Details
Open Date * Close Date™ Transfer Order Number Remark
2 DataEntry dd/MM/yyyy dd VY Trans umber
o All Pendin S
e (3eum] o:er]
= A Choose File | No file chosen
=]
‘Transfer Window Opening/Closing Lists
o Show 10 % |entries Search:
R T S )
E RE[!L\VTS 1 01 13/10/2024 14/10/2024 Test View Active E
= Showing 1 to 1 of 1 entries Previous Next
Public Profile
Support Requi
Important Webs
Reset Pas:
Mentor by B Contact Us
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8.6 Reports

e Generate Designation wise report of all employees.

e Generate DDO wise report of all employees.

e Generate Station wise report of all employees.

e Generate Posting history wise report of all employees.

e Generate Transfer option wise report of all employees.

= @ Income Tax Department, Gujarat
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Qﬁmn:vsums,ncmuqnpmsmnmn) Lo ® ©Logout

& Level Wise Staffing Report ﬁ a
= Present Level
€ \ i -
- - All Designation -
Show 10 ¢ entries Search:
=
.
H
CURRENT Addl./Jt.CIT bpo
[S# DOB
DESIGNATION CHARGE OFFICE
+
AQ & DDO,
4 i APARNAM L | i CCIT(TDS), ojo CCIT
s 1 113751 F 29/11/1965  General  CCIT 20/08/1990  20/08/1990 i NA NA Ahmedabad
AGGARWAL Anmedabad (TDS),
B Ahmedabad
-] o (Hay oo O & BP0
N . . CCIT(TDS),  CCIT(TDS), Ojo
2 114196  MINI SHIBU F 17/07/1974  General  ITO(LS) 14/11/1994  14/11/1994 CCIT(TDS), Ahmedabad
— Ahmedabad  Ahmedabad(HQ) CCIT(TDS),
= Ahmedabad
= Ahmedabad
A & DDO
[ =] DAMOR -
CCIT(TDS), 0jo CCIT
= 3 114256 LAXMIBEN F 01/06/1972 ST PS 29/03/1996  29/031996 0 NA NA NA e Ahmedabad
& RAMESHEHAI medaba Iz
Ahmedabad
8 ACIT/DCIT  AQ&DDO,
KIRAN V. ) A . CCIT(TDS),  CCIT(TDS), {HQ) Ofo Ojo
) 4 119937 M 15/04/1976 0BC TA 04/03/1996  04/03/1996 NA Ahmedabad
DESAI Ahmedabad  Ahmedabad(HQ) CCIT(TDS),  CCIT(TDS),
Ahmedabad  Ahmedabad
o
- M
A0&DDOOf0 "0 %DR0
PRITIP. CCIT(TDS),  CCIT(TDS), /o
5 120406 7 13/07/1575  General  AO-II 23/11/1995  23/11/1995 NA CCIT(TDS), Ahmedabad
GANDHI Ahmedsbad  Ahmedabad(HQ) e CCIT(TDS),
©2024-25 Income Tax Department, Gujarat. All ri . Designed & by Winaxis. Version 1.0

Upload Orders and other communications relevant to all — The software provides the facility

to upload communications relevant to all officials.
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9. APAR in VRIKSH Software

The Annual Performance Appraisal Report (APAR) is an important tool used to assess an
employee's performance in VRIKSH. This report serves as a basis for promotions, career
progression, and other HR decisions. The APAR module in the software automates the

creation, submission, and review of these reports.

Key Users of the APAR Module:
e Employee: Fills in self-assessment and submits APAR for review.

e Reporting Officer: Reviews and rates the employee's performance, providing

feedback.

e Reviewing Officer: Finalizes the APAR after reviewing the reporting officer's

feedback.

Accessing the APAR Module:
Login to the VRIKSH software using your assigned credentials.

o Navigate to the APAR Section from the dashboard or menu.

o Select the year for which you want to create or review the APAR.

9.1 Filling Out the APAR (For Employees)

e Self-Assessment:

1. Fill in the details for your performance during the assessment period,
including accomplishments, challenges, and overall feedback.
2. Rate yourself on different performance metrics (these might be pre-
defined in the system).
e  Submit: Once you have completed the form, click on the "Submit" button to

send the APAR to your reporting officer for review.
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9.2 Reviewing an APAR (For Reporting Officers)

e Access Pending APARs: In your dashboard, go to the "Pending APARs" section.
e Open the Employee's APAR: Click on the employee’s name to view their
submitted self-assessment.

e Review and Rate:

1. Provide your feedback based on the employee's performance.
2. Rate the employee on predefined performance criteria (such as quality of

work, punctuality, teamwork, etc.).

e Submit for Review: Once the review is completed, submit the APAR to the
reviewing officer for final assessment.

10. Troubleshooting and Support

e Issue: Unable to log in.

o Solution: Ensure you are using the correct username and password. If you’ve forgotten
your password, use the "Forgot Password" option.

e Issue: Employee details are not saving.

o Solution: Check if all required fields are filled. If the problem persists, contact the IT

department.
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VRiKSH

Attachments AODUOH&U'O

+Add Files L Upload All © cancel All

REQUEST HELP

11. System Maintenance and Updates

e How to perform regular system maintenance.

e Information on software updates (how to apply updates, new features).

12. Security Features

e This section outlines the various security measures integrated into the system to
safeguard user data, prevent unauthorized access, and maintain data integrity.

e he system implements role-based access, meaning each user is assigned specific
roles (e.g., Admin, DDO, Employee), which determines the level of access they
have within the system.

e Users only have access to the features and data relevant to their role, minimizing

the risk of unauthorized access to sensitive information.
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e All data transmitted between the user's browser and the system’s servers is

encrypted using SSL/TLS protocols. This ensures that data, such as login

credentials and employee records, cannot be intercepted or tampered with during

transmission.

e All APIs used for external communication are secured using authentication tokens
to prevent unauthorized access.
e The system uses prepared statements and parameterized queries to prevent SQL

injection attacks, where attackers could manipulate database queries.

13. Suggested Features for Future Versions

Based on the utilization and effectiveness of Phase 1 of the software, the following
features can be thought over for implementation in future. The list is being placed here
to give continuity to the software as a good software is a live system which should grow
and improve with time to accommodate new or unfulfilled requirements. However, this
is only a tentative list and wider consultation will be required to finalize the requirements

for phase 2.-

e The DDO is required to create a monthly report and submit it by the end of the
month. A notification will be displayed in the software panel to remind about the

report of employees submission deadline.
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14. Contact Us Details

[ Group A and B(Gazetted) ] [ Group B (Non-Gazetted) and group C ]

Office of DCIT(HQ) Admin,

Office of DCIT(HQ) (Personnel),
Ahmedabad

Ahmedabad

ahmedabad.dcit.hg.admin@incometax.gov.
in

ahmedabad.dcit.hg.pers@incometax.gov.in

15. VRIKSH Coordination and Development Details

Coordinate Team (Income Tax, Gujarat, Ahmedabad)

Co-ordinate By

Mohan Singh
Office of DCIT(HQ)(Pers.), Ahmedabad

Principal Chief Commissioner of Income Tax Gujarat, Ahmedabad

Aayaker Bhavan, Ashram Rd, Near Income Tax Circle, Shreyas Colony, Navrangpura,
Ahmedabad, Gujarat- 380009
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Technical Team (Winaxis Consultants Pvt. Ltd, Lucknow)

Project Manager Sr. Software Developer

Deepak Jaiswal Seema Patel

Winaxis Consultants Pvt. Ltd., Lucknow Winaxis Consultants Pvt. Ltd., Lucknow
Associate Developer Associate Developer

Garima Singh Anuj Sharma

Winaxis Consultants Pvt. Ltd., Lucknow Winaxis Consultants Pvt. Ltd., Lucknow

Software Tester

Anand Kashyap

Winaxis Consultants Pvt. Ltd., Lucknow

N\

Winaxis Consultants Pvt. Ltd.

L2, RS Plaza, Ring Road, Besides Jagrani Hospital, Lucknow, Uttar Pradesh- 226022
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