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1. Introduction  
 

This online IT Cadre user authentication has been developed by the IT department to 
maintain the information about all the employees who are employed in the IT Cadre. This 
system enables authorized users to add new employee details, modify the details of a 
particular employee or delete the data of the existing employee. The data is added in case 
a new employee joins IT Cadre at a particular post. The data can be modified in case 
there is a change in the employee details such as change in designation if he/she is being 
promoted or change of address, phone number etc. The data can be deleted if the 
employee leaves the IT Cadre. 
 
The system also enables anyone to view the status of the number of sanctioned posts, 
filled post or the vacant posts for each of the departments. It also gives the details of each 
employee held at a particular post for all the departments.          
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2. How to start   
 

i) Click on the Link IT Cadre on the IT department website www.it.delhigovt.nic.in  
 

 

 
 
 
 
 ii) On clicking the IT Cadre link, the page shown below will be displayed 
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 iii) Enter the Login id and Password in the textbox and click on the GO Button.  
 
 iv) On clicking the GO Button, the page shown below will be displayed. 
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           iv) The above page displays the name of the post along with the information giving details   
about the total number of sanctioned posts, filled posts and the vacant post.  

 
v) Click on any one of the Post that you want to modify. 
 
vi) On clicking the particular post, the page shown below will be displayed. 

 
It gives the following details:  
�  Depar tment wise details of Post- It displays the name of the all the 

departments along with the number of sanctioned post, filled post and the 
vacant post. 

 
�  Depar tment wise details of Employees – It displays the name of all the 

employees placed at the selected post along with the name of the department 
where placed and the posting date.  
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3. How to Edit the number of Sanctioned Posts of a particular Department 
 

i) Click on the Edit Link in front of the Department name you want to edit, as 
shown in the page below. 

 
 
 



IT Cadre Information System 

User Manual                                                                                                                         Page 8 of 22 

ii)  On clicking the Edit link, the page shown below will be displayed. 
 

 
 

iii) Modify the number of sanctioned post in the given text box. 
 
iv) After entering the correct number of sanctioned post, click on the Submit button. 

 
v) On clicking Submit button, the page shown below will be displayed with the 

updated value of number of post for that department.  
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4. How to Add Employee Details in a particular Department          
 

i) First select the Post at which the Employee is posted from the page as shown below. 
 

 
 
 

 
For example: If you want to add/modify employee at the post of System Analyst, 
then click on the System Analyst link as shown in the above page.  
 
ii)   On selecting the particular post the page shown below will be displayed. It 

displays the department wise details of that particular post and also the 
department wise details of the employees placed at that post.  
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iii) To enter details of any new employee, click on the ADD Button. 
iv) On clicking the ADD button, the page shown below will be displayed. 
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   iv) The above form displays the details to be filled for adding new employee. 
   v)  In the Name of the officer field, enter the name of the employee. 
   vi) The Designation field automatically displays the name of the post that you have   

selected in the previous page.   
   vii) In the Department field, select the name of the department from the drop down 

box where the employee is posted. 
     viii) In the Remarks field, enter the remarks (if any) such as On Deputation or 

Diverted to any other department etc. 
    ix)  In the posting Date, enter the date from which the present post is held. 
    x)   In the Residence Address field, enter the residence address of the employee.    
    xi)  In the Phone (off) and Phone (res) fields, enter the office phone number and the                  

residence phone number respectively.   
    xii) In the E-mail field, enter the e-mail address of the employee. 
    xiv) After filling the entries in the form, click on the Submit Button. 

 xv)  On clicking the submit button the data will be saved and the page as shown 
below will be displayed. This page will now display the updated value of the 
filled post and the vacant post corresponding to the name of the post in which the 
new employee is being added.  
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5. How to Modify Employee Details 
 
i)    To edit the details of the particular employee, click on the Edit link in front of 

that employee, as shown in the page below. 
 

 
 

ii) On clicking the link, following page will be displayed.  
 

    For example: if you want to edit the details of the abc employee placed at the 
post of System Analyst, then click on the System Analyst link. It will give the 
department wise details of the post and the department wise details of the 
Employees at that post. From the department wise details of the Employees click 
on the Edit link in front of the abc employee. On clicking the link the page shown 
below will be displayed.    
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     iv) It displays the details of the employee already entered. 
 
     v)  Make changes in the fields that you want to modify.  

 
vi) Click on the Submit button after all the changes have been made. 

 
vii) On clicking the submit button, the data will be modified and saved. 

 

6. How to Delete the Employee Details 
 
i) Select the post at which the employee is posted, from the page shown below. 
 

 



IT Cadre Information System 

User Manual                                                                                                                         Page 14 of 22 

  ii) To delete the details of the particular employee, click on the checkbox in front of   
that employee, as shown in the page below.  

 
   For Example: if you want to delete the details of abc employees then click on 

checkbox in front of the name of the employee, as shown below. 
 

 
  
 

iii) After selecting the checkbox, click on the Delete Selected Button. 
 
iv) It will display a dialog box as shown below. 

 

 
 
   

v) If you want to delete the data, and then click on the OK Button else click 
Cancel Button. 

 
      vi) On clicking Ok, the details of the selected employee will be deleted.   
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7. How to Upload Transfer Orders 
   
  i) After entering the User Id and Password the page shown below will be displayed.  

 
ii) To upload New Orders, click on the Upload Transfer Order link.  
iii) On clicking the link, the following page will be displayed.  

 

 
  iv) All the fields in the form are compulsory. 
  v)  In the ‘Transfer Id’  field, enter the Transfer Number of the Order. 
  vi) In the ‘Title of the Transfer Order’  field, enter the title of the order. This title will 

appear as a links on the page where all the Orders will be available for viewing.  
  vii) In the ‘Transfer Date’  field, enter the date of transfer which appears on the transfer 

order letter. 
  viii) In the ‘File Name’  field, select the file to be uploaded. For selecting the file click   

on the Browse button, this will display the dialog box that shows the files on a 
computer. Select the correct path where the file is saved. Once the path where the 
file is stored is reached, select the file and then click on the Open Button.          

    The complete path where the file is stored appears on the File Text Box.  
    Note: Do not enter  the file name manually by typing the file name. 
 
  ix) After filling up all the fields, click on the Save Button. 
  x) On clicking the Save Button, the data and the file that is attached will be saved. 
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    Once the data is saved the following page will be displayed.  
 

 
      
  xi) If you want to upload more data then click on the ‘Want to upload more data’  

button. On clicking this button the page for entering the details of the Transfer 
Details will appear and then you can enter more data. 

  x)  If you do not want to upload any more data then click on the Logout Button, it will 
redirect you to the main page of the website.     

 

8. How to Modify/Delete Transfer Orders 
 
  i) To modify/delete the transfer orders those are already uploaded click on the link 

Modify/Delete Transfer Orders.     
  ii) On clicking the link following page will be displayed.  
 

                       
  iii) The above page displays the drop down box that contains the details of all the 

transfer orders that are being uploaded. The drop down box shows the transfer id 
and the date of the transfer orders of each order.   

 
·  Modify Transfer  Orders –  

 
a)  Select the transfer order to be modified. After selecting the order click on the 

Click Button. On clicking the button, the following page will be displayed.  
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b) The above page shows all the details that are entered while uploading the   

transfer orders.  
c) All the details can be modified.  
d) If you want to modify the transfer id, then click on the textbox in front of the 

Transfer Id field, delete the existing transfer number and enter the correct 
transfer order number.    

e) If the Transfer Title is entered incorrectly and you want to modify that, and 
then click on the transfer title textbox, delete the existing data and enter the 
new transfer title.  

f) If the date is being entered incorrectly, then change the date, month or year 
whichever is wrong. 

g) In the filename column, the existing file that is being uploaded is displayed. 
The filename appears as a link which can be viewed by clicking on the 
filename link. 
If you want to change the existing file with the another file, then click on the  
Browse button and select the new file. 

h) After checking all the fields, click on the Edit Button. 
i) After clicking the button the updated data will be saved and following page 

will be displayed. 
 

 
j) If you want to edit any other data then click on the Want to edit more data 

button, this will redirect you to the edit page. Select the transfer order to be 
modified and then repeat the process as explained above. 

k) If no more data is to be updated then click on the Logout button. This will 
redirect to the main page.       

 
·  Delete Transfer  Orders – 
 

a) Select the transfer order to be deleted. After selecting the order click on the 
Click Button. The page containing all the details about the order will be 
displayed. 
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b) To delete the details of the selected orders click on the Delete button, the 
data of the selected order will be deleted and the following page will be 
displayed.  

 
  c)  If you want to delete more data, then click on the ‘Want to delete more data’  

button else click on the Logout button to exit.  

9. How to Modify Seniority Details 
 

i) Enter the User Id and Password in the given textbox and then click GO Button, as 
shown in the page below.  

 

 
 

 
 ii) On clicking the GO Button, the following page will be displayed.  
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 iii)  The above page displays the option ‘Select the Name of the Officer’ , in front of it 

appears the drop down box that contains the name of all the Employees.    
 
 iv) On clicking the drop down box, the names of all the employees will be displayed, as 

shown in the page below.   

 
  
 v) Select the name of the employee for which you want to add/modify seniority 

details and then click on the Click Button.  
  
 vi) On clicking the Click Button, the following page will be displayed.  
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 vii) The above page displays the form that contains the fields which are 

necessary for entering seniority details.  
 viii) If some data for that employee already exist then it will be displayed in the 

corresponding columns, else the fields will appear blank.  
 ix) Enter the details in the fields which are blank and also, you can modify the 

details of the fields that already contain some data.  
 x)  All the fields are compulsory. 
   xi) In the ‘Date of Birth’  field enter the Date of Birth of the employee. Select 

the Date from the -dd-(date) drop down box, Month from the -mm-(month) 
drop down box and Year of birth from the -yyyy-(year) drop down box.    

 xii) In the ‘Category’  field there exists the drop down box which contains the 
list of categories. Select the category of the employee from that list.  

  xiii) In the ‘Entry to Grade’  field, enter the date from which the present post is 
held. 

 xiv) In the ‘Entry to EDP Cadre’  field, enter the date of joining the Cadre.  
 xv) In the ‘Seniority Number’  field, enter the seniority number of the employee. 
 xvi) In the ‘Remarks’  field, enter the remarks related to the seniority of the 

employee.  
 xvii) After entering all the details, click on the Save Button. 
 xviii) On clicking the Save Button, the data will be saved.  
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10. How to Change Password 
 

i) After logging in, click on the change password link as shown in the page 
below. 

 

    
 

ii) On clicking the change password link, the page shown below will be 
displayed.  

 

 
 

iii) In the Old password field, enter your existing password. 
iv) In the New Password field, enter the password that you want to make as 

your password. 
v) In the Retype New Password field, enter the same password as you have 

typed in the New Password field, for the password confirmation.   
vi) After entering the text in all the three fields, click on the Change Button.    
vii) On clicking the change button, following page will be displayed.   
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viii) Click on the Relogin Link to enter again.  
ix) Clicking on the Relogin will take you to the first page and there you have 

to login again by entering your login id and new password in the password 
field. 

    
  
 


