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No.B-12028/09/2022-Admn.ll(E-131700) 
Government of India 

Ministry of Commun ications 
Department of Telecommunications 

415, Sanchar Bhawan, 20-Ashoka Road, New Delhi-110 001 

Dated the 11th July, 2022 
Office Memorandum 

Subject : Strengthening the Central Secretariat Cadre Management System 
(CSCMS) portal by updating the data of employees of CSS, CSSS and CSC 
cadres. 

The undersigned is directed to circulate herewith DOP& TOM No. 21/05/2022­
CS.l(C) dated 17.06.2022 on the above mentioned subject for ready reference. 

2. All the officers/officials belonging to Central Secretariat Service (CSS)/Central 
Secretariat Stenographers Service (CSSS)/Central Secretariat Clerical Service (CSCS 
working in DOT/TEC/WMO (Sanchar Bhawan I Khurshid Lal Bhawan I MTNL Buildin<j 
I U I DAI Building I Push pa Bhawan) are requested to go through the DOP&T's above 
mentioned OM and update the individual-specific, personal and service related 
details on the CSCMS portal . After ensuring the correctness of the data, concerned 
employee of CSS/CSSS/CSCS may submit their data finally for verification by the 
Nodal Officer concerned. This exercise should be completed by the employees of 
CSS/CSSS/CSCS biS.07.2022 positively. This will facilitate smooth cadre 
management and delivery of services in a transparent, efficient manner with 
accuracy and precision . 

3. It may kindly be noted that the portal name has been changed from 
CSCMS.nic.in to CSCMS.nic.in:8080. 

4. For any queries or difficulty in the matter, Admn.I Section (011-23036205) & 
Admn.11 Section (011-23036796) may be consulted by the concerned Cadre 
officers/officials. Signed by Anil Kumar 

Singh 
Date: 11-07-2022 16:12:17 
Reason: Approved 

[Anil Kumar Singh] 
Under Secretary to the Govt. of India 

Encl : As above Tele No. 23036884 I email : anilk.singh60@nic.in 

1. 	 All the CSS/CSSS/CSCS officers/officials [Through e-office 

notice board] 


2. 	 DOT Website. 
3. 	 Concerned Authorities of TEC/WMO, DOT. 
4. 	 US(Admn.I) 

mailto:anilk.singh60@nic.in
http:CSCMS.nic.in
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No.21/05/2022-CS-l(C) 

Government of India 


Ministry of Personnel, PG and Pensions 

(Department of Personnel & Training) 


****** 


2nd Floor, Lok Nayan Bhawan, 
Khan Market, New Delhi-110 001 

Dated the 1th June, 2022 

OFFICE MEMORANDUM 

Subject: Strengthening· the Central Secretariat Cadre Management System {CSCMS) 
portal by up-dating the data of employees of CSS, CSSS and CSCS Cadres 
and to enable online Cadre Management & delivery of services to these 
cadres- Reg. 

As you are all aware, presently the Cadre Management for Central Secretariat 
Service (CSS); ..Central Secretariat Stenographers' Service (CSSS) and Central Secretariat 
Clerical Service (CSCS) is being maintained on the Central Secretariat Cadre Management 
System (CSCMS) through electronic Human Resource Management System (e-HRMS). 

2. Accuracy of data is of paramount importance as efficiency of cadre management 
activity entirely depends on the integrity of the data of the officers. This Department is in the 
process of exclusively enabling online delivery of services to the stakeholders in their service 
matters. In this regard, the data in CSCMS is being updated by fetching the available data 
from e-HRMS and other available data sources such as PFMS, EIS, etc .. so that the entire 
data of the employees would be available online. This will facilitate smooth cadre 
management and delivery of services in a transparent, efficient manner .with accuracy and 
precision. 

3. As the employee is the main stakeholder, the global registration of all the CSS/ 
CSSS/CSCS employees has been enabled on https://cscms.nic.in:8080 so that the 
employee himself/herself can update the individual-specific, personal and service related 
details on the CSCMS portal. Hence. it should be ensured that the data provided is factual, 
correct and error free. 

4. The data submitted by the employee on https://cscms.nic.in:8080 shall then be 
verified/corrected and authenticated, as the case may be, by the designated Nodal Officer of 
the respective Ministry/Department. 

5. The Nodal Officers shall regularly login to ensure that record submissions are further 
verified and. validated by them on time. 

6. It may be noted that verification and validation of data by Nodal Officer within the 
prescribed timeframe if not done on priority, then the submission made by employee will be 
deemed accepted and the Nodal Officer shall be held responsible for any incorrect or 
erroneous data. 

7. Data so received in CSCMS shall be the basis for all services and decisions relating 
to cadre management of employees. Furthermore. services will be added and refined in a 
phased manner in consultation with stake.holders to bring transparency and efficiency in the 
overall Cadre Management System_ 

8. After updation of the data by the employee and the data getting verified by the Nodal 
Officers, the same would be used for Cadre Management related issues including 
postings/transfers. capacity building, conduct of DPCs, career progression, training, statutory 
compliances etc. 

https://cscms.nic.in:8080
https://cscms.nic.in:8080
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9. In case any detail(s) updated by the employee/Nodal Officer is/are found to be 
incorrect, further action against the employee/Nodal Officer would be taken as per the extant 
rules including but not limited to Conduct Rules, 1964 as per CCS (CCA) Rules, 1965. 

10. In view of the above, all the employees and Nodal Officers are requested to update 
the relevant details in the above application on priority to· enable this Department to 
implement efficient Cadre Management of the above three services. A User Manual in this 
regard is being made available separately. 

11. In case of any issues, the employees may contact: 

CSCMS Helpdesk 011-26717990. 

Email id: cscms.assistance@gmail.com 


12. This has the approval of competent authority. 

(P. Bhairagi Sahu) 
Deputy Secretary to the Govt. of India 

To, 

All CSS/CSSS/CSCS Officers/Officials 

Copy to: 

1. All Nodal Officers of CSS/CSSS/CSCS in Govt. of India 

2. Ms Madhuri Sharma, DOG, NIC (e-HRMS) 

mailto:cscms.assistance@gmail.com


No .21/05/2022-CS-l(C) 

Government or India 


Mmislry of Personnel . PG and Pensions 

(Department of Personnel & Training)
......... 


2"~ Floor, Lok Nayan Bhawan. 
Khan Markel. New Oelhi-110 001 

Dated the 19'' June. 2022 

OFFICE MEMORANDUM 

Subject : 	 Strenglhening the Cenlral Secrelanal Cadre Managemenl System (CSCMS} 
portal by up-dating the data of employees of CSS. CSSS and CSCS Cadres and 
lo enable onl lne Cadre Management & delivery or services to these cadres- Reg . 

Altentlon is invited lo this Department O.M. of even number dated 17lt1 June. 2022 on 

lhe subject mentioned above and to enclose herew1lh the CSCMS User Manual lo guide lhe 

employees or lhe CSS, CSSS and CSCS Cadres in up-dating !heir information in the 

CSCMS portal : https://cscms.nic.ln :8080. It is informed Iha! the User Manual is also 
ava ilable on lhe above CSCMS Portal. 

m~-(P. Bhairagi Sahu) 
Deputy Secretary to the Govt of India 

To. 

All CSS/CSSS/CSCS Officers/Officrals 

Copy to : 

1. All Nodal Officers of CSS/CSSS/CSCS in Govt of India 
2. Ms Madhurl Sharma. DOG. NIC (e-HRMS) 

Copy for information to: 

1. PSO to Secretary (P). DOPT 
2 PPS lo Addi. Secretary (CS) 
3 . PS lo .JS (CS) 

https://cscms.nic.ln:8080


USER MANUAL FOR EMPLOYEES TO UPDATE /EDIT THE DETAILS IN 

CSCMS PORTAL 

Step 1 -Process for Registration 

Access the URL- cscms.nic.in:8080 and the same will land you on the following 
page 

\Vclc<' t1h: to 1hc CSC~ IS ponal 

1. A1 you are ell 1ware, pre"·ntlr the: C.:idre Mana~rnent tor Cc-ntral ~creterlat Service ICSSJ. CC'ntral kcretarlat nmoeraphen' 

Service (CSSS} and Central Secretarial CIC"r icol ~rYkC' ICSCSl h belnt matnt•l~d on the Central Secretariat Cadre Ml.na~menl 


System tCSCMSI throu1k elet.tronlc Human Resource Manaaement System le·HRMSI. 


2. Accuracy of data It of paramount import•r.<:C' u ctfldcncy of cadre l'Nlnaecrnent activity w111 entirety dc~nd on t lie lntc:crtty of 

tnc data of the offlceu . We are In the process of cxcluilvi:ty eNlbltnt onUnc dell vcry of s.crvlce1 to tnc 1takeholdcn In their iel'\lkc: 

matters . In thl!. retard. we are updatlnt the dau of CSCMS by fctcl'll~ the avatlab!e data from C:·HRMS .iind othitt avallab!C' ddta 

source's lu<h u PFMS, £IS, etc ., so that tht- c:nttrc dlltll of the employCC'\ would be 11 vat111blc onltnc. This wfll f11cllh.atc smooth cadre 

marllltt!ment !i detiV<?ry of 1ervlces in a transp11rc:nt. efficient mllnner with •ccur.cy and prc:<lston. 


l. A• the empto~c: IJ the: main 1Uk4.'holdC'r, tht' tlob.il rettstr,u1on of •II tM CSS/ CSSSICSCS 4.'mployee' hu bc4.'n cn.ablt!d on 

http• :Jlc1cm1.nk .ln :llOllO 10 that th4.' employe4.' him1elf/hcnetf c.iin up&tC' the individu•l·,pc<lrlc . pC!nonal and service re1Att:d 

dt!talh on the CSCMS portal. Pl4.'UC! rn,ure th.n daa provided 1, f•ctual. corrc:<t •nd errOf" lrrc . 


-! . The d.lta submlllC'd on http1 :/1Clcm>.nk.ln:80llO shall then be vertfted/cOf"rec\cd •nd authentlcated . as the use: may be, by the 

Nodal OfflcC'f'. 


~ - Nod•I officers shell rC'tularly loein to en1urt:" record submlnlom 1.re further VC'rlf\M and valid.sled by them on time . 

6 . It fNV be noted that veriflc.stlon and validaUon of d•t.s by nodal officer within thr prestrl~d tlmdnmC' U not done on pfi0<ity, 

then the 1ubmlsslon madC' by C'mployee wtll be deemC'd .ccepted •nd Nodal Officer shall br held resporulblr If the' &u h found 

lncorrrct or C'rroneoYs . 


7. Data 10 received In CSCM5 shall be t he basi1 for ell ~rv\cet and dttl\lon1 retatint to udrc: m11na1emc:nt of employees . 

Read the instructions and Click on the box for accepting the declaration. Then 
choose the option - 'Employee'. 

Information is available by clicking_ on i 

then the tubmfulon-m•de by employee will be: d«-mc:d •tcc:ptc:d ind "'°""' Olffur 1Nll' be held re,pcns1bte if ttic- data Is f01Jnd. 

lncorre<t 0< erronc:0V1 . 

~- -­

7. D•t• so recc:tvc:d In CSCM.S shall be the buh for •II tervlcet end deoch!ont ft'l.11t1n; to c.sdre man.o1emcnt of employce1 . 

Fuf\hC'rmore . )ttvkes .,.tit be added end refined In 11 phau:•d m•nncr In con1ultation wllh ua:.e tioldC'n to brlnt tr1n\pucnc., end 

ct11cicnc:·, In the overall cadre m41n111cmcnt ' Yt tt!m . 


I . Fun.hc:r Co updetl"( tl'NJ d•h by the employee end lhe d•l• Rt'lllnt verifie d by tnc tlod.ll Offkcr~ . the "4mc" would be utcd f01 

cadre manaaemenl lnctue1nt \trvke dctrvery to the employees o1 tt\Mc: cadre\ In the ir 1ervltt' relat~ matters tnctud!nt pon!~s. 


011n1fcn, capacity bul!dln;:. conduct of DPC,, carttr proirC!Hlon. 'tahrtOf"y compttanct'1 e-tc . 


9. In case any deot1i1111 updated by the employec:lr-IC>dtl Officer tslarC' found to be Incorrect, lurtticr •ct!on a1•tntt the' emp!o~et· 

/Nocbl Officer would be tal..en u per the t!11t1n: ru1C's 1nclu<lint bul not llmflC'd to (or.duct Ruhn·, 1964 ,u per CC'i(CCAl Rulc1, 1Q65 . 


10. In view or the above, .111t thC' eomploytt1 & NC>dal Officen ue reqUC!,ted to up!Utt' the' rcleve nt deuH1 on p.rlorlW lo C'n•blc theo 

Dcpart mC!ril to tmpleomeont eUldC'nt cadre man.alC'rTIC'nl. 


···I ~reby d«larc that the dct1 Us upcat cd/editcd oy me .ire c.orrC"Ct and I •m •ho aware \Mt any irxorrc-ct cdiliortl l.:P·Clatton done 

tiy me ,..·ould •Ur•ct action a;atn\t meo u per the e11tant 11,1 Ce' mcludlni but nol lim!lfd to C1:mduc: Ruin . 196 .J "' per CCS1CCA ) 

.:i.utt:"I.. 1965 


Ernplo•;C'•:: f'1odJI OfficN 

After accepting the declaration & selecting the option of 'Employee', the User will 
land on the below-shown page. 

Enter the email id and click on 'Submit and get Password'. Enter only .gov or .nic 
email (if email is already provided for e-HRMS, use the same email) 

http:�ccur.cy


The password is now sent to the email id. 


In case the email id is not mapped in the system ­

The system would ask for the Date of Birth. Use the Calendar to enter the DOB 

(double click on year to change the year and use left arrow /right arrow to 

decrease/increase the year). Click on 'proceed' 


Select the name of employee & father name and confirm 


Verify details and confirm choosing the option 'YES' 


Opt for 'submit and get password'. Password is sent to the email of the User. 


Emp lo y - l o'{i n 

'' ,.1 ' r _1!' ,I -' , .I'•·' •»ll ••I fh•,·, dPI 1•1 

0 1!"1 11 97 .l \' l).", 

N'1 • ' • •·~ 

With this activity the process of Registration is complete. 

STEP 2: Login to the cscms application 

access the URL cscms.nic.in:8080 

accept declaration, select the option of 'employee' and enter the application 

type the email ID and enter 



• 	 system provides the user id. Kindly note down the user ID and click on 'Login in' 
option. The norm for generation of user id by system is DD/MM/YYYY followed by 
first four letters of the name of the employee. Eg. The user ID for Ram Kumar with 1st 
January 1989 as DoB would be 01011989RAMK. 

(.'lr,,. • • H ' • Ir •>; ' tc : . : .. Oou:l • ·, r'Ot , I'•<! 


£1nJtl '·~dee~~ ti l 

fn"~lo-.~c (Od<!/IJ~cr ID:- 0 30SI9710SN.\ l°'in HN" 


a Ip Typ•h•r•tosearch ... ~ .. ~I ca e r.I ,~ ~ e 

After selecting Login In, enter the User ID, password and the captcha to enter to the 
system. 

The user has the option to change the password, if desires so, using the option of 
'Forget Password' 

u~ernal'n(' ; 

P.nsword : 

Security Code: 

.7-!;iJ;4:t:J~5_? .!<d<<>t 

En ter Cod(': 

• Ip Typeheretosearch . .,..~ · ! tli • 11!!1 0 ~~ e 

Step -3 Updating/ editing the data by employee 

User can update I edit data of only 'Employee details' 

All other details can be updated/ editable only by the Nodal Officer. 

There is no change in the procedure to be followed by the Nodal Officer to update I 
edit the details in the CSCMS portal. 



The Nodal officer can update/ edit data of employees of his/her 
Ministry/Department/Organisation by using the URL cscms.nic.in and with the user 
ID and password already available with them prior to this application. 

User can update/ edit the data of 'Employee' > 'Employee details'. The fields 
editable for User are 'Employee details', 'basic details', 'Address details', 'Experience 
details', 'Documents' (can upload the documents), 'Training details', 'Qualification'. 

The user to kindly note for adding the qualification & training details, upload of 
certificate is mandatory. 

In case the field 'Documents' do not have provision for the certificate(s) to be added, 
the employee can add the details in the field 'Qualification' or 'Training details' and 
inform the Nodal Officer along with supporting documents for updating the service 
records by the Nodal Officer. 

Screenshots of the fields which USER can update I edit data are as follows ­

(i) Employee Details 

X Cadre Management System ~ 
-• r 'tf · Department of Pereonnol and Traini ng ' 

-~--~ --~.. --. 
u .o.g.:ift+.. mll . ... . I j, ,,,_@•a •~1 .1 '! . .. M i !ift !.jjlM) ·hrjj.j,j '"·'•'· ·· !IM!M!.Mf.: . t.11! 

,, .. .. •" ' . .. , .• 1~ - . .. .. , 
~ ..,. .., ,. 

......:1 ...... . .. ....... ..... .... "" !. 

(ii) Basic Details 

· At ll 1,'.\..\0; G1"d.•ll,.v o i Up~1 ., d.1 1 io1 1 - [ •,.l •} u l ~J1~1,. c.fa tiu(1 

,., h ( f' ' .. , .... , _J 

;o,,.1 .\C I ' (- \ .. W t - :'.") 

Jul l'IC P ! ~~(\ ·· _J 

I ,, l ') " '' 'J '' ' " ''0 WU WrfH1 

·- ' .. ­-·- ---- --·- - - - . -­

l 

http:IM!M!.Mf.:.t.11
http:cscms.nic.in


(iii) Address Details .. 

Ohu1 5t.l te 8f'1.t• Ol ~trict ~----, 

Pl 4'W11l Addron. ' 

ACM l l'.!~.<; I ~<l•f! <; .. ! l 'ttQ1"1'!(0!f) 

.'-Ojre\<; l .\<!~· ~ .... ] ''ho•)!': lJ?J!~ ) __· ] Cit\• : cwoo.111 ___ ::::..__;:.) 

<tlttlSut~ - · I ott.ttl ~ 

Pin (ode 

Ern,1111 

. ,,, ...... o., ,.,,.n,,,.., .,, <l l l' .e r ,.onui:l a"d rr.uu1n Q .'\!I• 1h'• • ... •v~ I 

. · '• · . .., ! ~ 11\IA ( t:rncu11;,1\("y Scrv1r e c I inu l rd 

(iv) Experience details (for add/modify/delete experience, select the 'modify experience' 
option. Select the row for modify/delete and proceed with proposed action. Click on 'add' 
for addition of experience details. 

IMd••,. .. O<iit ,... ...........,.,.... . . 


OOUC10J1>1l c;c11cRAL 
OF SUJl'P\.Jts & 
OISN>S.US 

-----------------~ 

http:OISN>S.US


(v) Documents 

OOCUmantes • • · , • • • 

Police \~rificatfon(l,\aXllJlum Fite sill:! of 
1Mll)1 

onty pdf, jpg or jpeg exten:ifons are Browse... r~o fil e selected. 
caste Certiflca te (M.ufmum rtla size o i tMB), 
only pd(, jpg or jpeg ~xtenslons are allowed Browse .. , tlo file selected. 

allowed 
1Oth Certlflcate (Ma>Qroum File .size of 
1M8), 
ontypd f , fpg o.r jpeg extensions arc 
aUO\"~d 

Browsi! .. . Uo file selected. 
Graduation Certificate. (1.\axlmum Fil~ slze of 
IMB), 
ont-1 pdf, jpg or jpeg i?Xtensfom. are alk>YJe<I 

Browse... No file selected . 

Medical Fltness{h\axlmuiTI Fite size of 
IH.B), 
ooty pdf, jpg t!r jpeg extensions o:ire Browse... No file selected. 

Birth Certificate{Maximum File s tze of IMB), 
only pdf, jp~ or jp~g 1Mtension~ ~re altovted Browse... t~o file selected. 

allowed 
Photograph{t,\aXimum FU~ size of 11.\8}, Browse ... No fil e selected. 
only jpg or jpeg e)!teMlons arr: 3\lovJed (hlphoto] 

Training 

Quallficallon 

(vi) Training (adding any additional Training details require mandatory upload of 
certificate) 

Truimna 1•\.· ••• ' .. •·:•­ • •• ' • '.:.·,!'~•-- \ , ... ' .'i ~·"' 

l :hGfi: .MWU <! tfftr\l·l. · • 1mmm4 .... e •mmn. 

(vii) Qualifications (adding any additional qualification requires mandatory upload of 
relevant certificate) 

li:=ll:c:::lllll•ci::cll:::!llaimmi10::::~·~· ~ · 1w*CM"""°":::m~rmcca::;::i::~::::Jlillllmllmllmm 

I I 
I,~ .. - · I I 
l·-:::-·~. 

After updating/editing the profile, the employee can finally submit the details. 


Once opted for 'Final submission', the employee will get auto-logout and cannot login 

to the portal again. 


Hence cross check the details properly before clicking on 'final submit'. 




" ~...._.~.... . + :-.o"i:-!. 
+- -7 CO ·•~.nit.War~~i.up.J .· : ·' -- ···-· i!? f:t •D •l 

Q ~-lo\fov,. l lc. ~ ... ! 9 tii.,'1,...:i.U('- ~· "" 0 thr<'4ot< .... lo °'' "' loo l a 1.;oO• ' "*'- h dtof • "" ' 9-.. )( 

d fJ,~)'Pf~;-_;_;; -· -· -··~j: ~ 1 ta m ll [<,if 0 iF: "I "., ,.. I. ~ .,· · u«< 
1
.;!':v ~ 1 

In case any of the frozen fields (such as promotion details, vigilance status etc.,) are 
found to be incorrect, the employee can take up the matter with the CSCMS-Admin 
and Nodal Officer of the concerned Ministry, for its updating. 

For any assistance, the employees may contact ­

CSCMS Helpdesk 011-26717990. 
email id: cscms.assistance@gmail.com 

***End*** 

mailto:cscms.assistance@gmail.com



