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ABFSG — Onboarding How To

i: PeopleStrong‘ Winners of the HRO today APAC award for two

consecutive years.



ADITYA BIRLA

‘ Onboarding Candidate Portal m

This user manual takes you through the Onboarding
Documents upload & Profile updation procedure to
be followed by Candidate on the HRMS portal

You can access the HRMS portal by logging on to:

abfsghr.peoplestrong.com/ob

A WORLD OF
OPPORTUNITIES
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https://abfsghr.peoplestrong.com/ob/

‘ Login Page — Onboarding Portal
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Enter your username

Login to Onboarding Portal

) |
Enter your password

355WC

Login Forgot password?
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.
g Home Page — Onboarding Portal

@® https://abfsghr.peoplestrong.com/ob/view/login/home.xhtm Q
Il Bookmarks

Hi . v
Cad Us: /Emad Us

ADITYA BIRLA

FINANCIAL SERVICES Home FAQs
MY TASKS NEWS & EVENTS
TASK STATUS ACTION . .
2 Forms & Policies to be downloaded using Down
PreJoining Form Pending Start Arrow Icon, candidate to fill up and need to
Candidate - ABFSG Pre Joining Fields - ALT EAF Completed > courier the hard copy of Statutory docs to the
following address in next 3 to 4 days:
Statutory Form 11 -NM Pending LR
Statutory Form 13 Pending s W Birla Sun Life Insurance Company Limited,
HR Shared Services Department,
Statutory Form 2 Pending ‘¥ G Corp: Tech Park
5th Floor, Kasar Vadavali, Next to hyper city,
FORMS & POLICIES Ghodbunder Road , Thane (West) — 400601
FORMS ACTION
Onboarding Candidate Portal Guideines ik Onboarding Candidate Portal Guidelines — Candidate’s
‘ Reference
Mediciam Dependant Nomination Form View Mediclaim Dependent Nomination Form — Fill up the details
Employment Deciaration Form View and upload under Documents Checklist
Gratuity Form View Employment Declaration Form — Fill up the details to Print,
c 1o Sign and upload the scanned copy under Documents checklist
Views . .
1 5 Gratuity Form — Refer to Pointer 2 and to be completed as part
| R B [ of Statutory
Code of Conduct — Policy to be printed , signed and uploaded
under Documents Checklist on DOJ
Tasks to be completed by Candidate. Click Page 2 to view other Policies — Policy to be printed, signed
Click Start to update Profile. All Tabs and uploader under Documents Checklist on DOJ. Refer to next
should be completed and all fields 3 slide
marked with * are mandatory
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‘ Home Page — Onboarding Portal L

@ htips://abfsghr.peoplestrong.com/ob/view/login/home.xhtm| Q3
il Bookmarks
Hi — S 4
ADITYA BIRLA
2 ' Call Us:/ Email Us
{ e

FINANCLAL SERVICES Home FAQs
MY TASKS NEWS & EVENTS

TASK STATUS ACTION

PreJoning Form Pending Start

Candidate - ABFSG Pre Joining Fieids - ALT EAF Completed v

Statutory Form 11 -NM Pending )

Statutory Form 13 Pending T

Statutory Form 2 Pending 3
FORMS & POLICIES

FORMS ACTION

IT Security Policy View

Whistieblower Policy View

Sexual Harassment Policy View

Nischint Policy 2015 -2016 View

. - 1 2 L > o . . .
IT Security / Whistlebower / Sexual Harrassment & Nischint
Policy — Policy to be printed , signed and uploaded under

LINKS

Documents Checklist on DOJ

No records found
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‘ Home Page — Onboarding Portal

€ R haps//atfighe peoplestrong.com/ob/view/ logahome it e | Qse a0 4+ AD o 8- O

ADTTA BIRIA

! Ca¥t Us /Email Uz

o 3 e

MY TASKS NEWS & EVENTS
TASK STATUS ACTION
PreJoming Form Pendng -_
Canadale - ABFSG Pre Joining Flelds - ALT EAF Completed 4
Statutory Form 11 -NM Penang P ;
Statsory Form 13 Pendng t 3 Click Start
Statutocy Form 2 Pendng LI )

FORMS & POLICIES

FORMS ACTION
Onboarding Canddate Portal Guidelines View
Emplorment Dedaration Form view Your buddy's detais will be visibie
Gratuty Form View here cf‘,:e buady Is assigned by
your manages
LINKS

No records found
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‘ Pre Joining Form — Basic Detalls

ADITYA BLA R ~

, Call Y3 JEmail Us
.

. e ] - B

_«m Contact Details Dependent Details Fmployment Details Fducation Details Bank Details ID Details Document Deta >  Finalize

PERSONAL INFORMATION
Fill in all the
information in
these tabs
F-
Title: M - * First Name:
Middle Name: Last Name:
Father Name: .. Date Of Burth: m
Place Of Birth: Country Of Burth:  Indsa v
Gender: Select One - Mantal Status: -

¢ PeopleStrong’



ADITYA BIRLA

‘ Pre Joining Form — Basic Detalls

Select Title @ First Name is Entered By Default based on the
information provided earlier

* Enter your Middle Name / Last Name (Mandatory)

Title:]  Mr -

Middle Hame: Select One

Mr * Enter Father’s Name
Father Name:
. Mrs ¢ Select Date of Birth from the Calendar
Place Of Birth: Ms

* Enter Place of Birth
Gender: ]

T ——————— * Enter Country of Birth

* Select Gender from Drop Down

* Select Marital Status from Drop Down

Title:  Mr A *First Name: @
Middle Name: Last Hame: @
Father Hame: @ Date Of Birth: o} @
Place Of Birth: @ Country Of Birth:  India - @
Gender: SelectOne - Marital Status: - @

¢ PeopleStrong’



‘ Pre Joining Form — Basic Detalils

ETHNICITY INFORMATION

Nationality:

HEALTH INFORMATI{

Blood Group:

DN

Indian

Select One
Indian
Afghanistan
Aland Islands
Albania

Algeria

American Samoa

Andorra
<

Select Nationalit

¢ PeopleStrong’
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FIMANCIAL SERVICES

ETHNICITY INFORMA

Hationality

ATl

y:

HEALT}

H INFORMATI(

Blood Group:

DN

Select One
At

B+

AB+

0+

Select Blood

Group

Click Save

Proceed to
Contact Details
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‘ Pre Joining Form — Contact Details =~ ™

< Basic Details Contact Details Dependent Details Employment Details Education Details Bank Details ID Details Document Deta » Finalize

CONTACT DETAILS Add More
CONTACT TYPE ADDRESS CITY STATE PHONE ACTION
Mo records found.

EMERGENCY CONTACT Add More
CONTACT NAME CONTACT RELATIONSHIP MOBILE NUMBER CONTACT HOME NUMBER CONTACT ADDRESS ACTION

Mo records found.

Select Contact Click Add More

Type
CONTACT DETAILS
* Contact Type | Select One - When Available: Select One -
Address Line 1 SelectOne Address Line 2: Select One
Official —
Country | | permanent State 2
City Residence Weekdays
Phone B e Weekends
Is Correspondence Mat available
Address:
T

When Available

¢ PeopleStrong’



‘ Pre Joi

ADITYA BIRLA

N | N g FO rm — CO ntaCt Detal IS FINANCIAL SERVICES

Country is auto \1
populated as you

CONTACT DETAILS type
* Contact Type Permanent hd
Address Line 1: House Mo. 0123
Country India

City
Phone

Is Correspondence
Address:

CONTACT DETAILS

* Contact Type Permanent -

Address Line 1: House Mo. 0123

Country India

@ State is populated as you

type on the basis of the
selected country
When Available: Weekends .

Address Line 2: Beta Colony

State  Delh|

Pin Code | Delhi

Select City (Auto
Populates as you
fill in)

When Available: Select One =

Address Line 2 Alpha Colony

City M

Phone New Delhi

Is Correspondence

North Delhi

Address: North East Delhi

North West Delhi
Cancel —

¢ PeopleStrong’

State Delhi

Pin Code
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‘ Pre Joining Form — Contact Details =~ ™

When Available:
Address Line 2:
State

Pin Code

CONTACT DETAILS

* Contact Type

Address Line 1:
Country

City

Phone

Is Correspondence
Address:

Select One -
Alpha Colony

Delhi

Enter Pin Code

110001

Connaught Place-110001
Parliament Hous e-110001
Farliament Street-110001

Permanent i

House Mo. 0123

India

Mew Delhi

9876543210

v

Fill in all details and click
Save

¢ PeopleStrong’

When Available: Select One x
Address Line 2: Alpha Colony
State Delhi

Pin Code Connaught Place-110001



‘ Pre Joining Form — Contact Detal

CONTACT TYPE ADDRESS

Mo records found.

EMERGENCY CONTACT

CONTACT HAME CONTACT RELATIONSHIP MOBILE NUMBER

Mo records found.

®

cITY STATE

ADITYA BIRLA

S FINANCIAL SERVICES

CONTACT HOME NUMBER

The addition of an Emergency
Contact is mandatory; Click Add
More

JACITION

Add More

CONTACT ADDRESS

ACTION

EMERGENCY CONTACT

* Contact HName: Upsilon
Mobile Humber 9876543210

Contact Address |23, Alpha Colony, Delhi- 11 I:II:II:I1|

Contact Relationship

Contact Home
Humber

Friend

011234567849

@ Fill In Details and click Save

¢ PeopleStrong’
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&
‘ Pre Joining Form — Dependent Detailsm%“ﬂ

< Basic Details Contact Details Dependent Details Employment Details Education Details Bank Details ID Details Document Deta > Finalize

DEPENDENT DETAILS Add More

HAME RELATIONSHIP DOB ACTION

Mo records found.

Click on Add More to Add Click on Add More to Add
Dependents Dependents
DEPENDENT DETAILS
* Name Delta * Relationship Select One o
Gender: Select One - DoB Select One ~
Marital Status:  Select One - Mobile Number:| | "3MeT
Mother
Cancel Brother
Sister
HAME RELATIONSHIP Son F
Mo records found. Daughter
Wife
b\’

¢ PeopleStrong’



ADITYA BIRLA

N -:1¢
‘ Pre Joining Form — Dependent Detailsm%m

@ Click on Add More to Add
DEPEMDENT DETAILS Dependents
* Hame Delta * Relationship Wife -
Gender: Female o= DoB £
Marital Status: Select One - Mobile Humber: 0 Oc w | 2016 v D
m cancel Su Mo Tu We Th Fr Sa
1
NAME RELATIONSHIP : 3 4 5 b ! .
5 10 11 12 13 14 15
Ma records found.
16 17 18 19 20 21 22
23 24 25 26 2T M 29
30 31
T —
DEPENDENT DETAILS
* Hame Delta * Relationship Wife -
Gender: Female A DoB 01/0ct19389 |
Marital Status: Married - Click on Add More to Add | Mobile Number: 1234567890|
Dependents

¢ PeopleStrong’



‘ Pre Joining Form — Em

Enter your previous
employment details here

ADITYA BIRLA

AN
p I ovme Nt Detar'rS‘:mSEnwcgg

< Basic Details Contact Details Dependent Details Employment Details Education Details Bank Details ID Details Documeng Deta * Finalize
EMPLOYMENT DETAILS FRESHER
* Company Name Theta Corp Employee Code: 123456
* Title Sr. Manager Project Name
Role Manager - Human Resources Location: Mumbai
* Start Date 02/0cti2000 End Date
Current Employer: o
Click on Add More to Add
Employment Instances
EMPLOYMENT DETAILS Add More
COMPANY NAME EMPLOYEE CODE TITLE START DATE END DATE PROJECT NHAME ROLE LOCATION ACTION
Theta Corp 123456 Sr Manager  02/0ct2000 Manager - Human Resources Mumbai il ]

¢ PeopleStrong’



‘ Pre Joining Form — Edu

ADITYA BIRLA

i -
C atl O n Detal I S FINANCIAL SERVICES

@)

Enter your previous
education details here

* Education Level

EDUCATION DETAILS

Graduation/Equivalent Cours: =

* Degree BA

* Specialization HISTORY * percentage/Final a3
Grade
* Score type GPA ® Percentage  Result Awaited EndDate  31/Aug/1999 @
Start Date 02/5epM1996 3

Click on Add More to Add

Education Instances
EDUCATION DETAILS Add More
DEGREE SPECIALIZATION START DATE END DATE PERCENTAGE/FINAL GRADE ACTION

BA HISTORY 02/15ep1996 31/Aug/1999 93 & W

¢ PeopleStrong’



ADITYA BIRLA

FINANCIAL SERVICES

‘ Pre Joining Form — Bank Detalls

< Basic Details Contact Details Dependent Details Employment Details Education Details Bank Details ID Details Docu

Bank Details have been made Non Mandatory as there are candidates who don’t have Bank accounts created yet.
AXIS & CITI — enabled only for BSLI, HDFC — enabled across ABFSG

BANK DETAILS
* Name Of Bank HOFC BAMK LTD. - Payee Hame:;
* Account Number: Select One Account Type: Select One -
Branch Name: HDFC BANKLTD. Branch Address:
CITI BAMK LTD.
irscCodes 11 s BANK LTD.
Select Bank
R T —
BANK DETAILS
* Hame Of Bank HOFC BAMK LTD. - Payee Hame: Alpha Beta Dielta
* Account Number: 01234567390123 Account Type: Saving -

Branch Name: HDFC Bank Branch Address: Beta Colony, Delta City

Ifsc Code:  HDFCO000012|

Save Cancel @ Click Save on Completion

¢ PeopleStrong’
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‘ Pre Joining Form — ID Detaitg: = (2) s rume

ID DETAILS
* 1D Type PAMN CARD - * Number AIOPATTTIM
Name On Document: Alpha Beta Gamma Issue Date 03/Janf2000 i
Expiry Date f= Issuing Authoriy: Gowt. of India
Issue Place  Mew Delhi

Save Cancel

Click Add more to add

additional ID information

@ Enter Ancillary Details
Select ID Type from Dr(?p Click Save on Completion
Down List

ID DETAILS Add More
ID TYPE NUMBER ISSUE DATE EXPIRY DATE ISSUE PLACE ACTION
PAN CARD AIOPATTTIN 03/Jani2000 Mew Delhi )
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‘ Pre Joining Form — Document Details "

¢ Basic Details  Contact Details  Dependent Details Employment Details = Education Details  Bank Details  |D Details m:~ Finalize

Guidelines

for Payroll Processing

Filled up docs and signed docs from Forms and Policies needs to be uploaded against the respective
Document details. Scanned documents like payslips and Marksheets..etc needs to be uploaded against the
respective checklist items. Click 1, 2 and 3 to view all the Documents to be uploaded. Mandatory Yes —
Documents required for Employee ID Creation / No — Documents required on or Before DOJ and Important

DOCUMENT DETAILS
DOCUMENT NAME MANDATORY STATUS ACTION NOT APPLICABLE
Candidate- Mischint Policy Mo Pending + &
Candidate-Highest Qualification Education { Marksheet or provisional} Yes Pending + r
Candidate- soft copy of Passport size photograph -M Yes Pending + r
Candidate-Address Proof -M Yes Pending * r
Cancelled Cheque - if candidate already has Bank account Mo Pending + r
Candidate- Resignation letter from current crganizaticn / Affidavit / HR Sign off Yes Pending ¥ ra
Candidate- Relieving Letter of current company Mo Pending ¥ ra
Candidate-Salary Slip for minimum 1 month Yes Pending # r
Candidate-PARN card Yes Pending # r
MISM Certificate and Dealer Code of Conduct Mutual Funds Entity Specific M Pending + r

Document Detaits Pending Status will get changed when documents are uploaded against respective Upload Icon.

Select Upward Arrow ( Red Color) to choose upload documents

¢ PeopleStrong’



ADITYA BIRLA

‘ Pre Joining Form — Document Details "

< Basic Details

Guidelines

for Payroll Processing

Filled up docs and signed docs from Forms and Policies needs to be uploaded against the respective
Document details. Scanned documents like payslips and Marksheets..etc needs to be uploaded against the
respective checklist items. Click 1, 2 and 3 to view all the Documents to be uploaded. Mandatory Yes —
Documents required for Employee ID Creation / No — Documents required on or Before DOJ and Important

DOCUMENT DETAILS
DOCUMENT NAME MANDATORY
Candidate- Group Mediclaim New Format -M es
Candidate - Resume Mo
Candidate- Relieving Letter of previous companies Mo
Candidate-Salary Slip3 Mo
Candidate marriage Certificate Copy,if applicable Mo
Candidate- IRDA Certificate Mo
Prevention of Sexual Harrassment Policy Mo
ABFSG Code of Conduct Mo
ABFSG Information Systems Acceptable use policy declaration Mo
ABF S Whistle Blower Declaraticn Mo

STATUS
Pending
Pending
Pending
Pending
Pending
Pending
Pending
Pending
Pending

Pending

ACTION

s m} rinalize

NOT APPLICABLE

Document Details

¢ PeopleStrong’

Pending Status will get changed when documents are uploaded against respective Upload Icon.

Select Upward Arrow ( Red Color) to choose upload documents
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Pre Joining Form — Document Details =

< Basic Details

Guidelines

for Payroll Processing

Filled up docs and signed docs from Forms and Policies needs to be uploaded against the respective
Document details. Scanned documents like payslips and Marksheets..etc needs to be uploaded against the
respective checklist items. Click 1, 2 and 3 to view all the Documents to be uploaded. Mandatory Yes —
Documents required for Employee ID Creation / No — Documents required on or Before DOJ and Important

ils Documeniits

DOCUMENT DETAILS

Document Details

DOCUMENT NAME MANDATORY S5TATUS ACTION NOT APPLICABLE
PF Transfer Form - if applicable - Form 13 If Appicable MM Mo Pending ¥ A
Copy of form no 16/ Earnings and deduction from previous employer Mo Pending ¥ A

Finalize

Pending Status will get changed when documents are uploaded against respective Upload Icon.

Select Upward Arrow ( Red Color) to choose upload documents

¢ PeopleStrong’
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Enter Details as

requested

AN
‘ Pre Joining Form — Reference Details o

< atails Dependent Details Employment Details Education Details Bank Details ID Details Document Details Reference Details

PROFESSIONAL/ACADEMICS REFERENCE

* Hame * Designation

Email Organization Name

Contact Number Organization Address
Employee Code Relationship Select One -

Click Save on
Completion

¢ PeopleStrong’
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‘ Pre Joining Form — Reference Details ™

@ Enter Details as

INTERNAL COMPANY REFERENCE requested
* Hame * Designation
Email Organization Name
Contact Humber Organization Address
Employee Code Relationship Select One -

Click Save on
Completion

¢ PeopleStrong’
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‘ Pre Joining Form — Finalize (1)

On completion of all TABS, Click Finalise to
review and tick the check box under
Declaration towards the end

< tails Dependent Details Employment Details Education Details Bank Details ID Details Document Details Reference Details > Finalize

Click the Check lick Download to Scan completed
mark on Download form form and Upload
MY TASKS Completion

TASK STATUS ACTION
Send Filled form

FPreJoining Form Completed Freview to Mumbai

) o ] Address
Candidate - ABFSG Pre Joining Fields - ALT EAF Completed v
Statutory Form 171 -MIM Pending + ¥
Statutory Form 13 Pending ¥
Statutory Form 2 Pending * ¥

Click View to
Download form
FORMS ACTION

Cnboarding Candidate Portal Guidelines

View
Mediclaim Dependant Momination Farm View
Employment Declaration Form View
Gratuity Form View

¢ PeopleStrong’
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Have Questions?

1. Writetous @
2. Giveusacal @
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