
No.21/05/2022-CS-I(C) 
Government of India 

Ministry of Personnel, PG and Pensions 
(Department of Personnel& Training) 

**** 

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

Daled the 19" June, 2022

OFFICE MEMORANDUM 
Subject: Strengthening the Central Secrelariat Cadre Management System (CSCMS) 

portal by up-dating the data of employees of CSS, cSSS and GSCS Cadres and 
to enable online Cadre Management & delivery of services to these cadres- Reg. 

Attentlon is Invited to this Department O.M. of even number dated 17 June, 2022 on 
the subject mentioned above and to enclose herewith the CSCMSs User Manual to guide the 
employees of the CSS, cSSS and CSCS Cadres in up-dating their infomation in the 

CSCMS portlal: https://cscms.nic.in:8080 It is informed that the User Manual is also 

available on the above CSCMS Portal. 

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

o, 

All CSS/CSsS/CSCS Oficers/Officials 

Copy to: 

All Nodal Officers of CsS/cSSS/CSCS in Gov. of India 
2 Ms Madhuri Sharma, DDG, NIC (e-HRMS) 

Copy for information to: 

PSO to Secretary (P), DOPT 
PPS to Addil. Secretary (CS) 
PS to JS (CS) 



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 

 

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

• Information is available by clicking on i  

 

•  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) 



 

• 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. 

 

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. 

 

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’ 

 

Step -3 Updating/ editing the data by employee  

• User can update / 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 / 
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 / edit data are as follows – 

(i) Employee Details 

(ii) Basic Details 

 

 

 



(iii) Address Details 

(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. 

 

 



(v) Documents 

 

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

 

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

 

• 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’. 



 

 

• 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*** 


