Recruitment Requisition Portal User Guidance Manual for PSU/State corporation/Board

Step-1

1. Select “Recruitment Requisition” tab under the Government Users menu from
the home page of the Commission’s website: https://tnpsc.gov.in/ or
enter: https://www.tnpsc.gov.in/Hod/RecruitmentRequisition.aspx
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2. You will find the login page and enter the default User Name and Password in the
respective textboxes as given below.
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Note: This user manual is available in the login page.
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http://www.tnpsc.gov.in/Hod/HODLoginNew.aspx

eUpon logging in for the first time, the old password must be reset with a new
password. To reset your password, confirm your Organization details in the popup
message as shown below.

Confirm your Organization details
Organization : TAMIL NADU HOUSING BOARD

-l -

eConfirm your Organization details by clicking the Yes button. On clicking the Yes button,
you will be directed to password change page.

\
\ I/
=
Welcome Sir/Madam, Please Change
Your Password
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Password Changed Successfully

e After the new passwordis set, you will be redirected to the login page to enter your User
Name and New Password.

W LT ey Pree—
527 Tamil Nadu Public Service Commission

User manual for Departments
User manual for Organizations

Welcome

2 Bi368

B esesennee

O Show Password

Login I

Forgot Password ?

eOn clicking No button, you will be instructed to enter your User Name correctly.

9

Confirm your Organization details
Organization : TAMIL NADU HOUSING BOARD
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Please Enter correct User Name and try again

After entering the correct User Name, you will be asked to confirm your organization
details, then you can change your password by clicking the Yes button.

Step-2:

eNow, click the login button and you will be logged into the Dashboard of the Head of
the Organization web page.

oClick on "Create New" to submit a new estimate of vacancy.

) B 050 v dehanvinud O Logout

5 Tamil Nadu Public Service Commission
==

Board : TAMIL NADU HOUSING BOARD

Dashboard CREATE NEW

HOD / Forn
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eSelect the Post Name of your Board or Public Sector Unit from the dropdown list
for which you wish to furnish the details regarding estimate of vacancies.

SELECT POST NAME : Select Post Name ~

Select Post Name

SELECT ESTIMATE YEAR OF VACANCY : | Assistant Engineer

Junior Assistant

Surveyor

eSelect the estimate year of vacancy from the dropdown list and click continue
button

Gmpunemul ) Logout
Commission

SELECT POST NAME : Assistant Engineer v

SELECT ESTIMATE YEAR OF VACANCY: | Select .

2024-2025
2023-2024
2022-2023
2021-2022

2020-2021
2019-2020
2018-2019
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it Gapineenraid ® Logout
ervice Commission

SELECT POST NAME : Assistant Engineer .4

SELECT ESTIMATE YEAR OF VACANCY : 20242025 .

Step-3
e The following steps have to be followed for filling the details in Form A page.
1. Specify whether the post is governed by any Act / Rules / Regulations.

(Updated copy of Act / Rules / Regulationsto be furnished.)

(€ LS wosents 2nas uentuns ssrenamrus O Logout
§ *E Tomi Nodu Public Service Commiasion

FORM-A
FORM OF REQUISITION

1. Whether the post is governed by any Act / Rules / Regulations.
(Updated copy of Act / Rules / Regulations to be furnished.) * :

Select ~

2.a.Minimum Age

21

A L > Downloads > | [rasiis 5

Form0600AB75-EBF3-48E5-B3A4. SPL Rules

65D96EE41A28

PHARMACEUTICAL ORGANIC
CHEMISTRY- Il

il Desktop »
¥ Downloads »

& Documents

v el Annexurel SPL_Rulesiooo
of Act/ Rules | I8 Pictures - -

© Music
RulesPDF
B videos » Chrome HTML Document
5.50 KB
Tnpsc-WebApp-20:
266808D5-44B6-4D6D-9230-8FEB dutit
Screenshots AB7EBSEQ (31) O sme HTM
2. a.Minimumy DistFrcelTask i
File pame: | RulesPDF All Files
Open |¥! Cancel
b. Educational e iemses e ————— ——y )
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W Logeut

FORM-A
FORM OF REQUISITION

1. Whether the post is governed by any Act / Rules / Regulations. Rules

(Updated copy of Act / Rules / Regulations to be furnished.) * : aul
ules

Ghoose Flle | RulesPDF pdf

2. Specify the Age, Educational Qualification and Preferential qualification, if any
for the post.

[ o e e S
b.Educational Qualification * c.Preferential Qualification(if any)
3. Specify Exemption/Concession, if any allowed for the post
_ O Logout -

3.Exemption/Concession

a.Exemption (if any) b.Concession (if any)

As per Government norms Nil

4. Select Pay Level attached to the post
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4.Scale of Pay/ Level attached to the post *

Select Pay Level ~
5. Whether the Rule of reservation of appointments applies. If so, Level 1 (15700 - 58100)
the rotation and turn against which candidate should be selected Level 2 (15900 - 58500)
may be stated : Level 3 (16600 - 60800)

Level 4 (18000 - 66000)
Level 5 (18200 - 67100) I
6. |.Specific Requirements in regard to Physical Standards Level 6 (18500 - 68000) ith regard to
Level 7 (19000 - 69900)
Level 8 (19500 - 71900)
Level 9 (20000 - 73700)
Level 10 (20600 — 75900)
Level 11 (35400 — 130400)
Level 12 (35600 — 130800)
Level 13 (35900 - 131500)
Level 14 (36000 — 132000)
Level 15 (36200 — 133100}
Level 16 (36400 - 134200)
Level 17 (36700 - 134700)

7. Duties and responsibilities attached to the post (upload PDF
file containing the duties and responsibilities)

5. Specify whether the Rule of reservation of appointments applies. If so, the
rotation and turn against which candidate should be selected may be stated.

5. Whether the Rule of reservation of appointments applies. If so,
the rotation and turn against which candidate should be selected
may be stated :

6. Specific requirements in regard to physical standards and vision, if any for the
post.

6. .Specific Requirements in regard to Physical Standards 11. a.Specific Requirements in regard to b. Other requirements with regard to vision
Standard of Vision * 3
Nil

Standard Il or better e Nil

7. Upload the PDFfile containingthe duties and responsibilities attached to the post.

7.Duties and responsibilities attached to the post (upload PDF file Choose File | No file choser
containing the duties and responsibilities) :
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7. Duties and responsibilities attached to the post (upload PDF file | Choose File | Dutis_PDF_Bord.pdf
containing the duties and responsibilities)

8. Specify whether the post is covered under Pension/Contributory Pension
Scheme? If not, specify the Rules which govern payment of terminal benefits.

8. Whether the post is covered under pension/Contributory pension
scheme? If not, specify the Rules which govern payment of terminal
benefits. *

Yes ®No

9. Specify whether the Tamil Nadu Government Servants (Conditions of
Service) Act, 2016 (Tamil Nadu Act 14 of 2016) is applicable to the post.

10. Specify the suitability of persons with disabilities identified for the post
under the Rights of Persons with Disabilities Act, 2016 (Central Act 49 of
2016).

11. In case of Disqualification for appointment if any, specify.

9. Whether the Tamil Nadu Government Servants (Conditions of Service)

@Y N
Act, 2016 (Tamil Nadu Act 14 of 2016) is applicable to the post. * e °
10. Suitability of persons with disabilities identified for the post under the i
Rights of Persons with Disabilities Act, 2016 (Central Act 49 of 2016)
11.Disqualification for appointment, if any. Ni
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12. Select whether the roster to be continued from the previous selection. If yes,
furnish the rotation / turns utilized for the post in previous recruitment.

12. Whether the roster to be continued from the previous

@Yes No
selection. If yes, furnish the rotation / turns utilized for the post in

previous recruitment.

Rotation
10
Turn
9d

DECLARATION

Certified that the extract of Act/ Rules/Regulations sent herewith has been prepared up to date and that no
amendment so far issued has been omitted to be taken into account

After successful entry of details in Form-A, you may enter the details in Form-B by
following the steps given below

FORM-B
1. Enter the Permanent and Temporary vacancy of your Board/Public Sector Unit
under the heading Total Cadre strength

() Logout

FORM-B

ESTIMATE OF VACANCIES FOR THE POST OF " *(the estimate of vacancies should cover a period of one year. The period for the present recruitment is from 01 /04 / to 31 /03 /)

1.Total Cadre Strength

I. Permanent *:

II. Temporary *

2. Enter the number of retirement vacancies anticipated to arise in your
Board/Public Sector Unit.
3. Enter the number of likely promotions of incumbents of substantive posts that

are likely to be created in your Board/PSU in the estimate year.

2 .No. of reti i icipated to arise *:

3.No.of likely promotions of incumbents of substantive posts * :

4. Enterthe numberof new posts sanctioned permanent/temporary post retained
permanently by obtaining the sanction of the Government from time to time.
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4. No. of new posts sanctioned permanent / temporary post retained
permanently by obtaining the sanction of the Government from time to
time *.

5. Enter the number of vacancies to be allocated for appointment on Compassionate
Ground.
6. Enter the number of posts to be apportioned for other methods with reference to
prescribed ratio
7. Enter the number of posts likely to be disbanded.
e After enteringthe above details in the Form B page, you will find the automatically
generated actual number of vacancies, apportioned for direct recruitment.

5. No.of ies to be all: d for i on C
Ground *

8

6.No.of posts to be apportioned for other methods with reference to
prescribed ratio *

7. a. No. of posts likely to be disbanded * b. Actual No. of vacancies apportioned for direct recruitment.

If any other relevant details need to be added, please attach the files under respective
sections mentioned below and click submit to submit your estimation of vacancy for

the respective estimate year.
"g :; () Logout

Other Relevant Details

Experience Format (if any)(Upload PDF File) : Choose File | No file chosen

Suitable categories of persons with Benchmark Disability identified for the | Choose File | No file choser
post (Upload Government Order - PDF File):

Any Other Rules/Government Orders Relating to this post(Upload PDF Choose File | No file choser
File):

Any Other Relevant Document 1 (Upload PDF File): Choose File | No file chosen
Any Other Relevant Document 2 (Upload PDF File): Choose File | No file choser

Note: All fields marked with * should not be left blank/empty.
e Submit and save the data to move on to Next page
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Step-4:
e On the next page, the submitted data could be downloaded as pdf.

SN sl Lediunem fgianaeanud (U] Logout
Tamil Nadu Public Service Commission

Please click Download button to download the Forms with data you enterad,
Please sign and upload the same to register your details regarding estimate of vacancy.
Unsigned Form will not be accepted *

Step -1
DOWNLOAD

| Choose File | No file chosen

e -
UPLOAD

After downloading the document, it should be verified and signed by the official
concerned.

Now upload the verified and signed document by clicking the Choose file
button.

\) 204 508 Lestumert dppun sl O Logout
" y Tamil Nadu Public Service Commpisainn
—— @ Open X
™ > Downloads > y »
Organise ~ New folder - 3 0
@ OneDrive Today I
Form213036ca-413f-444b-81c4-0 Form093b6527-1035-4116-aadd-c
G 9fSe3faSa4f G 29ee65b9fbf
il Desktop B Chrome HTML Document 1
Yesterday
L Downloads *
PHARMACEUTICAL ORGANIC Filgtration
d Documents  # z CHEMISTRY- Il (part-1)-2
PN Pictures
HOD_Board_User_Guidance_Manua Rules_pdf_board 2024
& Music . G 1 G M
B Videos E
Annexure9b7b9fef-2ce8-4529-b75 PHARMACEUTICAL ORGANIC
Screenshots G 6-892e5146¢773 (1) CHEMISTRY- Il (part-1
Tnpsc-WebApp-20;
Evalution
Discton Nata
File name: Form213036ca-413f-444b-81c4-09fSe3fa544f All Files

Open Cancel
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O Logout

Please click Download button to download the Forms with data you entered.
Please sign and upload the same to register your delails regarding estimate of vacancy.
Unsigned Form will not be accepted *

PDF

Choose File | Form093b6527-1035-4116-aadd-c29ee65b0fbl.pdi

o m

e Click on UPLOAD button to upload the sighed document and complete the
process.

QU Logout

Please click Download bution to download the Forms with data you entered
Plaase sign and upload the same ta register your details regarding estimate of vacancy.
Unsigned Form will not be accepted *

PDF

Choose File | Form083b6527-1035-4116-aadd-c29ec65b91bi pdf

Step-5:

e After uploading the PDF, a popup message appears to the effect that details
have been submitted successfully, along with the reference number,
Organization name, post name, other details. Click on the "Go to Dashboard"
button to redirect to the dashboard page.
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Thank You!

The details with regard to the following have been
submitted successfully with Reference Number :
fv120241120004640
Post : Junior Assistant

Organization : TAMIL NADU HOUSING BOARD

Estimate Year : 2022-2023

Go to Dashboard

Step-6:
* Oncethe processis completed, the details pertaining to the post for which the
estimate of vacancy has been furnished are displayed on the dashboard.

=
OGN 2080 Uttt Sepanerat O Logout
i)y Tamil Nadu public Service Commission

Board : TAMIL NADU HOUSING BOARD

Dashboard

HOD / Form

POST YEAR REFERENCE NUMBER SUBMITTED ON FORM PDF UPLOAD VIEW UPLOADED DOCUMENT

ASSISTANT ENGINEER 2024-2025 FV120241105113458 05/11/2024 11:34 AM m UPLOADED VIEW DOCUMENT

NOTE:
To furnish estimate of vacancy relating to another post/year click ‘Create New

and follow the same process as stated above.

’

Step-7
e Now, you can view Form-A and Form-B by clicking the PDF button.

| DL 2an Lesfamend Gapan ot
Tamil Nadu Public Service Commission

Board : TAMIL NADU HOUSING BOARD

Dashboard

HOD / Forr

posT vean | meremence numeen suBMITTED ON Form PDF uPLoAD e —
ASSISTANT ENGINEER 20242025 FV120241105113458 05/11/2024 11:34 AM POFE UPLOADED VIEW DOCUMENT
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Preview for Form-A

Form093b6527-1035-4116-aadd-c29ee65b9fbf_1105113542.pdf

Department Name : TAMIL NADU HOUSING BOARD

Post Name : Assistant Engineer

FORM-A

Form of Requisition

Whether the post is governed by any Act /
Rules / Regulations. (Updated copy of Act /
Rules / Regulations to be furnished.)

Rules (Rules_PDF_Board.pdf)

Age and Educational Qualification:
Preferential qualification, if any

Exemption/Concession, if any

‘ Minmum Age :27

Maximum Age :35

Educational Qualification :Any Degree

Preferential Qualification :Must pass
Account Test for Subordination Officer

Exemption :As per Government norms

Form093b6527-1035-4116-aa4d-c29ee65b9fbf_1105113542.pdf

Scale of Pay Level/attached to the post

Whether the Rule of reservation of
appointments applies. If so, the rotation and
turn against which candidate should be
selected may be stated

Level 2 (15900 — 58500)

Yes

Specific requirements in regard to physical
standards and vision, if any

Physical Standards :As Government
Mordred

Standard of Vision :Standard | or better

Vision requirements :Nil

Duties and responsibilities attached to the
post (upload PDF file containing the duties
and responsibilities)

Whether the post is covered under
Pension/Contributory Pension Scheme? If
not, specify the Rules which govern payment

Dutis_PDF_Bord.pdf
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= Form093b6527-1035-4116-aa4d-c29ee65b9fbf 1105113542.pdf / 3 100% + H| O:)

9 | Whether the Tamil Nadu Government
Servants (Conditions of Service) Act, 2016
(Tamil Nadu Act 14 of 2016) is applicable to
the post.

10 | Suitability of persons with disabilities identified | Nil
for the post under the Rights of Persons with
Disabilities Act, 2016 (Central Act 49 of 2016)

" ‘ Disqualification for appointment, if any. Nil

12 | Whether the roster to be conti fromthe | YeS
| previous selection. If yes, furnish the rotation / Rotation :5
| turns utilized for the post in previous
recruitment. Turn :60

Certified that the extract of Act/ Rules/ Regulations sent herewith has been prepared up to
date and that no amendment so far issued has been omitted to be taken into account

Preview for Form-B.

= Form093b6527-1035-4116-aadd-c29ee65b9fbf 1105113542.pdf

FORM-B

ESTIMATE OF VACANCIES FOR THE POST OF ' i Engil *.(The estil of
vacancies should cover a period of one year. The period for the present recruitment is from
01/04/2024 to 31/03/2025)

Total Cadre Strength

| Permanent

Il Temporary

No. of retirement vacancies anticipated to arise

No. of likely ions of of ive posts

No. of new posts sanctioned permanent / temporary post
retained permanently by obtaining the sanction of the
Government from time to time

= Form093b6527-1035-4116-aadd-c29ee65b9fbf _1105113542.pdf

Government from time to time

DEDUCT

5 | No.of ies to be
Compassionate Ground

No. of posts to be apportioned for other methods with
reference to prescribed ratio

No. of posts likely to be disbanded

Actual No. of vacancies apportioned for direct recruitment.

SIGNATURE WITH NAME & DESIGNATION

OFFICE SEAL
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Step-8

e You can also upload the file later after downloading the document by clicking the
Upload button.

7

| 54mnG) ansi Usshemin Aghancemud U Logout

Tamil Nadu Public Service Commission

Board : TAMIL NADU HOUSING BOARD

Dashboard CREATE NEW

HOD

POST YEAR REFERENCE BER SUBMITTED FORM PDF OAD VIEW UPLOADED DOCUMENT

ASSISTANT ENGINEER 2024-2025 FV120241105113458 05/11/2024 11:34 AM UPLOADED VIEW DOGUMENT
JUNIOR ASSISTANT 2023-2024 FV120241106114217 05/11/2024 11:42 AM e UPLOAD VIEW DOGUMENT

SBEN( 2060 LerfiuneTh Egianmemu (!)Lngnul
Tamil Nadu Public Service Commission
S

Ploase click Download button to download the Forms with data you entered.
Please sign and upload the same to registar your details regarding estimate of vacanoy.
Unsigned Form will not be accepted *

Step -1
DOWNLOAD

| Choose File | No fila chosen

UPLOAD
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Tamil Nadu Public Service Ci

N~ & > Downloads >

Organise = New folder
>« OneDrive Today
Form213036ca-413f-444b-81c4-0
9fSe3fa54df
i Desktop B Chrome HTML Document
Yesterd:
L Downloads  # L
PHARMACEUTICAL ORGANIC
& Documents  # - CHEMISTRY- Il (part-1)-2
Microsoft PowerPoint Presentation
P Pictures s
HOD_Board_User_Guidance_Manua
© Music » e !
& Videos »

Annexure9b7b9fef-2ce8-4529-b75
Screenshots G 6-892e546c773 (1)
k

Tnpsc-WebApp-20:

Evalution

Niscton Data

File name: | Form213036ca-413f-444b-81c4-09f5e3fa544f

Form093b6527-1035-4116-aa4d-c
c 29ee65b91bf
hrome HTML Dc

Filgtration
1 PEG File

39.1 KB

Rules_pdf_board 2024
Chrome HTML Document

PHARMACEUTICAL ORGANIC

n CHEMISTRY- Il (part-1)

Microsoft PowerPoirit Presentation

< | All Files

Open

Cancel

SUGANG) S8 Lestunemh Gghan oot
Tamil Nadu Public Service Commission

Please click Download button to download the Forms with data you entered.
Please sign and upload the same 1o register your delails regarding eslimate of vacancy.

Unsigned Form will not be accepted *

‘ Choose File |Fnrn’u’)QRhﬁS??JO&’)—M1ﬂ-aa4d-c?9na{%5h§lhf,pdl

UPLOAD

U Logout

Once the upload is completed, click on the Go to Dashboard button to save

and view the updated changes.
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Thank You!

The details with regard to the following have been
submitted successfully with Reference Number :
fv120241120004640
Post : Junior Assistant

Organization : TAMIL NADU HOUSING BOARD

Estimate Year : 2022-2023

Go to Dashboard

e Your data has been saved successfully.
Step-9:

e Clickthe View Documentbutton to display the details of the uploaded documents.

=
SUYERG) 205 Leshismem GetaneaTib O Logout
X Tamil Nadu Public Service Commission
4

Board : TAMIL NADU HOUSING BOARD

Dashboard CREATE NEW

HOD

POST YEAR REFERENCE NUMBER SUBMITTED ON FORM PDF UPLOAD VIEW UPLOADED DOCUMENT

ASSISTANT ENGINEER 2024-2025 FV120241105113458 06/11/2024 11:34 AM UPLOADED

PDF

JUNIOR ASSISTANT 2023-2024 FV120241105114217 05/11/2024 11:42 AM PDF UPLOADED VIEW DOCUMENT
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P T Iy prap— O Logout

Tamil Nadu Public Service Commission

SLNO DOCUMENT NAME VIEW

1 Act

2 Rules View

3 Regulations

4 Duties and responsibilities attached to the post (Upload PDF File) : View

5 Experience Format (if any) (Upload PDF File)

6 Suitable categories of Persons with Benchmark Disability identified for the post (Upload Government Order - PDF File) : View

b 4 Any Other Rules/Government Orders Relating to this post(Upload PDF File)

8 Any Other Relevant Document 1 (Upload PDF File) :

9 Any Other Relevant Document 2 (Unload PDF File) X

Step-10:

¢ To exit, click the "Logout" button at the top right corner of the page. After logging
out, you can click on the “Login” again using the credentials.

7\ 246D e L dgianeenn O Logout
Tamil Nadu Public Service Commission
==

==

Board : TAMIL NADU HOUSING BOARD

Dashboard CREATE NEW

HOD

POST YEAR REFERENCE NUMBER MITTED ON FORM PDF UPLOAD VIEW UPLOADED DOCUMENT

ASSISTANT ENGINEER 2024-2025 FV120241105113458 06/11/2024 11:34 AM PDF UPLOADED VIEW DOCUMENT

JUNIOR ASSISTANT 2023-2024 FV120241105114217 05/11/2024 11:42 AM PDF UPLOADED VIEW DOCUMENT
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@ FOWHIB S50 UshwTaT CaHaITmEILD
\f =7 Tamil Nadu Public Service Commission

You have been successfully logged out!

click here to Login

FUBPEID Sys0 UslTaTr SpuTseaLID
\: Tamil Nadu Public Service Commission

User manual for Departmants
User manual for Organizations

O how Password

Forgot Password 2

Step-11

e To reset your password, click the "Forgot Password" button.
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X OIS opsl usEwrst BptauTsHEILLD
==~ Tamil Nadu Public Service Commission

Welcome

2
8 Password

O show Password
Forgot Password ?

Enter your User Name and click the "Submit" button.

O HOPHIB opsl st CHivsuTsnemLb
%= Tamil Nadu Public Service Commission

Forgot Password

Login?

To reset your password, confirm your Organization details in the popup
message as shown below.

9

Confirm your Organization details
Organization : TAMIL NADU HOUSING BOARD
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e Confirm your Organization details by clicking the Yes button. On clicking the Yes
button ,you will be directed to password change page.

O show Password

Login?

o After the new password is set, you will be redirected to the login page to enter
your User Name and New Password.

78 BOGEIB Sya0 ULt SptaTeILD
G Tamil Nadu Public Service Commission

e On clicking No button, you will be instructed to enter your User Name correctly.
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9

Confirm your Organization details
Organization : TAMIL NADU HOUSING BOARD

®

Please Enter correct User Name and try again

o After entering the correct User Name, you will be asked to confirm your
organization details, then you can change your password by clicking the Yes button.

e Afterthe new password is set, you will be redirected to the login page to enter your
User Name and New Password.

s R LT Ty prp—,
\5‘_ Tamil Nadu Public Service Commission

e
User manual for Organizations

Welcome

2 Bi368

B eoreenee

O Show Password
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