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       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     

 

 
2. You will find the login page and enter the default User Name and Password in the 
    respective textboxes as given below. 

 
     

Note: This user manual is available in the login page. 

 

 

http://www.tnpsc.gov.in/Hod/HODLoginNew.aspx
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• Upon 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 by clicking the Yes button. On clicking the Yes button, 

you will be directed to password change page. 
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• After the new password is set, you will be redirected to the login page to enter your User 

Name and New Password. 

 

 
 

• On clicking No button, you will be instructed to enter your User Name correctly. 
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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: 
 
• Now, click the login button and you will be logged into the Dashboard of the Head of 

the Organization web page. 
 
• Click on "Create New" to submit a new estimate of vacancy.
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• Select 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 the estimate year of vacancy from the dropdown list and click continue 
button
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Step-3 

• 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 / Regulations to be furnished.) 

 

 

• Select the file relating to Act/Rules/Regulations (PDF format). 
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2. Specify the Age, Educational Qualification and Preferential qualification, if any 

for the post. 

 

 

 

 
3. Specify Exemption/Concession, if any allowed for the post 
 

 
 

4. Select Pay Level attached to the post
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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. 

                           
 

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

 
 
7. Upload the PDF file containing the duties and responsibilities attached to the post. 
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8. Specify whether the post is covered under Pension/Contributory Pension      
      Scheme? If not, specify the Rules which govern payment of terminal  benefits. 
 

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. 
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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. 
           
 

 
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 

 
 
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. 

 
4. Enter the number of new posts sanctioned permanent / temporary post retained 

permanently by obtaining the sanction of the Government from time to time. 



Page 11 of 24 

 

 
 
 
   

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. 
• After entering the above details in the Form B page, you will find the automatically 

generated actual number 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.  

  
 

Note: All fields marked with * should not be left blank/empty. 

• Submit and save the data to move on to Next page 
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Step-4: 
 

• On the next page, the submitted data could be downloaded as pdf. 

 
 
 
 

 
 

• 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. 
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• Click on UPLOAD button to upload the signed document and complete the 

process. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Step-5: 

 
• 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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Step-6: 
 

• Once the process is completed, the details pertaining to the post for which the 

estimate of vacancy has been  furnished are displayed on the dashboard. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

NOTE:  
To furnish estimate of vacancy relating to another post/year click ‘Create New’ 
and follow the same process as stated above. 

 
Step-7 

 
• Now, you can view Form-A and Form-B by clicking the PDF button. 
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Preview for Form-A
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Preview for Form-B. 
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Step-8 
 
• You can also upload the file later after downloading the document by  clicking the  

    Upload button. 
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• Once the upload is completed, click on the Go to Dashboard button to save 
and view the updated changes.
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•  Your data has been saved successfully. 
 
Step-9: 
 
• Click the View Document button to display the details of the uploaded documents.
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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. 
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Step-11 

 
• To reset your password, click the "Forgot Password" button.
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• Enter your User Name and click the "Submit" button. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

• To reset your password, confirm your Organization details in the popup 

message as shown below. 
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• Confirm your Organization details by clicking the Yes button. On clicking the Yes 

button ,you will be directed to password change page. 

 
 

• After the new password is set, you will be  redirected to the login page to enter 

your User Name and New Password. 

 

 

 

 

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

• After the new password is set, you will be redirected to the login page to enter your 

User Name and New Password. 

 

 
 
 


