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 HR Portal - Onboarding  Setting

Offer Offer Offer Status AAA

View Offer LogsOffer Status

Offer Status AMBC Sent Employee Signed On Status
AAA Offer 11/7/2021 20/6/2021 Accepted



 HR Portal - Onboarding  Setting

View Offer Offer View Offer AAA

Offer Status LogsView Offer

offer Comments Accept/Declin
AAA_offe Kindly sign the document and send it to us on or before 8/7/20 Click Here

Upload Signature

SUBMIT



 HR Portal - Onboarding  Setting

Logs Offer Logs AAA

Offer Status View Offer Logs

User Sent On File Comments
HR 11/7/2021 00:09:08 offer.pdf Review and sign it

AAA 11/7/2021 00:09:08 offer.pdf  Offer Accepted



 HR Portal - Onboarding  Setting

Pre-Boarding Pre-Boarding Send Document AAA

LogsSubmit Document

Primary Phone Number

Date of Birth
Name

AAA   / /     / 
Alternative Phone Number

Email Id

aaa@gmail.com

Present Address Permanent Address

Blood Group Job Position

A+ aaa@gmail.com

Employment Type Passport size Photo(Must be professional)

Permanent Contract                       No file choosenchoose file

PAN Card

                      No file choosenchoose file

Aadhar Card

                      No file choosenchoose file

10th Marksheet

                      No file choosenchoose file

12th Marksheet

                      No file choosenchoose file

ID Proofs: Passport, Driving Licence, 
Voter ID, Ration Card(Any one)

                      No file choosenchoose file

UG Marksheet(consolidated mark sheet, 
Provisional, CC, Degree)

                      No file choosenchoose file

PG Marksheet(consolidated mark sheet,
Provisional, CC, Degree)

                      No file choosenchoose file

Previous Employment: Offer Letter

                      No file choosenchoose file

Previous Employment: Relieving Letter

                      No file choosenchoose file

Previous Employment: Last 3months payslip

                      No file choosenchoose file

Bank details: account holder name Bank details: account no

Bank details: ifsc code Bank details: branch

SUBMIT



 HR Portal - Onboarding  Setting

Pre-Boarding Pre-Boarding Logs AAA

Submit Document Logs

User Sent On File Comments
HR 11/7/2021 00:09:08 Pre-boarding Form Kindly upload all your docs in this new joiner link

AAA 11/7/2021 00:09:08 preboarding.pdf  Uploaded



 HR Portal - Onboarding  Setting

Document Status

View Document LogsDocument Status

Document AMBC Sent Employee Signed On Status
EPF Declaration Form 11/7/2021 20/6/2021 Signed

ESIC Declaration 11/7/2021 20/6/2021 Signed

Meal card & Health Insurance declaration Template 11/7/2021 20/6/2021 Signed

Handbook Declaration Form 11/7/2021 20/6/2021 Signed

NDA Docs 11/7/2021 20/6/2021 Signed

ID card Request Form 11/7/2021 20/6/2021 Signed

Employee Onboarding Document Status AAA



 HR Portal - Onboarding  Setting

View Document

Document Status LogsView Document

Send

On-boarding Kit View Document AAA

View File Comments Upload Signed Docum
EPF Declaration Form Review & upload signed 

ESIC Declaration Review & upload signed 

Meal card & Health Insurance declaration Tem Review & upload signed 

Handbook Declaration Form Review & upload signed 

NDA Docs Review & upload signed 

ID card Request Form Review & upload signed 

I acknowledge that I have read, and do 
hereby accept the terms and conditions 
of document *

Accept Decline Required Modification

Type Your Comments...

Click Here

Click Here

Click Here

Click Here

Click Here

Click Here

                      No file choosenchoose file

Upload Documents...

SEND



 HR Portal - Onboarding  Setting

Logs

Document Status View Document Logs

Document User Sent On File Comments
EPF Declaration Form HR 11/7/2021 00:09:08 epf.pdf Review & Upload Signed File

EPF Declaration Form AAA 11/7/2021 00:09:08 epf.pdf  Updated

On-boarding Kit Logs AAA



 HR Portal - Onboarding  Setting

Employee Checklist

LogsSubmit Checklist

S.No Document To be filled by 
New Employee

To be fille d in b
 HR Department

1 Signed Letter of Appointment
  Copy  / AMBC Offer Letter 

2 Resume / CV

3 AMBC Employment application Form

4 Passport Size Photo (2)

5
Education documents :-SSLC / HSC board
 mark sheet-Diploma
Degree certificates & Mark sheets

6 
Identity Proof : (Any one of the following)
Valid PassportDriving
 License-Voter ID card-Pan card

7 Email ID Creation

8 Salary Slips from Previous
 Employer: (last three month)

9 Offer Letter Relieving Letter &
 Experience letter from previous employer.

10 IT Assets(Laptop Mouse Charger Headset) - Shippe

Signature



































SUBMIT

Employee Checklist Submit Checklist AAA



 HR Portal - Onboarding  Setting

AAA Checklist Log Employee Checklist logs AAA

Submit Checklist Logs

User Sent On File
HR 11/7/2021 00:09:08 checklist.pdf

 AAA 11/7/2021 00:09:08 checklist.pdf
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