IFMIS - Telangana
Instructions for Uploading Scanned Service Register

1. The scanned Service Register can be uploaded in the following ways:

e From the Employee Master List, click on "Upload SR" against the respective
employee, OR

e Open the Employee Details page and click on the "Upload" button at the
top right corner.

e To re-upload a corrected or revised Service Register, click on the pencil
(edit) icon against the previously uploaded record.
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3. Scan all pages of the Service Register, including the front cover, index, and the
last used page, last cover. Blank pages in between may be skipped only if they
contain no entries. Scan in the correct sequence - first page to last page - without

missing or reordering any page.
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4. Upload the document in PDF format only. Combine all pages into a single PDF
file - do not upload individual page images.

Upload PDF

PDF upload required

Drag and drop your PDF here

or click to browse

PDF format only - Max 50 MB
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5. The file size should not exceed 50 Mb. Compress the PDF if required, but do not
compromise legibility.

File size limit: 50 MB

L, 19

PDF PDF
72 MB 38 MB
Exceeds limit Within limit

6. Name the file in the format: SR_<EmployeeCode> <EmployeeName>.pdf (e.g.,
SR_1234567_RameshKumar.pdf).

7. Before uploading, open the PDF and verify that:
- All pages are present and in order,
- Every entry is clearly readable,
- No page is rotated, skewed, or partially cut.

Verify before uploading

Verify PDF before uploading
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6. Once uploaded, the document cannot be deleted. Corrections can only be
made by uploading a revised version, which will be retained alongside the original
for audit purposes.

8. The DDO is personally responsible for the authenticity and completeness of the
uploaded Service Register.

9. Sensitive personal information (e.g., medical records, if any) present in the
Service Register should be handled with due confidentiality. Do not share or store
copies outside the IFMIS portal.

Handle with confidentiality

( )

IFMIS portal 0
Secure boundary
Service register
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External copy

Kept inside the portal No sharing or storing outside

10. For any technical issues during upload, contact the IFMIS helpdesk.

IFMIS Hotline Number 7042420033

11AM-5PM On all working days




