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User Guide for employees to apply for Promotion

under Career Advancement Scheme(CAS)

Pre-Requisites:

Before applying for promotion under the Career Advancement Scheme
(CAS), employees have to update their profile in the Samarth eGov Suite. In
the CAS application, the following details will be fetched from the Samarth
employee profile:

a. Academic Qualifications (Matric till Post-Graduation)
b. Orientation/ Refresher/ Research Methodology Course/ Workshop/

Syllabus Up-gradation Workshop/ Training Teaching-
Learning-Evaluation/ Technology Programmes/ Faculty Development
Programmes/MOOCs Courses attended  (entire service record)

c. Examination and evaluation duties assigned by the college/University
or attending the examination paper evaluation.

d. Student-related co-curricular, extension, and field-based activities such
as student clubs, career counseling, study visits, student seminars and
other events, cultural, sports, NCC, NSS, and community services.

e. Organizing seminars/ conferences/ workshops, and other college/
university activities.

f. Conducting minor or major research projects sponsored by National or
international agencies.

g. Research Project Completed.
h. Research Project Ongoing
i. Consultancy details.



To add or update the above-mentioned details in the
Samarth employee profile, follow the steps mentioned
below.

1. The employee needs to log in to https://uttarakhand.samarth.ac.in by using the
provided username and password.

2. Click on the service section present on the left side.

3. Click on the Service Info➡ button.



4. To add/update the Academic Qualifications �Matriculation till Post-Graduation)

click on the present in the left side panel.



Click on the button to add or the button to update academic
qualifications.



Fill the details and click on the button to save the filled details.

5. Click on the button and scroll down to the Professional
Development Programmes section to add or update the orientation/ refresher/
research methodology course/ workshop/ syllabus up-gradation workshop/
training teaching- learning-Evaluation/ technology programmes/ faculty
development programmes/MOOCs Courses attended by the employee in the entire
service.



Click on the button to add or the button to update details.

Fill the details and click on the button to save the filled details.



To add or update details in the , scroll down to the concerned

section, and click on the or the button respectively, then fill

the details and click on the / button to save the filled details.

a. To add/update the student-related co-curricular, extension, and
field-based activities such as student clubs, career counseling, study
visits, student seminars and other events, cultural, sports, NCC, NSS,
and community services details, scroll down to the Participation in
the Extension Activities section.



b. To add/update organizing seminars/ conferences/workshops, other
college/university activities details, scroll to the
Workshops/Seminars on Intellectual Property Rights(IPR) section.

c. To add/update the conducting ofminor or major research projects
ssponsored by national or international agencies,completed research
projects and ongoing research project details, scroll to the Research
Projects section.

d. To add/update the consultancy details, scroll to the Consultancy
Details section.

6. To add/update the administrative responsibilities such as Head, Chairperson/

Dean/ Director/ Co-ordinator, Warden, etc. click on the button
present on the left side panel and scroll down to the Administrative Experience

Details section. Click on the / button to add the details.

Fill the details and click on the / button to save the filled details.



7. To add/update examination and evaluation duties assigned by the
college/University or attending the examination paper evaluation, click on the

button present on the left side panel and scroll down to the Exam Duty

Details section. Click on the / button to add the details.

Fill the details and click on the / button to save the filled details.



Employee User Guide for PBAS(Self Assessment
Application) in CAS.

1. The employee needs to log in using their user Id and Password.



2. Click on the Employee Service tab, then click on the My PBAS Application button in the
Career Advancement Scheme section to proceed further.

3. Click on the Self Assessment Application tab present on the left side of the page. Click

on the Create Application button to fill out the application.



4. After clicking on the Create Application button, the following screen will appear. Here,

the employee needs to fill in the relevant details and then, click on the Save Button to

save the details:

a. Please select the level of promotion you are applying for:
b. Your subject
c. Assessment Period
d. Date of eligibility of promotion which you are putting claim for.
e. Did you apply for CAS promotion for the same level in the past? Whether you

were granted/ not granted a promotion and/or rejected

5. After clicking on the Save Button the screen below will appear.



6. Add the mentioned details by clicking on the buttons present on the upper right

side.

�The employees can add more than one entry by clicking the same buttons.)

a. Add Paid leaves.

Employees can add and save all the paid leaves availed during the assessment

period.

b. Add posting During the Assessment period

Employees can add and save all  posting details during the assessment period

which have to be considered for promotion according to the CAS scheme.



c. Add Qualification after Joining

Employees can add and save all the qualifications acquired after joining.

d. Add a Research Degree

Employees can add and save all their research degrees.



7. After adding all the details, Click on Proceed button present in the lower left side

to continue the application.

8. After clicking on the proceed button, the screen below will be visible to the

employee. This is section II in which the above-added details are also visible in the

Self-assessment form of the CAS application. Fill in all the relevant details in the

fieldsets and upload the documents as their enclosures by clicking on

button. Then select the document to be uploaded and Click on the Start Upload

button to upload the file. The uploaded document will appear.

Note: The employee can upload the document in jpg, jpeg, png, and pdf format
which is under 5 Mb.





The below-mentioned details have been fetched from the employee profile of the

employee: To update  details, please go to the relevant section of the employee

profile and update the details accordingly.



Add Postdoctoral research experience and Field of Specialization. If there is more

than one field of specialization, then it can be added by clicking on button

against the field of specialization fieldset.



Employees can fill in the duration of the assessment years for which details and

information are to be added and considered for promotion according to the Career

advancement scheme.

More assessment year duration can be added by clicking on the button

After filling in all the information, Click on the button to proceed further.

9. After clicking on the button, the screen below will appear., There are

buttons present on the upper side to add various details. Employees can click on

the respective buttons to add the same.

�The employees can add more than one entry by clicking the same buttons.)



a. Add Published Research Papers:

Click on button to add the research paper

for all the assessment years which has been added by the employee in the

previous step. After filling in the relevant details, click on the button.



b. Add Publication �Single or Joint in the peer-reviewed or UGC list of

journals):

Click on the button to add the

single or joint publication in the peer-reviewed or UGC List of Journals for all

the assessment years, fill in the relevant details, and click on the

button to proceed further.



c. Add information about the guidance to Ph.D. students:

Click on to add details about

guidance to Ph.D. students. Fill in the details and click on the button.

d. Add the details about the Teaching Activity:

Click on the button to add details of the teaching

activities done by the employee.ill the details, and then click on the

button to save it.



e. Add information about the Invited Lecture, Seminars/Conferences

Click on the button to add the details of invited

lectures/resource person/paper presentation In seminars/conferences/full

paper In conference proceedings (paper presented In seminars/conferences

and also published as full paper In conference proceedings will be counted

only once). Fill the details and click on the button.

f. Add Awards/Fellowship Details:

Click on the button to add details regarding the

awards and fellowships received by the employees. Fill the details and then

click on the button.



g. Add Patents:

Click on the button to add details of the patents. Fill the

details, and then click on the button.

h. Add Policy Document:

Click on the button to add the policy document

(submitted to an international body/organization like UNO/UNESCO/World

Bank/International Monetary Fund etc. or Central government or state

government), Fill the details, and then click on the button.



i. Add Research Guidance:

Click on the button to add information about the

research guidance given by the employee as supervisor or co-supervisor.Fill

the details and then click on the button.

j. Add the creation of ICT-mediated teaching-learning content information:

Click on the button to add information

regarding the creation of ICT-mediated teaching-learning pedagogy,

content, and the development of new and innovative courses and curricula.

Fill the details and then click on the button..



k. Add Publication other than research paper:

Click on the button to add the

details and then click on the button.

10. Click on the button (present on the lower left side of the form) to view the

above-added information in the prescribed format.  The employee will upload all

the required enclosures for the above-added information and claim the marks

against the information. After clicking on button, the following screen will

appear for each assessment year containing the information added in step 9 by

the employee.

Now by clicking on the button, employees can upload the enclosure for the

added details in various sections of the assessment years. After clicking on

select the file for the enclosure to be uploaded and then click on the

button to upload.

Complete the uploads and enter the in every assessment year for

which details have been added.



11. After uploading the documents and filling in the claimed score, Grading for Sl. No. 2 (a

to g) of Table 1 of every assessment year.

12. Check the application form thoroughly and click on the button to proceed

further. A view of the application will appear.  On the lower left side, there are three

buttons .

Employee can go to the previous section by clicking on the button.

Employee can update the application by clicking on the button. If the

employee thinks that the application is correct then the employee can click on the

button to process the application.



13. After clicking on the button, the following screen will appear to check

the complete application.

Click on the button to submit the

application to HOD/IQAC.

14. Then select “Yes” and click on the button to finally submit the application.

15. After submitting the application, click on the (present

on the left side of the screen)  to check the submitted application.



16. Click on the button to view the submitted application.

17. Click on the button to download the pdf file of the submitted

application and print the application accordingly.



18. After taking the print of the downloaded pdf file, sign the declaration on it,

download the main page of the form by clicking on

and fill the main page physically, and attach the print of all the enclosures with it.

Send the prepared file to the HoD/IQAC in physical form for verification.

--------------------------------------  End of the Document  —----------------------------------

Thank You!!

Team Samarth appreciates your time!
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