TNI FORM GUIDE BOOK

A Guidebook on how to fill your Department’s Employee TNI Forms

Step 1: Login to HRMS portal through your HOD ID.
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Step 2: Click on “EMP PROFILE”, first option in the blue row.
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Step: 3 Click right “TNI FORM”.
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Step 4: Enter your department’s employee name then click “Get Data”
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Step 5: Individual Employee TNI form will appear on the screen after clicking on “Get Data”.

Once the TNI form will open, Evaluate and rate employee in your department based on their need for
the specified soft skill training.

For trainings which are not included in TNI Soft Skills form, you can add in mentioned below Suggested
Training program area

After complete the ratings, click on "Calculate Average Soft Skill" and "Profile Average" to view the
overall evaluation final outcome. Then, "Submit to HR" by clicking the green button below.

Note: Employees with a rating of 3 or below will be nominated for the necessary soft skill
training.
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Scoring Criteria:

Rank the skills required as follows: 1 = Unsatisfactory, 2 = Below Average, 3 = Average. 4 =
Above Average, 5 = Satisfactory .



Step 6: After submitting the form, you can still edit it if needed by clicking the “Update” button below,
as long as it is done before the TNI form's closure.
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