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National Water Supply and Drainage Board 

 

Guidelines for Updating Employee Profiles 
To access the solution use URLs: 

1. Through VPN – 10.0.0.179/shrm 
2. Through Internet – ebis.waterboard.lk/shrm 

 

Employee Profile contains the following details: 

1. Basic Details 
2. Official Profile 
3. Educational Qualifications 
4. Professional Qualifications 
5. Experience Records 
6. Skill Sets 
7. Achievements 
8. Special Contributions 
9. History Records 

 

In order to enter the above details, use Employee Profiles menu item in the Human Resource 
Management portal. 

 

Enter the Employee Number and click on [[Proceed] button to display the profile data entry screen. 
Please note that there are two menu options Profile Details and History Records. For completeness, 
you have to enter details of both these menu options. 
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Use the Tabs in the above screen to update the details. Remember to click [Save Details] button 
after entering the details. You can upload a photograph as a profile item. To upload a photograph, 
use [Delete] button to remove any existing photograph and select the new photograph using 
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[Browse] button. After selecting the file, click [Upload] link to transfer the file to the system. Once it 
is uploaded, you can see the new photograph on your screen. 

 

Official Profile: 

 
The details related to employee’s official profile is updated using the [Official Profile] tab. 

 

Note: In all the below screens, you can use [New …] button to add an entry to the grid or to update 
or delete already entered items by clicking on the relevant row in the grid. A side panel will be 
displayed to enter, update or delete the record. 

 

Educational Qualifications: 

 
Use the [Educational Qualifications] tab to enter all the qualifications achieved by the employee. Use 
the [New Qualification] button to enter a new qualification to the system and you can click on any 
row to display an edit screen where you can change or delete the entry. A side panel will be 
displayed, so that you can enter new qualification or update/delete the existing details. 
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Professional Qualifications: 
 

[Professional Qualifications] tab is used to enter the professional qualifications achieved by the 
employee. Similar to the [Educational Qualifications] entry screen above, you can add, edit or delete 
entries. A side panel allows you to enter the new qualification, change/delete existing entries.  
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Experience Records: 
Same descriptions as given above will be applicable for experience records capture screen. 
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Skill Sets: 

 

 

 

Achievements: 
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Special Contributions: 

 

 

 

After completing all the above details, you can go to ‘History Details’ menu option to capture 
historical records related to the profile. 
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Transfer Records: 

 

 

Promotion History: 
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Disciplinary Actions: 

 

 

Special Leave Records: 
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Suspensions: 

 

 

 

Increment Records: 
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National Water Supply and Drainage Board 

Strategic Human Resource Management System 

 

 

Basic Details: 
Title – Mr./Mrs./Ms./Dr./Eng./ 

Marital Status - Married/Single/Widow 

Language Preference - Sinhala/Tamil/English 

Gender – Male/Female 
Employee Number  Title  
Name with Initials  Names Denoted by 

Initials 
 

Other Names  NIC No.  
EPF/ETF No.  PIN No.  
Date of Birth  Gender  
Marital Status    
Permanent Address    
Present Address    
Nationality  Religion  
Ethnicity    
Mobile Numbers  Language Preference  
Fixed Line Numbers  Email Address  
District  DS Division  
GN Division    
    

 

Official Profile: 
Employment Type - Permanent/Contract/Casual/Appointed 

Date Joined  Employment Type  
Board Grade  Category  
Designation  Work Location  
Mobile No.  Fixed Line No.  
Fax No.  Intercom No.  
Email Address  Date Appointed to 

Present Position 
 

Date of Permanency  Job Confirmation 
Date: 

 

Next Increment Date    
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Educational Qualifications: 

Higher Education (Beyond School Level): 

Qualification Type (Certificate/Diploma/Higher Diploma/Degree/Postgraduate 
Diploma/Masters/Doctoral) 

Qualification 
Type 

Institution 
Name 

Year of 
Exam 

Course Name Results Course 
Duration 

      
      
      
      
      
      
      

 

Post-Secondary (Advanced Level): 

Sitting 
No. 

School 
Name 

Year of 
Exam 

Subject 
Stream 

Overall 
Results 

Subject 
Name 

Results 
(Grading) 

       
       
       
       
       
       
       
       

 

Secondary (Ordinary Level): 

Sitting No. School Name Year of 
Exam 

Subject Name Results (Grading) 
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Primary Education (Below Ordinary Level): 

Grade/Standard School Name Year of Exam Results 
    

 

Professional Qualifications: 
Membership Level – Fellow/Corporate/General/Associate/Student/Other 

Profession Institution 
Name 

Membership 
Level 

Year of 
Enrollment 

Validity Type 
(Annual/Lifetime) 

Present Status 
(Valid/Expired) 

      
      
      
      

 

Experience Records: 
Type of Appointment – Permanent/Board Contract/Project Contract/Casual/Assignment/Other 

Experience 
Type 
(Board/Outside) 

Organization 
Name 

Position 
Held 

From 
Date 

To Date Type of 
Appointment  

Detailed 
Tasks 

       
       
       
       

 

Skill Set: 
 

Field of Specialization Competency Level Subject Areas Remarks 
    
    
    
    

 

Special Achievements: 
 

Achievement/Description Date Achieved Remarks 
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Special Contributions: 
Contribution Type (Prestige/Financial Gain/Goodwill/Other) 

Contribution Type  Description Date Achieved Remarks 
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Transfer History: 
Transfer Type (Annual/Mutual/Exigency/Voluntary/Punishment) 

Transfer From Transfer To Transfer Type  Transfer Date Duty Report 
Date 

Remarks 

      
      
      
      
      
      

 

 

Promotion History: 
Promotion Type (Grade/Position) 

From 
Designation 

From Board 
Grade 

To 
Designation 

To Board 
Grade 

Date of 
Promotion 

Promotion 
Type 

      
      
      
      
      
      

 

 

Disciplinary Actions: 
Promotion Type (Grade/Position) 

Description Inquiry Start 
Date 

Inquiry 
Finish Date 

Inquiry 
Conclusion 

Recommendation Implemented 
Date 
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Special Leave Records: 
Leave Type (Local Study/Foreign/Employment/Medical) 

Payment Type (Full/Half/No Pay) 
Leave Type Purpose of 

Leave 
Payment Type Date 

Approved 
Start Date End Date 

      
      
      
      
      
      

 

Suspensions: 
Finalized Status (Suspended/Compulsory Leave/Dismissed) 

Reinstatement Type (Back-wages Payable/Charged Damages/Punishment Transferred) 
Reason of 
Suspension 

Effective Date Finalized 
Status 

Reinstated 
Date 

Reinstatement 
Type 

Remarks 

      
      
      
      
      
      

 

Increment Records: 
Salary Scale Code (Ref. Attachment) 

Increment 
Date 

Increment 
Date 

Effective Date Salary Scale 
Code 

Salary Point Salary 

      
      
      
      
      
      

 

 

Prepared By: 

 

Certified By: 


