
Mobile Number 
Updation through DDO login



Regular Employee’s 
Mobile Number Updation through DDO login



Step 1:

Open herb.apcfss.in/login
and sign in using the DDO 
credentials.



Step 2:

The following dashboard 
will appear upon logging in.



Step 3:

Click on Master Data. Under Master 

Data, a Master Data Updation menu 

will appear and click on “Employee 

Master Data” to update the data of 

an employee.



Step 4:

Click on either CFMS Id or 

HRMS Id.

Step 5:

Enter the relevant employee 

Id and click on Get Data.



Step 6:

The data of the employee will 

be displayed as follows



Step 7:

Under “Select Category to Update”, 

Click on Mobile Number. Enter the 

Mobile Number and click “Submit 

with Biometric” to complete the 

updation process.



Outsourcing Employee’s 
Mobile Number Updation through DDO login



Step 1:

Open apcosapp.apcfss.in/Login.do 
and log in using the DDO credentials. 



Step 2:

Step 2: Click on “Add New / 
Update Candidate” and from 
the drop-down menu, select 
“Update Mobile Number”.



Step 3:

Step 3: All the employees assigned to 

the respective DDO will be shown. 

Click the “Edit” option associated with 

the specific employee whose mobile 

number should be updated.



Step 4:

Step 4: Enter the new mobile number, 

select the Biometric Device and 

authenticate to complete the mobile 

number updation process.



Contract Employee’s 
Mobile Number Updation through DDO login



Step 1:

Open herb.apcfss.in/login and sign in 
using the DDO credentials.



Step 2:

Step 2: The following 
dashboard will appear upon 
logging in. In the dashboard, 
click on HR & Payroll.



Step 3:

Step 3: Scroll down and under Master 

Data, click on “Contract Employees 

Mobile Number Updation”.



Step 4:

Step 4: Select the DDO code in the 

drop-down menu and click Submit to 

display the employees mapped to 

the DDO.



Step 5:

Step 5: From the list of employees 

mapped, enter the new mobile 

number of the employee and click 

the update option to complete the 

mobile number updation process.




