Western Railway

Alok Kansal i.rss.E. Western Railway
General Manager Churchgate,
Mumbai - 400 020

MESSAGE

It gives me immense pleasure to know that the Personnel Department of Mumbai Division,
Western Railway is publishing “HRMS Booklet-2021”. In fact, the very purpose of issuing HRMS
Booklet is to provide immediate guidance to all the employees, as HRMS has become a very
essential part of every Railway Employee’s life.

There are various modules in HRMS like Pass, PF Application and APAR which will be regularly used
by Railway employees in their service. Easy functioning of these modules is explained in this
booklet to facilitate the staff.

| wish to congratulate each and every Officer and staff who has contributed for this publication and
expect that they would further continue their endeavour.

Mumbai (Alok Kansal)
November, 2021 General Manager



Western Railway

Surendra Kumar Western Railway
Principal Chief Personnel Officer Churchgate,
Mumbai - 400 020

MESSAGE

Western Railway has always played a very significant and powerful role in the welfare of Railway
men and their families.

| am glad to know that MMCT Division is issuing compilation of step by step easy working of HRMS
Modules in "HRMS Booklet". | am sure that these steps will make easy to all Railway Employees to
work in HRMS.

| strongly believe that all the required modules are covered in the booklet in easy way keeping the
interest of the Railway men upmost in the mind. Railway is our alma mater and its wellbeing
should be our very first concern irrespective of the status of any individual railway employee.

The efforts put in by the compiling staff and officers are very laudable and | congratulate for their
efforts and expect that they shall also focus on other important issues concerning Railway
employees.

Mumbai (SURENDRA KUMAR)
November, 2021 PRINCIPAL CHIEF PERSONNEL OFFICER
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G.V.L. Satya Kumar Western Railway Western Railway
Divisional Railway Manager Divisional Office,

Mumbai Central,
Mumbai-400 008

MESSAGE

| am extremely pleased that the Personnel Department of Mumbai Central Division, Western
Railway is publishing “HRMS Booklet” regarding working of various modules of HRMS.

Despite many small guidance videos published about working of HRMS modules, number of staff is
unable to work in HRMS. A single booklet consisting of working knowledge guidelines about
frequently required HRMS Models is thus very essential.

Personnel Department of Mumbai Division has taken an excellent initiative in publishing this
working guide which shall definitely prove to be beneficial for all.

| congratulate the Personnel Department of Mumbai Division for their excellent work.

Mumbai (G.V.L. SATYA KUMAR)
November, 202I Divisional Railway Manager



w Rail
Akash Sharma, i.r.p.s. sslemibaliway Western Railway,
Sr. Divisional Personnel Officer Divisional Office,

Mumbai Central,
Mumbai — 400 008.

SR

MESSAGE

| am pleased to inform that a comprehensive Booklet known as “HRMS Booklet” is being published
to bring awareness among all the Railway Staff and Officers regarding HRMS modules.

Indian Railway Personnel Department has put a mile stone in the Railway Employees’ day to day
Personnel activities by introducing HRMS (Human Resource Management System).HRMS has
brought transparency in the working. It includes automation of Employee Master, ESR, Pass, PF,
APAR, Settlement etc. modules which are integral parts of every staff’s service period.

| am sure that this compilation of working guidelines would assist staff and officers to work
smoothly with HRMS activities.

| wish to put on record the commendable efforts put in by the Officers and their subordinates who
have contributed for its publication.

Mumbai (Akash Sharma)
November, 2021 Sr. Divisional Personnel Officer
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Welcome to HRMS Application

for Indian Railways




n, ?a2 % How to login HRMS ?

L
» Type HRMS Site Address: https://hrms.indianrail.gov.in/HRMS in Google chrome.
C & hmmsindianrailgov.in/HRMS/ Q Y w0 ® 2
t Apps G Gmail & Gmail: Email from G... € YouTube RAILWAYBOARD (L. [ # Bookmarks @ Western RailwayM.. @ Whatstpp @ CIRCULARS Ministr... @) Ministry of Railways... Reading i

%, Human

%A Resource
Management

System

Login

Login to your Account

Welcome to HRMS Application
for Indian Railways

Need Help for Login? Forgot Passwiord?

Retired Emplayes Registration

ease Note : There are changes in HRMY, H esk Mobi

Version: 2474  : Host: hrmsappl

Languages - English &=
Copyright @ 2018 Centre For Railway Information Systems. All Rights Reserved. This application works best in Google Chrome 70.0 and above

> Enter Your HRMS ID, Password and click on Login button.

> One Login OTP will be received on your Registered Mobile Number, which will be valid for 7 days.

> Enter your OTP and LOGIN.



. UIIREHTH § $d9 dIRE $I7

> T I U TISRUATY Igc &I Udl ey e
https://hrms.indianrail.gov.in/HRMS

a &% w » 2

[& & hrms.indianrail.gov.in/HRMS/
i Apps (5 Gmail G Gmail Email from G.. ([ VouTube RAILWAY BOARD (L. ] o Bookmorks @ Westem RalwayM.. (B Whatsipp @ CIRCULARS Ministr.. @ Ministry of Rallways..  » Reading li

¥J Management
System

Login

Login to your Accaunt

Welcome to HRMS Application
Login

for Indian Railways
Need Help for Login? Forgot Password?

Retired Employes Registration

ease Note : There are changes in HRMS Helpdesk Mob!

Copyright @ 2018 Centre For Railway Information Systems. Al Rights Reserved. This application works best in Google Chrome 700 and above

3UAT TIIRTHATY 358!, TS oo dY 3R @l §ed W e B

>

3 Uolipd HIERe ok W Uh @A St i grm, o 7 ol &
ferg du g

> SUAT S gof Y 3R @R B

>



» HRMS HY BIRH $H $IG?

> Google Chrome W& HRMS Wgc Ul 30 HI:
https://hrms.indianrail.gov.in/HRMS

C & hrmsindianrailgov.in/HRMS/ Q # & B 2
© Whatshpp @ CIRCULARS Ministr.. @ Ministry of Ralways..  » Reading i

= Apps G Gmail G Gmail Email from G.. (@ YouTube RatLwaY BOARD CL. [} % Bookmarks @ Western Railway,M...

Human

ﬂa Resource
Management
System

Login

Login to your Accaunt

Welcome to HRMS Application -
L
for Indian Railways

Need Help for Login? Fargot Password?

Retired Employes Registration

ease Note : There are changes in HRMS Helpdesk Mob!

Copyright @ 2018 Centre For Railway Information Systems. Al Rights Reserved. This application works best in Google Chrome 700 and above

> QEdl HRMS TFS!, UGS CIdl U GINF SeumeR fdod o

> @A Alquiipd AR "dRaR Tdh S oTp U 8is®, off 7 fGaqimdt
Y NS

> QA orp UeR &I 30T BIRH B



X/

s How to know your HRMS ID

> In HRMS Login Page Click on Need help for Login

MNEED HELP
Enter your IPAS/HRMS ID and click on 'Go” button
IPAS 1D/ HRMS ID *
HRMS ID/ Login ID IPAS Employee Id
Employee Mame Department
Designation Railway Unit
Mobile Mumber Email ID

> Enter your 11 Digit IPAS Number and press Go.

» System will show your HRMS ID and other basic Details.

10



» Ul UTSRUATYH 3MEal $A Udl &3

> TIRUATY daNT 34 U9 H @ 39 & oW 9IS _gcd R faa® &3

MNEED HELP

Enter your IPAS/HRMS 1D and click on 'Go’ button

IPAS IDS HRMEID *

HRMS ID/ Login ID IPAS Employee Id
Employee Mame Department
Designation Railway Unit
Mobile Number Email ID

> 3UAT 11 3! BT ASUINTY FoR aof By 3R T <a|

> Red U TISRUATY Sfigel 3R 3 gfHame faarur feamm|




+ U9l HRMS STTS! AT STV STl

> HRMS O USMR BN HRUINIST NEED HELP R [dod &I

MEED HELP
Enter your IPAS/HRMS 1D and click on 'Go’ button
IPAS 1D/ HRMSID *
HRMS ID/ Login ID IPAS Employee Id
Employee Mame Department
Designation Railway Unit
Mobile Number Email ID

>  gUdl 11 3Pl 1pas HHID WA HA 30T M GraT.

> T A HRMS 3TIST IO SR JoUd dURNS® GR1de.

12



+* How to set/reset your Password

> In HRMS Login Page Click on Forgot Password

Forgot Password

Please Enter Youwr HRMS 1D After You Press Submit & temporary 5
digit OTP will be send to your Registered Mobile Mumber.

Send OTP

> Enter your HRMS ID and click on Send OTP. You will get an OTP on your registered Mobile Number.

Forgot Password

Please Enter Your HRMS ID. After You Press Submit A temporary 5
digit @TP will be send to your Registered Mobile Mumber.

A 5 digit OTP sent to "FBxoox707 Successfully for
‘POPXLG

a* -

Password Reset

> Enter your OTP and click on Password Reset.
> After validating OTP, Option will be open for New Password.

Change Passwvword
PASSWORD POLICY

ord Should be S,
rd Should be

imum length For
i n length For P

east 1 and

Mew Passweord™

Confirm Password ™

Password Change

> Enter Your New Password (Pass word should be at least 8 Character — It should include Capital,
Small letter, Numbers and Special Characters). The same password should be entered in Confirm
Password and click on Password Change.

»  Your Password will be reset.

13



& 3T UGS $4 AT &Y

> TIRUATY o 39 U9 § Uidas Yd MU R b B

Forgot Password

Please Enter Youwr HRMS 1D After You Press Submit A temporary 5
digit OTPF will be send to your Registered Mobile Number.

Send OTP

> U TIIRUHATY 3Mssl aof &Y 3R s 3N W fFas Hil 3mus
MRS Higsd FoR W Teh NS |

Forgot Password

Please Enter Your HRMS ID. After You Press Submit A temporary 5
diigit OTP will be send to your Registered Mobile Mumber

A 5 digit OTP sent to "3Exonod? 07" Successfully for
‘PQPRLG

®

Bl

Password Reset

> SfOAT S gl R SR UGS INe W faa® &
> It dfelse oA & dlq g UNds &1 =M 3fuT gR|

Change Password
PASSWORD POLICY

Minimum length For Password Should be &.
i = Should be

Password Change

> 3UAT 41 UIIds &Sl ®Y (Yde ®H ¥ HH g Hiaed &I gFl et - A
FfUed, WA AR, TR AR WA PG WA 8 =1fY) | HHH UNyds
# 98 Ugds Uex HAT BN 3R Uds O W fdae HIA1 ghmi

> 3UHT Jrgds e g Se|
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< JUA YRS I de/d¥be ol

>  HRMS OINF UoHY Ude [qWReT IIaR [Fod &

Forgot Password

Please Enter Youwr HRMS 1D After You Press Submit & temporary 5
digit OTP will be send to your Registered Mobile Humber.

Send OTP

> gUdl HRMS 1D UeR X1 U send orp &R fdod &I, quEan Aiguiiegd
OiS® AeRdR Th oTP UIGdd] SSd.

Forgot Password

Please Enter Your HRMS 1D, After You Press Submit A temporary 5
digit OTP will be send to your Registered Mobile Mumber

A 5 digit OTP sent to '9BxcoxT07" Successfully for
‘PQPHLG

=

®

> gHET orp UER &I 3 URds el R [Fod H.

> OTP JJIUd $IHEMR, TdH UNde Jad SUSs.

Change Password
PASSWORD POLICY

Mew Password®

Confirm Password ™

> HDT T4 a8 U 1 (UNTS [ H 8 JUITHT STl - BhiUes, WIS dex, e

3{TfoT faRiy afRreeai=n gHTaA S{YTdT). Confirm Password e i IRIdS eIl SAT0T Tt

Urgde oR fFod .

> gHA UNGe N $Hol Wke.
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+* How to update New Mobile Number, if you lost your Sim Card/ Mobile Number.

» Contact your Service Sheet Dealing Clerk and ask him to update the New Mobile Number in case
you lost your Sim/Mobile Number.

v" Now you Can LOGIN HRMS with HRMS ID/Password/OTP.
e After Login you can see Your Dashboard.
e Your HRMS ID, Name, Bill Unit, Designation, Division, Zone, PIA Name and PIA’s mobile number.

IR-HRMS = B W © 0nd 0 m——) =

Office Orders

L T TR B T N T N SR B

+* On clicking IRHRMS-ESS v2.0 —
4 User Profile —
You can upload your Photo, which will appear after your login in the system.

v Update Communication Details —

User Profile Update Communication Details

Personal Mobile Number —
Official Mobile Number -

Recsive OTP On? Please Select i

©Official Email 1D

Update

Mote: After successful updation of communication details. login again to see the changes.

> You can self update your self your Mobile Numbers, Select Mobile Number for OTP &
Email IDs.

16



< iR A a1 R +d/Aesd R @ fear g, @
T4 HiEEd HaR $d 3UusSc B

> U gidyg e e aad T Judh B IR T MU AT R /Aesd A8
Tl four g 9 ¥ Ta1 Aiesd AR 3USc B b U Hal

v 3@ Y TIRUHATH 3MMsel/URIgs/3ididt & Ta3RuAey # a1 39 &R
Ied gl

. QA 1 & 91 3T (U1 STEIS <@ Jobd ol

. AUHT TIHRUATY 3sel, M, 0@ gHe, ueam, f&dioq, SH, esy &

I 3R MAET &7 AeRd A&

IR-HRMS

& SMSIRUINRTHTI-ITITY v2.0 R Fad A W -
v SUaNTEed NwIsd -

3T 3HTAT BIe TS PR Jbd &, o Red & MU aifty & arg fears |
v  UER fa@ur smse & -

ommunication Detail:
M MNum e —
Official Mobile Numbsr e ——————
OTP On' -
il 1D
Offici m.
MNote: Af

> oY W4 U1 HIEEd d6% JUse &3 Ohd §, SN iR sha oS
¥ I AerEd JeR &1 999 B 9hd Bl
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¢ U R d/AeEe F@R g90l 30 d? A4 Hiese
TR BT USE BRI,

> gHa R/AeRe AR gXa0! SR R gHA dfd e SIS oozl
U FreT 3T ATST AdH AEge JoR 3USe HIugy I,

v 3Tl 9% HRMS ID/Password/OTP T8 HRMS A O 59 H= I0hdl.
. g4l #rRMs 1D, A, 9@ gMe, ug, fOum, &9, p1a 9@ 3 pia HERG
JeR.

IR-HRMS

A 4 4 ¢ E B 44 A A

% IRHRMS-ESS v2.0 R [q0®h HodER -
v  aR&dl WeIse -

JwI JEAT WIdl 3Udle H& dbdl, Sl JHl RReAE @1 39 HodHdR [ado.
O 1L B 1 4 G ) s e

User Profile Update Communication Detail
Personal Mobile Mumber EECT——
Official Mobile Mumber .
Recsive OTP On - ~
rrrrrrr I Ernail 1D
Official Email ID
Update
Note: After successful updation of communication details. login again to see the changes.

> qRl JHET HINSe A9 HYs@l 3USc &= ZAdhdl, oTp U SHS
ATTSITS! Mege a7 [Aasl.
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¢ View/Edit My Details
» Here employee can view his Basic Details , and can raise request for change if any required
by changing in the appropriate fields provided by the system.
> Select particular Tab

9 IRHRMS-ESS v2.0 = ) Employee Master
User Profile
View/Edit My Details . )
| Basic Info I Family ‘ ‘ Current ‘
My Change Requests

» Click on Raise Change Request

= BasicTab

IO IRHRMS-ESS v2.0 =

Raise Change Request
ezsan
P

PR HRMS Employes 1D o —

T Employze Mame As in Azdhazr
Aadhaar Number I, Upload Aadhaar 2 e E

b= mployee Middle Name

L indl

INDIA v

> You will get check box on the right side of the field which are allowed to you.

> Select relevant the box, then you can enter your details.

> In bottom upload the supporting documents for changes mentioned.

» Click on Submit.

> This Change request will go to your Service Sheet Dealing Clerk — he will check as per
Service Sheet and Documents uploaded and forward it to his Verifying Authority.

> Verifying Authority will Verify the changes and then it will go to Accepting Authority
(Gazetted Officer)

» Gazetted Officer will Accept it.

> After acceptance by Gazetted Officer, Changes applied will be displayed on HRMS Service
Sheet.

» Employee can add or delete his Family details also from Family Tab.

++ Clicking on My Change Request current Status of Change Request can be viewed.

19



< W famur d&/durfed o

> T8 HHAR Ul Jd faaR <9 ¥Hhdl §, SR Ife Sa® @l o Red
gRT UM fhu U Iuged &l § uRadd oxe gRadd & U oYy o
gohdl gl

> foRw e§ oo

© IRHRMS-ESS v2.0 - O Employes Mastes

User Profile

View/Edit My Details

My Change Requests
> W dd Rée W faie B3

O RHRMS-ESSv2.0 -

User Profile

View/Edit My Details |
My Change Requests
> URAdT &1 SR &6l B

Employes Mame As in SR

Aadnaar Mumbsr

[ER— - T [ e

UH I WIe & als 3R AP sl Ao ! MUl Srafd ]
IS S HT T B, B MU U1 R0 gof R Joha gl
Sfcafad uRadHl & ot W axadsl i sudls &1l
Jaflic R fdas &

g URad- Ry 3Mud afaw e el sadh & U™ oum - 98 Sudls
fPr T 9w =We SR TWESl & SIUR S BN R T UA qH
TIBRT &1 3RIfT S|

> IdU9 UK uRaddl &1 9ddd s R iR 98 Wiefa wifitert
ROUAT SHUBHRY) & U S|

> JOURAd SMUBRT U WHR |

> oUiEd USRI gRT Wield & §1g, Af] fHT T gRads TEsRuATy ddr
7% R YeRid fey S|

> HHIR! U4 URGR & faRur & uRar e§ ¥ +f Wi a1 g1 Tohdl Bl

+ WE A9 R W e o I R @ adaqm s &
g&dt gl

YV VYV V|
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R | = I L° 3 (e o Vs AL T A 2
> Y HHIR AR HEYd dUNe UTg Thdl oYl SMazud odn RergR

> faRw <a fasr
9 IRHRMS-ESS v2.0 = ) Employee Master
User Profile
View/Edit My Details . -
Basic Info Family l Current

My Change Requests

» Raise Change Request IR fdod &

e/ Dashb

E Basiclab
) 1RHRMS-£SS v2.0

User Profile

View/Edit My Details | Raise Change Request

My Change Requests

,,,,,,

Emi e Re:

JRIOT WA ST BigeAT Iudids RISl ddh did Gds.

TG $Hoodl JGONS] TP HNIGUS TMo! TGS Hl.

BEIEECT LA

g deom faHdl gren iy 2fic agR o fofliees SRe -
OB Hoadl Ay e MU HREUATIR dURIG S0 d =T JHEIo|

N

Y V. V VYV V

N N

HYPIDhS UEAS.

> Usdiaull IRUIR HUPR! daoidl Tsdidul HRdle M Fdv d H=gal
U OIS (ST SieR)) e .

> IMAEd USRI d WHRAS.

> OO USRI Widdl fASUHMR, OGN $o0 d¢0 HRMS Ydl UABIER
YGRId Ho e .

> HHAR! GBS CaHyd I/ PIcad duzite Sitg fdhal g 2hdrd.

g 3 Réve R fFod o sgor faad gafud uegar 5.

R/
L X4
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+ Apply for PF LOAN

PF Loan is applicable to only those employees who are governed under Provident Fund scheme
(i.e. Appointed before 01/01/2004)

>
>

Login to HRMS
Click Loan and Advanc

es V2.0 option

» Click on My PF Application
It will display about the list of PF Applied by you in HRMS if any

>

Shov 5

Shawing 1 to 1 of 1 entries

Note: Bank Details changed in IPAS will be reflected in HRMS after 24 hrs.

Yius FU1 el @1 G/ List of PF Loan Applications
Click on # icon to edit existing PF Loan application or fill here.

how 25 % entries Search

auEd | T HE ande Rty fedivery | orw | anpuiy wepa ully wmdlng | o6 | co7 | Adidouvessr | adue Rl PAS

Withdraw | Application No | Application Date | Withdrawal Type | Reason Applied Sanctioned R/ Passed | No. | No. Fafly Latest Current Application | ety
. R — f— f— Processing Date Status No.

“dlran
Latest

[
Next

» Click on New Application for applying New Form.

++» (Please Note that Bank Details changed in IPAS will be reflected in HRMS after 24 Hrs. So if you

>

Y V V

have changed Bank Details in IPAS wait for a day to get it updated in HRMS)

It will Display Employee details in Gray color, below the loan application details.

it w5 ande fa@Tuy/ PF Loan Applicati

HTEE FHFRS
Withdrawsl Type *

Please select

TR AR Applied

Amount®

ik A/ iy
Cependant
Name/Remarks*

If advance is sought for House Building etc.

Location and
measurement of the
Flat or Plot

1f the flat or plotis
being purchasad from
H.2. Society, the
name of the socisty;,
the location and

measurement, stc

ion Details

- HEE FEOY
Withdrawsl Reason *

Please szlect v

Tt &t T
Number of

Instaliment=®

TEET TS T | Chooze File | Mo filz chossn m
Upload Document

.. following information may be given

Whather th flat or
plot is free hold or on

Pleaze Select ~

lease

Cost of Construction

Maximum Eligibility

o #rafln

/nstallmant Amount

Plan for Construction

If the purchase of flat
is from DDA or any
Housing Soard, etc.
the location,
dimension etc. may
be given

Choose File

Mo file chosen

Enter the Withdrawal Type, Reason for PF Loan, It will display minimum eligible amount as per the

criteria.

Enter amount required in Applied Amount, it should be less than the criteria.

Enter the other details

and submit.

On submission you will get a SMS message of successful submission of Application on your

registered mobile num

ber.
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Hiuw BT & fore sirded &9

U B Had 39 HHAMEG R AL gial g o Hfaw [y 9o & dgd Rid
84 € (01/01/2004 ¥ Ugd fAga)

TIRTATH & T §7 B

BU R A v2.0 [P R Fas &L

¢ diue TR W RS B

U8 TISRUATH H 31U gR1 UG P UYIUD 3fidad fobdm 81 I WG lRid M

Note: Bank Details changed in IPAS will be reflected in HRMS after 24 hrs.
W%U ST Bt qé / List of PF Loan Applications
lick on #* icon o edit existing PF Loan application or fill here.

Search
mﬂ: AT T amde fafar Perlivers ary iy Fﬁiﬁlmﬁv LLLE 06 Sl uare | adue Ry IPAS Al
Application Mo | Application Dak Withdrawal Type Appiul zﬂ[ﬁmd Ry Latest Current Application | froofly Latest
Processing Date Status. No. Remarks

> qwﬁawémﬁ%%quﬂﬁquaﬁb

¢ (PUAT A ¢ fF 1pas ¥ SG@ AT 9% fAaRU1 24 €¢ & 9I¢ mrRMs |
fewd 3m safau afe smuA 1pas A 9% faarur sea faur @ @ S HrRMs
# 3Use I & fw we faq uetam a9)

> %W@ﬁﬁﬁﬂ%?ﬂ%ﬁwﬁaﬁﬁaﬁrwmm|

diew w1 ande ey pe

YV V V V

AT T IERY Please select ~ HTEET T Please select siRvmem dr

~
Withdrawal Type * -

TEL AR Applied Tormt 7t F= o S o

Installment Amount

Installments™

Mame/Remarks®

lesse

> Forl TR, Wuw B HT FRU Gl B, Ig AFCE & AR gAdd UH
IR vefRid Sl

> AN R § HaRg® AR T B, Ig AFCS U HH gl Il

> o faR0 gl B SR wEfhe &

> O IR R AUD! 30 Uolipd HESd AaR W 3Mded & IHhaagdd ol
g I Th THUATY WS Ul gl
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Lo 14 ol 20 1031 ) B o B e

it &S Had @ HHARAAT OF] oM o Higw fafg fAdt doHdia @rikd smed
(0%/0%/00% Tdl Fger)

>  HRMS H BN 1 B

> Loan & Advances V2.0 R Fos &
» My PF Application dX ffod B
>

® HRMS A JRI $HOC HIUAG] PP 3 UGRId Hie.

note: Bank Details changed in IPAS will be reflected in HRMS after 24 hrs.
diwe B0 mﬁﬂ’rﬂf List of PF Loan Applications
Click on & icon to =dit sxisting PF Loan 2pplication or fill hers.

Search:
| R TEY Fertwers ar Ry wpaaly TEITE | o6 | €07 | TdmvEem | o Rl IPAS Hwm
Withdraw | Application No Appiaho Dat Withdrawal Type Applied Sanctioned f/ Passed | Mo. | No. TRy Latest Cument Application | ool Latest
pr— Amount Amount Processing Date Status No. Remarks
J

> ﬂaﬁqmﬁmmmﬁﬂaﬂqmﬁ?%w

% (PULT B&Td ©T $I 1pAS U TGOOO IF dURNG 24 ARG HRMS
7R g dfte. ©@® SR gl 1pas AW 9@ dURNG 9G00T 3O o¥ dl
HRMS Al 3USC BIVINTS! U foad welam &)

> %Wﬁwwmmwmwuﬁhw

Hiew =T AmaeT fAa<0/ PF Loan Applic
Snda o sy Please select ~ ST W Please select ~ e ey
awal Type * Withdrawal Re - e ity
TR A e W TR
Amaunt Anstaliment Amount
sarfhee == - R ==
nnnnnnnn m
Name/Rem
oug se ollow mation m. P
: : == =
* o

> U9 PewEl ISR, Wuh $Hod HRU UfAY &1, d AHWER fHaH o=
IFHH YaRid IS,
> N IbHd 39T IqHH YA &, df Meugar
3Tl
> SR dURIS UidE ST 301 FeHe .
> TERM $HouR gRel gHl Aieiied Hidke davdR 3fS JaRaul
qEHR $odEee TUUATY Jea U Biee.
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7/

o Apply for E-Pass

> Login to HRMS

» Click Pass v2.0 option

‘ Pass v2.0 -
Apply for e-Pass/ e-PTO
My Issued Passes
Pass Entilement Declaration

PWD Companion Declaration

» Click on Apply for e-Pass/e-PTO

Home ; Pass / Apply for e-Pass/e-PTO

= Apply for e-Pass/e-PTO

8 Instructions
® Select the type of Pass & click on ‘Go’ butten to fetch entitled and available Pass sets.
» Once Pass sets are fetched successfully, click on the count under available Pass sets to proceed with Dass application

Setect Type Of ass E v B

T = e W=y S
O o ™ S o

> Click on Family Declaration

X/
%

Verify your family details. If any discrepancy found,
i) contact your Service Sheet Clerk and get corrected your family details.
ii)Fill up ESS (Employee Self Service) Family Tab, upload relevant document and submit it. It
will be verified by Your Service Sheet Clerk/CHOS/Personnel Officer.
> |Ifitis correct, tick mark on box provided and submit it. Once the family declaration is accepted
by Pass Clerk, the employee can apply for e-Pass.

> For the first time, after feeding manually pass availed data by Pass Clerk, declaration sheet will
be displayed in front of you. Check your Pass details Entitled Pass, Availed Pass and Balance
Available Pass in your Pass Account.

> Either Confirm (if data is correct) or Return to Clerk (if any modification).

> If message comes as Manual Data entry is pending with your Pass Clerk, Please ask your Pass
Clerk to feed it.
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> Click on Entitlement to see the number of berths entitled in different types of Trains. Sample
Screen is as below.

& Berth Entitlement

I S S S S S S S S - BT S
E- AEM E 1 2 M Al

RE-V AEM AEM AEM

NE 2 2 AEM

@ Legends:

AEM - All Eligible Members includsd in the Pass[ie. self.family membars & dependent relatives, 2= defined under Rule 2(c) & (d] and subject to other conditions stipulsted in the extant railway servants (Pass) Rules].
NE - Mot Entitled

RE - Restricted Entitlem
RE-I - Extra berths for of
RE-HI - One extra berth for ar

ligible members included in the Pass on payment of 1/3rd differance of fare between 1-AC class and 2-AC class of
1y other eligible member included in the Pass on payment of 1/3rd difference of fare between 1-AC Clas
RE-IIL - B=rths for AEM on payment of 1/3rd difference of fare between 1-AC Class and 2-AC Class of respective train.

RE-IV - One brth for self or any other eligible member included in the Pass on payment of 1/3rd difference of fare between 1-AC Class and 2-AC Class of respective train
RE-V - Berths for AZM on payment of full difference of fare between this Class and the next lowsr Class of respective train.

spective train

2.

< of respective train

DR

> Click on Application List — To check the list of application not yet Submitted.
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3-U & forU simded &¢

> TUISRTHATY H AN 39 &9
> U v2.0 9o W faae &

’ Pass v2.0 -

Apply for e-Pass/ e-PTO
My Issued Passes
Pass Entitlement Declaration

PWD Companicn Declaration

> 3-UN/3-Tdeh & folw 3ded R faas &Y

Home ; Pass / Apply for e-Pass/e-PTO

= Apply for e-Pass/e-PTO

« Select the type of Pass & click on 'Go' button to fetch entitled and availsble Pass
* Once Pass sets are fetched succassfully, click on the count under available Pass sets to pmceumtr- Pass application

——T———

> il fSaeRe™ R s &

& 30 IRAR & faRur ganfod &1 afe oIz fognfa o ot §,
i) 309 AT =fic wd T U B 3R U4 IRAGR & faaRur &) St
AN
i) STUY (PHIR! WE Jdn) URAR e§ WY, I SIAae UAS B
3R THI B T8 AP JAW We ot/ Aeasivd,/ Fiftie iffeRt gRI
qJaifud fear Sre|
> gfe g8 wEl § O feu U SR W 9E &1 FuE @ iR gette 3 U
IR U9 I gRT UilkaiRe fGarur @ier &R fau oM & g, IRt 3-u9
& fou emded #R & Bl
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> Ugdl §R, UM &% gRI Hgsfd ¥9 ¥ foU MU U ST B BI§ A H
§1G, 9% IE- dINom UF UeRid fhar Swm oM UM @ # S[UHl U™
fIeRUT Gerged UM, W U SfR [ IUuAs U P Srd B

> A dr gy s (A e WE §) A Fadb @ die (Al Pl ded MaRId
B |

> T 3UP U Tad b U A SeT U dfed ® 3
YW AT B AN HUA U U Fib ¥ 3 Bl B P AT D

> ot R @t 3 # gher ouf 31 Te @ & N Uergeadc W e
H| T B A & FU A R

& Berth Entitlement

pe—— P e
T I N N I N I N
E AEM EM AEM 1 2 Al AEM N 2 2 AEM

xn

EM NE NE

© Legends:
= AEM - All Eligibl
s NE - Not Entitled
® RE - Restricted Entitiement
* RE-l - Extra berths for

embers included in the Pass[ie. seif family members & dependent relatives, 35 defined under Rule 2(c) & (d) and subject to other conditions stipulzted in the extant railway servants (Pass) Rules].

eligible members included i Pass on payment of 1/3rd difference of fare between 1-AC class and 2-AC class of respective train
s RE-II- One extrs barth for any other eligible member included in the Pass on payment of L/3rd difference of fare between 1-AC Class and 2-A/
® REN - Berths for AZM on payment of 1/3rd difference of fare betwesn 1-AC Class and 2-AC Class of respective train.

= RE-IV - One berth for self or any other eligible member included in the Pass an payment of L/3rd difference of fare between 1-AC Class and 2-AC Class of respective train.
s RE-V - Serths for AZM on payment of full difference of fare between this Class and the next lower Class of respective train.

> 3ffded gl W fFad w - onft a% o e fHU MU sMaeH & G @t
S @1 & forul

s of respective train.
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& S-UTHHISl 36t BRI

> HRMS HH BN 39 &
> Pass v2.0 IR fFod &

‘ Pass v2.0 a
Apply for e-Pass/ e-PTO
My Issued Passes
Pass Entilement Declaration

PWD Companion Declaration

> E-Pass/e-PTO T3l 36 Y R fFod B

Home ; Pass / Apply for e-Pass/e-PTO

= Apply for e-Pass/e-PTO

* Select the type of Pass & click on 'Go' button to fetch entitled and available Pass sets.
e Once Pass sets are fetched successfully, click on the count undsr available Pass sets to proceed with Pass application

> JHd $ed duRlie JAUd 1. Hle! a8l sllecd N,
o e zMc Jodmal Yud JqreT T gAY Hed duRiio gowd @vl.

>  Ess (HUAR! Yo® Hied) BHG! ¢d R J&fId HreUA
UGl HX T JEffe 1. § gl Uied e fofid/cros/&iit®
ISR gR TN FS LS.

> R d NR e W fGoow g fid o ot gaffie o1, 9™
FOTHDH G PIOD dURNG WHRGIFR, HHAR! 3-URNIST 36l H 2.

> O 309 8 Udoo U 3¢l i hodMHdR, UuH duziie
U3 g §ER UeRid 3ke. JEA UMl WAWE entitled U,
e T SMftr RIood SIGe UM dURNie .

> ThR OO P (Scl WNIR o) fdhar fofUdbihs WRd Uradl (hIvlds!
JCo JaAD QAN .

Select Type Of Pass —Plea
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> SR gUdl Ug3Ho Scl Ul Uoldd e 7 Yol W T @R HUAl gHA
U 9BTh @] o HRUITTS! 9.

> QAT UHRHAT MediAie SU WRer uguarie! tergcahedR [dod Hrl. ]
Th1 WIS SYHATO TR,

& Berth Entitlement

wow [ w1 = e [ w [ | o] = & | & |« | =
2 Al Al NE 2 2 A

RE-V AEM EM AEM AEM NE

@ Legends:
« AEM - All Zligible Members includd in the Pass[i.. seftfamily membsrs & dependent relatives, as defined undsr Rule 2{c) & () and subject to other conditions stipulated in ths extant railway servants (Pass) Rules].
« NE-Not Entitled

= RE - Restricted Entitlement
RE-I - Extra berths for ot

eligible membars included in the Pass on payment of 1/3rd differer

of fare between 1-AC class and 2-AC class of respective train
RE-IL - One extra berth for any other ligible member included in the Pass on payment of L/2rd difference of fare between 1-AC Class and 2-A%

RE-III - Berths for ASM on payment of 1/3rd difference of fare betwesn 1-AC Class and 2-AC Class of respective train.
RE-IV - One berth for self or any other eligible member included in the Pass on payment of 1/3rd differenc:

55 of respective train

of fare between 1-AC Class 2nd 2-AC Class of respi
RE-V - Berths for AEM on payment of full difference of fare between this Class and the next lower Class of respective train.

> 3G JRiaR fFe® &1 - S Wafc 9 Hoadl 3Nidl aid] JURITIRIS! .
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+» How to submit online application for e-Pass

> Click on ‘Apply for e-Pass/e-PTO’
» Click on ‘Pass/PTO’ Tab
> Select Pass Type: Privilege Pass/PTO.

» Click on ‘Go’ button

Select Type OF Pass BRIVILEGE PASS ~ ﬂ
m Pepa—p—— e —
3 6

2021 0/0/0 0/0/0 YA Apply / View LI Apply / View

> Click on ‘Available (excluding Applied) Green Colored column as per your requirement Full set
or Half set Numbers (more than 0)

> If any previous existing application appears for this year, edit and modify it otherwise click on
‘New Application’.

& Pass Application

Full Set Pass Applications list for the year : 2021
Click on # icon to edit existing Pass application(z) or fill i

Show 25 ™ entries Search:

Edit | Pass Pass |Pass From Station | To Station | Via / Break From ToStation |Via/Break  |Application |Application | Unique Pass |Pass | Application
Delete Application | Type | Year (Outward) | (Outward) | Journey Stations | Station (Return) | Journey Status Date Number Status | Remarks
Number . (Outward) (Return) Stations wPN)
(Return)
Mo data svailable in table

Showing 0 to 0 of 0 entries Previous Mext

> Fill in the travelling details i.e.

e From Station, To Station, break journey and select the family members to be included in the
Pass.

(Be sure while entering Break journey and Via Journey)

e |f you want to select previously taken pass, you can select Copy journey from previous pass.

> Click on ‘Save as Draft’ to save details and Click on ‘Submit’ to forward the application to Pass
Clerk for further approval.

» Print preview option is also provided in the system in which staff can cross check the journey
details before submission of Pass application which will curtail the chances of Pass cancellation.
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> On submission of pass application, a SMS is sent to registered mobile number of employee and
their PIA.

> After issue of Pass by PIA, employee will get message about Pass is issued.

X/
°

My Issued Pass

>

My Issued Passes

Pass Entitlement Declaration

114661 2 2021 | D 3 B send B Send OTR SMS # Apply
£ Send OTP email
PWD Companion Declaration
46611 2 z 2021 | DI AR B send B Send OTR SMS # Apply
= 4 Send OTP email
- M 1012499 2: o: 2021 | DI MR B send B Send OTR SMS # Apply
£ Send OTP email

> You can generate OTP for Reservation purpose on clicking OTP option on relevant Pass. OTP will
be received on your registered Mobile Number.

> You can generate PDF of Pass/PTO issued and take printout as per convenience.
» Reservation: Employee can reserve tickets through IRCTC sites also with e-Pass.

% PWD COMPANION

» Here you can declare for Person With Disability Companion

Persons with Disabilities Companion Declaration Companion Requirement Certificate(CRC)
= {Click on the box) To download CRC form 1[5 Click here
© If Railway servant himself is PWD travelling . companion can be included along with family
1want to avail companion as per Pass rule(1986) for or dependent relatives on submission of CRC form 1.
PwD
To dewnload CRC form 2 [f] Click here
—— e © 11 entitled family members or dependent relative are PWD travelling, companion can be
Eacaciuesig included on submission of CRC form 2. No adult family member or dependent will travel
alongwith, except minor children (son/ stepson/ adopted son or dependent brother under 15
Caegory © Please select = years of age and daughter/ step daughter/ adopted daughter or dependents under 18 years of
age).
Reason
~
CRCL/CRCZ Upload Choose Filz | Mo file chosen

and fill CRC1 or
t to fill both CRC

> This will be further forwarded by PC and Accepted by PIA.
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& 3-U9 & foIU TaE 3Mde Ha STH By

> '3-UN/3-UIeIsl & fou omaed Y W faaw &
> OR/deel dF R fFae &Y

> U UBR gA: Mfads o/ didten

> T ded R s B

Select Type Of Pass i ﬂ
| P ———-—-
3 [

2021 0/0/0 0/0/0 YA Apply / View LI Apply / View

> Ul RISl & IR IUAS (AR DI BIEDHR) B T & DIaH R
faad @ Ol e a1 ofym ¥ AR (0 ¥ 3Hf¥F)

> O 39 98 & fou ois o Aer emded fiwe a1 8, @ 39 duifed
3R TR S YT 1 3Mded’ W dad ai

| Pass A

Full Set Pass Applications list for the year : 2021

Click on # icon to edit existing Pass applicationis) or fill .
Show 25 ¥ entries Search:
Edit | Pass Pass |Pass From Station | To Station | Via / Break From ToStation |Via/Break  |Application |Application | Unique Pass |Pass | Application
Delete Application | Type | Year (Outward) | (Outward) | Journey Stations | Station (Return) | Journey Status Date Number Status | Remarks
Number . (Outward) (Return) Stations UPN)
(Return)
Mo data svailable in table
Showing 0 to D of I entries Previous | Mext

> g faaRor ¥ erufd
. WIF ¥ WA dF, fREImEn R g § wfid fde M o oRar & gewl
BT TG PR
(3% SHf 3R ar S [y o S TR )
. gf 3 Ugd oW U U &1 999 AT I8d |, o 39 fUsd U ¥ e @6
IO HIdt HR qHhd gl
> foRU Weom & fau 'S & U H Teoir W fade & SR S &
Aot & iU U dad P 3Mded St 1 & fou gafer R fadd a
> Rreg & fiic qoiaded faed ot U@ fear omar & e iRl u™
AT TH &1 ¥ Ugd I faaRur ot 9 R Iod § o9y o™ I 8F
®t YYGAT HH gl SmEd|
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> U 3IdeA 9| $RA R, HHART R D Tz & Uoligpd AERd Ha)

R T THLHTY AW Sl gl
> UleET gRT U™ ORI &4 & 9, HHAR! &I U ORI 84 & §R H TN

firerm

o W1 9N fear gem U
agwﬁ%qu@é‘rshﬁ ﬁaw%wruﬁfaaﬂm

nd OTP SMS

nd OTP email

B Send OTP SMS

0 email

> 30 Iefdd I WSt fdded R e dxep 3REU & Ie=g 3l
I IR gHd gl 3MUP Uolipd HIERA doR W S U gl
> 30 Rt fpu MU oy dideh @) it Se TR Wdhd € 9IR YRUrER
flicamse o %4 gl
> SRV HHIR! 3-UN & Y M3 Igel & Aregd 9§ ot fewe
IRf&d H IHha gl
Tesgst amrht
> Tgl My fawa & Irft & fow 9iwonm &R Tohd §

Companion Requirement Certificate(CRC)

MR

M 1012459

Persons with Disabiliti ion D
To download CRC form 1[4 Click here

=
© 11 Railway servant himself is PWD travelling . companion can be included along with famity

1 want to avail companion as per Pass rule(1986) for or dep relatives on ion of CRC form 1
PwD
To download CRC form 2 [ Click here
e— - @ 1 entitled family members or dependent relative are PWD travelling, companion can be
included on submission of CRC form 2. No adult family member or dependent will travel

alongwith. except minor children (son/ stepson/ adopted son or dependent brother under 15
years of age and daughter/ step daughter/ adopted daughter or dependents under 18 years of
age).

Category

CRC1/CRCZ Upisad c Mo file chosen

> 38 oM iR gRT SRfvd fhar Smwm iR Mgt gRT WieR fHar S
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L) 4

YV V V V

S-URIS) oS 36 ®dl gdiie Sadl

'3-UTT/3-TICISNTET ofef axl' R fFo® &1
'PASS/PTO' COR fdod &I

U UeR fAgsr: privilege U /utetaf
T §eUTR fdod &

Select Type Cf Pass PRIVILEGE PASS M.
T = By === S
2021 0/0/0 0/0/0 2 B

THA TROAR IUes a1 WY (SR avTedn) R faee o1 guf A fdsar 34l 94 (0
BLAIRSIES)
I ugTS! HIdel Ydfd o sMewady, o Jured &1 offor geila &

A =|a°r=rerrsf R faod .

|# Pass Applic

Full Set Pass Applications list for the year : 2021

Ed-u From Station | To Station | Via / Break From To Station \rnnzma Appﬁal-m Application | Unique Pass
A.-p&ann Type (Outward) | (Outward) | Journey Stations (Return) Date Number
Number (Outward) (Rehn) UPN)
memm]

Yay duRile W1 W

WM d WA, YA YidT 0T urge JHIfAy HRUGRIST Hedldie e
e,

(SF S 3T g o [Afdy doaraa ufay &)

JRTET 3ef UdooT U RSl saam, Tl AFiie Uy Yd Ydrr Fag $idt
HE D

AR ST HRUIMTST HYCT FUH STl BRI aR fhkodh DT S0 YeTo HoRIHTaT urd
FoDHDS 3ol TSIV ErHe @R [God B,

RcAed fiic Yaiqoled Taid ¢Ele UGH $ol $f SUHe UM 36 e
FHROGY] HHIR! Ta dUzfie dUN Idbdid SOies U € sIvar! Z1addl
U FRe.

U 3l WeR $hodar, HHARAT I e Wy =
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Tgufipd AR FUGER R TH THUATY UBIAST .

>  PIA R UN SR $@AMMR, HFHAIGT TN SR} HGaag e Uaal e,

< HIET W $oeT U™

» QWWWW/WMWW%W

ed Passes

Pass Entitlement Dedlaration MRJ nd OTP SMS N
nd OTP email

MRJ nd OTP SMS. # Apply N
nd OTP email

MRJ B Send OTP SMS N

B email

> gl Yatd ORaRIe OTP TATATaR fGod dHe SREUTAT 3§ OTP SHRE de
1. JHAT AigUigd Hds® HeRdR OTP U 815 @.

> W ORI doodl UN/UIcsEl ppr TR &% Ahdl 30T AT FRIER
flcsm3e 93 21l

> RV HHARI $-UNNE IRCTC USCgR fdfdheid 3REU ¢WIe He
FHAT .

< PWD
> U grRl U Ryl UIffid & Xrdhdl

Persons with Disabi

ities Companion Declaration Companion Requirement Certificate(CRC)

[ < To download CRC form 1 [ Click here
© If Railway servant himself is PWD travelling , companion can be included along with family
I want ta avail companien as per Fass rule(1986) for or dependent relatives on submission of CRC form 1.
FwD

To download CRC form 2 [ Click here

© If entitied family members or dependent relative are PWD travelling, companion can be

included on submission of CRC form 2. No adult family member or dependent will travel

alongwith, except minor children (son/ stepson/ adopted son or dependent brother under 15
- years of age and daughter/ step daughter/ adopted daughter or dependents under 18 years of

age).

Pass year

Categery

CRCL/CRCZ Upload

Mo file chosen

> O ge pc gR SAINA &S TRG S0l pra R WHRO LS.
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APAR

+* How to submit APAR Self-Appraisal

(Employees working in Level 6 (GP — 4200) and above are required to be fill Self Appraisal in APAR
in HRMS.)

Login to HRMS

If you have multiple roles assigned, then please change your role to Employee.

IR-HRMS = B Wroerscn @ @nar Orao

Click on APAR Option

Click on Self Appraisal Option.

Enter Work done by you in brief and details in columns provided for you.

Click on Submit, Employee will get Transaction Submit OTP.

Enter OTP and your APAR will be forwarded to Reporting Officer.
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% THNUSR W-JHi®d &d FH B

(TR 6 (SNl - 4200) 3R ITY FIW & FHANG! B TIIRTATY H
TSR # W-Hide- WRAT HaGH )

>

TISRTATE | dlfT &7

afe oMUl B Ufed It T8 ¥, @ Fuam o Yfier & A |
e |

IR-HRMS = B roeeron @ Onap Orac

THu3R ey W faae a3
Tk UV 3R R faas B

3P gRT fHT T o & I&u H 3R 3usp forw fau U &ian #
faavur T ®3|

ot R fadd &%, HHAR! B! CoaRE JaHe e e

AT @l By SR 3MUDT TR RUifén Gfdert o O fear S|
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R/
%’

>

APAR WW-HOUID $H JdHE HRId

(TR 6 (GP - 4200) 30 TR HFHAGAT HRMS AL APAR HY W@-
T@Uie-] WU 19T D 315 . )

HRMS HAY BN 39 B

HHIR! BUH Fasl

IR-HRMS = B Proerron © Onar Orao

APAR TR fdod &

AoWH UG HZHR [Fod H.

TR H ST HTHET YRR T 10 THAMT! G ad Hloqaed quzile .

Jafie R fFod o, FHIG] Jafte dool N s .

oTP UeR &I 31 gHal apar RUIfET SfffthriRes Ulede! TRe.

3k 3k 3k 3k 3k 3k 3k 3k 3k 3k 3k %k %k ok 3k 3k %k kk ok k sk k ok
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