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1.0 Introduction

Employeelist andEmployeeService Recordre two major components in HR structure
of any organisationThese components are dynamic in nature and keep changing time to time.
HR events like entry of new employees, exit of existing employees, travfséanployees from
one place to other place of postirapd promotionof employees from one level to higher v
post bring updates in Employee Lias well asService Recosdof concerned employeedt is
essential to update these components on near real time basibe happening of these events
for effective HR management of the organisation.

o QI .
Superannuation "IR First .
& other Events " =& @ Appointment

Employee List of
Railway Units

Promotion ; ((.L(_\
Posting E'?@ k_)((l.
w

1.1. How does thismodule work
Every year, around 25,00shly recruitgoin in the Units of Indian Railways on occasion

of their first posting. During the tenure of service, each employee, for transfer postings, joins in

to offices at various locations. Climbing up in the ladder of career path, the employees of the
Indian Rdways get promotion and joins in tohagher levelhew post accordingly. At the end of

GKS OFNBSNE (GKS SYLX28SS adzLISNYyydzdS +FyR S
separation from job due to other instances like death, voluntary retirementétcs webbased

software module under HRMS enables authorities to issue office order for posting or exit as well

as record joining and relieving information of the employees to update the Employee Master and
e-Service Record.his module under HRMS is sdassly coupled with IPAS (Pay Bill Accounting
Software) to share information for appropriate salary billifidne Personnel Officers need not

feed in these data once again to IPAS.
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1.2. Limitation of the System
Current version of His module does not cover degtation of internal employeedo

external units and their repatriation process. Similarly, entry of external emplayea
deputation and their returrto home cadrds also not covereah this module.

1.3. Intended User and their respective Roles
a) Dealing ClerKDC) One who handleposting mattersof the employee. D@repares

the draft office order and submit to Veyihg Authority (VA)for further processing.
DC also records Joining, Relieving and Exit of employees and submit the record to the
VA for further pocessing.

b) Verifying Authority (VA) VA verifies the correctness dfaft office orderscreated by
the DCandforwardsoffice orders to Accepting Authority (AA) for necessary approval
if found correct Similarly VA verifies records of joining, relieving and exit of
employees prepared by DC and forward these records to AA for approval.

c) Accepting Authority (AA)AA gprovesoffice orders and records of joining, relieving
and exit ofemployees prepared by DC and ified by VAIif found correct. In case of
error, AA returns office order or records of joining, relieving or exit of employees to
the dealing clerk for necessary correction.

1.4. Featurest 2 NJ | 4 S NI 4 & AdditisralS¢chirdyy O S
1.4.1. Draft SaveButton versus Submit Button

The data entry forms available in this module are very lengthy. User may not be able to
FAfE Ay GKS F2NX Ay 2yS J20 ¢KSNB Aa I W5NI ¥
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save information fed to the partially fillsly ¥ 2 NY o6& Of A O] A ¢nd padkius W5 N.
Later the user can retrieve back the form and stditing orfilling in it from where ghe left.

When the entire form is filled in appropriately, the user can finally save by clicking submit button
Once a form is submitteadannotbe edited.

1.4.2. Confirmation of Form Submit through OTP

When the user completes filling all information inf@m, s/he need to click on the

W{dzo YAOD vazia2¢gy | 2 At —m e A
. i i . Are you sure you want to submit the data for verification? You will not able to X
button is clicked, a dialog box appe@ying | ms=changes siter submission
G! NB @e2dz adz2NB G2 {d -,Zdz
i « Yes
will not be able to make changes afte

adzoYAaaAzy o
¢KSy GKS RAFE23dzS 062E LINBYLW G2 Of A0l Wb
C)f A C‘)‘I A y 3 l% Sté Qi $Mﬂjﬁk OTP VERIFICATION
box appear on thacreen. Tie system senda
transaction h ¢ t G2 GKS dza

>

mobile phone As a enhanced security| |
provision the user needs to provide the OT
on the OTP Verification dialogue box and cli. —
W{ dzo YA G Q dhexnithe foym |s’z‘f|5{allyisubmttef@r further action.

1.5. How toLog into theSystem

a) Open your browser and type URLtips://hrms.indianrail.gov.in/HRM$ go to the
official website of HRMS

Human
Resource
Management

Forgot Password?

Welcome to HRMS Application
for Indian Railways

a nglish =
Copyright @ 2018 Centre For Railway Information Systems. All Rights Reserved. This application works best in e

b) Enter the Username and Password and click ogin.
c) After that, 5 digitOTHs generated which will be sent to your registered mobile
number.Enter theOTPand click on verifDTP

CENTRE FOR RAILWNFORMATION SYSTEM 6



https://hrms.indianrail.gov.in/HRMS

USER MANUAL ENTRYERO

SANJAY KUMAR SINGH

uuuuuuuuuuuuuuuuu e

Your last login OTP was sent on :
Mobile No : 90******33
« Dated :30-04-2020 10:36:59
* Valid upto : 06-05-2020 23:59:59

* @

Verify OTP

environment for IR-HRMS

Welcome to HRMS Application

for Indian Railways

1.6. Organisation of Subsequent Chapters

Thesubsequent chapters are organizeémbughtfully to guide the user how to use this module
for managingmportant career events

a) Chapter 2 narrates how to manag@st Postingnto Units of Indian Railway
b) Chapter 3 narrate¥ransfer Postingnd Promotion Posting and

c) Chapterd guides how to managExit and Separation from Indian Railway.
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2.0 First Appointment

This module enables the Personnel Officers to issue office order foafipstintmentto
direct recruiss, probationers or Substitutethrough absorption; and these are narrated below.
The functionality offers freedom to the Personnel Officers to use existing affaer-template
or design custom officerder-templates. Then ther is facility offered through this module to
record joinirg of the new appointees and the employee list gets updated. Office order generation
activities in this module have 4 levels of quality assurance mechanism; data entry, verification,
acceptance and finally confirmation of correctness of uploaded signexkadfder.

a) First Appointment of Regular Recruit without Training/ Probation

This is a two stage process. In the first stage, the Personnel Officer issue First Appointment
Office Order to the newly Recruit. And in the second stage, the appointee joins ptatte of
posting. The workflow is illustrated below.

1

Office Order for

®
. Joining as
Undergoing Tratnee] ' as
Training or Probationer

Probation

b) First Appointment of Regular Recruit with Training/ Probation

This is a three stage process. In the first stage, the direct recruit is issued office order to
undergo training under probation. In theesond stage, when the probationer comes abck
completing the training, the Personnel Officer issue First Appointment Office Order. Finally, the
appointee reports at the place of posting for joining.

Joining as Joining as

L ]
Trainee, Regular I pas

Probationer Employee

1 P

Office Order for Office Order for
Undergoing Regularisation of
Training or Trainee/

Probation Probationer

c) First Appointment of Substitutes through Absorption

There arefour stages in thiprocess. In the first stage, th®@ffice Order is issued for
Engaging Substitute for LevePost. In the second stage, if satisfied with the performance of the
engaged Substitute, the Office Order is issued granting her/him Teanp&tatus. In the third
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stage, the Substitute is issued First Appointment Office Order absorbing her/him to a Regular
Levell Post. Finally in stage four, the Substitute reports at place of posting as in office order for
joining on First Appointment.

Joining with Joining as

L
Joining as Tampora ]
Substitute porary Regular l pas

Status Employee

1 2 3

Office Order for Office Order for
Granting Absorption of
Temporary Status Substitute to
to Substitute Regular Level-1
Post

Office Order for
Engagement of
Substitute

2.1. Types ofOffice Ordergelating to First Appointment

2.1.1. Office Order forFirst Appointment ofDirect Recruit
The direct recruits report to the Personnel Officer for appointment. All resm@ported

in a day go throughkerification process of their recruitment order and other relevant documents.
This webbased module under HRMS enables the Personnel Officers to record details of all new
recruits and to generate office order for First Appointment. The First Appointméiceadrder

can bedigitally signed by competent authority

b ! #
and issued to the newly recruits. The appoint(@- Dfd you knOW!

then proceed to report at the respective plac

of posting. Step by step procedure for preparing following
office arders are similar.,

2.1.2. Office Order forUndergoingTraining/
Probation
In some cases, prior to posting t

specific posts, it is necessary for the dire
recruits to undergo training or probation. Al v

¥ Office Order for First Appointment of
Direct Recruit

¥ Office Order for Undergoing Training/
Frobation

Office Orderfor Engaging of Substitutes
new recruits those who are supposed ftc for Level-1Posts

undergo training, when report to concernel
Personnel Officer go through verificationogess of their recruitment order and other relevant
documents. This webased module under HRMS enable the personnel officer to record details
of all such new recruits and generate training or probation office or@erissuing training office
order, the rew recruits proceed for training.

2.1.3. Office Order for Engaging of Substitutes for LektdPosts
In some casesSubstitutes for Level posts are engaged at different usiin Indian

RailwaysThe Personnel Officer records detail of the Substitutes and isffiee @rder for their
engagement
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2.1.4. Office Order for FirsPostingof Probationer onCompletion ofTraining/ Probation
A direct recruit, who proceeded for training, reports back to the concerned Personnel

Officer on completion of same. This module enaliles personnel officer to record training
completion details of all such probationers and generate office order for posting.

2.1.5. Office Order for Granting Temporary Status to Substitutes for Lev&osts
On successful completion of gob-training, the personal officer issue office order for

posting of such Substitutes with temporary status.

2.1.6. Office Order for Absorption of Substitutes to Regular LedePosts
If found suitable, these Substituteengaged with temporary statusre issued office

order for absorpion to regular postThis module enables the Personnel Officer to record details
of such absorption and generate office order.

2.2. Flowchart toPrepare an Office Order

Create New Office Order/ Or Pick an existing Office Order saved in Draft Mode
|

Fill-in:
/ Office Order Number, Office Order Date, Type of Office Order /

Add a Recruit/ Probationer/ Substitute
I
Fill-in for each Recruit/ Probationer/ Substitute :
Personal Detail Section, Appointment Detail Section (for Appointment),
Recruitment/ Other Detail Section (for Direct Recruits), Training Detail
Section (for Training Order)

If want to add more Recruit/ Probationer,
Substitute

Pick a Template for Office Order

(Modify the template if so wish)
|

Click ‘Submit’ Button and then clicking ‘Yes’ button on confirmation dialogue

(Can also click ‘Save Draft’ to save the working copy of the data for revising further later)
|

Fill-in:
/ Transactional OTP received through SMS on registered mobile of the user. /
|

Click ‘Submit’ button

| Stop |
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2.3. Issuing Office Order for First Appointment of Direct Recruit

This section covers step by step method to dfafice Order foa) First Appointment of
Direct Recruit, (b) Office Order for Undergoing Training/ Probation and (c) Office Order for
Engaging Substitutes for LenelPosts.In all these cases HRMS Id isated for each Direct
Recruit or Substitute.

2.3.1. Drafting Office Order forFirst Appointmentof Direct Recruibby DC
Following formis designedto facilitate user to generate an office order fdirst

Appointment In the left side panel Right click on tkéfice Ordersmenu and then click on the
sub-menu with nameNew Joinee Office Order Generatida create office orders.

EH career Events Update b

B Office Orders -

Statistics of Users of HRMS application

Promotion-Transfer Office

Order Generation Your Unit : JODHPUR WORKSHOP/ WSH Zone : NORTH WESTERN RAILWAY (P
Exit Office Order Generation User Date Last User Date Last
Type Creation Type Creation

Office Order Summary

Click here to view List of ned employees to you.
Print Office Orders = - b

Regular posting Office Order

New Joinee Office Order
Generation

My Office Order

a) User selects Sumenud b S W2AYySS hTFAO&dehmERBMIlceD Sy S N
Orders

b) Screen related to New Joinee Office Or@eneration opens.

c) Select theNew Office OrdeFrom the dropdown

Home / IPAS / New Joinee Office Order Generation

[# New Joinee Office Order Generation

@ select an Office Order from the list to edit previous or select "NEW Office Order” option from the list to fill details of New Joinee Office Order and click on 'Go’

Office Order * --Select Office Order-- v

--Select Office Order--
NEW Office Order
NEW/JOING/19/06/2020
TESTOFFICE/ORDER

CENTRE FOR RAILWNFORMATION SYSTEM 11
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d)

The text field to enter thé&Number of the New office order opens. User enter details and
click on Go Button.

Home / IPAS / New Joinee Office Order Generation

[# New Joinee Office Order Generation

O Select an Office Order from the list to edit previous or select "NEW Office Order’ option from the list to fill details of New Joinee Office Order and click on 'Go’ button.

Office Order * NEW Office Order M

NEWJOIN EE/TEST/2206‘

e)

f)

The screen opens up to fill the details regarding the new office order.

Select the Office Order Type and Click on W#@utton on header to Enter Data of an
Recruit/ Probationer/ Substitute

(The fields to be filled will change according to the office order type user select.)

Office Order *

Template

‘ NEW Office Order v E

NEWIOINEE/TEST/2206

Name Of The smployee

h)

On Click of#(Button a Popp will be opened ér the respective office order type user
selected from the dropdown.

Enter all the relevant details of the NdRecruit/ Probationer/ Sostitute in the respective
popup based on the office order type user selegtaddthen click onBavé&button to
save tle Data and close the popup.
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EMPLOYEE DETAILS : X
Details of the Employee :
Employee Details
PAN Number * | ABCDF3453F ‘ Salutation * ‘ Mr v
Name of Employee * | SHRESTH GUPTA Date Of Birth * 14/10/1970 [}
Father Name | ANOOP GUPTA ‘ Mother Name ‘ SEEMA GUPTA ‘
Aadhaar Number | 897563296354 ‘ Community * ‘ GENERAL v
Education Qualification | Btech ‘
Appointment Details

Date of Appointment * 01/04/2020 ] Mode Of Appointment * ACT APPRENTICESHIP v
Pay Commission 7th CPC v Pay Scale 6 (35400-112400) v
Basic Pay | 35400 ‘ Stipend Stipend

Bill Unit | 3434543 ‘ Initial Department ACCOUNTS M
Initial Sub Department ACCOUNTS v Initial Designation ACCOUNTANT (3) (RB) v
Initial Sub Department ACCQOUNTS v Initial Designation ACCOUNTANT (3) (RR) v
Initial lien/Zone * AUDIT(AUD) v Division * AUDIT (AUD) v
Initial Station ‘ P H Initial Station ‘

Other Details
Medical Certificate Number ‘ 435454454534 ‘ Medical Classification * ‘ AYE THREE v
Physically Handicapped? * NO v
Identification Mark 1~ CUT ON RIGHT HAND ‘ Identification Mark 2 SCRATCH ON LEFT LEG
RRB Name ‘ Thanog ‘ RRB Merit No ‘ 1345 ‘
Date of Absorption DD/MM/YYYY i} Ex Hrms Id Ex Hrms Id
Remarks Remarkksks
p

i) As user save the data of the New Recruit/ Probationer/ Substitute, the details are
displayed in a row.
j) User caradd another row on the click d#Cbutton
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k) On clicking Add row, the same Popup open where user can add the details of the new
employee.
Fill the details and click on Save button to save the data and close the popup.

[) By dicking'WMbutton a Row can be deleted or removed from the table.

m) Edit the D&a of an Employee By clicking on Edit symbol.

n) User can select already saved Templaith filled-in PreNote, PostNote, Issual By and
Copyto; or user can manually filh Pre Note, Post Note, issue By and Copy To

OIS OTGer Ty0E | Appontment to a Regular Post 4 |

Office Order NEWJOINEE/TEST/2206 Office Order Date 22/06/2020

Name Of The employee
1 ABCDF3453F Mr SHRESTH GUPTA ACCOUNTS ACCOUNTANT (3) (RB) » ] 35400 3434543 01/04/2020 rg =
2 VHGUI456TH Mr SAURABH ARYA COMMERCIAL ACCOUNTS ASSISTANT (6) (RB) NDLS 4 25500 369852 15/04/2020 @ =
Template Please Select
Pre Note

Newi Regular Joining Template 1
SUPERANNUATION TEMPLATE
Promotion-MACP
Promotion-cum-transfer

0) After selecting the Template from thggven drop down, it will ask for the replacement of
details of Pre Note, Post Note, issue By and Copy To of the Office Order Data.

p) hy Of AO1TAY3 W, SaQ Al gAtft FSGOK RFEGF F2N
Templates.

q) There aretwo buttons a6y R 2 ¥ 8BakeSas DrafiNy’ RubhiiQ@nce user click
& I @S | Atwh saleTataand change tiatusto Draft.

Template New Regular Joining Template 1 v
Pre Note With the above reference the following 02 staff nurse in Level-7 allotted through RRB Mumbai, E.No. 02/19 and reported to this office
for initial posting after completion of all recruitment formalities.
The following posting order is issued with immediate effect.
ra
Post Note The above RRB candidates will be governed by New Pension Schemes in terms of Railway Boards letter no. F(E)/2003/PN-1/24 dated
31-12-2003 and 2002 AC-ii/21.1 dated 27/02/2004 with iits version time to time.
The appointment of staff Nurse will be purely on probation for period of 12 months and will be confirmed only if the services found to
be satisfactory.
This has the approval of competent authority.
“
Issue By Divl. Personnel Officer
Jodhpur Woerkshop, Jodhpur
s
Copy To 1. CMS/AU
2. ANO/JU
3. 5r. DFM/U
4. COS P/SC./MPP, Cadre, 0.0. & P/File
4
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Alternately,once user clic Submit dserwill be asked to enteffransaction OTPOnce
OTP is validated, the data getved and the statuschangel to ‘8ubmitted for VerificatiorQ ®
Thenthe datawill be available toVerification Authority (VA)for verification.

Copy To 1. CMS/JU
2. ANC/JU
3. 5r. DFM/JU
4. COS P/SC./MPP, Cadre, 0.0. & P/File

r) On ClickingBubmitbutton, a confirmation dialogue box will appear to chodfsen Wes)
WNolbutton.

s) Onclicking¥e®) o0 dzi (i 2y 2 )OTRivKI®e sBri tb thexréjidred mobile number
and a dialog box to enter OTP will be shown.

t) Onentering TransactionOTP and clicking dBubmitbutton, details of theRecruitwill
be sent to the Verification Abority for verification and after that the Dealing Clerk will
not be able to edit the detaildurther, also the status get chandefrom Draft to
Submitted for verification
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2.3.2. Verifying First Appointment Office Ordeby Verification Authority
a) After successful login, in the left side panel Right click o®tifiee Ordersnenu and then

click on the submenu with name foVerify New Joinee Office Order.

& pas - Statistics of Users of HRMS application
MNo.

I E Office Orders AI User Date Last User al
Type Creation Type

Verify Promotion-Transfer
Office Orders

Werify Exit Office Orders
Office Order Summary

Werify Regular Posting Office
Order

My Office Order

I Werify New Joinee Office Order I ENVMIPLOYEE MIASTER

Current Data Entry status of Employee Master. This count is based on

b) After that a new screen is opened where user have to select the Office Order from the
dropdown whose detalils is to be verify.

c) After selecting the Office order name click on the GO button to get the details of the
selected Office Order.

d) After that a new screen is opened where user can view all the office order details entered
by the DC in andhe status at this time iSubmitted for Verification
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