Divisional e-Pass Helpline Nos. _
_ i West Central Railway
Station Name of Staff Contact No. i

DRM Office | Satish Singh thakur 9826673840 j'b I @T @m- Hs i[@ h@l

RPF Jabalpur | Chandra Prakash Choudhary | 7477210781 i

SS Jabalpur Janrail Singh 7869492131 Reti rees, G u ide i
SS Saugor Kuldeep Singh Galay 9669770513 1
CYM NKJ Abhijit Dan 9589052888 to. HRMS
SS Katni Vijay Patel 9926471907

C&W NKJ Sharadkant Mishra 9575325402

Dsl Shed NKJ | Rajesh Gautam 7489932998

SS Satna Arvind Kumar Shrivastava 9109272086

TRS NKJ Omprakash Kumar 9981851434
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RETIREMENT MODULE

POST RETIREMENT COMPLIMENTARY PASS
& WIDOW PASS MODULES

How to do them pp>
CXHRMS -

RETIREMENT MODULE

RETIREMENT MODULE WORKS IN THREE STAGES
% Sr Dealing Clerk

< Retiring Employee — Pension Booklet

< Settlement Section

L)

SR DEALING CLERK

1. Dealing Clerk of SR has to fill up Service Record of
retiring employee and submits it to his Verification Authority (VA)
for verification of details. Verification Authority submits it for
acceptance to Accepting Authority (AA).

O r £ Service Details For Retiring Employes

= i By b e e
# oa

B o

B ca e -

[ settlement -

2. Dealing Clerk makes relationship with retiring employees

to CSWI/SWI, Immediate Supervisor and Controlling Officer.
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RETIRING EMPLOYEE for PENSION BOOKLET

Retiring employee fills the settlement booklet with the
help of CSWI/SWI and submit it after digitally signing and
taking thumb impressions of both retiring employee and
spouse.

@ Dashboard
(& JUUCINE ¥ (# Panslon Bookdet
?h an & Advance -
g S - 0 Chick hese to view list of Copy of Documents to be kept ready for Settlement process: (Employee Side and Welfare inspector)
=S¢
".‘? Pa -
B Personal Information  Official Information ~~ Pay Related Information  Bank Details  Nominee ForPension  Family  Quarter Details
Office Orders v
_—
(@ Settlement -
Pension Booklet I HAMS Employee 1D OSFZZN - NARESH - 31/12/2020 . Employee Name * NARESH

After submission, pension booklet forwards to
Immediate Supervisor. Immediate supervisor checks the
pension booklet and signs on it and submits. Pension booklet
received in Controlling Officer’s ID. Controlling Officer digitally
signs on pension booklet and accepts it. After accepting, it is
forwarded to settlement dealing clerk ID.
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SETTLEMENT SECTION

Settlement dealing clerk works with role SDC. Firstly,
dealing clerk uploads and submits pension booklet after that goes to
settlement calculation sheet.

Home / Settlement / Upload and Submit Pension Booklet Form

@ Dpashboard
O RHRMS-ESS = @ Upload and Submit Pension Booklet Form
=
= eSR -
HRMS Employee ID * RAM SINGH - (CYAEPD) ~
& pass -
B office Orders o
Kindly select one of the option to upload the Documents .
m Settlement 2e Manual(Scanned Document)

® Autogenerated
Upload and Submit Pension z

Go
Booklet Form

Settlement Calculation Sheet

Settlement Status Report

In settlement calculation sheet, SDC checks all documents
and details, after that fills mandatory form i.e. Form-7, form -9 and
No Demand Certificate. After filling and checking all these details,
dealing clerk submits for verification.

# Calculation sheet Show Pension Booklet ¢
= - Show SR €
Show Pan Card ¢
Show Aadhar Card €
Shew Cancelled Cheque
Show Medical Card &

© Uist of Documents to be kept ready for Settiement process :( Settiement Dealing Clerk Side)

T IR . T o |
pepui

€3 Aon . *(Empioy t are rejected by settiement VA or AA
*(Empioyees in grey background are rejected by ACCOunts department

# CLICK HERE to Fill Form 7 & Form $ Details first(mandatory)
# CLICK HERE to Pill No Demand Certificate and Other Detalls first{mandatory)

SETTLEMENT CALCULATION SHEET  LEAVE-ENCASHMENT  GIS-BILL  DEATH CUM GRATUITY BILL  SUMMARISED-SR  NO DEMAND CERTIFICATE

FORM7 FORMS

Verification authority verifies pension case and submits to
Accepting Authority for digital signing and acceptance.
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Post Retirement Complimentary Pass
% Widow Pass

For Retired Employees

Retired employee go to web site —
https://hrms.indianrail.gov.in/HRMS/ and
click on Retired Employee Registration then open a new
page like below

RETIRED EMPLOYEE REGISTRATION x

B Download Mobile Change Request Form
Enter your PPO Number, Date of Birth and click on ‘Go’ button

PPO Number® Date Of Birth * (]

HRMS 1D/ Login ID Employee Name

Designation Mobile Number

Enter PPO no and Date of Birth and click Go button get
HRMS ID Name, Designation and Mobile Number if Mobile No
is wrong or missing then enter new Mobile No. and upload
supporting document.

C*HRMS 5

Retired Employee to contact to Pass Clerk with 7" CPC
PPO, Photo ID & Mobile Change Request Form

)
Pass Clerk has to fill up all the details of retired employee &
submit

!

Message received on retired employee or spouse’s
registered Mb No.

)
Retired Employee/Spouse check details after login with
HRMS ID and for this, use Default Password (Test@123)
and submit.

{
Details forwarded to PIA. After acceptance, retired employee

or widow/widower is eligible for applying Pass application
through HRMS
How to apply Pass
Go to Pass Set List
l
Chose Pass (Half or Full Set)

A
Fill journey details and add family member

l
Submit

( Application is forwarded to Pass Clerk. After accepting by
Pass Clerk and PIA, applicant gets a message for issued

pass on registered mobile.)
C*HRMS &
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£ Service Details For Retiving Employes

Emplayws in red lext are rejected by stthement DC)

 BEPsWR I O6

Fag fafrs CSWI/SWI, wefderes SiR ferison siftrerdt & wmer
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IRHRMS-F et (7 Pension Booklet

© Click here to view list of Capy of Documents to be kept ready for Settiement process: (Employee Side and Welfare Inspector)

BEPa+® ~0Q o

Personal Information  Official Information  Pay Aelated Information  Bank Details ~ Nominee For Pension  Family
fice Orde
Settlement a
Pension Booklet | HRMS Employee ID OSFZZN - NARESH - 31/12/2020 . Employee Name * NARESH

AGHE P B g, U ghele Uddars B 3PfE gen
wfere Yerer gwcie Bl O B IA UR AR BT AT N |
Heiferor SMftpaR dore gapeie R Bfves A &= FerR B3 |
PR B B 15 Yore gwpore sifaa fraer sigam &1 3piftE &
ST |
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sifera foraerT Fegg feifts, SDC Y {1 & AT BIH FHRoN | G
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@ Dashboard

© RHRMS-£55 =  Upload and Submit Pension Booklet Form
e -
HRMS Employee ID * RAM SINGH - (CYAEPD) v
@ v i
B office Orders -

Kindly select one of the option to upload the Documents .

nual(Scanned Document)

[®) settiement -

Upload and Submit Pension
Booklet Form

Settlement Calculation Sheet

Settlement Status Report

fergerT oo yus #, SDC A3l qxads 3R faa=on & o B2
iferart Ty A B - 7, BfH - 9 3= = fewis AiEfpde aon | 5= Faft frazont
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AaTfergd BHTAT A4 ATSE YR U -https://hrms-indianrail-
gov-in/fHRMS/ 3R Retired Employee Registration U= fretes &2
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RETIRED EMPLOYEE REGISTRATION x

HRMS 1D/ Login ID Employee Name

Designation Mobile Number
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