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1.

HRMS difareT

a9 VTahed T AT FF
dadSe: https://hrms.indianrail.gov.in/HRMS

HRMS difil TR @l & folt HRMS dedse WX ST

3UAT 06 3R 1 HRMS 3MSEr 3R 9rgas &1 Hi|
(Bwiee ardas - Test@123)

AT W Feleh L |

MY Goflhd HGST AR W Teh JHIEUT Hll ST SAgY
feeT & ToIT 24:00 &oF I I am|

JET & 7 T g Y 3R Verify OTP X e |
39T HRMS UTCIahele H HbeldTqdsh dler go7 faham &

Al vioadee T | F3 #Y
Google Play Store @ 3Ua HAlgda f3a3@ W HRMS
AGSe VT 33aal13 3R §Teiol Y|
HYAT 06 3ihI T HRMS 31SEr 3R 9raas gof |
AT X Fere |
Y& AlSe T AT =7 NEAA gF HY
OTP %reg & OTP gof & 3R T Verify OTP WX e
|
39 HRMS U9 & §heldl Jdeh oidl 31 &
i 39 VT & Yoliehed IUAWThal A8 &, o ‘Register Now’
e W fFeeh Y 3R T I VT Bial w¢ gfhar
EhIeT # g & Uolihd A & faT geve gl B
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2. 39T HRMS 3T$8Y et

HRMS @Il ThisT @leled & folt HRMS dsdge 9 ST |
de@se: https://hrms.indianrail.gov.in/lHRMS

difaeT & fow ‘Need Help for Login” T+

AT IPAS 11 3T &I HHIRT R (ATF F7eR) gof Ll
HRMS faaror ¢&=t & for GO W e Fi|

39T HRMS 3E3/difPT 388 Al & of| (HRMS 3msar
# ABCDEF Si& 06 316K §)
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3. FHAUNY ¥aF Q4T (ESS) AlZTA

ESS T 3931 F& #1?

= HRMS 353, gqas 3R 3Edr & Iy HRMS titessera
H ol 3T Y|

» g% 3R F 99 #, IRHRMS-ESS W Feleh Y|

= A F WY HIHe W Foreh H- A fYawor @ / wurfed
|

" GUR & AU 3mEeges &9 ge, AR

» Qo @ F AT M W Faw FL
(3T &3 & foT 3ucetr T3l SRR Hhad Teod & fov #AS
H gefTd T Sueiy|)

» Jor Redte g9 & AT U5 399 Reare W Fold +

= FUR H FROT TRT |

» UM el AR FUR A & AT gds Wies & @ AR
I g (TUTEd Y ded) W Foldh A

= 3Yel FaT faROT H ITaRIH FUR F

» UREdAT B IERY e H AU IETSH TS GEAd
3TAls F|

» AT ST T 3TINT b [Foldh Y|

= “Request’ 31 TEMAT A & &g Thgsilh dol ReFdee
IEST fAFeH garT Seike H AT gHlasT & Fedf & ol

= FAAY IRHRMS-ESS #e & dgd 30« 9Rade 3Ry

arrer Raie & fufa & & :& @& B
(AArc: 3TaTH STAAST 2 THS & &A & PDF sg & 3R JPEG W9 & wier
IS LT BlAN)
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4. &t / 93t (Pass/PTO) AfZTS

gRaR givon 3R g de fawe A gite S 17

39«7 HRMS 3183, draas 3R 3ddr & aryr HRMS
JEATSE UX 19T ST Y|

a8 3R & UYel H, "Pass" A W Fosh HA a6 “Apply
For e-Pass/e-PTO” [d&ed WX Faleh |

"Family Declaration" fa@eq o fFae HY|

g & fov qRar & givor & v aRarR & gds ey
& TT HY, gl 3R erardst g Y (I 3maTs 8l
o 9 Foldh @RI FAYA/EHIT & fIT “Submit” &eat
WX fFeren H

(Tfe aRaR & FeEd 1 faavor ¢t fewmar s &, ar o
TEfId ST Foloh / IRASRT T I HL 3R IRAR & 3T
I FIPN A dTel YITUDRRT GaRT s 3R FEHR )
U A & 3 "Apply For e-Pass/e-PTO" fased w
[ELGEdCT

“Confirm” WX fdereh &Y, Ife HArel arg 9red fohar amr
gaer fqavor e gl

fezerar awom & #I7?

a5 3R & U9 #, "Pass" A W Fad HiA a1 “PWD

Companion Declaration” fa@®eq WX fFelh FYI
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3¢ CRC Form1 3R CRC Form2 33ddlis &{aT gemm|
PWD Companion Declaration 9X Feeh &l o dlg Tohlel
PR CarT gEARTRA ST

THT W 3oR QU 910 9% dieq W [Foash e 3R Fefr
Jifaar e AdeT W

CRC1/CRC2 #R U W& &l 319ells FY 3R “Submit” se=t
W fFereh HY

3frdeA trrHcmévﬁTtrR:rU%ﬁ?Tqmﬁmwaﬂ
GIYUTT PR g Sl W, HAART T 9 ) aqrefr &1 enfder
A & fdehed 3desT Jvo W fe@rs gam|

AT 919 3Tded FY?

U A & 3Hadd "Apply For e-Pass/e-PTO" fdshed WX
et &Y

39 313 Ao @ U HT YhR' Yoo “TAANRSR 9 ;7
g3 3R GO e W [T |

39elsY grAl X 'qUT {e" AT T F o |

"7 A" W e L IR IAr [FaRor gof Y - [§]
I AT - TAT H AR sh AT T SAlg)

gRaR & & 599 e &1 99 & AT FEAT & 3% A
& e fGU Iv I& S W Fadd W
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HHUR & aldlelhiod We H giha HEr g o o fow
T Upgraded Pass [d&ed & A drel 9 sigq 9 e
|
UrE @ 3dee qUT §9 § I & &6 A BT AT “Preview
& Generate Pass” sed W [Faa |
Note:- Feikc e Feleh el WX, IrA/IIEI3NT 3dge 9 Folh
IR g9 IR A dred IIfSRT &r JAdr fom Swan 3R
qrE/AEN FEfed ® @ AN qIA 37UedA & SAwen| o
e F¥el ¥ gl faaor wraumias il
“Preview & Generate Pass’ deaW [Foleh X & HHIRT
I Fhi T IE F g4 g fe@rs am afg faawer |@Er g
ar fr R arv I« diew W Fae X 3R Generate Pass
W Feleh I & I Tadlield ¥ & R 3o g S|
HHAART HT 3Hh Tolihd AlSe el I Teh IH HEA Trecd
g f3EH g FAa¥ AR 9t O enfAer grem|

S gqra/ddEt Foaa?

a8 3R F Y9 H, "Pass” A W Fed HA a1 “My
Issued Passes” faded X fFae |

S fRT 91T g 3R IR due & fav "adee afsa av
g" IR ‘Nod a¥ a@” & T eod &a & v Fas
|

I &l YR delde Y AR “GO” deoT WX Fereh |

ur @ G Shiel X fewrs el

Note: SYRT et wied &3 & foIv, Fo=r arg A & TTHA “Resend
Pass SMS” & 37T 'Send SMS' AT 'Send Email' §eT UX fFeleh Y|
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Jarfagfa & a1 AT 9w & fAT FHA ahvor F F:X?

U A & 3add "Employee Declaration for PRCP"
e W Fals |

g A Qariagid & a1 NHREN a1 A8 3300
AT 8, ol 9 AR @ UgS 3 gUC & ®I A @wwon
97 X THhd g

ofer ARt (*) e g@anrt gav arv el fies daanl &l
AT fAary gam|

HHART DI FTIT Bl A “jpg” T H HIclS I I
3R ggue 9o, Ao Fihd 9 AR A3iel 9@ =IO
“pdf’ 9TET H 3TcllS AT TS|

g gt ey Aaror s fear g ar &= fgv av “Save
As Draft” §ed W Feler |
Yarfigi & a1 HAGNT I AT oA ST gEM AR Aef A
“Pass” fased A “Edit My details” X ST 14|

fARoT RS & a1 A3 FR gof e AFAaT &1 395
a1 “Submit” SeT W [Fds g & 3dea 3™a wrfereor
*® o1 AT AT ST &
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5. fewe g

NIRCH F13eT & ATIA T

= grar faaRor AR I faaRor & @Y 3RETT Bl |

= NHRTH FEX W HOAT GF AR 3 gk e &
5@ e gfar & v g+ Il & @oard g &
aTH gl (Vhel fehe gfhar A JromEr-3rer o
STAATS fHT ST HhaT 8)

= UF IR 3ANT Sdl Garl Y&l T av $-qra fJavor Ay
gl S & 916, M3Rey @A @ vdh ahd gfafssar gann
ATANR SieRe AT STeam 3R 39t feshe g g1 Sream|

ITSITHAEAT dqaIEe & ATeyHT @

= 39 IRCTC @ifdled 3M$ST 3R grdas & Ay drfeld el

= T 3T IMEIRAE daSe & Goliehd 3UANT FHell oAe
g, dl 9gel TaIH! Uollhd Y HR HUAT AT 3mSsT 3R
ITHas SeRke HL|

» SHRACRT  3-fewféar deamse  (https://www.irctc.co.in)
IR IEIMAEH T Fage ANBT W (TR F
SB3ANS H) W T A & ded ey g Fhher
farea W Fas H|

» ¢ @ fAReT g A IR §F dr Avh gd, O el
3PFA ¢l TWioll & fAT 3ueewar 3R fmmr S W
et |
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= IET RETOT 953 W AT fAER0r g9 Y| Ui e d 8-
e gfde 9 dR (i) R AR sl are g
$1s o gof Y 3R qiheT & FAT U U FH AT HA
& o 3% garg|

= TH IR AT IUIANT &dl GaRT Yaid fohw 9w g-ar faaxor
AT g oS §, o demed fred @ awa gfafar @
dITANR 3cUeet & ST 3R 39T fChe g &1 Seam|
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6.

§-drew For 3R wfier Afgga
AT HA F?

394 HRMS 38, gas 3Rk 3édies arr HRMS
JTASC W AT HY|

IS 3T & U9 H, “Loan & Advances” W & &y, 3R
f"T "My PF Loan Application" =X fFea &3]

"New Application" see 9 Feleh |

HHAN FH Hel, S fdavor, 3ifad qew Hor fGawor iR
five A Tf Hhie 9T fewrs e

AT, ‘felehrdl & YR’ ol 3R ToAhil &1 HROT g7 A
S R SHAT 19 81 &l |

fredl fr TEar gt wY (IfS 3l %om)|

I A/ fecaolr (Ife F15 8 &of A

dIeds %7 fAET HROT T {E SEX U IfardT qEdas
3TelIS Y|

qefAec ded W Fas HL|

3O Gollhd HlaTgel Hel T AT HER & gol |

AT SfeldT Foreh (LDC), ol a{Iwrsar 3ramer (LVA) 3R
olel TFAfCEaT FATRET (LAA) E@RT 31T &7 gfehar & fow
A HE&AT (15 3l 1 3BT gANF) Theldl Yddh ST
el o a6 PF2020110900122 &7 TR 3cTesd &5 ST gl
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" Uh IR Tihd WRASRIGIRT ROT e Tlihd 8 S &
glg, 39 @l fAunT & 9ol HIHET carT ®OT AR 9
A & fau amsdved yomer & 3@ fRar smuer|

I e Rufa Ha @
» g% 3R & U9 #, “Loan & Advances” WX Fold Y "My

PF Loan Application" =X Fee &Yl
= 39 TdesT TEAT & AFHe [davoT & "qadAe fafa” 3|
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7. $-Qarfagd (Settlement) AT

FAA Farfagd qReawr @ 3?2

39 HRMS 37ss!, drdas 3R 3ddes @y HRMS

JIATEC W AIST Y|

o T 3R & Yol H, “Settlement” W Fead H IR U
“Pension Booklet” T TFaleh &Yl

o HHUN H U YEARl & B Y56 Hhied W fewme cai
SR & 1 # REAa des @ s Fdr § 3R gurga
A9 AT gielr gl

o e fAaRT (*) R garT guiv v |8 $res FAa &
T fAary gam|

o HAUN H TIT, BIACT & Hexg AR FJFd el A1 " jpg”
YT H 3Tels HLAT U39 AR gEAdST &l “.pdf 9&a H
AIATS F&AT T3]

o FHUNT I 9 YA & YUH Y6 W GEARR U5 o

3UGNT Hleh EATRR HAT I Ife HEANl 3696 g AT
GG i H TETH =gl § ol heary &l s & 7Ll
I 3T dleh 3Te IS T (AT STHAT AT Blam|

o UUA YREART & JUH Ys& W 2l el H fFaRor & Ay
gEareY U8 T YA alah §EATY hlal glT|
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o U YR HT YUH UYSS HYUT IR & dle o Qw9
faeT e & & “Save As Draft” Reed X fFear X 3R
g g6 W o & faT “Next” fdshed @ Feleh |

o U P F AT J56 W HEgeUA Ffdd X 0 &
40 giderd & fo foe

o U YRETHI & SfddT Y55 W FHAGRT H “Form No 4
39S FLAT & S FT “jpg” IRT H grAr JfAarT gl

o U YREAHT @ AT Y56 FYUT A & dlg fd fqw
v a7 faeed H & “Save As Draft’ fdded W Faash X
AR JAT g56 W el & foIw “Next” fdeheq @ e &Yl

o I FHANT F U Y&@ FaT H A g T TgA FIS
3T dar AT § o JdT Y56 W IS A HfAard g

o U YRETSHT HT T Y56 HYUT A & g fe few amw
faeT e & & “Save As Draft” Reed X fFa X 3R
TJY g6 W S & T “Next” fdehed W fForeh |

o U YRR F IJT Y& W FHIN F dF F IFSC
CODE &3 &1 gl 3R 38« &g “Check IFSC” scet
W fFes A & o6 [TRor w@afad 9 4 G W
fears gam, Y 3m9ar d @rar Ja gaf |

o U AT & T Y5 W YUH Y56 & HJER & Iare!
oI faaor & T gEATeR US T 3TN HFlch gEATETR el
gram |

Personnel Department, BSL Division/C.R. 13



o G YRETHT H TIJH YvS HYUT R & e o fu I
fasT AkeT #§ & “Save As Draft’” @hed X fFae FX 3K
qred g6 W ST & faT “Next” fdshed WX fFeleh Y|

o U YRETHT & UrRId Y56 W HHAURI H T TRAX
Terdt & AT SR ghr

o I MNAR H T WA & v am g A ST R W@ &
fears gam

o AT FS N FerT FHEN W IR A § A 7o F A
@ v At A% Stew W RF L

o U YRETHT & Ul YSS HYUT IRA & dle fo few v
fasT [AkeT & & “Save As Draft’” [dhed WX fFeae T 3K
o¢ I56 W S & AT “Next” faheq @ faFerh &Yl

o IS FAIR FaT & NI e araha Ao # wgar @
dl 38T faaRoT B¢ g56 WA

o U GRS &1 B Y5 AU A & qlg T fer aw
fasT fd®eq & ¥ “Save As Draft’” [d®ed W Felh

o U GRASHT F A SRSl & ID FH Ao F AT B
gss W fad for v fae fasew & @ “Submit the

Details” §coT WX Feleh Y|
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et e qReaesT i Rufa 1 Fa 2@

e T 3R & Yo #H, “Settlement” W Fod HT IR
“Settlement Status Report” WX fFas |

o HAUR & 3Hb Falgid 1 el IR Al gefam grom
3% dlg “‘GO” ded W e & Yieasr v fFufa
fe@re <t
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8. ¥ TYUMIROr (Transfer) ASYe
A) 3T FYTTAROT
IS FH F:?

o (IS FAIN GART WY JEIA F)

e 33U HRMS 3E3, ggas 3R 3Edr & @y HRMS
JIETSE UX AT Sof |

o ¥ 3N & U9 H IRHRMS-ESS W fFale &Y, 'Mutual
Transfer Request W f&Fad &, New application W
IECCTY

o T yrafiied faaRor M 3R gEareR 3R wicams fr Tohet
A 3ells HY OF FAAr F @ IRTIRE
TYATROT & ART T 718 §, 39H HRMS ID el &,
3% Tt R(AaRor grcq fFe Swdr 3R Taifod §9 #
fe@me e

o Qe § 5w 3P (WaeTh) A e 3RP™T R
ST AgT, 38T HRMS ID gof &Y 3R 3Tded STr |

o T FHAN NN IR A Fe)

e HRMS # g&l AUl & & # o1 7 & 3R
''RHRMS-ESS' -> 'Mutual Transfer Request X I |
Fal & fov df9d 3Ped @R S| sHS e
'EDIT' §¢od WX fFareh |
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o T U fAaRor X IR gEareR iR Bicms ST Thd
FIAY TS HL

o o 3RFR (TIdeTH) F A IANA foFar F=m AIRRT
38 HRMS ID ot &Y 3R 3mdgel STAT Hi|

B) T&T I FUTATGROT
AgT FA F?

e U7 HRMS 3E3, ggas 3R 3EdT & @y HRMS
JIHTSE UX AT Sof |

e ''RHRMS-ESS' ©¥ sl OWN REQUEST TRANSFER'
AT 3M&esT FA & fow 'NEW APPLICATION' §cad W
Ferep A

o T g faaRur s IR gEareR AR Bicnms & Tohed
HIUT 37TeAS HL

o e F 5F 3VFR (TaeTh) N e 3EPR™A o
ST arfgw, 38T HRMS ID gof & 3R 3dee ST &Yl

Personnel Department, BSL Division/C.R. 17



\J

9. $-aI¥F veleT FeAFa (APAR) ATSTA

~

¥I-Hediwa (Self-Appraisal) F& #:X?

394 HRMS 3E31, gras 3R S & argy HRMS

gedse  https:/hrms.indianrail.gov.in/IRAPAR @ @9l 3eT

|

e 5 3N & Y7 H APAR->Self Appraisal Ased &1 T
YT BIATT| THNUR BIH & FG-HodThe (HET- 1) ThieT T
fe@rs &ar &

o FHAN P TI-Hediched Y66 W 'GlATTT ST Fll SeTehily
T gRY Fdedl 1 [Qawor, 'q Far ™ Hy, 'Fr v
F, 'HA™T & SR 3Tty S|

o 3OF 9 FHIRT T SATETPRT TEolel & TIT 'Submit' st
WX fFerh &Y dlfs Ig HE&TH g1 Gh 3T ATARRT 309Ter
TR Fr afafafer 39ar awa g1

e FHUNI “Save as Draft’” dcad W Falsh oo & fow Y
Tadd § e 98 Th-3h T gUd T dgdl g 3R a9 &
AT 9T STHAT T I8 gl

e 'Submit Fed T Felh el W, TINRTATH EART el
I gfSe Tel aTell Teh JEW 3cUeet Bl & 3R Sl &
Jollhd  AINISA AR W Uh THCATH & HEIH @
Tgarfad 9 & HST ST gl

o NAM TS dF@ EhIT 9T U 3T grar &1 N gor
# AR 'Submit OTP' dcd W Tl Y| T AT §
3R T-HogihaT AR o & TS ¥
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IR FF @?
HHAART H Fl-> “APAR’, FaHeL-> “View APAR’ R fFers
AT grem|
S/ @el &1 3UR S@aT g 38 Helde &, 39 §iG [
feT 71T “View APAR” WX & |
TgT HHINY APAR & Hehell &

Tdiea & Rrsay s (3rde) 3% H12

FHTN H As]-> APAR, FEAT-> VIEW APAR W fFors
AT BT IgT 98 APAR & HHdT g, APAR IS TR
X Tl & IT APAR & faeey gfafafca ¥ d&ar g
e o a¥ & TIWR & ey yafAfaa &= & v
T TR 39 a¥ &1 a3a Y 33X “l wish to file a
representation” W Feleh HI|

U SR Sd FHIR A J&dd X fear > & Ay a¥ & fav
IFIIde STl T dledT g o 98 3W a¥ & fav
HFATACA SIS P Tl &l

gidfeicd gf@e #a & AT 3¢ 38 a¥ & 3MUR R A
>THTINR, W?;r\» qTe-2020-2021 A1 3dTe-2021-2022
3TfE W AT g1 o g fow 3rdier g & Sl g1
YANEIT T faaRor ford 3R Geraeh g&drdet 39ells |
38a dG “Submit’” §¢dd W fFelh Y, Aol ST 3G
HHANT o AT JITARIOT HI FoT fgam Srwam|
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10. fd=ma (Grievance) ATSTe

FHAN AN RAFEa 1 Hasa TEgfaator Fd a7

e FHAIRY H HRMS & T 3 & g9 3R R a8 3R
& #A # “Grievance” fdeed W fFeleh HY|

e “Lodge Grievance” Td&eq &I I T G|

e WH Thd W @ ar § S 3UAWHdl & AldAesed
RIId sRet H GaTH Fa1aT &

o T (+) Fieg arer fadeq T 3T gl

o RFRE &I YR, &I & 3ugFR AR Reaa &
faavor |

o fRT 3 TEOs TS & AUAIS FA HI Y@ &Y
39eeY g

o A fQaTur e & g, Rerg & o & v
'Submit' §eT W Ferh H|

o e I P Fafd JRwIRA 3a siaEr & fow
AT feam S|

Personnel Department, BSL Division/C.R. 20



1. $§-31aFNr yaus (Leave) AISTA

A9 YcahereT ¥ 3mded Fa F17?

39« HRMS 3131, graas 3R 3éEde @y HRMS dedrse
9T ATST Y|

a5 3R & 99 H, “Leave Management’” W fFae &Y 3R
T “New Leave Application” =X [Fae &1|

T Bedl &1 gpfd T T Y 38 a6 TAAR el AT
T W fears af

el & ¥ e oo el § 3BT I G |

AL o3 d ATATT & fAT “HQ leaving permission
required” & &HA YES or NO 9T |

HEATT BIs H dG gof |

HRA & ST S T qg 36gATT & faw “Going for Ex-
India Leave?” fdded O fFerh X 3R I@#T YES 3R No
T A |

T & §TeX el I dlig gof |

@ & & fIv gedl &1 e #e § 3uh faawor
“Ground on which leave applied” 38 faseq & ford|

el & SR T 9l “Address” 38 fahed & fag|

Aed 3ahrer , Adea raswrr , @6 g 19 3T T &
forT Jgr ¥+efd serea “Upload supporting Document”
sH [d@®ed H 39S |
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FHETRT “Forward Application to” 38 f&@®ed & 388
HHIfd Sarel/guRaigo & HRMS 3MTUst 3R & & @t
& el Iola A

3R SUG/RABSR & A del =g e o “Modify
Search Range” 38 fd&ed &I AT dh 3ol ATH TS
gehdl B

M U 3Mdes H A9 SUSI/RABSN ®l d5 8d
“Submit Application” 38 fa%ed W Faa |

39T Bl &I 3MMdee] 3T U/ Fumagsk & HRMS
ST A AT fear Smuem|

A TSI ¥ e F4 F:I?

Aesel 00 H dad CL, RH, LAP, LHAP 3mfe 31derer &
fou & gausr fhar am §, 38& 3mamEar @ YER & fav
a9 UfCaaheled &7 3939 HY|

HRMS #Aleeel 0T &I 39 & FHA @ &hel U
“Leave” fased WX Fee H|

(3R HHAN & Leave F Aoy o7 @S ¢ ar 0T &I
393 )

3% 9 ST ¥ IR [Aeu fR@s & 39dF @ “New
Leave Application” f@@ed WX Feldh Y|

T Bedl &1 gpfd T T Y 38 a6 TAA el AT
Tl WX e@rs gaf

Dl & ¥ e oo il § 3BT I Gl |
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IR AT BIsd H 3(FAT & 9T HQ leaving
permission required & HA YES or NO 93ig Ta|
HEATST B H dhIG &of |

(3R HAUN ¥R & &Y S T g9 HAfd & faT
3TTdesT T ATEAT § ol a9 VCaeheled T 3UAT F )

o9 & & fIv gedl #1 e #er § 3uh faawor
“Ground on which leave applied” 38 faseq & ford|
Aed 3ashrel, Wdcd ashier, e ofld 9 37 gl &
forT agr F=efa seea “Upload Approval Document” 38
fadhed & 3HUdls I

HHAIRT “Click Here To Select Forwarding Authorities” 38
fahed & 3EQ HHETOT SUSIGWRAESR B HRMS  3wst
3N AH F Tl & FE T T AR

3R SUG/RASSR &1 A del =g e o “Modify
Search Range” 38 fd&ed &I YINT b 3ol ATH T
Hehell &

M U 3Mdes H AT SUSI/RABSN ® A5 8
“Submit Application” 8 fa%ed W Faew |

39T BET @ 3Mdes] 3T Sue/Fwagsrk & HRMS
3TUST A A fgar S|

IYa mdeT i Rufq # Fa &2

SIS/ gIESoR T Hr U el T TeeH ¢q@s & fow My
Leave Application 38 fdded qX Ferah |
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o T F YR, Tl IR T H Tafd 7 F@er Awveq I
# “Find” ded X Felh I

o FHAUR 3HA K ge W Ted F e H AT T@r @
qdT X Teho B

o FAURT Tl Tadhed IR TG HFA & HRMS HESS 0T & o
3 e 1 Rufa &g Ied B

ST gefear F HR aw?

o FHUN I IHA STAT T H WA F AT “My Leave
Balance” [d#ed WX [Fee |

o FHURT I 3HH ddAT H A¥ CL, LAP, LHAP, CCL 3R
RH & W fea@rs gaf

o FAURT Tl Taded IR TG HF & HRMS HESd 0T & o
39T AV 3GHIA W@ THhd &l

S FI TS a9H FH o7

o FHHUN & U G Fdihd WTURRT SaRT TR 3Tdee
i o6 fohdl S a9 deh 39T 3Gl 3HTdesT ardd
J FT Thed 3USY BT &l

o T HT IHdee aqd o & AT HAaRy w FoF TEd “My
Leave” d&%ed 9T SATAT g

o UtTheeT 3R 3fad fheey @C ateh Al H 3HPT AR
3Mde gl
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(Withdraw) seeT 19T 399 TFeleh HY

I PP ged W T Far Smar &, O &9 7
S ol SN fSHA HAURY AT 3T 3GhrRr 3MTdes
a9E ol & A9 AU & gt e & fAT “Yes” Sed W
et &

e HAAR P&l HdesT aad ol & I AU dr gfte
AT & O 9 R & 39 & U @@ i gE
e S A W HAUN & AV P& A amd SAT fohar
SITUATT |

Ig & fear S WU f&h gedl &1 e Ay o &
fore fonely werer WIfEsrlr & JreTAleeT T MaRIhdr =1eT gl
S ITeITdl, Tl I JTdesT shae deff a9y foram S aehdr
?;_

1. THdedt IRSRT SanT el Tehd w81 fomar arm gl
2. gedr &1 3R fafy arodr &1 fafy @ 3wy =€ 94 g
g gt A Fig o ot gl FET &Y W g, A HAUN o5
FHT el arell WIS ¥ 31T ¥ g

wFa g F FH g A7

I forely el 1 gt Tlipd TORRT garT Flihd
&r 8 § of 39 a9y gl fordr ST dehdr|

oifeheT e =g dl Fdihd Tedl Weg Al g et STAT
X FhdT gl
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o T FT A TG A & [T FATR I T ggel ‘My
Leave Application” X ST R 3R 39 el e
eh R H YT 312 e Gl

. Hﬁﬁ,ﬁ@ﬁ%g‘é%w&v AHA T Ieg (Cancel)
T dCeT I 389 [Ferh HT|

o UA TEEIARUT GRY H TEJd Il § Ggol heaT A
ol Teg HA gd IMRT AT 3marFh gem AR Hefad
RIS TS |

o THh IR T fgaUr g1 & I7 & ¢ “Submit” §ed W
et &

o WIHGT AR HAesT & HHS H AE & EEIAvT e
HeTH TR &l AT ST Hehll &l

o Uh SR HU Aol & dle, Tedl T Al g AR e
3R FI g9 Tefedr AV gefeat # araw AT FY & s

ITHTL TIMANFIOT HT AT Fq FI?

o 3TTHI FAPGIAIUT T 3G STHT el o folU FHIART FHl
TOIRUATH T 3R Jaeel Y5 T "Application for
Leave Encashment" [d&ed I Feldh =T 819

e “Past Leave Encashment Details” fd&ed H @@ dgel
FHAY o Fde TR ITHIA AR HT 3deT fhar &
3GH HE&AT Gt |

o IC FHHAIN o SHY Ut TR ThAIhUT I 3Ac Il
fram gr ar “0” oyl
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o 3T% §IC FHANT of Ugol foIH a¥ H 37ARIL AhGhIor fhar
g 22 & fIU sdlfep a¥ T IAT LT geml Block Year &
Block Year d& & AR doh sigd W e Y|

o FHHAN HN AV 37THTLM TIEOT FEIT Thid W e@rs &3

e “Select Block Year for leave encashment’” 38 fd&ed &r
I Feh dle] sclleh dY & IHA U died T ek Y|

e FHHAURT Pl “Leave days to encashed” 38 fadeq & ToUdl
T TEIT gl FAT gl 39 Hles H Bieec AT 10 g
AR s 3w A8 & Teharl

o 3H® dIG FHIAN H YA solleh AT & AN I Tehd
BCEl AT TAATT DI FAhAln0l Tl & ATY foieh dHiam
gram|

o UAT #a & foIU “Link Sanctioned leave(CL/LAP)” 38
AT & A g8 3R ol dead W T |

o [Felh FT W UMY I GoT SN @ HAaRy H Tdiehcd
gefedl & gEr veRld grelll AUl #1598 4§ fhdl U
37THRIT T TTT HY TehT g

o FHD Al HAUR H WA Flhd P& & IATT & aRIeT
forr g3m are 3rrar didnsn TTHTST 37T ARGIHIUT TG
& ary foled FLar ghem|

e UAT F & fAT ‘Link Pass” 39 f@&ed & I# &% 3R
folh e W [Fas |

o TFeleh Al W UMY I Gol SN fGqH HAURY & Fiehed
AE A G GeRid gl HEary s @ fRer uh Pl
JT I 372aT GEBT 1 I R TohT ¢l
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Uoe & ard # FAIR o Fdl YRR FH1 TR AINGTRRA
g fFar & 3 9T Fa & T & w @9 jw arv 3«
SiFg W e

3dceT 3P Al & folw “Forward Application to” fadea
& THA ATl FoIeh FT AF 3UaT HRMS 3183 & Wit
3R AT Foleh FT a7 7 @ ar @d T av “Modify
Search Range” # @rt|

T dR G HaedF [QaRor gof e & 91, HAANT el
37TdeeT “Submit” §eT W [T X STHAT FX Fohll gl

I AIEHIVT 3AeT H ufa F FIF @2

3TTHIYA ARGIRUT 3TdesT Hr FUfa & ¢@a & oT FaAaRy
Pl TIHRTATH W “Leave Management” fdshed W [Felh
|

‘Leave Management” & W "My Leave Encashment"
faheT X fFelh T g

"My Leave Encashment” f&oleh &id & Thid IX 37aehIer
eI 0T 3TaesT dr foree fe@myr &af|

AT @ Leave Encashment id & dFHS 5 3R
“Status” TAded A 3Tde 1 Fufa @S 9|

AR Action fdheq W ool #¥d & 3Mdesl & QU faexor
fe@rs &ar &
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TATHATAROT & 916 FRIAGUT HAT FHT 19T FF A2

g 3R & Yo H, “Leave Management” WX Fae &Y 3R
"¢ “New Leave Application” =X fFaer &3]

AP HISA/TIIRTATH H 3Tded gd “New Leave
Application” fashed T 39T FFh Tl H YR “Joining
Time (JT)” 1

T GEEAId T TR FHRAAR AUT el & Bg ARG &
R 3MTdesT AT JHfAard gl

Jgel HRITAT DS a7 &elieh Leave From 3§ Qdhed H
gl

JT FREYT W RUE R i IR@ & S ugel 1 aRk@
Leave To 3H A&hed H gof &, a2 MAA BT &T 3™
T T e @ & ofew &

fArTaf@a g gEdas Seg 3des ¢dRT TIIRTATH
H AT ¥ & A9cs fhar ST amge-

o TYTATCRUT TSR

o IR AT RurE/Reier AAT|

o Tl & I TIHA W RAIE A & I

o TSl eI AT R

3MdeA e As«l & AU “Forward Application to” fa@eq
& A ST Folch T ATH 37UdT HRMS IS8 & @l
3R ST Foleh & a1 o W@ ar & G aw “Modify
Search Range” # @it|
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o Teh I g 3m9Te AIUT &5l A & §I¢, HHIRT 3T
3{1desT “Submit” e W fFoleh e STAT ST ohdT ¢l
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