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Divisional HRMS Helpline Nos.

Modules Name Contact
Mb No. 

Rly
No.

HRMS Niranjan K Mohan 9755913921 55035

e-Pass/e-PTO Satish Singh Thakur 8770187759 55734

APAR Sunita Joshi 9755430665 55722

Settlement Rai Sahib 9691113765 55731

PF-Loan & Advances S.B.Khare 9752419031 55733



Employee 
Self Service

(ESS) 
(By this module, Employee can 

update his details in HRMS)  

The details which can be updated

v

v

v

v

v

v

v

Basic Information
Family
Personal
Communication Information
Qualification
Initial Appointment 
Awards 

v

v

v

v

v

v

Promotions 
Transfers 
Nominations 
Training Details 
Publication Details 
Deputation Details

How to update details

Click on 
IRHRMS-ESS tab 

↓ 
View/Edit My Details 

↓ 
Required Tab for correction and click on GO to view details 

↓ 
Raise change request 

↓ 
Type Reason for correction 

↓ 
Click the Right side box on the field 

↓ 
Make correction which required 

↓ 
Submit

Note: Upload PDF  files < 2 MB and Photo in .jpg format 

YouTube link for ESS Tutorial  https://youtu.be/-LSjHHFftN4 

HRMS PAGE 01



e-Pass
& 

e-PTO
(By this module, Employee can 

apply online for e-Pass/e-PTO)

How to apply for e-Pass/e-PTO

Click on 

Pass tab 

↓
Pass set list 

↓ 
Type of Pass

 ↓
 Go 

↓ 
Click on Available passes Full or Half (Choose)

↓ 
New Application 

↓
 Fill journey Details & Select Family Member 

↓
 Submit 

↓ 
View Issued Pass 

↓ 
Select My Issued passes 

YouTube Video for e-Pass tutorial  https://youtu.be/VU129lJWP-8 
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Reservation
through 
IRCTC

(By this module , Employee can do

Online Reservation on

e-Pass/e-PTO through IRCTC )

How to do it

Open IRCTC website
https://irctc.co.in

Login(if existing user)/Register(for new user)

↓
Trains 

↓ 
Pass Booking

 ↓
 search  & Choose train 

↓ 
Book Now

↓
Generate OTP through HRMS

↓ 
Fill the passenger Details

↓
 continue

↓
 check Your Details

↓
Submit  

YouTube link for this  https://www.youtube.com/watch?v=onGMo_Nl9jA
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PF Loan 
& 

Advances
(By this module, Employee

can apply online for 

PF loan & Advance)

How to apply PF Loan & Advance

Click on
Loan & Advances tab 

↓
My New Application 

↓
 New Application 

↓
 Withdrawal Type 

↓
Withdrawal Reason 

↓
Applied Amount 

↓
No of Installment (If Temporary) 

↓
Remarks 

↓
Submit (With related Documents) 

To View Status of Application

Click on
Loan & Advances 

↓
My New Application

YouTube PF-Loan  Tutorial https://youtu.be/7UyQzeH_mZw
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HRMS
Help Desk

(Employee can contact nearest

HRMS Help Desk for

any kind of assistance)

HRMS Help Desk at Stations

Jabalpur

Station Name of Staff Contact No.

Indraneel Maity 9589833059

Saugor Rajendra Kumar Raikwar 7773818984

Damoh Ajay Soni 8770323516

Katni Umesh Pratap Singh 9407001050

Dsl Shed Rajesh Gautam 9981829662

Elec Shed Omprakash 9981851434

Maihar Diwakar Shukla 9993532098

Satna Ajay Dwivedi 9752418621

Pipariya Neeam Khan 9589020464

Narsinghpur Brajbhushan Singh 7999776406



HRMS

if'pe e/; jsy

tcyiqj eaMy
deZpkfj;ksa gsrq ,p,evkj,ldeZpkfj;ksa gsrq ,p,evkj,l

tcyiqj eaMytcyiqj eaMy

ekuoh; lalk/ku
izca/ku iz.kkyh

eaMy ,pvkj,e,l gsYiykbu ua-

ekM~;wy uke jsyos ua-

,p,evkj,l fujatu eksgu 9755913921 55035

bZ&ikl@ ihVhvksbZ& lrh'k flag Bkdqj 8770187759 55734

,ih,vkj lquhrk tks'kh 9755430665 55722

fuiVkjk jk; lkgc 9691113765 55731

ih,Q ½.k ,oa vfxze ,l-ch- [kjs 9752419031 55733

lEidZ
eksckby ua- ekxZnf'kZdkekxZnf'kZdkekxZnf'kZdkekxZnf'kZdk



,pvkj ,l ist Ø 01,e

¼bl e‚Mîwy }kjk deZpkjh HRMS esa 
viuk fooj.k viMsV dj ldrs gSa½ 

deZpkjh
Lo;a lsok

(ESS)

v

v

v

v

v

v

v

ewy tkudkjh 
ifjokj 
futh 
lapkj tkudkjh
;ksX;rk 
çkjafHkd fu;qfä  
iqjLdkj  

v

v

v

v

v

v

inksUufr 
LFkkukUrj.k 
ukekadu 
çf'k{k.k fooj.k 
çdk'ku fooj.k 
çfrfu;qfä fooj.k

ftu fooj.kksa dks v|ru fd;k tk ldrk gS

fooj.k dSls viMsV djsa

fDyd djsa 
 IRHRMS & ESS VSc 

↓ 
 fooj.k ns[ksa@laikfnr djsa 

↓ 
vko';d VSc dks lq/kkj djsa vkSj fooj.k ns[kus ds fy, GO ij fDyd djsa 

↓ 
ifjorZu vuqjks/k c<+k,¡ 

↓ 
lq/kkj dk dkj.k Vkbi djsa 

↓ 
QhYM ij jkbV lkbM c‚Dl ij fDyd djsa 

↓ 
lq/kkj djsa tks vko';d gS  

↓ 
 lcfeV 

  uksV % ihMh,Q Qkbyksa dks < 2 MB vkSj .jpg çk:i esa viyksM djsa A

bZ,l,l VîwVksfj;y ds fy, YouTube  https://youtu-be/&LSjHHFftN4fyad



¼bl e‚Mîwy }kjk deZpkjh bZ&ikl@ ihVhvks 
ds fy, v‚uykbu vkosnu dj ldrs gSa½ 

bZ&

bZ&ikl
,oa

ihVhvks

,pvkj ,l ist Ø 02,e

bZ&ikl@bZ&ihVhvks ds fy, vkosnu dSls djsa

fDyd djsa  

ikl Vsc 
↓

ikl lsV lwph 
↓ 

ikl dk çdkj
 ↓
 Go 
↓ 

miyC/k ikl ij fDyd djsa Full ;k Half ¼pqusa½
↓ 

u, vkosnu  
↓

 ;k=k dk fooj.k vkSj ifjokj ds lnL; dk p;u djsa 
↓

 lcfeV
↓ 

tkjh fd;k x;k ikl ns[ksa
↓ 

 tkjh fd;s x;s Lo;a ds ikl dk p;u djsa 

bZ&ikl VîwVksfj;y ds fy,  ohfM;ks  YouTube  https://youtu-be/VU129lJWP&8 



¼bl e‚Mîwy }kjk deZpkjh v‚uykbu 
vkbZvkjlhVhlh ds ek/;e ls 

bZ&ikl@bZ&ihVhvks
ij vkj{k.k dj ldrs gSa½

vkj{k.k 
IRCTC ds

 ek/;e ls

,pvkj ,l ist Ø 03,e

dSls djuk gS %

IRCTC dh osclkbV [kksysa
https://irctc-co-in

y‚fxu ¼;fn ekStwnk mi;ksxdrkZ½@jftLVj ¼u, mi;ksxdrkZ ds fy,½ 
↓
Vªsu 
↓ 

ikl cqfdax 
 ↓

  [kksts vkSj Vªsu pqusa 
↓ 

cqd djsa 
↓

HRMS ds ek/;e ls OTP tujsV djsa 
↓ 

 ;k=h fooj.k Hkjsa 
↓

 tkjh j[ksa
↓

 vius fooj.k dh tk¡p djsa 
↓

lcfeV   

blds fy,  fyad YouTube https://www.youtube.com/watch?v=onGMo_Nl9jA



¼ bl e‚Mîwy }kjk deZpkjh 
v‚uykbu ih,Q _.k 

vkSj vfxze ds fy, vkosnu dj ldrs gSa ½

ih,Q
yksu vkSj vfxze

,pvkj ,l ist Ø 04,e

ih,Q yksu vkSj ,Mokal vkosnu dSls djsa

fDyd djsa  
_.k vkSj vfxze VSc 

↓
esjk u;k vkosnu 

↓
 u;k vkosnu 

↓
 fudklh çdkj

↓
fudklh dk dkj.k 

↓
çLrqr jkf'k 

↓
fdLr dh la[;k ¼;fn vLFkk;h½ 

↓
fVIi.kh

↓
lcfeV djsa ¼lacaf/kr nLrkostksa ds lkFk½

vkosnu dh fLFkfr ns[kus ds fy,

fDyd djsa  
 _.k vkSj vfxze  

↓
esjk u;k vkosnu

YouTube ih,Q yksu VîwVksfj;y   https://youtu.be/7UyQzeH_mZw



¼ deZpkjh fdlh Hkh çdkj dh lgk;rk 
ds fy,  fudVre 

HRMS  gsYi MsLd ls laidZ dj ldrs gSa½

HRMS
lgk;rk dsanz

,pvkj ,l ist Ø 05,e

LVs'ku ij HRMS gsYi MsLd

tcyiqj

LVs'ku LVkQ dk uke eksck- ua-

banzuhy ekbrh 9589833059

lkxj jktsanz dqekj jSdokj 7773818984

neksg vt; lksuh 8770323516

dVuh mes'k izrki flag 9407001050

Mhty 'ksM jkts'k xkSre 9981829662

fo|qr 'ksM vkse izdk'k 9981851434

eSgj fnokdj 'kqDyk 9993532098

lruk vt; f}osnh 9752418621

fiifj;k ubZe [kku 9589020464

ujflagiqj cztHkw"k.k flag 7999776406

ueLrs

eSa vkidh D;k enn dj ldrk gWaw
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