KHARAGPUR DIVISION
SOUTH EASTERN RAILWAY

HRMS Guidelines for Railway Employees

Yol hHAIAT & ol Tg3IRTATH feenfacer
(FT8T FAGIAImT Sy HRMS Ay

HRMS website
https://hrms.indianrail.gov.in/HRMS
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Know your HRMS ID!

—
Login
Login to your Account
&l [
* @

- HRMS application related issue @ 7786940452 ,9¢

—
To know your HRMS Id T TIHRUATH HSE S & faw | AT HRMS SI2fS Sirete
» Open HRMS Log-In screen > HRMS @lT-8e7 T @l > HRMS -39 Hiq e
> Select - Need help forLog-In | | _ T =1 > f3&d®a 7 - T9-39 FAF
» Enter your 11 digit > Ty STRIAT AFS
Employee No (PF No) U > WAPEE 11 R FACIE
> Click - GO to view HRMS > 9T 11 3R 1 HAARY dR o ferye (PF &)
details (AT ) g HY > [#% FFd - 9Ny
> fFerh Y - HRMS RaRor 2@a e (e T
& fow s
How to Login?
> Log in to HRMS website - > HRMS J9@T2e W T 3 » HRMS SEITRG 5T 3 e
Enter your HRMS id and FY - HYAT HRMS 33 31K - S HRMS IRfE 433
password : THSAE ferye
> (Default password - TS g A > (R%% areas -
Test@123) > (Bwlec grEas - Srec@123) Test@123)

Forgot your password!

VVVVYV

VY VY

Open HRMS Log-In screen
Select “Forget Password”
Enter your 06 digit HRMS Id
Click - Send OTP

Enter 05 digits OTP
received in your register
mobile

Click Password Reset

Set New Password and
Confirm

>

>
>

TAIRUATH dAlaT-31 ThleT
grel

"ITHES HeT SN e

39T 06 37 T TIANRTATH
WA o

39 ISER A # ured
05 3l & NE gof HY
gaas e ) Fas w
AT qrHES JE F 3N gt
FL

v

HRMS 757-39 &l 3o
"N G I e
T

AP 06 WAV HRMS
oS ferye

FF FF9 - OTP oA
1@ 05 SRAF OTP ferfe
THSAG Ao FF Fa
Tgd THSAE 6 Fapel
AR fafee s
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Mobile Apps - Keeping ESS Handy...

HRMS Employee Mobile App for
Indian Railways

Centre for Railway Information Systems Productivity * & % 4 »+ 11407 2

A Youdon't have any devices

[¥] Add to wishlist

[ b= wemviiea ] [ smss et
BIO-DATA o v it
Wi Rabways.
el S
=
Radway Empicyee Servece Rocord Per—
a roioves are
iy e e R | oo
Dets OF B 308 vou? >
i u
= i Do
iy
it
SR
TR
\ S
Q‘ 2 Comrary

HRMS Employee Mobile Application is Developed by CRIS for Employees of Indian Railways.

=>To access employees need to register by entering IPAS No / PF No.
=> An OTP will be sent to their Mobile No (As available with us). Employee must enter to complete

READ MORE

» Mobile Apps is available to keep Employee Self Service handy
» Besides Android, to be also made available on iOS platform

> https://play.google.com/store/apps/details?id=in.co.org.cris.hrmsMo
bileApplication.free
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Need to update your personal data?

ESS - Employee Self Service is there for help

Raising a Change Request by Employee

User Profile

View/Edit My Details |

Basic Info } [ Family ] [ Current '

My Change Requests

> Log In to HRMS Application »  HRMS UCOleheleT 3 9T ST i
> Select - IRHRMS-ESS > el - IRHRMS-ESS
» Select - View/Edit my details > go - W faeRor qeEuTie Y

> Select - Required tab for > O # - GUR & AU Eeds &9
correction and click on ‘GO’ to 3R fARor 2@a & v 'Go'
view details B &

» Click on ‘Raise Change Request’ > 'FEed 3RY 9T W Few H
» Type the reason for correction > gUR & FRoT ford

»  Click on check box of the right > WIes & g 3R & I& aled |

side of the field Folh FT
» Make the correction which > 3MEeTe FUR AL
required

> 3TaRge SEATdST HIAS B
» Upload the required documents
> gafAe g W Fasw Y
»  Click on SUBMIT button.
> T IR Y FEAC e & 9

sfgsy & deaT & fov s garr
Th JEfIchd qREdsT 3 3TSs
R Fr S B

» Once request is submitted a
unique Change Request Id is
generated by system for future
reference.

> FHAN STHUE Ao & ded I
aRace 3R FRer RAE $r
fd 1 ¢ T T &

» Employee can track status of
their Change Request Summary
report under ESS menu

>  dle -2 tHE ¥ &F F N8 gvg
# gramast 3R Sdeh uT & wer
3TelIS Y

» Note - Upload documents in PDF
format less than 2 MB and
photos in JPG format

HRMS SHIfEETE 5T 39 Fapel
5 =4 - IRHRMS-ESS

AT s - N &g
(TS /ST FFod

BT A - WONEET STy
TG BT a2 FEfFe e
'GO'-(@ FF FFA

RS (63 [AETH-a FF F54
ROTHET I BRI FFa

NPT T MF &F IF FF
P

IO [ ST FpeT
TIGAT FISET SANG FHeT
SUBMIT 3@ 3% F&a|
TR A ST (RSIT T

eI EIORC CE IS ICE T DIGIE |
SRS tof FaT 7|

ESS (lefd T8I 61 eitd
ARASET AFANET TART RGBT
I HF FA© EA

T8 -2 ANF-a7 I feaw
FAAGE ©PEFG I3 JPG HIMIG
O APTES P
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Want to apply for instant PF - Loan!!

/ [& PF Loan Application

@ Dashboard

0 IRHRMS-ESS v3.0 ¥ [# PF Loan Application

T Loan & Advances v3.0 =

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

PF Loan Applications iUt U1 3Gl B G/ List of PF Loan Applications
PF Loan Report Click on # icon to edit existing PF Loan application or fill here,
» Go to Loan and Advances > o1 3T 3H o Se > T AR A I
> My PF Loan Applications > IR NTH KOT 3AEA Hefl > O Fa% (TR She
menu. - CE\
> T AAeA" §ed W Forh S SR
> Click on “New Application” = s R | Gl et {3
Button. P
3 : . > FHA & Hl, 36 [ager, | > SR GO, [0E
» Employee’s basic, bank details, ) a R, CTY PF AU -
last PF loan details and PF HidA fvh HOT fdevor 3R :13". P’F - : : I
balance are shown. diuw Soiw @ = E - ) : Gl Re1
» Select - Withdrawal type e s - S — quw RGNS HOIRIGET S EE)
» Select - Withdrawal reason g N - o > AT A - TOTRIEH FIRT
» Enter - Application amount > T F - A @R G U Sl CE R EL )
> Enter - No of instalment (If > ol Y - 3Tdes Ry > fryd - e s (3f
temporary loan applied) > TS FY - freg & @ET SPIT AT AT FAT 2F)
> Enter - Remarks > e - ey
(A IR HoT AN 8
NOTE - Upload documents if > gof & - feoquf 083 - TE@OW T AN
required JAPEATS FPol
Al - 3aTH
> To view status i ! o > BB (WAte
» Select - Loan & Advance GEATS IS HY >  f9dnd FFF - A a2 AT
» Select - My PF Application > Fdsd 59 - aWE BFas
7 . > [&fd ¢gar & fav ST
iew 'Current status' in the !
details against > g - RTINS
€ ?lsagams voll . 2 - > SFEE @ d9ES [
icati . -
application no YT fTH 3Mde A T g
> 3 3HTdGT HEAT & HFEA
faavor & raqAe Reafar
|
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Make a Tour!!

Apply for your e-PASS/PTO.....

' Pass v3.0 —

* Select the type of Pass & click on ‘Go' button to fetch entitled and available
® Once Pass sets are fetched successfully, dick on the count under available Pz

ets to proceed with Pass application

view PASS and PTOs

I SR F dTel UTfhRT &hr
S & T oA A

> SR fFu e g/ 9t dws

& fau

> O AR fEET due & fav -

> Family declaration by > SHHARI GaRT IIRATRe gryor FAHCIE FOF A =N
Employee
ot e FFq - TN
> Select - Pass > g1 - 99 fdes a9 - TEIES
> Select - Family declaration > T R - IRAR Givon TR
» Select - Click on for Pass > W - 9RER ¥ s geET fodsT 39 - SfFaEg Jfef
opti.on to each m.ember of El;r T REeT ¥ AT 6 TooTE & N Aew &FF
family and submit ] ! FH 9T ON] e
F{ IR gafae
i ge{ect-gassf.Set !ifst : el e A oD
sziC;;ai?:dlgrﬂ;yrg:;?li are g TR T G SR o
correct > A w® - gfte w & o AT P —ﬁ;S Ejﬂ.mﬂﬂﬁm
A8AT FRCTH e
ﬁgrmqmmmmqa‘ﬂ R
- fazor @@ &
» APPLY New Pass Application
» Select - Pass Set list !
> Select - Type for pass -->GO | > o3I YE 3TdEsl ol¥] &l qod M IS I
> Select - Onavailable passes- | 5 g &Y - g ¥ g forba T - o G5
'Full Set' or 'Half Set' > ot ¥ B ~ - oI
> Select - New application 2l = SIS TS - e FF - T W
> 60 , BRY FHA —-> A
> Enter Journey details > T - 3UeeY T W - g fodes 9 - TvEm
Form/To station and break dT' IAT 1 ITET [T THfee - sy (B AT
journey > T - AT e e
oo FFq - Tga ImiEETE
» Select - 'Member to be .
included' and Submit for > AT AT gST R A/ TR A R W/ ChTE
checking of Pass Clerk and T 3R s I O TET &R
Pass Issuing Authority.
> TEA W - ' HGET MRS oA mm—gww
NSt AR AN AR TN
> , -l '
To view issued Pass PTP ST g 3R 9 Ferd 3R A FEAEEA e
» Select - 'My issued passes' to

Sy ST |

B FA1 S/ BIe8 (MA@
PASS 42 PTO (WaT® 'S
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Initiate your career progression report....

e-APAR !!
Employee Role (E)
> Role of Employee serving | » oJgd-63R3qd 3T F (T©H-6 932 BF SNE FHT©
in Level-6 & above. T T . FAGIAT 1L
> Click on APAR - go to "Self- APAR-4 3% F&a - "¥-
Appraisal" > TRWIR W Fad & - TR -9 T
| "EE-FEFRA" T AT A S T Fpel
» Fill th.e relevant colun?ns . o= o F-FHES S o
> Submit the self-appraisal , 5t TR - (AT FAGE I
> Note - Any employee if SR E FfETe T (MA© AT G,
> e - 3 FE AR

unable to see personal data,

IR AT FE APEAT

then please contact your SIFIIN ST el q@ drell TS 3T Fea S
concern bill clerk. g, ar FUAr 39 FefeT foer SIATST Fape|
Folh & HIF L
Administrative Follow-up
> Role of Service Record > |iEE RS Siferer Fad (& SIS (706 f5fers #1eb = gfare
Dealing Clerk (DC) T (f&fn)
> Click on APAR - Click on APAR 4 3% FFa -
“Personal Data” > TR X Fes &Y - "TfETe GBI A FF FEA
> All the data would have "STETIT 2T UX [Fold &Y A (GBI A -Sel:AT FT
been pre—pop}ﬂated, blank > Wl 2T TS ¥ X EC g @, BT (GO T AR
data may be filled and > SN (W3] (@@ N
> ST TehdT &
> Role of Reporting officer > Raiféar Ry & syfden faenfh: SsEs ot
> Click on APAR- Change the . APAR-A 3% FFd-
Role to “RE”. > TR W Fawn w- e SRFM@E "RE" 4 RIGH
> Select an employee from H "ARS" H Feoll FF4|
the dropdown > 3OS ¥ TH HHAN H TACIST (YF AFSH FHEIST
» Fill all the relevant details it fodsT I
in 'Assessment by ‘ e SiReTE 9|
reporting officer’ > RaféT HfEdr gar TR -0 g A
> Submit with DSC. Hediwa' F @ gl Frererer SR R
faazor s1¥| fasiBiee s foe|
> Ed & A FAAT B
> Role of reviewing officer > g rfReRY @ axfHer TS FHFSH G
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» Click on APAR- Change the
Role to “RV”.

» Selectan employee from the
dropdown

» Fill all the relevant details

»  Submit with DSC

> TNUHR W fFes H- qfAdr &
"IRET H Feel |

> SIS ¥ THh HHARI H TIT
CIy

> Tl gyrafae faavor s

> Sadr & A A #Y

> APAR-I 3% FHA- SNIIHE
"Ry 4 AEIET FHA

> TAGIGT (WF AFOT FAGIAN
fadma I

> Y AN [RTEd qad e

> fasifite oo fua

Role of Accepting Officer

Click on APAR- Change the Role
to “AC”.

Fill all the relevant details
Submit with DSC

Generate digitally signed PDF

EARR e aTeY SRR T 3T

R W Fas #- JqfHe &
"TH # e

el wrEfee faavor Y
Auadr & WU FTAT FL

fBfoee geaeiid d¥uw see &

TRAFTA FHFOIF ST

APAR- 7% FF4- SRFIHE
“ACY-(® AFIGH FHA

SN ARSI I Pl
fSasifite s fiey

St e fAfSam tefy
T

Role of Reporting Officer - II (RES)
Click on APAR- Change the Role
to “RES”.

Select an employee from the
dropdown - Select - Section-II
Fill all the relevant details
Submit with DSC

Reaféar 3rfRremrdy & sffenT - 11
(IRETH)
TAUIR W Foieh Y- AT
N "HNSTH" H |
3MIS3T ¥ Uh HIART H I
N - Gl - IFHET- II

Faft g favor s
ITHET & @Y FAT R

faenfh: SET O3 - 11 (RES)
APAR-1 f3% FH- GRFIHE
"RES" 4 AfFIST T
TATICT (WF AFST FaAGIAT
fadma s - FdwT FFT -
fJemsr-11

g A AT qFAT TP
fGasfite e fua

Reviewing - II (RVS)

Click on APAR- Change the Role
to “RES”.

Select an employee from the
dropdown - Select - Section-II
Fill all the relevant details
Submit with DSC

FHIETT AT - 11 (ARETH)
THUHR W Foieh - $fAHI &l
"HRESTE" H Sgall

SUS3 & Ueh HIART T IIqA
A - Yol - IFHET- 11

gy g e o)X
UEHT F TIYT FAAT I

SEAEGAT F9 (= - 11 (RVS)
APAR-A 3% FFa- SFRIGE
"RES" 4 IS T
TICIST (WMF AFST FAGIAT
e = - {AmT I -
femr-11

S AGE AT I FA
fGasfite e fue

Note - £JTac

A user might multiple roles assigned to him. To perform the roles to e-APAR, please select the correct role by click on Role Icon.
TSI S HES ST ST |$- T RA R AR [T, FIARIANTS oA R [ cTehal e He 191 T |
AFTATIRAF A AF TSP e-APAR - IS RF T MASA(®, AJITF@R0IeARFAFF T TGP NI oA T |

NAMASKAR
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Prepared by -
Personnel Branch, Santragachi,
Kharagpur Division, South Eastern Railway.
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