
Human Resource Management System



Annexure - A 

Instructions for Employees for updating remarks in HRMS for their personal details correction 

Step – 1 : Log into HRMS through the link https://hrms.indianrail.gov.in/HRMS/ and enter your HRMS id and Password ( To 

know your HRMS id and set your password, download HRMS Employee Mobile App for Indian Railways and register yourself 

on it. ) 

 

Step – 2 : On correct entry of your Login credentials, OTP will be sent on your registered mobile number. You need to enter 

that OTP into the system for logging into the system 

 

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






Step – 3 : After Logging into the system, you can view your details by clicking on “My e-SR” sub head under e-SR head 

displayed on the left tab 

 

 

 

Step – 4: In case of any discrepancy, you have the option of submitting for remarks against that entry by clicking on 

“Remarks” tab present under the table 

 

 

 

 

 

Click on e-SR 
Click on to submit 
remarks for any 
discrepancies 

Click on to submit 
remarks for any 
discrepancies in 
Family 



 All details are furnished pertaining to:

 Basic Data of the employee

 Employment details

 Family details

 Educational Qualifications

 Nominations

 Awards

 Punishments

 Pay change History

 Promotions

 Transfers

 Trainings

 Leaves

 Publications 

 Deputations



Step – 5 : After remarks for the tabs have been entered, Employee can submit the same by clicking on “Submit Feedback 

for All Tabs” button at the bottom of the screen which will send the record for acceptance to the Dealing Clerk (DC). 

 



Pass Module- User Manual For Employee, Pass Clerk & PIA
1. Go to HRMSWeb Application URL and login using HRMS ID & Password
2. Enter OTP received on registered Mobile No.

 For Employee

Declaration of Manual Passes & Pass Family:

1. Contact your Pass Clerk for entry of manual passes
2. One entered by Pass Clerk, click on Pass > Pass Set Listmenu

3. Click on ‘Confirm’ button if the entered information is correct. If there is some discrepancy, click on
‘Return to Clerk’ button to return it for modification to Pass Clerk.
4. Once Confirmed, now Family Declaration needs to be completed. Click on Pass Set List menu. A
pop up will appear to prompt user to complete family Declaration.

5. Select the members for Pass Family Declaration and click on ‘Submit’ button. This declaration will
now be forwarded to the Pass Clerk for further action. Once Accepted by Pass Clerk, employee can
now apply for e-Pass.



e-Pass Application:
1. Click on Pass > Pass Set Listmenu.
2. Select Pass Type: Privilege Pass and click on ‘Go’ button. The entitled & available, full/half Pass
sets will be shown.

3. Click on ‘Available- full set- count’ . You will be redirected to Pass Application Page
4. If there are any previous existing applications(not submitted yet) for this year, then they will
appear in the list. They can be edited by clicking on edit icon shown beside the application. To create a
fresh application, click on ‘New Application’ button.

5. Page for new application will open. Details of employee and list of members will be shown to
employee. Fill in the travelling details and select the family members to be included in Pass.



6. According to Pay Level and pass usage “Upgraded Pass” option shall be displayed on screen.
7. Click on ‘Save as Draft’ to save details and on ‘Submit’ to forward the application to Pass clerk for
further approval.

8. On submitting pass application, a SMS is sent to employee’s registered mobile number having info
about pass application and it PIA. A SMS is sent to PIA having details of pass application of
employee.

9. To Check Berth Entitlement, click on ‘Check Berth/Seat Entitlement’ shown beside application

Upgraded Pass



Information of berth entitlement will be shown as shown below:

Application for Split Pass:

1. Login to HRMS application.
2. Go to Pass > My Issued Passesmenu. List of all issued passes will be shown.



3. Click on ‘Apply’ button beside the pass number against which split pass needs to be applied

4. Select From & to stations of travel and upload the necessary documents(approval from competent
authority). Also enter the reason for applying split pass and click on ‘Apply’ button. The application
will be forwarded to Pass Clerk for further action.
5. To view status of your request, click on ’Applied’ and details of your application will be shown



Pass Cancellation Request

1. Login to HRMS application
2. Go to Pass > My Issued Passesmenu. List of all issued passes will be shown

3. Click on ‘Cancel’ against the UPN which needs to be canceled. Enter reason for cancellation, upload
the approval document form competent authority and click on ‘Submit’ button. The request will be
forwarded to Pass clerk for further action.



4. To view status of your request, click on ‘Applied’ against the pass for which cancellation request
was submitted. A pop up will appear with request details

5. If your request was Rejected, you can apply again by clicking on ‘Apply Again’ button on the same
pop-up screen



Generate OTP for ticket Booking
1. Go to ‘Pass’ > ‘My issued Passes’
2. Click on ‘Generate OTP’ against the pass for which ticket needs to be booked

3. Click on Send OTP and an OTP will be sent to your registered mobile number



Transaction at the PRS Counter

 Provision to do transactions on e-pass & e-PTO is 

made available in the PRS system.

 ECRC has to enter the concession codes for

booking registered e-pass & e-PTO as:

 To book on e-Pass   - EPRPAS

 To book on e-PTO    - EPTO

 ECRC has to take the 4 digit pre-generated OTP

and pass number from the passenger, opted for

booking on e-Pass & e-PTO.

 This 4 digit pre-generated OTP number which is

mandatory needs to be entered in the issuing

station code field.



Transaction at the PRS Counter

 Pass number which is mandatory needs to be

entered in passenger wise in ticket number field.

 Applicable class input is not required from the

e-pass / e-PTO passenger.

 If the transaction is valid, then booking on e-Pass /

e-PTO will be allowed.

 If transaction is not valid then booking will not be

allowed further with a message indicating the ECRC

about the reason for disallowing booking.

 ECRC will be allowed to edit passenger / journey details

as per error / alert messaged displayed.



Issued Pass







Transaction at the PRS Counter

 Cancellation of tickets on e-Pass / e-PTO is allowed

only if cancellation is valid as per the rules.

 Following transactions are not allowed for PNRs booked

on e-Pass / e-PTO:

 Modification of Tickets

 Bulk Booking

 Connecting Journey bookings

 Name / Age / Gender change after booking

 Fare enquiry is not allowed

 Transactions on existing concession codes for

pass/PTO shall be allowed for those holders who have

not registered for e-Pass or e-PTO.



IRCTC Login



e-Pass Booking Option



e-Pass Booking Confirmation



Select From & To Stations



Train & Berth Selection



Journey Date Selection



Passengers & e-Pass



Mobile Number & Address



Passenger Detail Confirmation



Payment Mode



Booked ticket PNR details












	Binder1.pdf
	WhatsApp Image 2020-09-22 at 22.56.56 (3)
	WhatsApp Image 2020-09-22 at 22.56.56 (2)
	WhatsApp Image 2020-09-22 at 22.56.56 (4)
	WhatsApp Image 2020-09-22 at 22.56.56
	WhatsApp Image 2020-09-22 at 22.56.56 (1)


