GOVERNMENT OF INDIA (97T 305N)
Ministry of Railways (3@ #am77)
Railway Board (Ida a1F)

File No. PO-YIL20H0HRMS2S Mew Delhi, dated: 14122020

The General Manager/C AUS{1L),
All India Railways & Production Tnils,
Ay per mailing 1isn)

Sub:  User Manual for Employvee Sell’ Service Module of HRMS

Employes Self Servics module ol TRMS was launched fur wse aeross all offives of
Indisn raitways, Onlice teaining for operation of the Emploves Self Servics Module wis alse
priveided by CRIS to all the emplovees.
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e, (0 order to serve ns o puide and ready reckoner, & Sumimary Flow and g detailed
User Mannal is cnclosed helow and have also besn uploadsd on the website of Indian
Railways at the folleeang Tocuation:

httpd e drshinnratiwass oo dnsil wyboand! = A bout Incdiam [zl by

S Corporate Overview = Divectorales = Pay Commissior <> Pay Commission-VIT

L} It s requesied that the User Manual and Summary Flow be circulated widely among
the stafl in (he respective Railways for smooth 2nd tmely implementation of HEMS.

Encl: 1. Summury Flow on Emplovee Sell’ Service Module
2 Tser Manual on Empleyee Scll Service Module
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Deputy Director! Pay Commission-YVII & HREMS
Railway Board

File Moo PC-YV L2020 TTRMS25 New Delhi, dated: 14.12.2024(
Copy forwarded Lo -
Pl As ALl ndian Railways, PUs NPR{Canst)
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2. Lhe Principal, National Acodemy of Indian Reailways, Vadedan,
3, The General Marnager, CORESAlLahabad
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The Thireeter General, KIS, Tackoow,

The Creneral Manazer and FA&CALL Melr Ruilwey

The CACY wnd PFA, COFMOY e el

Lhe C A CorsL), MTPR VN umbn

The CANMUINIY Chennat

The Dircetor, CAM TECH Gwaliar

The Thvector (a) IRIEEN. WNasik, (b1 IRICEN. Munz {o) IRIMEE. Jamalpoe (d)
TRISETL, Secumnderabad

Lne Matapng Threetors RITES, [RCON. CRIS, IRFC, CONCOR, EVNL, DECCIL.
kBECL.

Thie Chawman-con-Managing Direelor, Konkan Railway Corauralion, New Delhi
The Pay & Acoounts Otficer, Railway Doanl, Rail Bliawan, Mew Delhi.

The Gereral Scerzeary, IRC AN ew Dl

The Commsioner, Ralaay Sefebe, Lucknow.

Executive Dirsclor (Tinunce)y, RTISO, Lucknow.

The Chairman, ROC Tuk Sabha Sscrelariy, New Delhi.

Tha: Chairman, RIVE, Chennai.

Thie Chsnmman, RO .

The  Chairman ERBSAjmer,  Ahmedabad,  Allshwbad,  Bangzlore,  Bhopal,
Bhuobaneshwar, Chandigarh, Chonua, Calcotta, Jarmmu, Gorskhpuor,  Guwahar.
Malda, Munsbai, MusafTrpuor, Pana, Banchi, Secunderabad and Trivandrum.

. Tha Editor, * Bhartiva ®ail .

» The Editor, “Incian Railwavs’.

The Chairman, Passenper Sarvices Comonines,

o The Charrman, Passenper Ancenitics Cannnities,

he CADL A MTP OO Y Mumabal (B MU (GChennai.

JAMfice of the Chizl Projeci Adminizimator (lefecom), [ndian Railaay Cuniral

Orpmmization tar Teleconm Coasuliancy, Shivagi Teidge, Neow Delli,

o The Chiel Mining Advisar, Munistes of Rallway, Dhanbad,
o The CLAL(Canal ), Cenirs® Ratlway, Mumbai.

- The Liaison ClTicer, W11 CPC. All udian Rajilwavs and PUsRDS0 e, Institaes

Moo Batlwan COFMOW!COREREC el

The Direchn iMevemart] labwavs Uzlcuna, At
Cieneral Wunagor HRM SRS \
Yll—.

Hfﬂ Kumar ()
Deputy Director, Pay Commission-¥T1
Railway Board

File Mo, PC-Y A2 2HTTRMS 25 Mew Delhi, chated: 14.12.2020

Copy forwarded to:-
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The General Seerctary, ALLRE, Room bl 253 Rail Bhawan
The Genesdl Recrelary, WELR, oo o, 256 E. [Lail Bhawan

3. Lapy to all menibers-of (ha National Comesl, Deparmmental Counal and Scerctary

Statf Side, Matigsal Council, | 3-8, Feroeshah Road, New Delhi

The Scerchary General. Fedesulivn ol Railway OfFesrs” Association.

All Trncia BCSRT Ralway Employee™s Assacigtion. Room Mo, 7, Hail Bhawan,
Adl Bacia O0B .CL Radbwey Bmploves s Federatien, Room bo, 48, Rail Bhawan



1. The Scorctary General, ATRTE A, Rosnn Mo, 256-D, Bail Bhawan

R, The Seeratary Cieneral, Indian Railway Promotee OMcers Faderation

B, The Secratary, Ralway Boanl Secrelana service. drovp *A7 (O Teers Association,
Kooy Mo, 402, Rail Thhewan,

1. The Secretasy, RBEE Greoup B OTcers Associalion,

11. The Scorctary, Railway Board Ministerial S1all” Associnbon,

12, The Searclary, Mon-dMimistenia: S0 Assocation (Railway Bosrd),
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For Secretary, Railvay Buoard
Chipy toz-

PSOeSr PPSa PSS PR AR To:-

MR, MSRISY, MSR{G), CRB & CEO. Member (Finance), Member ¢fofrastruciure).
Member (Traction & Rolling Stock), Member (i Operalions & Business Development).
Secretary /R, TMWHR, TMHREHS, DGARPE, AL Additional Members! Advisors!
Executive Diectors Joinl Seereiarias,

Cash - T, T, & TH, Budget. E{(PEAY 1 & T, TG, BING) L& 11 PC - IIL PE-1Y, PE-
Vo POV E(LRD 1 & 1L FikY - L 11 & HE (T Speciy], Sqeurice (E) dccounts 11
ERB-TI0 TIL TV, W & VL GiPass), GiAcek RB{Wellure), F(SCTH T & I1, EqCh 1, 1
L& LG, TGRS T & T1 EdGP), E(GRC), PR branches of Railvway Thowrd,



ESS Flow Summary

1.1.1. Raising a Change Request by Employee

1.1.2.

Employee logins to HRMS Application. https://hrms.indianrail.gov.in/HRMS
In the left side panel Right click on the ESS menu and then click on the

submenu with name View/Edit My Details.

On next screen employee select respective tab name from drop down that contain list of all
allowed tabs for change request.

All information available for that tab will be displayed in read only mode.

To create a change request, employee click on Raise a change request, system ask for
reason to edit the data.

There will be an edit button (check box) for each fields in Ul, by clicking the button that
particular field will editable and user can put his changes.

User need to upload necessary supporting documents for changes they are requesting.
Once all details are done user need to submit thing information to DC by entering Transaction
OTP.

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

10. Employee can track status of their Change Request Summary Report under ESS menu.

Verification of Change Request by DC/VA/AA

&

o

DC / VA / AA login to HRMS application. https://hrms.indianrail.gov.in/HRMS

In the left side panel Right click on the ESS menu and then click on the
submenu as per their role forward change request for DC, Very Change Request for VA
and Accept Change Request for AA

A consolidated Change Request Summary report for pending case with DC/VA/AA is shown.
User click on Process button shown in right most side of each request in report

As user clicks the Process button, details entered by employee are displayed in pop-up
window.

Data that are changed by employee are highlighted for ease of identification of users.

User can provide remarks and return change request to employee if change requested is not
found OK.

If change request is found OK user can forward/ verify / accept the change request based
on their role, with help of Transaction OTP.

Once change request is accepted, original data in Employee Master / eSr will be updated with
new data.



Employee Self Service

Human Resources Management System for Indian Railways

Designed, developed and presented by

Centre for Railway Information System




How does

Employee Login to
HRMS

Open your preferred Browser
Type in URL of HRMS
(https://hrms.indianrail.gov.in/
HRMS/) on Address Bar
Login Screen will appear
User can Login by providing
User Name, Password

OTP will be sent to registered
mobile phone through SMS
Type in the OTP and click on
Verify-OTP button

After Login choose “IRHRMS-
ESS-> View/Edit My Details”
from Menu

Forgot User-1d/
Password

if you forgot your HRMS-Id,
click on ‘Help for Login’ link
Help window will appear on
screen. Fill-in your IPAS-Id (or
Employee Number) there

Your HRMS-Id and your Mobile
Number (masked for security
reason) will be displayed

If you forgot Password, click on
‘Forgot Password’ link. SMS
with Password will be sent on
registered mobile.

hrms

Select Option to
Edit

List of options appears on screen
with pre-populated data forms

Under “Employee Master”.
* Basic Information

* Family Details

* Communication Info

* Personal Details

* Qualification

Under E-Service Record
* Initial Appointment
* Awards

* Promotions

* Transfers

Employee Make Change Requests?

@,
()

Employee makes
Change Request

Employee choose appropriate
Tab. All information on the
Tab appears on screen

Select Data items or Records
to edit

Employee can change data as
desired

Employee can Submit the
Change Request for further
approval


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

Employee Basic Details for Change Request —
an Example of Single Record on Single Tab
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Family Details for Change Request - Exam
of Multiple Records on Multiple Tabs
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Sections of Employee Master Available for
Change Requests

Basic Details

Following details may be

changed under Basic Detail

* Employee Name in Hindi

* Employee Namein
Regional Language

* Country of Birth

* Birth Place

* Spouse Name

* Spouse Employment
Type

* |IPAS ID of Spouse

* Blood Group

Family Details

Following details for each
family member

* Member Name

* Gender

* Marital Status

* AADHAAR Number

* Relation with Employee
* Date of Birth

* |f Dependent

* Dependency Reason

* Member’s Photo

* Member’s Email

* Member’s Mobile No
e ..etc

Communication

Changing in following as

communication detail

* Personal Mobile Phone
Number

* Personal Email Id

» Official Mobile Phone
Number

* OTP Preference

* Present Address

Personal Details

Changing in following
details towards personal
info

* Religion

* Identification Mark

* Marital Status

* Date of Marriage

* Mother Tongue

* Height

* Upload Sign

Qualification

Changing in following
details for Qualification

* Qualification Level

* Course

* Subjects/ Specialisation
* Duration

* Board/ University

* School/ Institute Name
* Marks Document

o ..etc



Sections of E-Service

Change Requests
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First Ab-po'ihtment

Data may be changed under
First Appointment

* Type of Employee

* Date of Joining

e Date of Appointment

* Initial Lien/ Zone/ Division
* Initial Station/ Office

* Pay Commission

* Pay Scale

* Basic Pay, Personal Pay

* Initial Department

* Initial Sub-Department

* Initial Designation

* Initial Section

e ..etc

Awards Details

Following details under
Awards may be changed or
new entry added

* Award Name

Award Date

Cash Amount

Award Authority

e ..etc
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Promo-iior-{ Detail

Following details under

Promotion Tab may be

changed or new entry may

be taken.

* Type of Promotion

* Department

* Designation on Promotion

* Station Code

* Scale Code/ Pay Band/ Pay
Level

* Basic Pay

* Office Order Number

Record Available for

Transfer Detail

Following details under Transfer
Tab may be changed or new entry
may be taken.

Transfer Type

Reason of Transfer
Transferred From with details
like Unit Station Department
Sub-Department Office

Office Order Number

Office Order Date

Release Date from Post
Transferred To with details like
Unit Station Department Sub-
Department Office Designation
Charge Taken on etc.



More Sections of E-Service Record Available
for Change Requests

Nominee Detail

Following details under

Nomination Tab may be

changed

* Nominee Name

* Relationship with
Employee

* Age

* Mobile Phone Number

 AADHAAR ID

Deputation Detail

Following details under
Deputation Tab may be
changed or new entry added
* Deputation Type

* Ministry Name

* Department/ Organisation
* Place of Posting

* Deputation out Detail

" @

Training Detail

Following details under
Training Tab may be changed
or new entry may be taken.

* Training Program

* Training Institute

* Place of Training

* Specialisation Topic

* Duration

* Date from

* Dateto

Publication Detail

Following details under
Publication Tab may be
changed or new entry may
be taken.

Country of Origin

Level of Publication
(International/ National)
Category (Technical/ Non-
Technical)

Year of Publication

Name of Publication
Publisher Name
Description



Process Flow for Approval of Change Requests

Return to Employee for correction and resubmit
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Change Request
by Employee

Employee can
make change
requests on any
Section by
changing selected
data.

ﬁ

Service Record
Dealing Clerk

Dealing Clerk
verifies the Change
Requests and
forward if found
appropriate. Else
return to Employee

Return to Employee for correction and resubmit

Return to Employee for correction and resubmit

No

<
No
No c
Yes i
Yes e N
Yes . N -
] | B

Service Record
Verifying Authority

Verify Change Requests
and forward to
Accepting Authority, if
found appropriate

Service Record
Accepting Authority

Accepts Change
Requests if found
appropriate. Else
return back to
Employee

Update Data
on EM/ E-SR

Data from approved
Change Requests
are updated on E-SR
and Employee
Master as applicable



Viobile Apps — Keeping ESS Handy
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* Mobile Apps is

available to keep
Employee Self
Service handy

* Besides Android,

to be also made
available on iOS
platform



Vionitoring of Change Requests Made Easy
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Live Demonstration



