GOVERNMENT OF INDIA (3Rd T{FR)
Ministry of Railways Qo HITd9)
Railway Board(3eTd a13)

PC-VII No. 186 RBE No :95 /2022

File No. PC-VII/2022/HRMS/15 Dated: | | .08.2022

Principal Chief Personnel Officers,
All Indian Railways
(As per standard mailing list)

Sub: Implementation of Transfer Module in Indian Railways

On successful completion of the development of the Transfer Module of HRMS by
CRIS and completion of entry of legacy data, it has been decided by Railway Board that the
Transfer Module of HRMS shall be launched across Indian Railways on 15" August, 2022.
With this, all the new as well as existing transfer requests (Inter Railway & Inter Division)
shall henceforth be received and processed only through HRMS. Detailed guidelines
regarding use of Transfer Module are placed at ‘Annexure-A’.

2. All the field Units shall endeavour to give due publicity to the change in process of
the Transfer applications and also ensure functioning of Helpdesk to ensure that employees
are not inconvenienced in submitting the Transfer applications through HRMS during the
initial period. Feedback on the Transfer Module and suggestions for improvement, if any,
shall invariably be brought before the notice of Railway Board for taking up with CRIS.

Encl: As above

Jiya Kumar G)

Deputy Director, Pay Commission-VII & HRMS
Railway Board

e-mail: jaya.kumarg@gov.in

Ph. No: 011-47845125

File No. PC-VII/2022/HRMS/15 Dated: 1 [.08.2022
Copy forwarded to :-

PFAs All Indian Railways, PUs, NFR(Const)

The Principal, National Academy of Indian Railways, Vadodara.
The General Manager, CORE/Allahabad

The Director General, RDSO, Lucknow,

The General Manager and FA&CAO, Metro Railway

The CAO and PFA, COFMOW/New Delhi

The CAO(Const), MTP(R)/Mumbai

The CAO(MTP(R) Chennai

The Director, CAMTECH/Gwalior

3290 H BN L b
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10.
11.

12,
13.
14.
15.
16.
17.
18.
19.
20.

21.
22,
23.
24,
25.
26.

27.
28.
29,

30.

The Director (a) IRIEEN, Nasik, (b) IRICEN, Pune (¢) IRIMEE, Jamalpur (d)
IRISET, Secunderabad

The Managing Directors RITES, IRCTC, IRCON, CRIS, IRFC, CONCOR, RVNL,
DFCCIL, KRCL.

The Chairman-cum-Managing Director, Konkan Railway Corporation, New Delhi.
The Pay & Accounts Officer, Railway Board, Rail Bhawan, New Delhi.

The General Secretary, IRCA/New Delhi.

The Commissioner, Railway Safety, Lucknow.

Executive Director (Finance), RDSO, Lucknow.

The Chairman, RCC Lok Sabha Secretariat, New Delhi.

The Chairman, RRT, Chennai.

The Chairman, RCT.

The Chairman RRB/Ajmer, Ahmedabad, Allahabad, Bangalore, Bhopal,
Bhubaneshwar, Chandigarh, Chennai, Calcutta, Jammu, Gorakhpur, Guwahati,
Malda, Mumbai, Muzaffarpur, Patna, Ranchi, Secunderabad and Trivandrum.

The Editor, ‘Bhartiya Rail’.

The Editor, ‘Indian Railways’.

The Chairman, Passenger Services Committee.

The Chairman, Passenger Amenities Committee.

The C.A.O. (A) MTP (G)/ Mumbai (B) MTP (G)/Chennai.

Office of the Chief Project Administrator (Telecom), Indian Railway Central
Organisation for Telecom Consultancy, Shivaji Bridge, New Delhi.

The Chief Mining Advisor, Ministry of Railway, Dhanbad.

The C.A.O. (Const.), Central Railway, Mumbai.

The Liaison Officer, VII CPC, All Indian Railways and PUs/RDSO/Trg. Institutes
Metro Railway/COFMOW/CORE/RSC etc.

The Director (Movement) Railways/Calcutta,

A} umar G)

Deputy Director, Pay Commission-VII & HRMS
Railway Board

e-mail: jaya.kumarg@gov.in

Ph. No: 011-47845125

File No. PC-VII/2022/HRMS/15 Dated: 1 1 .08.2022

Copy forwarded to:-

1.

2.
3.

RO

The General Secretary, AIRF, Room No. 253, Rail Bhawan (with 35 spares)

The General Secretary, NFIR, Room No. 256 E, Rail Bhawan (with 35 spares)
Copy to all members of the National Council, Departmental Council and Secretary
Staff Side, National Council, 13-C, Ferozshah Road, New Delhi (with 40 spares)
The Secretary General, Federation of Railway Officers’ Association,

All India SC/ST Railway Employee’s Association, Room No. 7, Rail Bhawan.

All India O.B.C. Railway Employee's Federation, Room No. 48, Rail Bhawan

. The Secretary General, AIRPFA, Room No. 256-D, Rail Bhawan.
. The Secretary General, Indian Railway Promotee Officers Federation

The Secretary, Railway Board Secretariat Service, Group ‘A’ Officers Association.
Room No. 402, Rail Bhawan.

10. The Secretary, RBSS Group ‘B’ Officers Association.
11. The Secretary, Railway Board Ministerial Staff Association.
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12. The Secretary, Non-Ministerial Staff Association (Railway Board).

For Secretdry, mBoard
Copy to:-

Advisor/MR, OSD/MR, OSD/Co-ord/MR, Addnl. PS/MR

PSOs/Sr.PPSs/PPSs/PSs/PAs to:-

MR, MoSR(J), MoSR(D), Addnl. PS/MoSR(J), DPG/MoSR(J),CRB & CEOQ, MF, MI,
M(T&RS), M(O&BD), DG/RHS, DG/RPF, DG (Safety), All Additional
Members/PEDs/Advisors/Executive Directors/Joint Secretaries.

Cash - I, II, & III, Budget, E(P&A) I & II, E(G), E(NG) I & 11, PC — III, PC-IV, PC-
V, PC-VI, E(LR) I & II, F(E) - I, II & III, F(E) Special, Security (E), Accounts III,
ERB - I, II, ITI, IV, V & VI, G(Pass), G(Acc), RB(Welfare), E(SCT) I & II, E(O) I, II
11 & III(CC), E(GR) I & II, E(GP), E(GC), PR, branches of Railway Board.
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Annexure-A

Transfer Module - User Manual

1. Administrative Transfer

Administrative Transfer Flow

— Department raises request and forwards to DC

!

DC can upload documents (if any) and forward to VA

!

Return to Department VA forwards to AA

!

AA will forward to placement Committee or Returns
to department

!

Member 1 Member 2 Member 3

!
PO AA forwards to DPO/ Sr. DPO

!

- DPO/Sr DPO forwards to TAA or returns to
Department

J
TAA sign and returns to Sr DPO

J
Sr DPO returns to AA or Department

J
AA return to DC or department

!

DC marks to issue order

1. Go to HRMS application https://hrms.indianrail.gov.in/HRMS/ and login using HRMS ID &
Password
2. Enter OTP received on registered Mobile No.
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Creation of Transfer Cell - For Unit Admin
1. Go to ‘Admin Section > Change Role’

2. Assign role of ‘Transfer Cell Member’ to required employee.

Creation of Placement Committee - For Transfer Cell Member

1. Go to ‘Transfer > Manage Placement Committee’ Page.

E ndustrial Relations g

= Transfer -

Manage Placement Committee

2. To create new Committee enter committee name, HRMS IDs for three members of the
committee and upload relevant approval document (if any)

=
==l MPD HR Rennrtc -

Mame of the Committee * | ] Committes Approval Choose File | Mo file chosen Upload
Document e —

HRMS ID of Member 1 *
HRMS ID of Membar 2

HRMS 1D of Membar 3.

Committee Validity Perlod

Fram * DMK ir] Ta t

Remarks (f ary}

3. To fetch list of active existing Committees, click on ‘Load Committee List’.

4. C(Click on Committee ID to view details.

Placement Committees for JODHPUR WORKSHOP/ WSH
Search:

e S S S T

Caommittee JUW 1 MKDQRU WFGMFZ JSQWRF Active IVUWER
=106 Cammittes Jadhpur Warkshap 2 ODLUZR WFGMEZ MEDCEL Active IYLIWER

5. Click on ‘Mark Inactive’ button to mark committee as In-Active

https://www.govtstaff.com



Committee Jodhpur Workshop 2

Committee I : 106 Approval Document 1 NA
Walid From = 11/06/2021 Vzlid Upto @ NA
Created By : MAHESH SINGH RATHORE (IIYUWR) Created At : 11/06/2021 15:40:56

Member Details
Member 1 : BASANT SINGH PUREIA / SPO
Member 2 : ASLAM KHAN RAJARH / ADDITIONAL CHIEF MEDICAL SUPERINTENDENT
Memoer 3 : NARENDRA PRAKASH MATHUR / ADME/CEW

Remarks : Placement Committee for Transfer requests

Creation of Transfer Proposal - for Gazetted Officers of Department

1. Go to ‘Transfer > Transfer Proposal’ Page.

2. To create a new proposal select New Proposal option and provide the name for the
proposal and click on ‘Go’ button,

to edit Existing Draft/ Returned proposal, select it from the dropdown and click on ‘Go’
button

Transfer -
Create Transfer Proposal & Transfer Froposal

Record Committee Meeting

8 Select 2 Transfer Proposal from the list to edit previous or select "NEW Transfer Propesal' option from the list to fill details of Transfer Proposal and

Accept Transfer Propasal
P P 'Go' button.

Manags Placement Commitise
- Transfer P |+ =
Transter Proposal Summary AL =
- : : —Salect Transfer Pr
Placement Commitiee Meeting WEW Tranefer Propocal posel s test are refested By FersonaldepartinentiorBlacement
Sumnvary TESTO102 / REQODOD0I000333 e O
smmittes)

DEMG123 / REQDOOCOC000081 S HreTer Pristsaiiin Bl te Draft B n

Placement Committee TEST0S062021 / REQDO0000000090 | 1 =n=rer Prapos3lin biue taxt are Draft Fropozal)

3. Click on ‘+’icon to add employees in the proposal, select dealing clerk id in Forward to
option to forward proposal to personnel department

Transfer Propasaf ID Wilf be generated Once Proposal is Saved
Proposat Number* TEST-PROPOSAL-20210622-0001 Proposal Date ® 22706 2031
Transfer From
Sr No HRMS ID MName Division / Zone Designation / Department Division / Zone Designation / Department
Forward 1o * Please Select v
Remarks"

4. Inthe pop up enter HRMS ID of the employee, current details of the employee will be
fetched and shown to officer

5. Enter the proposed transfer details for the employee and click on ‘Save’ button.
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Enter the HAMS/IPAS (D of the Empleyee and then dick on Go fo fatch the Details.

HRMS 1c/IPAS Ig =

Employee Details

Emplayes [0 533MPS05273 Employee Name: PRAHLAD BUARHNIYA

Transfer From Transfer To
Zone * HIORTH WESTERM RAWAVINKR) » NORTHERN RAILWAY{NR) b
UnitDision * JODHPUR WIRRESHGE (WEH) ~ H -

Station Place e AW

OfficeSection CWM TFFICE CWM CFFICE

Department * BERSONMEL - PERSTNMEL

Sub Department Eleszesalact g Slagze salect b
Designazion * SENIUR CLERE CUM TYPIST N, SEMFOR CLERK CUM TYPIST bl
Bill Unit Mo 3307425 0308171

6. Enter more employees by clicking on ‘+’ icon

7. Click on ‘Submit’ to forward proposal to Personnel Branch

Processing of Transfer Case - For Personnel Department
1. Login with Dealing Clerk’s ID
2. Go to ‘Transfer > Forward Transfer Requests’

3. Listof all received transfer proposals will be shown, select 1 proposal to work upon.

= Transfer a

= 2 ; Forward Transfer Proposa
Forward Transfer Proposal Era PO

Raturn/Process Transfar
Raquest © Select a Transfer Proposal from the list to view the Proposzl raised by Department and click on "Go' button,

IE2] MPP HE Reports b

ransfer Propesal * ~-Select Transfer Proposal--

: Sertamet = —Select Transfer Proposal—

TEST-PROPOSAL-20210622/REQO0C0DC000058

Service Details For Retinng

Employees

4. Select ‘Forward’ for requests which need to be forwarded to VA and select VA to forward
to
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Teansder Proposal * | TESTH4052021-01,/REQIN00MI00005E

Transfer freposal ID REQO000D000009G Proposal Date * IdeDN
Transfer From Transfer To
S Division / Designation / Designation / [— Select
Ne HRMS ID Name Zone Department Division / Zone Department View Status Forward/ Return | Authority/Committee Upload Decs (if any)
1 | sPoz ASHOK JODHRPUR SRAFR AUPURDUAR | SRAFA / e submittes Plesse Select PlesseSelect: » | [choose e | Mosen M
KLIMAR WORKSHOR fuall] Wiew by I 1
(53307153009) | MIMESH (WSH] ACCOUNTS ACCOUNTS Detatis Department E
to Rersonal
{ WORTHEAST Eranch PICHE Seit
WESTERN RAILWAY
RAILNAY (raFR) turmt f
(WWR)
1 | UAHGDS HAILASH ODHPUR, CHIEF OFFICE ALPURDUAR | CHIEF OFFICE @ Submitted Plaase talect - Flemse SElett | [ Chooss e | Musen
CHANDRA WORKSHOR SUPERIMTENDENT (D) SUPERINTEMDENT i by ——
(533075428200 {WSH] Detais Depertmant
/ PERSOMNEL ! | PERSONNEL to Personal
MOATHEAST Branch
MORTH FRONTIER.
WESTERN RAILWAY
Rallway (NFRY
(wWR)

Click on ‘Submit’ button to submit the remarks

Similarly VA needs to submit their remarks and forward the case to AA from the same menu.

Assignment of Transfer Case to Placement Committee - For APOs
1. Go to ‘Transfer > Forward Transfer Requests’

2. List of all received transfer proposals will be shown, select 1 proposal to work upon.

= Transfer a

2 Forward Transfer Proposa
Forward Transfer Proposal Ertons ? P

Raturn/Process Transfar

Raquest © Select a Transfer Proposal from the list to view the Proposzl raised by Department and click on "Go' button,

IE2] MPP HE Reports b

ransfer Propesal * ~-Select Transfer Proposal--

[®] settiement -

—Select Transfer Proposal—

: TEST-PROPOSAL-20210622/REQO0C0DC000058
Service Details For Retinng

Employees

3. Select ‘Forward’ for requests which need to be forwarded to placement committee and
select committee to forward to from the drop-down

Transfer From Transfer To
Sr Division / Designation / Division [ Designation / Forward/
L] HRMS ID Mame Zone Department Zone Department View Raturmn Sdlect Committee Upload Docs (if any) Remaris
T AKDSDX PRAHLAD  JODHPRUR SENICR ALAMEASH | SEMIOR = Fonuard - Flease Seisct o Choase File | N.:.sen
BIFSRNIYA WWORKSHOP CLERK CLIM WORKSHOP CLERK CUM . -

[S3INPS052TI) WsH) TYPIST {WSH) TYRIST Details :J

NORTH PERSONMNEL NORTHERM FERSONMNEL

WESTERM RAILWAY W
RAILYAY R
MR
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4. Click on ‘Submit’ button to submit the remarks.

Record Meeting of Placement Committee - Committee Members
1. Go to ‘Transfer > Record Committee Meeting’

2. Select one committee. List of assigned proposals to that committee will be shown. Select a
proposal and click on ‘Go’ button to fetch details.

B Ascord Commitiee Meeting

@ Scl=ct 3 Placement Committee snd Transfer Proposal from the list 2nd clck on 'Go’ button,

Placemant Commitiee MNon-Gazetted Commitiee Vl

—

Transfer Fropazal * -select Proposal Number—- b

—-Select Proposal Number-
TEST-PROPOSAL-20210

ECRONDA0CON00SE

3. Listof requests of individual employees included in the proposal will be shown.

4. Members can send the proposal for query to personnel branch using ‘Return for Query’
option. They need to enter their query and then select the employee from dropdown

pmn e natic Diurzio
H HRMS ID Name Zone Department

WeElER RANV JODHPUR CHIEF JAIBUR CHIEF <
SHARMA [{=24 STAFF & oy STAFF & View
(523078451593) WELFARE WELRARE Details
] INSPECTOR INSSECTOR "
NORTH
WESTERN. 1
PERSOMMEL | RAILWAY FERSONNEL
NWR)
Previous Romarks
I O =~ I~
Remarks =y
Forward to Please Sefect

5. Members need to provide their remarks individually for all requests & digitally sign to save
meeting details and recommendations.

1 REQOO000OCO0TD0 L] Iacnw MAMD MODHALR SEMIOR JODOHPUR
NARAYSN | WORKSHOP  CLERKCUM | WORKSHOP -
(333000017170} MEENA TWsH] TWRIST (WSH) 5
2 @

MORTH FERSONMNEL MNCATH / SAFETY
WESTERN WESTERN
RAmNAY RAILWAY
{NWR} (NWE)

6. Once signed by all members requests will be sent back to personnel branch.
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Forward Transfer Case to Transfer Acceptance Authority - By Personnel Branch
1. Login with Acceptance Authority (APO )’s ID
2. Go to ‘Transfer’ > ‘Return/Process Transfer Requests’

3. Listof all received transfer proposals from placement committee will be shown. Select 1
proposal to work upon

& ronward/Return Transier Proposal

{El Industrizt Relstions -

= Transter a

@ Sel=ct = Transfer Propossl from the list to visw the Proposal for which placsment commitize has given remarks and dick on

Transfer Proposal * —Select Transfer Proposal-- A4

-Select Transter Praposal
TEST-PROPOSAL-OC 1/REQIT000D0000ES
DEMO-123/DEMORECO000C0000086
TEST-PROPOSAL-20210622/R ECQO00000000098

[#] settlement -

4. The AA can either forward the request to Establishment Officer for approval or return it to
department based on remarks received from the committee.

Transfer From Transfer To
Docs
Division / Designation / Division Designation / uploaded
Name Zone Department Zane Department View by DC
1 | Bwruso MANJL | JODHPUR OFFICE NWFR OFFICE = Bview | (e Plazse Selact
LATA WORKSHOP SUSERINTENDENT CONST SUPERINTENDENT view | DORUMENT | given by
(53307650413 s BIKATER Betile Plocen=nt Flease Select
/ PERSCHNEL (CONS) / PERSOMMEL Comittee
| Return to depariment |
NORTH
WESTERN NORTH
RAILWEY WESTERN
BWR) RAILWAY
(NWR]

To send to Establishment Officer, the user needs to start typing their name in the input box and
select from the list shown and click ‘Submit’ button

5. Login with Establishment Officer’s ID

6. Establishment Officer has to forward the request to Transfer Acceptance Authority for final
Acceptance, using the same menu option

7. After selecting relevant options, click on Submit button to save details.

Transfer Case acceptance - by Transfer Acceptance Authority (TAA)
1. Go to ‘Transfer’ > ‘Accept Transfer Proposal’

2. List of all received transfer requests will be shown. Select 1 case to work upon.

= Transfer a

Create Transfer Proposa
= Accept Transier Praposal

Record Committee Mesting

Accept Transfer Proposal ) Seiect 3 Transfer Proposal from the list to view the Proposal approved by Placement Commitiee and clidl

TRANSFER-PROPOSAL-011-2021/RE ‘-f|

Transfer Proposal— |
ER-PROBPOSAL -011-20271 /REQOO00D0000O0GS

Wanage Flacement Commitizs

Transfer Proposal *

Transfer Proposal Summarny

Placement Commitiee Meeting TRANSF

Summary
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3. Select ‘Yes/No’ for Approval and provide detailed remarks.

1 AKDSDK PRAHLAD JODHPUR WORKSHOP {WSH] [/ SEMICR CLERK CUM ALAMEAGH WORKSHOP SEMIOR CLERK CUM
BUARMNIYA TYRIST (WSH) TWRIST
(533NP505273) NORTH WESTERN RAILWAY
(NWR] / PERSONMEL /  NORTHERN RAILWAY (NR) / PERSOMNEL

4. Click on ‘View & Accept By Digital Sign’ button. A pdf file will be generated with proposal
details and will shown for Digital Signature.

5. Digitally sign the pdf and it will sent back to DC for further process

VIEW FILE

=  REQD0O00O00DDIBM_D41.pdf

Proposal Mo. : REQDOD000000028

NORTH WESTERN RAILWAY

JODHFUR WORKSHOP/ WSH

Proposal Date - 22062021

SriNo | Employes | Unit! Zonal Station/ OFFICE/ Desig. | | Department P o [«
MName Depl/ Sub-Dept./ BillUnil Remarks
Transfer From Transfer To
1 PRAHLAD MNORTH WESTERN NORTHERN AALWAY | Remarks. Please considsr PRAKASH CHANDRA SHARMA (HULXQY] |NARENDRA PRAKASH MATHUR [ APPROVED
BUARNWAS | RAILWAY (NWR) | (NR} frarafer of smoloyee. : Farwarded for epproval ADMEICEW {MKDORKU) -
AADECH S JOOHPLR WORKSHOP ALAMBAGH Rem arke:
BIINPS052TI | (WEHY/ WORKSHOP (WEH) / BASANT SINGH 0 ABDUL SAYEED KHAM / okkk
a ot FUREIAICOLUZR) AEN|JSCWRF] :
CUM OEFICE! WM OFFICE) 0:
NI CUERK O EEWIEE 1T ERK CTIM RAEANT EINGH BURRIA 1 5800

Mark Transfer Case to Issue Order - By Personnel Branch

1. Login with Establishment Officer’s ID

2. Go to ‘Transfer’ > ‘Forward/Return Transfer Requests’

3. Listof all received transfer proposals received from accepting authority will be shown.
Select 1 proposal to work upon

m iarievance Ll
£ Forward/Ratum Transfer Proposal
BB ioavamsms -~ & Forward/Rstum Transfer Proposs
=2 Transter -
@ Sclect 3 Tansfer Proposal from the list to view the Propesal for which placement committee has glven remarks and click on
Egreard Jranafer Propie:

Return/Process Transfer

Tranzfer Proposal *

i

(&) settlement

A Repors

4, Forward request to APO for order issuance or return to department based on TAA remarks

5. Click on ‘Submit’ button to save changes

6. Login with APO’s ID
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Go to ‘Transfer’ > ‘Forward/Return Transfer Requests’

8. Listof all received transfer proposals received from Establishment Officer will be shown.
Select 1 proposal to work upon

9. Forward request to OS for order issuance or return to department based on Establishment
Officer’s remark

10. Login with OS’s ID
11. Go to ‘Transfer’ > ‘Forward/Return Transfer Requests’

12. Mark to issue Order (Draft office order will be created on submission) or Return to
department based on Accepting authority remarks

T S —
Sr Designation / Designation J ‘Competent Authority) Retum to
No HRMS ID MName Division / Zone Department Division [ Zone Department View Request Status department Remarks
> . _ 1y ” s

1 IMEZZW RAJEMDER IODHPUR (O] ;| ASSISTANTTL & GUNTUR (DIV) /| ASSISTANTTL &
SINGH AC [KHALASIPS) AC (KHALASLPS)

Please Seiect

(533MPS02239) MEENA NORTH S0UTH = X
WESTERN ELECTRICAL CENTRAL ELECTRICAL Mark te ssue Cirder
RAILWEY (NWR) RAILWAY {SCR) Retum to depariment

2 KDEBAG RAMAYTAR JOOHPUR (DIV) /| ASSISTANT TL & ADRA (DN 4 ASSIETANT TL & @ Please Setect w
PRAJAPAT AC [RHALASI/TS) AL (KHALASPS) Vicws

(533NPSDTTOZ) MORTH SOUTH e
WESTERN / ELECTRICAL EASTERN ¢ ELECTRICAL
FLAILWEY (NWR) RAILWAY {SER)

13. After selecting relevant options, click on Submit button to save details

14. Once submitted a draft order will be created. To proceed with order generation, dealing
clerk needs to go to ‘Office Order > Promotion/Transfer Order’. Order will be available in
drop down.
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2. Mutual Transfer

Basic Flow
Mutual Transfer Process
| Employee 1 Fills form |
| Employee 2 Fills form |
Supervisors of both employees fill their remarks
; : -
and forward to respective Branch Officer
|
Initiating railway v
1 Branch Officer forwards request to their
-1
Personnel Branch
—}l 05 forwards to Ch. 05 & uploads DRM approval |
| Return |<—| Ch. OS forwards to APO |
L— APO forwards to Personnel branch of other Unit n
T—-ﬁ or to HQ (for HQ controlled posts)
Rt | < APO HO fcrrw-arcis to Perscmne.l I.:rr.anch of other [ 1 =
Unit or returns to Division
W
Other Railway W A
| BO forwards to 05 | —

T > | 05 forwards to Ch. 05 uploads DRM approval |

| Return |<— | Ch. OS forwards to APO |
e :
APO approves or reject the case orto HQ (for | —T——=
T > HQ controlled posts)
| Return | 2. | APO HQO Accepts or retums to Division | -
[
W
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1. Go to HRMS application https://hrms.indianrail.gov.in/HRMS/ and login using HRMS ID &
Password
2. Enter OTP received on registered Mobile No.

Request submission by 15t Employee
1. Login as Employee in HRMS
2. Go to IRHRMS-ESS’ -> ‘Mutual Transfer Request’

3. Click on ‘New application’ button to raise new application.

Home | ESS § Mutual Transier Request

&) Dashbeard

9 IRHRMS-ESS - S Mutual Transfer Requeat
User Profilz
Mutual Trans 5 lications
View/Edit My Detais
. New Application
My Change Request Summary
ST Received Application
b T it Application Employoc1 Employec1 Employeal Employoe1 Employee2 Employee2 Employee? Employes? Fill
- 3 ; No. HRMS ID Mame Zone Submitied On HRMS ID Hame Zone Submitied On | Application
s s R Mo Transfer applications found
Application

List Of Previous Application

Forward Liutus Transter

Request Application Employee1 Employee1
No HRMS ID Name

Employesel Employes Employeel Employesd Employes? Employee?
Zone Submitted On HRMS 1D Name Zone Submitted On Status

i
Ly Service Request >
Ho Transfer applications found

4. Fill all relevant details and upload scanned copy of signature and photograph. Provide
HRMS ID of the employee against whom mutual transfer is sought, all their details will be
fetched and shown automatically

5. Enter HRMS ID of the officer (supervisor) to whom the application should be forwarded to
in the department and submit the application.

Pincode ™ 342005

Supsrvisor Hmstd *

Declaration

[CHck on the box)
O
under this Rule of IREC

he undersigned, herely

be refived at first. In the event of consderafion of our request

will not tender unwilingness nor claim any undue benefits, which are against the Indian Eztablishment

Remarks ~

Request submission by 2" Employee
1. Login as 2" Employee in HRMS
2. Go to IRHRMS-ESS’ -> ‘Mutual Transfer Request’
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3. Application pending for the employee will be shown. Click on ‘Edit’ button against it.

Home f ESS [ Muhia Transfer Request

Py

‘w Dashboard

e IRHRMS-ESS = = Mutuz! Transfer Requast

Uiser Frofile

Mutual Transfer Request Applications

ViewEdil My Delaits

Received Application

My Change Request Summary

Employest Employee! | Employeol Submitied |  Employec? E ¥ Employse2 Employoe2 Filt
My OMice Cirders . Name Zone On HRMS D Zonw Submittod On Application
47 QOWOTE DINESH NWR 2022-02-28 ZOAGPG AKHILA SR
| Muhial Transfer Remest SHARMA 12.09.43 257211 SRIKUMAR m

T

_a\lj;.:lr\;.‘-ﬂi:‘.n- List Of Previous Application

4. Fill all relevant details and upload scanned copy of signature and photograph.

5. Enter HRMS ID of the officer (supervisor) to whom the application should be forwarded to
in the department and submit the application.

Approval of Request by Supervisors
1. Login with 1%t Supervisor
2. Click on ‘Transfer > Process Mutual Transfer Requests’

3. List of pending applications for action will be shown. Select 1 request for action and click
on ‘Go’ button, details of the request will be shown to them

z Transfer -

Create Transfer Proposal £ Forward Mutual Transfer Requests

Forward Transfer Proposal

O Select a Transfer Request from the list ta view the request raised by employees and click on 'Go’ button,
Return/Process Transfer

Reguest

Transfer Request * --Select Transfer Request-- » Go

Process Inter Railway Transfer
- . —Select Transfer Request--

15 - BASANT SINGH PUREBIAIOOLUZR) / SANJAY KUMAR SINGH(DOOHYS]I

Process Mutual Transfer

Requests

rocess Change Ut Lategory

Record Committee Meeting
4. Supervisor will provide their remarks and will either
a) Forward to the branch officer for further process, or

b) Reject the request

Pi=ase approve

plezse apprave

MAZENA BASKARAN / DY CPO (SOUTHERN RAILWAY/HQ )

Ila'\cl‘- Difficer 1d * | DENTEM

Remarks * Forwarded tor further consideration

—
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5.

This process needs to be followed by both supervisors

Processing of Request by Branch Officer

1.
2.
3.

Login with any one of the Branch Officer HRMS ID
Click on ‘Transfer > Process Mutual Transfer Requests’

List of pending applications for action will be shown. Select 1 request for action and click
on ‘Go’ button, details of the request will be shown to them

Branch Officer will provide their remarks and will either
a) Provide their remarks & forward to their personnel branch for further process, or

b) Reject the request

Remarks *

Objections against this transter

Remarks on
DAR/VIGCRIMINAL ™

H

rward to Desling clerk -- Pleasa Select -- - |

Processing of Request by Personnel Branch

1.
2.
3.

Login with dealing clerk
Click on ‘Transfer > Process Mutual Transfer Requests’

List of pending applications for action will be shown. Select 1 request for action and click
on ‘Go’ button, details of the request will be shown to them

DC will check and forward to the Verification Authority.



@ Instructions;
Al the columns from 1 to 23 are filled
Approval of DRM/ADRM of this Division of this Railway is obtained after the approval of Branch Cfficer.
tam No.23 filled and signed by Branch Officar concerned of this Division/Raitway.
Cerfified that service particulars furnished by the employee of this Division of Railway in application have been verified with Service Reaisters and other Records and foun
Attested copies of Servica Register and Leave chart/book of the employes of thic Dvsion of this Railway are enclosed harewith for forwarding to other Division,/Railway,
The employ=e is free from DRR/VIG fCrimingl cases.
o This employes of this Division/Railway is undergoing/not undergoing effective penalty
o I undargoing; give particulars
This Mutual Transfer request has been 1egiziered and uploaded in the COMPTRONPORTAL and 1D No, = generated,

Remarks Everything is in order, please forward

L
forward to Verification RAJ KUMAR ASSUDAN| (LH3GDO) v
Authonty

5. Similarly the Verification Authority will forward to the Acceptance Authority

6. After this, AA will either forward the case to Zonal Headquarter ( for HQ controlled posts)
or to Branch Officer of other division.

Remarks *

Comptron |d *

Action -- Please Select - in

-- Please Select —-

Forward To 2nd Branch Officer
Forward To HeadGQuarter
Return To Dealing Clerk

Processing of Request by 2" Branch Officer
1. Login with 2nd Branch Officer
2. Click on ‘Transfer > Process Mutual Transfer Requests’

3. List of pending applications for action will be shown. Select 1 request for action and click
on ‘Go’ button, details of the request will be shown to them

4. Branch Officer will provide their remarks and will either
a) Provide their remarks & forward to their personnel branch for further process, or

b) Reject the request

Processing of Request by Personnel Branch
1. Login with dealing clerk
2. Click on ‘Transfer > Process Mutual Transfer Requests’

3. List of pending applications for action will be shown. Select 1 request for action and click
on ‘Go’ button, details of the request will be shown to them
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4. DC will check and forward to the Verification Authority.

@ Instructions;
&l the columns fram 1 to 23 are fled
Approval of DRM/ADRM of this Division of this Railway is obtained after the approval of Branch Cfficer.
Itam ho.23 filled and signed by Branch Officar concernad of this Division/Railway.
Cerlified that =ervice particulars furnished by the employee of this Division of Railway in application have been verified with Service Registers and other Records and foun
Attested copies of Servica Register and Leave chart/book of the employes of thic Dvsion of this Railway are enclosed harewith for forwarding to other Division,/Railway,
The employea is free from DAR/VIG,/CTriminal cases.
o This employes of this Division/Railway is undergoing/not undergoing effective penalty
o If undargoing; give particulars
This Mutual Transfer request bas been 1egistered and uploaded in the COMPTRCHPORTAL and 1D No. s generated,

Remarks Everything is in order, please forward

L
forward to Verification RAJ KUMAR ASSUDAN| (LHSGDO) v
Mathonty

5. Similarly the Verification Authority will forward to the Acceptance Authority

6. After this, AA will either forward the case to Zonal Headquarter ( for HQ controlled posts)
or will finalize the transfer request. On Finalization, a two draft office orders will be
created, 1 each in both Dealing clerk’s ID

Remarks *

Action -- Please Select --

-- Please Select -
Finalize and Draft Crder
Forward To HeadQuarter
Return To Dealing Clerk

Reject Request
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3. Own Request Transfer

Basic Flow

Own Transfer Process

| Employee Fills form |

!

| Supervisor forward to Controlling Officer | —>
l
Employee's unit \%
| Controlling Officer forwards to DC of their unitl O B—
Tfﬁl DC forwards to VA |
| Return | < | VA forwards to AA |
." 1
| AA can fill his remarks and forward to DRM | o E—
DRM/CWM can approve and return backto |—|+——>

AA or Reject

L AAcan fill his remarks and forward to |

Head Quater

hél DC forwards to VA |
v
| Return | <-4| VA forwards to AA |
T{———| AA forward to PersonneT branch of transfering| —+—
Transfering unit
/E P | DC forwa rds to VA |
| Return |e— | VA forwar::is to AA |
|
| AA can fill his remarks ;nd forward to DRM |——>
DRM/CWM can apprm:e and return backto | +—>

AA or Reject

3

— | AA can mark for order generation |

W

Order is Drafted



1. Go to HRMS application https://hrms.indianrail.gov.in/HRMS/ and login using HRMS ID &
Password

2. Enter OTP received on registered Mobile No.

Request submission by Employee
1. Login as Employee in HRMS
2. Go to IRHRMS-ESS’ -> ‘Own Request Transfer request’

3. Click on ‘New application’ button to raise new application.
IR-HRMS = s

ﬂ r:..zﬁvlmcu uw

9 IRHRMS-ESS - & own Request Transter Appiicaton

Chanage Of Category

Own Reguest Transfer Applications

New Application
User Profile

My Change Requesl Summary Application No Submitted On HRMS ID Current Unit Transfer Unit Transfer Station Status

View/Edil My Detaiis

No Transfer applications found
My Office Orders LL

Mutual Transfer Request
Own Request Transfar

Applicabion @ Siatus Description
+ 5-Submitted for Appraval

2 i i

£ Service Reguest =

= Admin Saction >

T Loan & Advances >
-

i‘ Emploves Masler poi

4. Fill all relevant details and upload scanned copy of signature and photograph.

5. Enter HRMS ID of the officer (supervisor) to whom the application should be forwarded to
in the department and submit the application.

© rHRMSESS L Declaration
Change Of Calegory Clack on the: b
O 1 hereby declare that | am sager for my transfer which is being arranged on the basis of own request/mutual transfer and express the following:-

View/Edit My Dataits 1. a) | shall

Al Uve Senion! ible under the iiles 18l transiay

b | shall
User Profite :

E)
My Change Request Summarny
My Office Crders

ek | am sesking transler

Mutual Transfer Request

Own Request Transfer 8.1 =hall underiaks In ar ¢ 3id training ete as required under niles
Apphcation
ﬂ‘g Serice Reqguast A
= Admin Secbon - |
T Loan & Advanices s
o Farward To (Department
‘= Employee Master hut Supervisor)”
-
Remarks "
-

- D
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Processing of Request by Supervisors
1. Login with Supervisor
2. Click on ‘Transfer > Inter Railway Transfer Requests’

3. List of pending applications for action will be shown. Select request for action and click on
‘Go’ button, details of the request will be shown to them

Employee Details

DOOHYS rass Emipliges 10 53307648980
SARLIAY KUBAR S1MGH Vatw = Birth - 1075.07.24

L 19B6-05-13 Substantive Designaticn : DFFICE SUPERINTENDENT

& Srads in Which Appciniae : 5 [029200-092300)

: JODHPUR WORKSHOP

: ¥30TAZE Edusational Gualifictizn s BTECH

Trasfer Details
LINT_D Raiway Lnit : BEAMARAS LOCOMOTIVE WORKS
- M Lrepartment : COMPMERCIAL
: ACCOUNTS ASSISTANT

YES MARTE

6. Supervisor will provide their remarks and will either
a) Forward to the controlling officer for further process, or

b) Reject the request

Request Rematks

Actian® P -

Processing of Request by Controlling Officer
1. Login with any one of the Branch Officer HRMS ID
2. Click on ‘Transfer > Inter Railway Transfer Requests’

3. List of pending applications for action will be shown. Select request for action and click
on ‘Go’ button, details of the request will be shown to them

4. Branch Officer will provide their remarks and will either
a) Provide their remarks & forward to DC of Employees unit

b) Reject the request

Processing of Request by DC, VA, AA of Employees Unit
1. Login with dealing clerk
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2. Click on ‘Transfer > Forward Inter Railway Transfer Requests’

3. List of pending applications for action will be shown. Select request for action and click on
‘Go’ button, details of the request will be shown to them

4. DC will check and forward to the Verification Authority.

Similarly the Verification Authority will forward to the Acceptance Authority or will return
back the request to DC.

6. After this, AA will either forward the case to DRM/CWM or return to DC of their unit or
Reject the application

7. Once approval received from DRM/CWM, AA will either forward the case to Head Quarter
DC or Transfer unit DC.

Request Remarks

| Ferward to Raillway Unit* : BLWP

Remarks *

Processing of Request by DRM/CWM
1. Login with DRM/CWM
2. Click on ‘Transfer > Forward Inter Railway Transfer Requests’

3. List of pending applications for action will be shown. Select request for action and click on
‘Go’ button, details of the request will be shown to them

4. DRM/CWM will either accept or reject the application.

Processing of Request by DC, VA, AA of Headquarter
2. Login with dealing clerk
2. Click on ‘Transfer > Forward Inter Railway Transfer Requests’

3. List of pending applications for action will be shown. Select request for action and click on
‘Go’ button, details of the request will be shown to them

4. DCwill check and forward to the Verification Authority of headquarter.

Similarly the Verification Authority will forward to the Acceptance Authority of
headquarter or will return back the request to DC headquarter.



6. After this, AA will either forward the case to Transfer unit DC or return to DC headquarter
or Reject the application.

Processing of Request by DC, VA, AA of Transferring unit
1. Login with dealing clerk
2. Click on ‘Transfer > Forward Inter Railway Transfer Requests’

3. List of pending applications for action will be shown. Select request for action and click on
‘Go’ button, details of the request will be shown to them

4. DC will check and forward to the Verification Authority of transferring unit.

5. Similarly the Verification Authority will forward to the Acceptance Authority of transferring
unit or will return back the request to DC transferring unit.

6. AA will either forward the case to DRM/CWM or return to DC of their unit or Reject the
application

7. Once approval received from DRM/CWM, AA will Accept the application.

8. Officer order will be generated once the accepting officers of transferring unit accepts the
request.



4. Change of Category

Basic Flow

Change of Category Process

| Employee Fills form ‘

| Supervisor forwards to DC ‘

Tﬁw DC forwards to VA ‘
‘ Return ‘ <« | VA fﬂrWi;l’dS to AA ‘
/L__. AA forwards to Cadré Controlling Authority ;
of Employee's Unit
| CCA approves and‘ returns back to AA |4j’

| AA sends to CCA of Transfer Unit ‘

|CCA of Transfer Unit Accepts & returns to AA‘ >

| AA sends to Estabilishment Officer ‘

¥

Estabilishment Officer forwards to
DRM/CWM

T—

| DRM/CWM approves & order is drafted ‘ —

1. Go to HRMS application https://hrms.indianrail.gov.in/HRMS/ and login using HRMS ID &
Password
2. Enter OTP received on registered Mobile No.

Request submission by Employee
1. Login as Employee in HRMS
2. Go to IRHRMS-ESS’ -> ‘Change of Category’

3. Click on ‘New application’ button to raise new application.

9 IRHRMS-ESS - E Change of Calegory Applicalio
Change OF Category |
Change of Cateqgory Applications
T L N
New Application
User Profiie
My Change Request Summary Application No Submitted On Current Unit Current Station

My Office Orders Mo Transfer applications found
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4. Fill all relevant details and Enter HRMS ID of the officer (supervisor) to whom the
application should be forwarded to in the department and submit the application.

Forward To DRELIW OM PRAKASH DHAKAR DGE |
{Dapartment
Supervisar]®

Remarks ©

R=marks is required

Approval of Request by Supervisors
1. Login with Supervisor ID
2. Click on ‘Transfer > Process Change of Category’

3. List of pending applications for action will be shown. Select 1 request for action and click
on ‘Go’ button, details of the request will be shown to them

G UYL Y

Gnevance v
B inaustial relations > @ Selzct an applicstion for change of cate: from the fist and click on 'Go' button. |
= Transfer a

Application * CATODOEODT4 - NATHU SINGH JODHA/BZTTE  w

g-

Process Change OF
Category

LG 415 ) W T e 1T

Frnwarr Mutial Transfer I
4. Supervisor will provide their remarks and will either
a) Forward to the dealing clerk for further process, or

b) Reject the request

I:Dm-ard to DC — Please Selact — - I

Remarks * - |

-

Processing of Request by Dealing Clerk
1. Login with any DCID
2. Click on ‘Transfer > Process Change of Category’

3. List of pending applications for action will be shown. Select 1 request for action and click
on ‘Go’ button, details of the request will be shown to them
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4,

DC will provide their remarks and will forward to VA for further process

Processing of Request by Verification Authority

1.
2.
3.

Login with any VA ID
Click on ‘Transfer > Process Change of Category’

List of pending applications for action will be shown. Select 1 request for action and click
on ‘Go’ button, details of the request will be shown to them

VA will provide their remarks and will forward to AA for further process

Processing of Request by Acceptance Authority

1.
2.
3.

Remarks *

Login with any AA ID
Click on ‘Transfer > Process Change of Category’

List of pending applications for action will be shown. Select 1 request for action and click
on ‘Go’ button, details of the request will be shown to them

AA will select name of Cadre Controlling Authority of Employee’s unit, or to CCA of transfer
Unit or to Establishment Officer and will forward to them for further process

Forward to CCA of MKDQKU ‘ NARENDRA PRAKASH MATH ‘
Transfer unit

Processing of Request by Cadre Controlling Authority of Employee’s unit

1.
2.
3.

Remarks *

Login with CCA of employee’s Unit
Click on ‘Transfer > Process Change of Category’

List of pending applications for action will be shown. Select 1 request for action and click
on ‘Go’ button, details of the request will be shown to them

CCA will either approve or reject the request. On approval the request will be forwarded to
AA

Approve Request Reject Request



Processing of Request by Cadre Controlling Authority of Employee’s unit
1. After AA forwards to CCA of Transferring Unit, login with CCA’s ID
2. Click on ‘Transfer > Process Change of Category’

3. List of pending applications for action will be shown. Select 1 request for action and click
on ‘Go’ button, details of the request will be shown to them

4. CCA will either approve or reject the request. On approval the request will be forwarded to
AA

Processing of Request by Establishment Officer of Employee’s unit
1. After AA forwards to EO, login with EO’s ID
2. Click on ‘Transfer > Process Change of Category’

3. List of pending applications for action will be shown. Select 1 request for action and click
on ‘Go’ button, details of the request will be shown to them

4. EO will either forward the request to DRM/CWM or reject the request.

Forward to DRM/CWI PERGOZ ‘ AKHILESH KUMAR: PERGOZ ‘

Remarks °

oo

Processing of Request by DRM/CWM
1. Login with DRM/CWM'’s ID
2. Click on ‘Transfer > Process Change of Category’

3. List of pending applications for action will be shown. Select 1 request for action and click
on ‘Go’ button, details of the request will be shown to them

4. DRM/CWM will either approve the request or reject it. On approval a draft order will be
created in DC’s ID under ‘Office Order > Promotion/Transfer Order’.

Remarks *

Approve Request Reject Request



5. Express Interest /Search List For Mutual Transfer

1. Go to HRMS application https://hrms.indianrail.gov.in/HRMS/ and login using HRMS ID &
Password
2. Enter OTP received on registered Mobile No.

Express Interest/Search List
1. Login as Employee in HRMS
2. Go to IRHRMS-ESS’ -> ‘Mutual Transfer request’

3. Click on ‘Express Interest / Search List For Mutual Transfer’.

Home ¢ ESS [ Mutual Transfer Request

@ pashboard

O RHRMsESS - & Mutual Transfer Raquast
User Profile
View/Edit My Detads Express Interest { Search List for Mutual Transfer
My Cffice Orders Mutual Transfer Request Applications

My Changé Request Summary

A Munal Transter Request: 27 s alieady in process for the employee. New request can only be raised once this pending reguest is proceased completely

Received Application
tAutual Transfer Request
Applhication | Employee1 HRMS Employee1 Employeel | Employeel Submitted | Employee? HREMS Employes? Employee? | Employee? Submitted Fill
Change OF Category Ho. D Name Zone On D Name Zone On Application

Mo Tranafer applications found

08 sewice Request -

4. Upon clicking you can click on Express interest and proceed with filling the form and
submit.

Employee Current Details

HRMS Employee 1D DOOHYS IPAS I : EE3OTE4D990
Employes MName SANJAY KUMAR SINGH rAobile Mo, VBTCOBTEIE
Currant Tons MORTH WESTERN RAILWAY Currant Linit : JODHPUR WORKSHOP / WSH
Appointment Dete 1R/0ESIREE Department © ADMIN/GENERAL
Sub Department Designation ; OFFICE SUPERINTENDENT
Pay Level o

Transter Sought To

Railway Zone ~ Flonse Seiect - Raihway Unit = Elmass Select -

Employes Remarks *

-] | Transfer Zono | Transfer Bhvisian | Stavus | EnabierDisabie
L Laluie e al AT ! T + ACTIVE
Dinalle
MTOO0Do02 1 BHUBANESWAR CENTRAL CRGAMISATION FOR RAILWAY ELECTRIFICATICNADF AcTIvE

5. You enable or disable any of your request by clicking the enable/disable button.

6. In order to search list click on the search list button.

https://www.govtstaff.com



B Express Interest / Search List for Mutual Transfer

l EXpEng e est
——

List of Employees Sechking Mutual Transfar

From :

Raly zona * Flesse Select - Radimay Linit = Flazse Select =
Te:

Railway Zone * Dlozee Soloct - Railway Unit ™ Plagsa Salact -

Employes ‘

Name/HRMSID Department Designation From Zone From Unit ‘ To Zane ‘ Ta Unit

7. Select all the fields as seen above and click fetch .

8. All the records will be shown in the table.
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Own Request Transfer Priority Entry for old records

1. Go to HRMS application https://hrms.indianrail.gov.in/HRMS/ and login using HRMS ID &
Password
2. Enter OTP received on registered Mobile No.

Previous Priority Register entry
1. Login as Employee in HRMS
2. Go to ‘Transfer’ -> ‘Priority Register Entry’

Cllck to Togge betwean Singha entry moda & Bulk entry mod

& Single ertry

Transtor From

Pagowaiemne. 0wy | 0 0 0 0000 ewwA 0 0 0@ |
SMc | HRMSID IPASID Zone (Unit | Department / Designation (Pay Level) Zome | Unit | Department | Designation (Pay Level) Application Date Transior Reasmn Current Status

4. Clickon ‘+ or ‘-’ icon to add or remove rows.

5. Click on ‘Submit’ button to submit details.

Verify Priority Entry List

Login as Verification authority in HRMS

Go to ‘Transfer’ -> ‘Verify Priority Register’

List of priorities pending for verification will be shown.

Select the entries which are correct and leave those which should be returned to DC
Click on ‘Verify’ button

Similarly the entries needs to be accepted by Acceptance Authority

N o 1k W

The records will appear in Priority Register only after acceptance by Acceptance Authority

Update Priority Entry List

1. To update status of entry made, go to IRHRMS ESS’ > ‘Priority Register Entry’

2. Click on ‘Load Priority List’ button to fetch list

3. List of old entries made will be fetched. Click on ‘Update’ button. A pop up will open
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Priority Register Entries for JODHPUR WORKSHOP/ WSH

Search:

PRODOCOO0S | SUEHASH SENIOR SECTION MR JALAMBAGH 1841272018 Pencting with

PATEL (BOLISE) | ENGINEER (CEMW) WORKSHOP,/WSH Transtfering Unit
JMECHANICAL a "
PRODOCO00D | HANUMAN | SENIOR SECTION NR /ALAMBAGH I7/02/2019  Subeittes by DOOHYS
SAHAY ENGINEER (CAW) WORKSHOR/WSH Seoloyes pendine
ZKEHO) JMECHAN! CAL iitn Superuiser
PRODOCO0TD | HANLIMAN SENIDR SECTION MR JALAMEAGH 27/02/2019 | Order Issued DOOHYS

4. Select the new status from the list and click on update button.

PRIORITY REGISTER DETAILS x

B Below are the detads of oty entry made, To update status, select stabus from the dropdown and chick on *Updste” button.

{1+ : PRODOOGO03 Employse Name : HANUMAN SAHAY {ZKFIHO)
Dresig nation, + SENIOR SECTION ENGINEER Transfer 7o Unit /! + NR /ALAMBAGH
Department (CRW) /MECHANICAL Zone WORKSHOPR/WSH
application Date +27/02/2019 Cusrent Status t Gutmitted by Employee pending

whth Sepervisor

pending with Sup

ing with Controfing

aiffacar

Supervizor fejeaed

Sending with DC

5. This entry updated by DC needs to be verified and accepted by the VA & AA respectively
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Own Request Transfer Priority Entry for old records

1. Go to HRMS application https://hrms.indianrail.gov.in/HRMS/ and login using HRMS ID &
Password
2. Enter OTP received on registered Mobile No.

Previous Priority Register entry
1. Login as dealing clerk in HRMS
2. Go to ‘Transfer’ -> ‘Priority Register Entry’

Cllck to Togge betwean Singha entry moda & Bulk entry mod

& Single ertry

Transtor From

Pagowaiemne. 0wy | 0 0 0 0000 ewwA 0 0 0@ |
SMc | HRMSID IPASID Zone (Unit | Department / Designation (Pay Level) Zome | Unit | Department | Designation (Pay Level) Application Date Transior Reasmn Current Status

4. Clickon ‘+ or ‘-’ icon to add or remove rows.

5. Click on ‘Submit’ button to submit details.

Verify Priority Entry List

Login as Verification authority in HRMS

Go to ‘Transfer’ -> ‘Verify Priority Register’

List of priorities pending for verification will be shown.

Select the entries which are correct and leave those which should be returned to DC
Click on ‘Verify’ button

Similarly the entries needs to be accepted by Acceptance Authority

N o 1k W

The records will appear in Priority Register only after acceptance by Acceptance Authority

Update Priority Entry List

1. To update status of entry made, go to IRHRMS ESS’ > ‘Priority Register Entry’

2. Click on ‘Load Priority List’ button to fetch list

3. List of old entries made will be fetched. Click on ‘Update’ button. A pop up will open
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Priority Register Entries for JODHPUR WORKSHOP/ WSH

Search:

PRODOCOO0S | SUEHASH SENIOR SECTION MR JALAMBAGH 1841272018 Pencting with

PATEL (BOLISE) | ENGINEER (CEMW) WORKSHOP,/WSH Transtfering Unit
JMECHANICAL a "
PRODOCO00D | HANUMAN | SENIOR SECTION NR /ALAMBAGH I7/02/2019  Subeittes by DOOHYS
SAHAY ENGINEER (CAW) WORKSHOR/WSH Seoloyes pendine
ZKEHO) JMECHAN! CAL iitn Superuiser
PRODOCO0TD | HANLIMAN SENIDR SECTION MR JALAMEAGH 27/02/2019 | Order Issued DOOHYS

4. Select the new status from the list and click on update button.

PRIORITY REGISTER DETAILS x

B Below are the detads of oty entry made, To update status, select stabus from the dropdown and chick on *Updste” button.

{1+ : PRODOOGO03 Employse Name : HANUMAN SAHAY {ZKFIHO)
Dresig nation, + SENIOR SECTION ENGINEER Transfer 7o Unit /! + NR /ALAMBAGH
Department (CRW) /MECHANICAL Zone WORKSHOPR/WSH
application Date +27/02/2019 Cusrent Status t Gutmitted by Employee pending

whth Sepervisor

pending with Sup

ing with Controfing

aiffacar

Supervizor fejeaed

Sending with DC

5. This entry updated by DC needs to be verified and accepted by the VA & AA respectively
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