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lHkh iz/kku foHkkxk/;{kx.k] iwoZ e/; jsy] gkthiqj
 

eq[; iz’kklfud vf/kdkjh@fuekZ.k] nf{k.k ,oa mRrj] 
 

eaMy jsy izca/kd@MhMh;w] /kuckn] nkukiqj] lksuiqj]
 

eq[; dkj[kkuk izca/kd]  
IykaV fMiks@MhMh;w] ;kaf=d dkj[kkuk@leLrhiqj ,oa lokjh fMCck ejEer dkj[kkuk@gjukSr
 

fpfdRlk funs’kd@dsanzh; lqij Lis’kfyfV vLirky@iVuk
izkpk;Z] {ks=h; jsy izf’k{k.k laLFkku] eqtQ~Qjiqj

fo"k; % egkizca/kd Lrjh; 
lanHkZ %  jsyos cksMZ dk i= la0 

 jsy lIrkg iqjLdkjksa gsrq jsyos cksMZ ds lanfHkZr i= }kjk 

“fof’k"V jsy lsok iqjLdkj (VRSP)&2024

“e-self nomination” HRMS ds Award Module

izkIr ukeuksa dh mPp Lrjh; lfefr }kjk tkap ds mijkar fof’k"V jsy lsok iqjL
dks eq[;ky; Lrj ij fnukad 21-02-2025 

deykas ls “iz’kfLr i=” iznku dj lEekfur fd;k tk,xk
HRMS ds Award Module ds ek/;e ls 

vafre frfFk 07-02-2025 ¼’kqØokj ½ gS rFkk fu;a=d vf/kdkjh@vf/kdkfj;ksa }kjk vuq’kalk djrs gq, ukeu 
¼ HRMS ds Award Module }kjk gh
Lor% inactive gks tk,xkA  

iqjLdkj gsrq vuq’kalk,a fuEu Jsf.k;ksa esa oxhZd̀r
(i) ubZ i)fr @izfØ;k,a@dk;Z iz.kkfy;ka

dks c<+kok nsrk gksA 

(ii) jsyos ds tku&eky dh lqj{kk ds fy, viuh tku dh ijokg fd, fcuk fd, x, 
(iii) equkQk c<+kus vkSj fcuk fVdV ;k=k ] pksjh vkfn jksdus esa fd, x, fo’ks"k iz;klA
(iv) ifjpkyu dks lq/kkjus] lqj{kk vkSj laj{kk] 

dk;Z 
(v) ifj;kstukvksa vkfn dk fjdkWMZ le; esa iwjk fd;k tkukA
(vi) [ksy&dwn ds {ks= esa csgrjhu izn’kZu] ftlls jk"Vª
(vii) fdlh vU; {ks= esa vlk/kkj.k izn’kZuA 
 

ukeu gsrq lkekU; vuqns’k 
 

¼d½  ,d jsydehZ dh vuq’kalk mijksDr esa ls ,d gh Js.kh esa dh tkuh pkfg,A
¼[k½ lkekU;r% vjktif=r dksfV ds dfeZ;ksa dh vuq’kalk dks izkFkfedrk nh tk;sA
vf/kdkfj;ksa dh vuq’kalk dh tk ldrh gS ftUgksaus jsy lsok esa mPpre Js.kh dk izn’kZu  fd;k gksA
¼x½ lkewfgd iqjLdkj gsrq vuq’kalk u dh tk;] bu ij fopkj ugha fd;k tk;sxkA 

 

 

iwoZ  e/; jsy 
EAST CENTRAL RAILWAY 

                                        

lHkh iz/kku foHkkxk/;{kx.k] iwoZ e/; jsy] gkthiqj 

eq[; iz’kklfud vf/kdkjh@fuekZ.k] nf{k.k ,oa mRrj] egsUnzw?kkV] iVuk  

iqj] lksuiqj]leLrhiqj 

IykaV fMiks@MhMh;w] ;kaf=d dkj[kkuk@leLrhiqj ,oa lokjh fMCck ejEer dkj[kkuk@gjukSr

dsanzh; lqij Lis’kfyfV vLirky@iVuk] v/;{k@vkjvkjlh] eksS;kZyksd] iVuk
eqtQ~Qjiqj 

 

egkizca/kd Lrjh; “fof’k"V jsy lsok iqjLdkj&202
jsyos cksMZ dk i= la0 2023/O&M/12/4 fnukad% 11-04-202

****** 

jsyos cksMZ ds lanfHkZr i= }kjk tkjh funs’kksa ds vkyksd esa iwejs ij 

2024” gsrq vuqdj.kh;] mRd̀"V o iz’kaluh; dk;Z djus okys jsydfeZ;ksa dk

Award Module ds ek/;e ls vkeaf=r dh tkrh gSaA  
izkIr ukeuksa dh mPp Lrjh; lfefr }kjk tkap ds mijkar fof’k"V jsy lsok iqjL

2025 ¼’kqØokj ½ dks vk;ksftr lEeku lekjksg esa 

iznku dj lEekfur fd;k tk,xkA  
ds ek/;e ls vf/kdkfj;ksa@deZpkfj;ksa }kjk e-self nomination

gS rFkk fu;a=d vf/kdkjh@vf/kdkfj;ksa }kjk vuq’kalk djrs gq, ukeu 
}kjk gh½ dh vafre frfFk 12-02-2025 ¼cq/kokj½ gSA 

fuEu Jsf.k;ksa esa oxhZd̀r dh xbZ gSa%& 
@dk;Z iz.kkfy;ka tks O;; esa ferO;f;rk] mRikndRkk esa o`f)

jsyos ds tku&eky dh lqj{kk ds fy, viuh tku dh ijokg fd, fcuk fd, x, 
equkQk c<+kus vkSj fcuk fVdV ;k=k ] pksjh vkfn jksdus esa fd, x, fo’ks"k iz;klA

] lqj{kk vkSj laj{kk] laifRr;ksa ds j[kj[kko rFkk mi;ksx ds fy, fd, x, vuqdj.kh; 

ifj;kstukvksa vkfn dk fjdkWMZ le; esa iwjk fd;k tkukA 
dwn ds {ks= esa csgrjhu izn’kZu] ftlls jk"Vªh;@varjkZ"Vªh; [;kfr@igpku feyh gksA

fdlh vU; {ks= esa vlk/kkj.k izn’kZuA  

,d jsydehZ dh vuq’kalk mijksDr esa ls ,d gh Js.kh esa dh tkuh pkfg,A 
feZ;ksa dh vuq’kalk dks izkFkfedrk nh tk;sA vioknLo:i] lsysD’ku xzsM rd ds 

vf/kdkfj;ksa dh vuq’kalk dh tk ldrh gS ftUgksaus jsy lsok esa mPpre Js.kh dk izn’kZu  fd;k gksA
lkewfgd iqjLdkj gsrq vuq’kalk u dh tk;] bu ij fopkj ugha fd;k tk;sxkA  

dk;kZy;                                               
Ekgkizca/kd ¼dkfeZd½ 

gkthiqj 
 

                                       fnukad 14-01-2025 

IykaV fMiks@MhMh;w] ;kaf=d dkj[kkuk@leLrhiqj ,oa lokjh fMCck ejEer dkj[kkuk@gjukSr 

vkjvkjlh] eksS;kZyksd] iVuk  

&2024” gsrq ukeuA 
2023 

tkjh funs’kksa ds vkyksd esa iwejs ij       

gsrq vuqdj.kh;] mRd̀"V o iz’kaluh; dk;Z djus okys jsydfeZ;ksa dk  
ds ek/;e ls vkeaf=r dh tkrh gSaA   

izkIr ukeuksa dh mPp Lrjh; lfefr }kjk tkap ds mijkar fof’k"V jsy lsok iqjLdkj gsrq p;fur jsydfeZ;ksa 
vk;ksftr lEeku lekjksg esa egkizca/kd egksn; ds dj 

self nomination djus dh 
gS rFkk fu;a=d vf/kdkjh@vf/kdkfj;ksa }kjk vuq’kalk djrs gq, ukeu Hkstus    

 rRi’pkr~ ekWM;wy ukeu gsrq 

tks O;; esa ferO;f;rk] mRikndRkk esa o`f)] vk;kr izfrLFkkiu vkfn 

jsyos ds tku&eky dh lqj{kk ds fy, viuh tku dh ijokg fd, fcuk fd, x, ljkguh; dk;Z  
equkQk c<+kus vkSj fcuk fVdV ;k=k ] pksjh vkfn jksdus esa fd, x, fo’ks"k iz;klA 

laifRr;ksa ds j[kj[kko rFkk mi;ksx ds fy, fd, x, vuqdj.kh; 

@varjkZ"Vªh; [;kfr@igpku feyh gksA 

vioknLo:i] lsysD’ku xzsM rd ds 
vf/kdkfj;ksa dh vuq’kalk dh tk ldrh gS ftUgksaus jsy lsok esa mPpre Js.kh dk izn’kZu  fd;k gksA 

2@&&&& 



&2& 
 

¼?k½ oSls jsydehZ ftUgsa egkizca/kd Lrj ij rhu o"kZ ds vanj iqjLd̀r fd;k x;k gS] mudh vuq’kalk dh iqujkòfr u 
dh tk;sA 
¼³½;g lqfuf’pr fd;k tk; fd vuq’kaflr deZpkjh@vf/kdkjh ds fo:) dksbZ vuq’kklfud ekeyk vFkok 
lrdZrk@,lihbZ lacaf/kr ekeys yafcr u gksA  
iqjLdkj gsrq foHkkxokj dksVk fuEuor fu/kkZfjr gS%& 

  

Deptt. 
No of nominations to be 

considered for VRSP-2024 
Admin. 

(including Rajbhasha, Law, PR,Vigilance, etc.) 
6 

Accounts  2 

 Engg. (including Constn.) 12 

Mech. 7 

Optg 8 

Comml. 6 

S&T 3 

Elect 9 

Medical 1 
Personnel 

(including Cultural, Scouts & Guides, Sports, Training Centres, School 
Teachers, RRC) 

8 

Stores 2 

Security 2 

Safety 1 

TOTAL 67* 

*excludes the left out nominees for AVRSP 
vr% lHkh eaMyksa@bdkbZ;ksa ls vkxzg gS fd bl vf/klwpuk dk deZpkfj;ksa ds chp vf/kd ls vf/kd 

izpkj&izlkj fd;k tk, ,oa mPp Lrjh; n{krk dk izn’kZu djus okys jsydfeZ;ksa dk ukeu eq[;ky; dks HRMS 

ds ek/;e ls lle; vxzlkfjr dh tk,aA dksbZ Hkh vuq’kalk Hard copy  esa u Hksth tk,a] ,slh vuq’kalk,a 
fopkj.kh; ugha gksxhA 
layXud%  aHRMS user manual for VRSP 

 
 

¼vrqy dqekj½ 
mi eq[; dkfeZd vf/kdkjh@vkS-la- o dY;k.k 

iwejs@gkthiqj 
izfrfyfi%& 
 egkizca/kd ds lfpo %& egkizca/kd egksn; ds lknj lwpukFkZA 
 vij egkizca/kd ds futh lfpo&A %& vij egkizca/kd egksn; ds lknj lwpukFkZA 
 izeqdkf/k ds lfpo %& izeqdkf/k egksn; ds lknj lwpukFkZA 
 eqdkf/k¼iz0½ %& lknj lwpukFkZA 
 egklfpo@ECRSA] eq[; jkT; vk;qDr@ ECR Bharat Scouts & Guides]v/;{k@ ECRCA                                                                                                           
 miegkizca/kd@lkekU; ,oa eq[; tulaidZ vf/kdkjh@iwejs] gkthiqj                         lknj lwpukFkZA 
 egklfpo@ ECREU, tksuy lfpo@ AISCTREA, AIOBCREA  
 ldkf/k@,eihih%& bls iwoZ e/; jsy ds osclkbV ij viyksM djsaA 

14.01.2025 
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1. GENERAL	INFORMATION	

	

1.1	 Purpose	and	Scope		

Every	year	Railway	Week	Awards	are	organized	by	Railway	Board	and	individual	Zonal	
Railways	at	different	 levels	under	different	award	 types	namely	Ati	Vishisht	Rail	Seva	
Puraskar	(AVRSP),	Vishisht	Rail	Seva	Puraskar	(VRSP)	and	Rail	Seva	Puraskar	(RSP).	

The	Award	module	of	HRMS	facilitates	both	employee	as	well	as	administration	in	 the	
process	of	Railway	Week	Awards.		

Through	 the	 Awards	module	 of	 HRMS,	 employees	 can	 submit	 their	 self	 -	 nomination	
applications	for	the	different	types	of	awards	for	which	he	is	eligible.	

Through	 the	 Awards	 module	 of	 HRMS,	 the	 administration	 can	 process	 for	 different	
activities	of	Railway	Week	Awards	viz	issuing	of	award	notifications,	recording	remarks	
of	 controlling	 officers,	 forwarding	 recommendations	 to	 Railway	 Board,	 constituting	
Screening	Committees,	finalization	of	awardees	etc.			
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2. 								FOR			EMPLOYEES’			USE	

	

The	Railway	Week	Awards	module	can	be	accessed	by	clicking	on	the	“Awards”	link	given	on	
the	 left	 side	 menu	 after	 logging	 into	 HRMS.	 When	 the	 button	 is	 clicked	 upon,	 the	 following	
screen	will	open	up	(	Image	:	1)	with	different	functionalities	which	are	explained	as	follows:	

	
Image	:	1	

	
If	a	particular	type	of	award	(AVRSP/VRSP/RSP)	has	been	notified	by	the	competent	authority	
for	 the	 logged	 in	 user,	 the	 details	 of	 the	 awards	will	 be	 shown	 to	 him	 as	 shown	 above,	 else	
message	will	 be	 displayed	 “No	 notification	 for	 this	 award	 has	 been	 issued	 by	 the	 Competent	
Authority”.	

Once	 the	notification	for	an	award	 type	has	been	 issued	certain	basic	details	will	be	visible	 in	
the	 tab	 for	 the	 same,	 viz	 Date	 of	 Notification,	 Last	 date	 for	 submission	 of	 application	 (self	
nomination)	etc.		

The	page	 shows	different	 links	 tabulated	under	 three	broad	 categories	of	Awards	 types	–	Ati	
Vishisht	Rail	 Seva	Puraskar	 (AVRSP),	Vishisht	Rail	 Seva	Puraskar	 (VRSP)	 and	Rail	 Seva	
Puraskar	(RSP)	all	of	which	are	explained	as	follows:	

Year	:	It	will	display	the	calendar	year	for	which	all	the	details	for	that	award	type	are	
being	shown.	

Date	of	issue	of	notification	:	Here	that	date	will	be	shown	on	which	the	notification	for	
that	Award	type	has	been	issued	by	the	administration.	

Last	date	of	application	submission		:	This	field	will	display	the	last	date	till	which	the	
employee	 can	 submit	 self	 -	 nomination	 for	 that	 particular	 award	 type.	 Once	 the	 date	
mentioned	here	is	crossed,	no	employee	will	be	allowed	to	submit	their	self	-	nomination	
for	that	particular	award	type.	

Notification	:	This	field	will	display	the	link	of	the	detailed	award	notification	which	has	
been	 issued	 and	 uploaded	 by	 the	 administration.	 On	 clicking	 upon	 the	 link,	 the	
notification	uploaded	by	the	administration	will	get	opened	up.	
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Self	 Nomination	 :	 This	 field	 will	 display	 the	 link	 through	 which	 the	 employee	 can	
submit	his	self	 -	nomination	 for	 that	particular	award	type.	The	 link	 for	submission	of	
self	nomination	will	be		

Submitted	 Application	 :	 This	 field	 will	 show	 the	 link	 of	 the	 self	 –	 nomination	
application	submitted	by	 the	employee.	Clicking	on	 the	 link,	 the	submitted	application	
will	get	opened	up.	

Withdraw	 Application	 :	 This	 field	 will	 enable	 employee	 to	 withdraw	 his	 submitted	
application	in	case	he	wants	to	make	changes	in	his	application	and	resubmit	the	same.	
Once	the	application	is	withdrawn,	the	employee	will	again	be	allowed	to	submit	the	self	
–	nomination	for	that	award	type.		

List	 of	 awardees	 :	 This	 field	will	 display	 the	 link	 of	 final	 awardees	 as	 and	when	 the	
same	is	finalized	and	uploaded	by	the	administration.	

	

2.1			Submitting	Self	Nomination	

In	order	for	employee	to	submit	the	self	nomination,	the	same	can	be	done	by	clicking	on	the	
link	given	under	the	field	“Self	Nomination”	for	a	particular	award	type,	clicking	on	which	will	
open	up	the	form	as	shown	below	(	Image	:	2	):	

	

	
Image	:	2	

	

Award	 Category	 :	 This	 field	needs	 to	 be	 filled	 in	 case	 of	 Award	 type	AVRSP	 only	 and	 is	not	
required	to	be	filled	in	case	of	other	award	types	(VRSP	and	RSP).	Here	the	employee	is	required	
to	select	the	category	(out	of	7	categories)	in	which	he	wishes	to	self	-	nominate	himself.	(Image	
:	3)	
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Image	:	3	

	
Employee	Basic	Details	 :	Here	most	of	 the	details	 including	photograph	of	 the	employee	are	
picked	up	by	the	system	and	displayed	over	here.	In	case	any	of	the	details	being	displayed	is	
not	correct	/	up	to	date,	the	employee	needs	to	get	it	corrected	in	his	Employee	Master.	In	order	
to	do	so,	the	employee	will	be	required	to	raise	a	service	request	through	Employee	Self	Service	
tab	 indicating	 the	 changes	 which	 are	 required	 to	 be	 made	 which,	 once	 approved	 by	 the	
concerned	 establishment	 dealing	 Clerk,	 Verification	 Authority	 and	 Approving	 authority,	 will	
start	reflecting	over	here.	

Photo	 :	Photo	of	the	employee	is	mandatory	for	submission	of	self	-	nomination	form.	In	case	
the	photo	of	 the	employee	 is	missing,	 the	same	may	be	uploaded	or	updated	 in	the	employee	
master	 by	 the	 employee	 by	 raising	 a	 service	 request	 through	 Employee	 Self	 Service	 (ESS)	
module.	

Designation	in	Hindi	:	The	employee	is	required	to	enter	his	designation	in	Hindi.	

E-Mail	Id	:	Here	the	employee	is	required	to	enter	his	email	id.	

Controlling	Officer	Details	:	Every	self-	nomination	form	submitted	by	every	employee	will	be	
directed	to	his	controlling	officer	for	recording	his	remarks.	Here	in	this	field,	the	employee	is	
required	to	enter	the	HRMS	ID	/	name	of	his	controlling	officer	to	which	his	self	–	nomination	
form	will	be	directed	for	recording	his	remarks.	(Image	:	4)	

	
Image	:	4	

	
Past	 Awards	 :	 Here	 in	 this	 field,	 the	 employee	 will	 be	 required	 to	 furnish	 whether	 he	 has	
received	any	Railway	Week	Award	in	the	past	or	not,	and	if	yes,	details	for	the	same	needs	to	be	
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furnished	 in	 this	 field.Multiple	 rows	 regarding	 the	 same	may	 be	 added	 by	 clicking	 on	 the	 +	
button	given	in	the	table	for	it.	(	Image	:	5	)	

	
Image	:	5	

	
Posts	Held	:	Here	the	employee	is	required	to	give	details	regarding	his	current	and	past	posts	
held.	It	is	mandatory	for	the	employee	to	give	details	atleast	for	his	current	post.Multiple	rows	
regarding	the	same	may	be	added	by	clicking	on	the	+	button	given	in	the	table	for	it.	(	Image	:	6	
)	

	
Image	:	6	

	
Work	 Done	 /	 Citation	 :	 Here	 the	 employee	 is	 required	 to	 furnish	 the	 details	 of	 his	
achievements	he	wishes	to	highlight	in	support	of	his	self	-	nomination.	(	Image	:	7	)	

	
Image	:	7	
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Declaration	:	Before	submission	of	application	form,	the	employee	will	be	required	to	check	the	
appropriate	declaration	being	shown	by	the	system	and	then	submit	his	self	–	nomination	form.	
(Image	:	7)	

	

Note	:	Self	nomination	for	only	that	award	type	will	be	submitted	for	which	the	employee	has	
clicked	on	Self	nomination	link	and	filled	the	form.	In	case	the	employee	wishes	to	submit	his	
self	–	nominations	in	more	than	one	award	type,	the	employee	needs	to	fill	the	self	nomination	
form	for	those	award	type	separately.	

For	example,	 in	case	self	–	nomination	for	an	employee	 is	open	 for	all	3	award	types	(AVRSP,	
VRSP	 &	 RSP)	 and	 the	 employee	 wants	 to	 nominate	 himself	 in	 all	 three	 award	 types,	 the	
employee	 needs	 to	 click	 on	 self	 nomination	 link	 of	 all	 three	 award	 types	 separately	 and	 fill	
individual	forms	for	all	three	award	types.	

	

2.2			View	Self	-	Nomination	

In	 case	 the	 employee	wishes	 to	 view	 the	 self	 -	 nomination	 submitted	by	him	 for	 a	particular	
award	 type,	 the	 same	 can	 be	 seen	 by	 clicking	 on	 the	 link	 	 “Click	 to	 view	 your	 self	 -	
nomination”	(Image	:	8)	which	will	open	the	submitted	form	as	shown	below		(	Image	:	9	):	

	
Image	:	8	
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Image	:	9	

	

2.3			Withdraw	Self	-	Nomination	

Once	the	self	nomination	has	been	done	by	an	employee	for	a	particular	award	type,	he	has	the	
option	 to	 withdraw	 the	 same.	 The	 same	 can	 be	 done	 by	 clicking	 on	 the	 link	 “Withdraw	
Application”	clicking	on	which	will	prompt	employee	to	confirm	his	input	and	once	confirmed,	
the	application	will	be	withdrawn.	(Image	:	10)	

	

Image	:	10	

Once	 the	 application	 is	 withdrawn,	 the	 employee	 can	 submit	 his	 self	 nomination	 for	 that	
particular	award	type	in	case	last	date	for	self	nomination	is	not	over	yet.	

	

Note	:	In	case	an	employee	wishes	to	make	any	change	in	his	self	nomination	application	after	
submission,	 the	 employee	will	 be	 required	 to	withdraw	 his	 previously	 submitted	 application	
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and	 submit	 fresh	 self	 nomination	 application	 provided	 last	 date	 for	 submission	 of	 self	
nomination	is	not	over	yet.	

	

2.4			Recording	Remarks	by	Controlling	Officers	

Provision	has	been	made	in	the	system	for	recording	remarks	of	controlling	officer	against	the	
every	self	nomination	application	of	the	employee	for	every	award	type.		

Once	the	employee	submits	his	self	nomination	application	and	selects	his	controlling	officer	in	
his	application	form,	on	submission	of	his	application,	the	same	will	be	shown	to	the	controlling	
officer	to	submit	his	remarks	as	shown	below	(Image	:	11)	

	

Image	:	11	

Once	 the	 link	 “Remarks	 requests	 pending	 with	 me”	 is	 clicked	 upon,	 it	 will	 open	 up	 the	
following	 interface	showing	 the	 list	of	all	applications	which	are	pending	with	 the	controlling	
officer	for	recording	his	remarks	as	shown	below	(Image	:	12):	

	

Image	:	12	

In	 order	 to	 record	 the	 remarks	 against	 any	 application,	 the	 controlling	 officer	 needs	 to	 click	
upon	 the	 Edit	 button	 given	 under	 the	 Action	 column,	 clicking	 on	 which	 will	 open	 up	 the	
following	interface	as	shown	below	(Image	:	13):		
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Image	:	13	

Here	the	self	nomination	application	submitted	by	the	employee	will	be	shown	with	the	option	
for	controlling	officer	to	record	his	remarks.	Following	options	will	be	shown	to	the	controlling	
officers:	

1. Completely	Agree	 :	 In	case	 the	controlling	officer	completely	agrees	with	the	citation	
and	works	done	by	the	employee	as	indicated	by	him	in	his	application	form,	this	option	
needs	to	be	selected.	

2. Partially	 Agree	 :	 In	 case	 the	 controlling	 officer	 agrees	 partially	with	 the	 information	
furnished	by	the	employee	in	his	self	nomination	form,	this	option	needs	to	be	selected.	
But	here	the	controlling	officer	will	be	required	to	furnish	his	remarks	also.	

3. Not	 Agree	 :	 In	 case	 the	 controlling	 officer	 does	 not	 agrees	 with	 the	 information	
furnished	by	the	employee	in	his	self	nomination	form,	this	option	needs	to	be	selected.	
Here	also	the	controlling	officer	will	be	required	to	furnish	his	remarks.	

4. Not	pertaining	to	me,	hence	forwarded	:	In	case	the	controlling	officer	feels	that	self	
nomination	 application	 has	 been	 sent	 mistakenly	 to	 him	 and	 the	 employee	 is	 not	
working	under	him	or	for	any	reason	the	remarks	against	this	application	are	not	to	be	
recorded	 by	 him	 but	 by	 someone	 else,	 he	 can	 select	 this	 option	 and	 forward	 the	
application	to	the	actual	officer	to	whom	it	pertains	for	recording	his	remarks.	
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3.												DISCLAIMER	
	
	

HRMS	 software	 and	 its	 different	 modules	 are	 continuously	 being	 upgraded	 and	 the	
Pages/	Forms	shown	or	referred	to	in	this	manual	may	be	subject	to	changes.		Users	are	
advised	to	keep	themselves	updated	with	the	latest	changes,	and	by	taking	note	of	the	
messages	sent	by	the	HRMS	administrator	from	time	to	time.			

	
Though	every	care	has	been	taken	to	describe	the	features/	process	of	the	application	
accurately,	 some	 errors	 may	 have	 crept	 in	 inadvertently.	 	 In	 case	 of	 any	 doubt/	
discrepancy	please	contact	helpdesk.	

	

	

	
---	End	of	Document	---	

	
	

	

	

	

	

	

	

	


