HRMS E-Pass Module- Role Wise User Manual

Indian Railways has launched e-Pass Module on HRMS on the through Human
Resource Management System (HRMS) Portal, which has been rolled out all over
Indian Railways

Now, the Privilege Passes and PTOs have to be applied and availed online by railway
employees. With this facility Railway employee is neither supposed to come to office
for applying for Pass nor has to wait for pass being issued.

Retired Employees of Railway will get this facility from January, 2021.

Here is the complete guide to issue e-Pass by Railway Employee, Clerks, and Pass
issuing authority.

1. e-PASS Guidelines for Railway Employee
o Declaration of Manual Passes & Pass Family
o Application for New E-Pass
o Application for Split Pass
o e-Pass Cancellation Request
Send OTP for ticket Booking
2. e- PASS Guidelines for Pass Clerk
o Manual Pass Entry
o Acceptance of Family Declaration
o Accept e-PASS Application
o Accept Split Pass Application
o Accept Pass Cancellation Request
3. e-PASS Guidelines for Pass Issuing Authority (PIA)
o Issue Pass
o Issue Split Pass
o Pass Cancellation Request




e-PASS Guidelines for Railway Employee

o Ifyoudon’t know How to Login on HRMS, then read How to Login on HRMS
Railway Employee Mobile App and Website guide.

After login on HRMS website, please follow below step to issue e-Pass online on
HRMS.

Declaration of Manual Passes & Pass Family:

1. Contact your Pass Clerk for entry of manual passes
2. Once entered by Pass Clerk, click on Pass > Pass Set List menu

DECLARATION OF MANUAL PASIES

o 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.

o Once Confirmed, now Family Declaration needs to be completed. Click
on Pass > Family Declaration menu.
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Select the members for Pass Family Declaration and provide dependency
reason&proof (if required) 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 on HRMS:

1. Click on Pass > Pass Set List menu.
2. Select Pass Type: Privilege Pass and click on ‘Go’ button. The entitled &
available, full/half Pass sets will be shown.
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o Click on ‘Available— full set— count’ . Y ou will be redirected to Pass
Application Page

« Ifthere 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.

List of Full S5et Pass Applications for the year : 2020
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o 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.



0 Cheic Bari Test Criviore

Application fer Pass for : SUBHASH PATEL

e R -~ S
o)
g - N
Eanphegis Dotsils
wasowe (RN e EESES
e [ e RS
i S e
e BT
T e
Presend Addvbs
s e 5 L T oA ———
- S e (e
oy e T e L
Dhutwrsrd Forarmary Dussih,
s B Caxdd Uy gt P T ik 1 -

j
;
B

Sk ol [ttt ]

Grperaesty & farmily Meriar

bt Vg biraky S b 1y B o] o Bt Plidia reti Wl sdrs e Susd dijardet i bl o @ prgih Sfs s o Diputimth, g wudiosbed o+ W Diekd P
L r § o b s W

0L H50r i 1] Py H|
H RELTA WAL Wl TE ® " LY O
Chech Fu sppica baser beloer

:j AR e Syrewiey

o Click on ‘Save as Draft’ to save details and on ‘Submit’ to forward the

application to Pass clerk for further approval.
o To Check Berth Entitlement, click on ‘Check Berth/Seat Entitlement’ shown

beside application

AP el 1 vl el
Application for Pass for : OM PRAKASH SHARMA

e

(B i) _
N -

Information of berth entitlement will be shown as shown below:
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Application for Split Pass:

1. Login to HRMS application.
2. Go to Pass > My Issued Passes menu. List of all issued passes will be shown.
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o Click on ‘Apply’ button beside the pass number against which split pass needs
to be applied



APPLY FOR SPLIT PASS x
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o 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.

o To view status of your request, click on ’Applied’ and details of your
application will be shown

STATUS OF SPLIT PASS APPLICATION
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HRMS e-Pass Cancellation Request

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

« Ifyour request was Rejected, you can apply again by clicking on ‘Apply
Again’ button on the same pop-up screen
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Send OTP for ticket Booking

1. Goto ‘Pass’> ‘My issued Passes’
2. Click on ‘Send OTP’ against the pass for which ticket needs to be booked
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o Click on Send OTP and an OTP will be sent to your registered mobile number
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Manual Pass Entry

1. Login To HRMS application
2. Go to Pass > Manual Pass Entry menu
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o Enter HRMS ID of the employee and click on ‘Ge’ button.

.....

« Enter the count of Full Set & Half Set Passes for the employee. If passes were
surrendered for LTC, the check the checkbox against that year. Enter the count
of passes deducted as penalty(if any) ,Remarks and click on ‘Submit’ button.
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Acceptance of Family Declaration

1. Click on Pass > Accept Pass Family menu
2. Enter HRMS ID of the employee and Click on ‘Go’ button. Details of family
members declared by employee will be shown.
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o Click on Tabs to review all family members of the employee.
« Enter your remarks and click on ‘Accept’ button if declaration is correct, click
on ‘Return’ if there is some discrepancy.

Accept Pass Application

1. Click on Pass > Accept Pass Application menu. List of Pass applications &
Split Pass Applications will be shown to the clerk. Under Pass Applications
click on pass application number to review it.

PASE APFLICATIONS
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« Review the application for journey & family details. Enter your remarks &
click on ‘Accept’ if pass can be forwarded to issuing authority. If there is
discrepancy, click on Reject and the application will be rejected.
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o To check for available passes of employee, click on ‘Check entitled Pass sets’
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List of available and entitled pass sets of employee will be shown
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Accept Split Pass Application

1. Click on Pass > Accept Pass Applicationmenu. List of pass applications &
Split Pass Applications will be shown to the clerk. Under ‘Split Pass
Application’ click on unique pass number to review it.

PALE APPLICATIONS
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« Split pass application details along with original pass application will be shown
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o Enter your remarks and click on ‘Accept’ icon to forward it to Issuing
Authority, or on ‘Reject’ button to reject the application

Accept HRMS e-Pass Cancellation Request

1. Login to HRMS application
2. Go to Pass> Accept Cancellation Request menu.
3. List of Pass cancellation Requests will be shown. Click on UPN to show details

of the cancellation request
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o Enter your remarks and click on ‘Accept’button to forward request to Pass

Issuing Authority
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e-PASS Guidelines for Pass Issuing Authorit

Issue Pass

1. Click on Pass > Issue Pass menu

2. List of Pass applications & Split Pass Applications will be shown to the Issuing
authority. Under Pass Applications click on ‘pass application number’ to issue
Pass.

FALZE APPLICATIONS

":ass

il Y = = s
Chrmagnatice: i)

o Application will open showing all the details. Click on ‘Issue Pass’ button to
issue pass.

=
Once successfully issued, a SMS will be sent to the employee with the Pass details.

Issue Split Pass

1. Click on Pass > Issue Pass menu

2. List of Pass applications & Split Pass Applications will be shown to the Issuing
authority. Under Split Pass Applications click on ‘Unique Pass number’ to
issue Split Pass.
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« Split pass application details along with original pass application will be
shown. Tick the check box for declaration and then click on ‘Issue Pass’
button to issue Split Pass
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Once successfully issued, a SMS will be sent to the employee with the issued Split
Pass details.

Pass Cancellation Request

[S—

Login to HRMS application

Go to Pass > Cancellation Request menu.

List of requests for Pass Cancellation will be shown. Click on ‘unique Pass
number’ to show details of the request.

bl

PASS Bgipalic wlin ' Pam Cancallation Regusst
My Igiiad Fregas
P Agplication Pt Canceliation requssts presert in the fol ceing lia ane perding for peur action, Kindly dick a0 an Unigue £

ksua Fags Shoay 35 T eiiries

s Agplieation Esmployue Eenplupu: Fiumi Statian
Aosgn Enplopess Mumber Mame Designation [Owrtward)
Cancellstizr Regusst LTI E 1017 PRAGLEGE | 2080 KEHAMS &M | EENORTECHNICIAN  CagsE
F&ZE FT

Azmgn Paes Lok




o Check the checkbox for declaration (if canceling pass, not required if rejecting
the request). Enter your remarks and click on ‘Cancel Pass’ to cancel the Pass
or on ’Reject’ to reject the cancellation request
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