HRMS - GUIDELINES FOR RAILWAY EMPLOYEES

EMPLOYEE USER MANUAL
Website address : https://www.hmms indianrail gov.n or download HRMS App fromGoogle play store

To know your HRMS I Open HRMS Log- screen, select
“Need Help for Login?” - enter your [PAS 11 digit Enployee

Nurmber (PF Number) 2 dick“G0” to view HRMS details.

Password Wrong: Open HRMS Log-n screen, select “Forgot Password™ 2 enter your
HRMS BErp ID - dick “Send OTP” - Biter 5 digit OTP eceived in your registered
Mobile - click on “Password Reset” - Set New Pass word and Confirm

PROCEDURETO USE DIFFERENTMODUIES IN HRMS APPIICATION

Log-m with HRMS User ID & Password along with OIP recerved on registered rmobile

B5S (Fnplovee Self Service)

Select » IRHRMS-ESS

Select - Viewy/ Edit My Details

Select 2 Required Tab for correction
and dick on “Go” to view
details.

« Qickon“Raise Change Request”

« Type the Reason for Correction

« Qickoncheck bax on the right side
of the field

« Male the corrections which
required

» Upload the required Docuirents

e (Qickon-» “Submit” hutton

Note: Upload document should be in
PDF format less than2 MBand
photcs inJPG fonmat.

e-PASS

Select -» Pass

Select - Family Declaration

Select & QickonFor Passoption to
each member of family and
Submit for verification

Select > Pass Set List

Select - Confirmif mamunl Pass
availed entry details
correct.

Applv New Pass Application:

Select > Pass Set List

Select 2 Type of Pase = cick “Go”

Select 2 onAvailahle Passes “Full
Set” or “Half Sets”

Select > “New Application”

Eter: Outward Journey From- To

Satiors and add Break Journey

gations.

Select 2 “Member to be included”

and “Submit” for checlking of Pass

Qerk& (PIA) Pass ksuing Authority.

To View Issued Pass/PTOs

Select & “My Bsued Passes™ to

PF-lpan

Select = Loan & Advarnces
Select - My PF Application
Select & “New Application”

Select - Withcrawal Type
Select & Withcrawal Reason
Erter = Apphzd Amount
Erter = No. of Installments (if

Temporary Loan)
Erter - Appliad Amount
Erter - Remarks

Upload if documents required and
clickon“Submit” for further
Process.

To view Status:

Select = loan & Advarnres
Select - My PF Application

View “Qurrent Status” inthe
detai&s agamst your Application

FOR EMPLOYEEDATA
(ORRECTIONS

USE Enployee ESS Module:
E’mimee Master
Basic Informmation
-  Family
- Corrmurication Information

- Personal
Qualification

Initial Appomtment
Awards
Promotions
Tarsfers
Nomimations
THrainng Details
Publication Details
Deputation Details

= for corrections in Ermplovee Current
Satus & Pay change history, Please
contact concerned Dealing Qerk

« For any further mformation please
-:hm your Staff Welfare Inspector

S .Divl. Persormel Officer/ WAT



