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1.0 Introduction

Employee List and Employee Service Record are two major components in HR structure
of any organisation. These components are dynamic in nature and keep changing time to time.
HR events like entry of new employees, exit of existing employees, transfer of employees from
one place to other place of posting and promotion of employees from one level to higher level
post bring updates in Employee List as well as Service Records of concerned employees. It is
essential to update these components on near real time basis to the happening of these events

for effective HR management of the organisation.

Exit on
Superannuation =
& other Events " =2s

"IR First .
Appointment

Employee List of
Railway Units

2 M
Promotion

Posting IE' - K_) (('L.

1.1. How does this module work
Every year, around 25,000 freshly recruits join in the Units of Indian Railways on

Transfer
Posting

occasion of their first posting. During the tenure of service, each employee, for transfer
postings, joins in to offices at various locations. Climbing up in the ladder of career path, the
employees of the Indian Railways get promotion and joins in to a higher level new post
accordingly. At the end of the career, the employee superannuate and exit Indian Railways.
There may be employee’s separation from job due to other instances like death, voluntary
retirement etc. This web-based software module under HRMS enables authorities to issue
office order for posting or exit as well as record joining and relieving information of the
employees to update the Employee Master and e-Service Record. This module under HRMS is
seamlessly coupled with IPAS (Pay Bill Accounting Software) to share information for
appropriate salary billing. The Personnel Officers need not feed in these data once again to
IPAS.
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1.2. Limitation of the System
Current version of this module does not cover deputation of internal employees to

external units and their repatriation process. Similarly, entry of external employees on

deputation and their return to home cadre is also not covered in this module.

1.3. Intended User and their respective Roles
a) Dealing Clerk (DC): One who handles posting matters of the employee. DC prepares

the draft office order and submit to Verifying Authority (VA) for further processing.
DC also records Joining, Relieving and Exit of employees and submit the record to
the VA for further processing.

b) Verifying Authority (VA): VA verifies the correctness of draft office orders created
by the DC and forwards office orders to Accepting Authority (AA) for necessary
approval, if found correct. Similarly, VA verifies records of joining, relieving and exit

of employees prepared by DC and forward these records to AA for approval.

c) Accepting Authority (AA): AA approves office orders and records of joining,
relieving and exit of employees prepared by DC and verified by VA, if found correct.
In case of error, AA returns office order or records of joining, relieving or exit of

employees to the dealing clerk for necessary correction.

1.4. Features for User’s Convenience & Additional Security
1.4.1. Draft Save Button versus Submit Button

The data entry forms available in this module are very lengthy. User may not be able to

fill in the form in one go. There is a ‘Draft Save’ button available at end of each form. A user can
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save information fed to the partially filled in form by clicking the ‘Draft Save’ button and pack

up. Later the user can retrieve back the form and start editing or filling in it from where s/he

left. When the entire form is filled in appropriately, the user can finally save by clicking submit

button. Once a form is submitted, cannot be edited.

1.4.2. Confirmation of Form Submit through OTP

When the user completes filling all information in a form, s/he need to click on the

‘Submit’ button. As soon as the ‘Submit’
button is clicked, a dialog box appears saying
“Are you sure to Submit the form..... ? You
will not be able to make changes after

submission.”

Are you sure you want to submit the data for verification? You will not able to x

mizke changes after submission
v Yes

Then the dialogue box prompt to click ‘No’ or ‘Yes’ button. Once the user confirms by

clicking ‘Yes’ button, ‘OTP Verification’ dialog
box appear on the screen. The system sends
a transaction OTP to the user’s registered
mobile phone. As an enhanced security
provision, the user needs to provide the OTP

on the OTP Verification dialogue box and click

OTP VERIFICATION .
Your last Transaction OTFP was sent on
= Mabile Mo : SO00O0O33
- Dated 26-04-2020 11:21:37
- Valid upto :02-05-2020 23:59:59
Enter the transaction OTP and dick on “Submit”
Enter OTP | J— |

‘Submit’ button on it. Then the form is finally submitted for further action.

1.5. How to Log into the System

a) Open your browser and type URL https://hrms.indianrail.gov.in/HRMS to go to the

official website of HRMS.

Human
Resource
Management
System

Welcome to HRMS Application

for Indian Railways

Forgot Password?

b) Enter the Username and Password and click on Login.

c) After that, 5 digit OTP is generated which will be sent to your registered mobile
number. Enter the OTP and click on verify OTP.

CENTRE FOR RAILWAY INFORMATION SYSTEM 6



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

USER MANUAL ENTRY TO EXIT

SANJAY KUMAR SINGH

LOCKED

Enter your OTP to Unlock

Your last login OTP was sent on :
Mobile No : 90~*****33
* Dated :30-04-2020 10:36:59
« Valid upto : 06-05-2020 23:59:59

* o @

Verify OTP

environment for IR-HRMS

Welcome to HRMS Application

for Indian Railways

1.6. Organisation of Subsequent Chapters

The subsequent chapters are organized thoughtfully to guide the user how to use this module
for managing important career events

a) Chapter 2 narrates how to manage First Posting into Units of Indian Railway
b) Chapter 3 narrates Transfer Posting and Promotion Posting and

c) Chapter 4 guides how to manage Exit and Separation from Indian Railway.
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2.0 First Appointment

This module enables the Personnel Officers to issue office order for first appointment to
direct recruits, probationers or Substitutes through absorption; and these are narrated below.
The functionality offers freedom to the Personnel Officers to use existing office-order-template
or design custom office-order-templates. Then there is facility offered through this module to
record joining of the new appointees and the employee list gets updated. Office order
generation activities in this module have 4 levels of quality assurance mechanism; data entry,

verification, acceptance and finally confirmation of correctness of uploaded signed office order.
a) First Appointment of Regular Recruit without Training/ Probation

This is a two stage process. In the first stage, the Personnel Officer issue First
Appointment Office Order to the newly Recruit. And in the second stage, the appointee joins at

the place of posting. The workflow is illustrated below.

1

Office Order for

®
. Joining as
Undergoing Traineef ' as
Training or Probationer

Probation

b) First Appointment of Regular Recruit with Training/ Probation

This is a three stage process. In the first stage, the direct recruit is issued office order to
undergo training under probation. In the second stage, when the probationer comes abck
completing the training, the Personnel Officer issue First Appointment Office Order. Finally, the
appointee reports at the place of posting for joining.

Jeining as Joining as

L ]
Trainee, Regular I pas

Probationer Employee

1 2

Office Order for Office Order for
Undergoing Regularisation of
Training or Trainee/

Probation Probationer

c) First Appointment of Substitutes through Absorption

There are four stages in this process. In the first stage, the Office Order is issued for
Engaging Substitute for Level-1 Post. In the second stage, if satisfied with the performance of

the engaged Substitute, the Office Order is issued granting her/him Temporary Status. In the
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third stage, the Substitute is issued First Appointment Office Order absorbing her/him to a
Regular Level-1 Post. Finally in stage four, the Substitute reports at place of posting as in office

order for joining on First Appointment.

Joining with Joining as

.
Joining as T o l
Substitute egular as

Status Employee

1 2 3

Office Order for Office Order for
Granting Absorption of
Temporary Status Substitute to
to Substitute Regular Level-1
Post

Office Order for
Engagement of
Substitute

2.1. Types of Office Orders relating to First Appointment

2.1.1. Office Order for First Appointment of Direct Recruit
The direct recruits report to the Personnel Officer for appointment. All recruits reported

in a day go through verification process of their recruitment order and other relevant
documents. This web-based module under HRMS enables the Personnel Officers to record
details of all new recruits and to generate office order for First Appointment. The First

Appointment office order can be printed, duly | % L )
signed by competent authority and issued to @: Dfd you k”OW!

the newly recruits. The appointee then

proceed to report at the respective place of Step by step procedure for preparing following
posting office arders are similar.
¥ Office Order for First Appointment of

2.1.2. Office Order for Undergoing Training/ P Rt

Probation ) ) ¥ Office Order for Undergoing Training/

In some cases, prior to posting to Probation
specific posts, it is necessary for the direct ¥ Office Orderfor Engaging of Substitutes
recruits to undergo training or probation. All forLevel-1Posts

new recruits, those who are supposed to

undergo training, when report to concerned Personnel Officer go through verification process
of their recruitment order and other relevant documents. This web-based module under HRMS
enable the personnel officer to record details of all such new recruits and generate training or
probation office order. On issuing training office order, the new recruits proceed for training.

2.1.3. Office Order for Engaging of Substitutes for Level-1 Posts
In some cases, Substitutes for Level-1 posts are engaged at different units in Indian

Railways. The Personnel Officer records detail of the Substitutes and issue office order for their

engagement.
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2.1.4. Office Order for First Posting of Probationer on Completion of Training/ Probation
A direct recruit, who proceeded for training, reports back to the concerned Personnel

Officer on completion of same. This module enables the personnel officer to record training

completion details of all such probationers and generate office order for posting.

2.1.5. Office Order for Granting Temporary Status to Substitutes for Level-1 Posts
On successful completion of on-job-training, the personnel officer issue office order for

posting of such Substitutes with temporary status.

2.1.6. Office Order for Absorption of Substitutes to Regular Level-1 Posts
If found suitable, these Substitutes, engaged with temporary status, are issued office

order for absorption to regular post. This module enables the Personnel Officer to record
details of such absorption and generate office order.

2.2. Flowchart to Prepare an Office Order

Create New Office Order/ Or Pick an existing Office Order saved in Draft Mode
|

Fill-in:
/ Office Order Number, Office Order Date, Type of Office Order /
|
>

Add a Recruit/ Probationer/ Substitute
|
Fill-in for each Recruit/ Probationer/ Substitute :
Personal Detail Section, Appointment Detail Section (for Appointment),
Recruitment/ Other Detail Section (for Direct Recruits), Training Detail
Section (for Training Order)

If want to add more Recruit/ Probationer,
Substitute

Pick a Template for Office Order
(Modify the template if so wish)
|
Click ‘Submit’ Button and then clicking ‘Yes” button on confirmation dialogue

(Can also click ‘Save Draft’ to save the working copy of the data for revising further later)
|

Fill-in:
/ Transactional OTP received through SMS on registered mobile of the user. /
|

Click ‘Submit’ button

| Stop I
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2.3. Issuing Office Order for First Appointment of Direct Recruit

This section covers step by step method to draft Office Order for (a) First Appointment
of Direct Recruit, (b) Office Order for Undergoing Training/ Probation and (c) Office Order for
Engaging Substitutes for Level-1 Posts. In all these cases HRMS Id is created for each Direct

Recruit or Substitute.

2.3.1. Drafting Office Order for First Appointment of Direct Recruit by DC
Following form is designed to facilitate user to generate an office order for First

Appointment. In the left side panel Right click on the Office Orders menu and then click on the

sub-menu with name New Joinee Office Order Generation to create office orders.

EH career Events Update b

a Office Orders -

Statistics of Users of HRMS application

Promotion-Transfer Office

Oicter Geneaien Your Unit : JODHPUR WORKSHOP/ WSH

Exit Office Order Generation User Date Last
Type Creation

Office Order Summary

Click here to view List of assigned employees to you.
Print Office Orders

Regular posting Office Order

New Joinee Office Order

Generation

My Office Order

a) User selects Sub-menu “New Joinee Office Order Generation” under menu: Office
Orders

b) Screen related to New Joinee Office Order Generation opens.

c) Select the New Office Order From the drop down

Home / IPAS / New Joinee Office Order Generation

[# New Joinee Office Order Generation

@ Select an Office Order from the list to edit previous or select "NEW Office Order” option from the list to fill details of New Joinee Office Order and click on 'Go’

Office Order --Select Office Order-- v

--Select Office Order--
NEW Office Order
NEW/IOING/19/06/2020
TESTOFFICE/ORDER
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d) The text field to enter the Number of the New office order opens. User enter details and

click on Go Button.

Home / IPAS / New Joinee Office Order Generation

[# New Joinee Office Order Generation

@ Select an Office Order from the list to edit previous or select "NEW Office Order” option from the list to fill details of New Joinee Office Order and click on 'Go' button.

Office Order * NEW Office Order v m

NEWJOINEEITEST/ZF_‘OE‘

e) The screen opens up to fill the details regarding the new office order.

Ll
@. 'm--nc.uuw iy Qnap ﬂe SANJAY KUMAR SINGH

IR-HRMS

S / New Joine

[# New Joinee Office Order Generation

@ Select an Office Order from the list to edit previous or select "NEW Office Order" option from the list to fill details of New Joinee Office Order and click on 'Go’ button.

Office Order * NEW Office Order T E a

Status: New

Office Order Type Please Select

Office Order NEWJOINEE/TEST/2206 Office Order Date 22/06/2020

Name Of The employee i i Date Of Appointment

Template Please Select
Pre Note
Post Note
Issue By
Copy To
Submit Save as Draft
Copyright @ 2018 Centre For Railway Information Systems. All Rights Reserved. This application works best in Google Chrome 70.0 and above

f) Select the Office Order Type and Click on the ‘+’ button on header to Enter Data of an
Recruit/ Probationer/ Substitute.

(The fields to be filled will change according to the office order type user select.)
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[ revomone ! B
Status: Mew
Office Order Type Please Select
Office Order NEWJOINEE/TEST/2206 ©ffice Qrder Date Anpelitment a0 a Taimeerhpp
asa /Apprentice/l

Engagement of Substitutes

Designation Station Date Of Appointment

Name Of The employee

Template Please Select ’

Pre Note

g) On Click of ‘+’ Button a Popup will be opened for the respective office order type user
selected from the dropdown.
h) The screenshot is presented below of Pop up for First Appointment of Direct Recruit

(without Training/ Probation) (As described in section 2.1.1 above)

EMPLOYEE DETAILS : x
Details of the Employee :
Employee Details
PAN Number * PAN Nu Salutation * Please Select ~

Salutation is required.

Date Of Birth * DD/MI (]

Name of Employee * Emplo

Father Name Fa Mother Name lother Name

Aadhaar Mumber Aa Jlumbe Community * Please select v

community is required.

Education Qualification Education Qua

Appeointment Details

Date of Appointment * DO/MM/YYYY o] Meode Of Appointment * --Select Appointment Mode-- ~

Appointment mode is required

Pay Commission Tth cPC - Pay Scale Please select -

Basic Pay stipend stipend

Bill Unit Bill Unit No Initial Department Please select hd

Initial Sub Department Please select ~ Initial Designation Please select -
Initial lien/Zone * Please select - Division * Please select -
Initial Station nitial Station

Other Details
Medical Certificate Number Medical Classification * Please Select -

Medical Classification No is required

Physically Handicapped? * MO ~

Identification Mark 1 * Mark 1 Identification Mark 2

RRE Name RRE Mame RRE Merit No RRE Merit No

Date of Absorption [} Ex Hrms Id Ex Hrms Id

Remarks em,

@ Close
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described in section 2.1.2 above)

Details of the Employes :
Employee Details

PAN Number *

Name of Employee *

Father Name

Aadhaar Mumber

Education Qualification

Appointment Details

Date of Appointment *

Pay Commission

Basic Pay

Bill Unit

Initial Sub Department

Initial lien/Zone *

Initial Station

Other Details

Medical Certificate Number

Physically Handicapped? *

Identification Mark 1™

RRB Mame

Date of Absorption

Training Details

Centre Name

Date of Training Start

Training Duration

Remarks remarks

PAN Number

Number

Basic Pay

Please select

Please select

NO

DD/MM/YYYY

@

DD/MM/YYYY

o

Initial Station

EMPLOYEE DETAILS :

Salutation *

Date Of Birth *

Mother Name

Community *
] Mode Of Appointment *
v Pay Scale
Stipend

Initial Department

v Initial Designation

- Division *

Medical Classification *

~
Identification Mark 2
RRE Merit No

] Ex Hrms Id
Centre City

] Date of Training End

Training Result

x
Please Select v
Salutation is required.
DO a
Mother Name
Please select v
community is required.
--Select Appointment Mode-- v
Appointment mode is required
Please select -
Please select hd
Please select -
Please select -
Please Select hd
Medical Classification Mo is required.
fark 2
Ex Hrms Id
DD/MM/YYYY c]

Training Result

ﬂ Close
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(Similarly Pop up for Engagement of Substitute for Level-1 Post is presented below. The

utility of this Popup Form is narrated at section 2.1.4 above.)

Details of the Employes:
Employee Details

PAN Number *

Name of Employee *

Father Name

Aadhaar Number

Education Qualification

Appointment Details

Date of Appointment *

Pay Commission

Basic Pay

Bill Unit

Initial Sub Department

Initial lien/Zone *

Initial Station

Other Details

Medical Certificate Number

Physically Handicapped? *

Identification Mark 1*

RRE Name

Date of Absorption

Remarks remarks

AN Number

r Number

=

7th CPC

Please select

Please select

Code Initial Station

Medical Certificate Number

NO

DD/MM/YYYY

v

-

]

EMPLOYEE DETAILS :

Salutation *

Date Of Birth ™

Mother Name

Community *

Mode Of Appeintment *

Pay scale

Stipend

Intizl Department

Initial Designation

Division *

Medical Classification *

Identification Mark 2

RRB Merit No

Ex Hrms Id

X
Please Select v
Salutation is required.
DI a2
Mother Name
Please select v
community is required.
--Select Appointment Mode-- v
Appointment mode is required
Please select R
Stipend
Please select A
Please select v
Please select v
Please Select v

Medical Classification No is required.

Ex Hrms Id

m Close
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i) Enter all the relevant details of the New Recruit/ Probationer/ Substitute in the
respective popup based on the office order type user selected, and then click on ‘Save’

button to save the Data and close the popup.

Details of the Employee :

Employee Details

EMPLOYEE DETAILS :

‘ Salutation *

‘Mr

PAN Number * ABCDF3453F
Name of Employee * | SHRESTH GUPTA ‘ Date Of Birth * 14/10/1970
Father Name | ANOOP GUPTA Mother Name SEEMA GUPTA
Aadhaar Number | 897563296354 ‘ Community * ‘ GENERAL
Education Qualification | Btech ‘

Appointment Details
Date of Appointment * 01/04/2020 (] Mode Of Appointment * ACT APPRENTICESHIP
Pay Commission 7th CPC v Pay Scale 6 (35400-112400)
Basic Pay | 35400 ‘ Stipend Stipend
Bill Unit | 3434543 ‘ Initial Department ACCOUNTS
Initial Sub Department ACCOUNTS v Initial Designation ACCOUNTANT (3) (RB)
Initial Sub Department ACCOUNTS v Initial Designation ACCOUNTANT (3) (RB)
Initial lien/Zone * AUDIT(AUD) v Division * AUDIT (AUD)
Initial Station P H Initial Station ‘

Other Details
Medical Certificate Number ‘ 435454454534 ‘ Medical Classification * ‘ AYE THREE
Physically Handicapped? * NO v

Identification Mark 1*

CUT ON RIGHT HAND

‘ Identification Mark 2

SCRATCH ON LEFT LEG

RRB Name Thanos| ‘ RRB Merit No 1345
Date of Absorption DD/MM/YYYY i} Bx Hrms Id Ex Hrms Id
Remarks Remarkksks
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j) As user save the data of the New Recruit/ Probationer/ Substitute, the details are

displayed in a row.

Office Order Type Appointment to a Regular Post .

Office Order NEWJOINEE/TEST/2206 Office Order Date 22/06/2020

1 ABCDF2453F Mr SHRESTH GUPTA ACCOUNTS ACCOUNTANT (3) (R8) » 6 35400 3434543 01/04/2020 =z =2
Templats Plesse
k dd h he click of ‘4" b
) User can add another row on the click of ‘+’ button
Status: New
Office Order Type | Appointment to a Regular Post -
Office Order NEWJOINEE/TEST/2206 Office Order Date 22/06/2020
SrNo Pan Card Name Of The employee Department Designation Station Level Basic Pay BU Date Of Appointment Edit
1 ABCDF3453F Mr SHRESTH GUPTA ACCOUNTS ACCOUNTANT (3) (RE) » 6 35400 3434543 01/04/2020 rs @
Template Please Select v

[) On clicking Add row, the same Popup open where user can add the details of the new
employee.

Fill the details and click on Save button to save the data and close the popup.

Initial Sub Department COMPUTERISATION AND INFORMATION SYSTEMS (RB) v Initial Designation ACCOUNTS ASSISTANT (6) (RB) -
Initial lien/Zone * CENTRALIZED TRAINING INSTITUTE(CTI) v Division * INDIAN RAILWAY INSTITUTE OF MECHANICAL AND EL... +
Initial Station | NDLS ” nitial Station |

Other Details
Medical Certificate Number ‘ 4846446456 ‘ Medical Classification * ‘ BEE ONE v
Physically Handicapped? * NO v
Identification Mark 1 * ‘ MOLE ON LEFT HAND ‘ Identification Mark 2 ‘ CUT ON NECK ‘
RRB Name ‘ RRB123 ‘ RRB Merit No ‘ 435546576 ‘
Date of Absorption DD/MM/YYYY (] Ex Hrms Id Ex Hrms Id
Remarks LEE'_?.I.(EJ

y
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’

m) By clicking ‘-* button a Row can be deleted or removed from the table.

Stalus: New
Office Order Type | Appeintment to a Regular Post v
Office Order NEWJOINEE/TEST/2206 Office Order Date 22/06/2020
Sr No Pan Card Name Of The employee Department Designation Station Level Basic Pay BU Date Of Appointment Edit
1 ABCDF3453F Mr SHRESTH GUPTA ACCOUNTS ACCOUNTANT (3) (RB) » 6 35400 3434543 01/04/2020 r3 =
2 VHGUI4567TH Mr SAURABH ARYA COMMERCIAL ACCOUNTS ASSISTANT (6) (RE) NDLS 4 25500 369852 15/04/2020 @ 1
Template Please Select M
Status: New
Office Order Type Appointment to a Regular Post A
Office Order NEWJOINEE/TEST/2206 Office Order Date 22/06/2020
Name Of The employee Date Of Appointment
1 ABCDF3453F Mr SHRESTH GUPTA ACCOUNTS ACCOUNTANT (3) (RB) » 6 35400 3434543 01/04/2020 r3 =
2 VHGUJ4567TH Mr SAURABH ARYA COMMERCIAL ACCOUNTS ASSISTANT (6) (RB) NOLS 4 25500 369852 15/04/2020 =
Template Please Select M

o) User can select already saved Template with filled-in Pre-Note, Post-Note, Issued By and

Copy to; or user can manually fill-in Pre Note, Post Note, issue By and Copy To.

Omee oroer Type ‘Appointment to a Regular Post v

Office Order NEWJOINEE/TEST/2206 Office Order Date 22/06/2020
SrNo Pan Card Name Of The employee Department Designation Station Level Basic Pay BU Date Of Appointment Edit
1 ABCDF34353F Mr SHRESTH GUPTA ACCOUNTS. ACCOUNTANT (3) (RB) » 6 35400 3434543 01/04/2020 rd =
2 VHGUJ456TH Mr SAURABH ARYA COMMERCIAL ACCOUNTS ASSISTANT (6) (RB) NDLS 4 25500 369852 15/04/2020 @ =
Template Please Select
Please Select
Pre Note OtherExit Voluntary Retiremnt

TRANSFER
New Regular Joining Template 1
SUPERANNUATION TEMPLATE
Promotion-MACP
Promotion-cum-transfer

p) After selecting the Template from the given drop down, it will ask for the replacement
of details of Pre Note, Post Note, issue By and Copy To of the Office Order Data.

Are you sure you want to replace details with this template?

DD
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g) On clicking ‘Yes’ it will fetch data for the selected templates from the already saved

Templates.

Template New Regular Joining Template 1 y

Pre Note With the above reference the following 02 staff nurse in Level-7 allotted through RRB Mumbai, ENo. 02/19 and reported to this office
for initial posting after completion of all recruitment formalities.
The following posting order is issued with immediate effect.

Post Note The above RRB candidates will be governed by New Pension Schemes in terms of Railway Boards letter no. F(E)/2003/PN-1/24 dated
31-12-2003 and 2002 AC-ii/21.1 dated 27/02/2004 with iits version time to time.
The appointment of staff Nurse will be purely on probation for period of 12 menths and will be confirmed only if the services found to
be satisfactory.
This has the approval of competent authority.

Issue By Divl. Personnel Officer
Jodhpur Workshop, Jodhpur

Copy To 1. CMSAU
2. ANO/IU
3. 5. DFM/JU
4,C0OS P/SC/MPP, Cadre, 0.0. & P/File

r) There are two buttons at end of the form ‘Save as Draft’ and ‘Submit’. Once user clicks,
“Save as Draft”, It will save data and change the Status to Draft.

Template New Regular Joining Template 1 "

Pre Note With the above reference the following 02 staff nurse in Level-7 allotted through RRB Mumbai, E.No. 02/19 and reported to this office
for initial posting after completion of all recruitment formalities.
The following posting order is issued with immediate effect.

Post Note The above RRB candidates will be governed by New Pension Schemes in terms of Railway Boards letter no. F(E)/2003/PN-1/24 dated
31-12-2003 and 2002 AC-ii/21.1 dated 27/02/2004 with iits version time to time.
The appointment of staff Nurse will be purely on probation for period of 12 months and will be confirmed only if the services found to
be satisfactory.
This has the approval of competent authority.

Issue By Divl. Personnel Officer
Jodhpur Workshop, Jodhpur

Copy To 1. CMS/IU
2. ANO/JU
3. 5r. DFM/JU
4. COS P/SC./MPP, Cadre, 0.0. & P/File
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[# New Joinee Office Order Generation
Office Order Details successfully saved for Office Order NEWJOINEE/TEST/2206
@ Select an Office Crder from the list to edit previous or select 'NEW Office Order’ option from the list to fill details of New Joinee Office Order and click on 'Go’ button.
Offce Order . o m m
Office Order Type ‘ Appointment to a Regular Post v
Office Order NEWJOINEE/TEST/2206 Office Order Date 22/06/2020
Sr No Pan Card Name Of The employee Department Designation Station Level  Basic Pay BU Date Of Appointment Edit
1 ABCDF3453F Mr SHRESTH GUPTA ACCOUNTS ACCOUNTANT (3} (RE) » 6 35400 3434543 01/04/2020 @ 2
2 VHGUJ567H Mr SAURABH ARYA COMMERCIAL ACCOUNTS ASSISTANT (6) (RE} NDLS 4 25500 369852 15/04/2020 = =]

Alternately, once user clicks, “Submit”, user will be asked to enter Transaction OTP. Once
OTP is validated, the data get saved and the status is changed to ‘Submitted for

Verification’. Then the data will be available to Verification Authority (VA) for verification.

Template New Regular Joining Template 1 v

Pre Note With the above reference the following 02 staff nurse in Level-7 allotted through RRB Mumbai, ENo. 02/19 and reported to this office
for initial posting after completion of all recruitment formalities.
The following posting order is issued with immediate effect.

Post Note The above RRB candidates will be governed by New Pension Schemes in terms of Railway Boards letter no. F(E)/2003/PN-1/24 dated
31-12-2003 and 2002 AC-ii/21.1 dated 27/02/2004 with iits version time to time.
The appointment of staff Nurse will be purely on probation for period of 12 menths and will be confirmed only if the services found to
be satisfactory.
This has the approval of competent authority.

Issue By Divl. Personnel Officer
Jodhpur Warkshop, Jodhpur

Copy To 1. CMS/JU
2. ANC/JU
3. 5r. DFM/IU
4. COS P/SC./MPP, Cadre, 0.0. & P/File

B

s) On Clicking ‘Submit’ button, a confirmation dialogue box will appear to choose from
‘Yes’/ ‘No’ button.

Are you sure you want to submit the data for ventfication? You will not able to >
make changes after submission
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t) On clicking ‘Yes’ button on the dialogue, OTP will be sent to the registered mobile

number and a dialog box to enter OTP will be shown.

OTP VERIFICATION

Your last Transaction OTP was sent on :
= Mobile Mo : 0XXXXXX33
= Dated : 04-05-2020 171:12:05
= Valid upto : 10-05-2020 23:59:59

Enter the transaction OTP and click on "Submit”

Enter OTP | 20131|

u) On entering Transaction OTP and clicking on ‘Submit’ button, details of the Recruit will
be sent to the Verification Authority for verification and after that the Dealing Clerk will
not be able to edit the details further, also the status get changed from Draft to

Submitted for verification.

[# New Joinee Office Order Generation

Office Order Details successfully submitted for Office Order NEWJOINEE/TEST/2206

@ Select an Office Order from the list to edit previous or select "NEW Office Order’ option from the list to fill details of New Joinee Office Order and click on "Go’ button.

Office Order * NEWJOINEE/TEST/2206 b B m
Status: submitted for Verification
Office Order Type Appointment to a Regular Post .
Office Order NEWJOINEE/TEST/2206 Office Order Date 22/06/2020

Name Of The employee Date Of Appointment

1 VHGUJ4567TH Mr SAURABH ARYA COMMERCIAL ACCOUNTS ASSISTANT NDLS 4 25500 369852 2020-04-15 r:3 =
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2.3.2. Verifying First Appointment Office Order by Verification Authority
a) After successful login, in the left side panel Right click on the Office Orders menu and

then click on the sub-menu with name for Verify New Joinee Office Order.

& iPAs - Statistics of Users of HRMS application
B Caroor Everis Update -

L Creatiom

WVerify Promotion-Transfer
Office Orders

Werify Exit Office Orders
Office Order Summary

Werify Regular Posting Office
Order

My Office Order

|_verity niew soinee office orer | EVMIPLOYEE MIASTER

Current Data Entry status of Emplovee Master. This count is based on

b) After that a new screen is opened where user have to select the Office Order from the

dropdown whose details is to be verify.

Home / IPAS ; Verify New Joinee Office Order

™ Verify New Joinee Office Order

O Select an Office Order from the list to verify details of New Joinee Office Order and click on 'Go’ button.

Office Order * --Select Office Order-- v

—Select Office Order—-

NEWJOINEE/TEST/2206

c) After selecting the Office order name click on the GO button to get the details of the
selected Office Order.

Home / IPAS / Verify New Joinee Office Order

& Verify New Joinee Office Order

@ Select an Office Order from the list to verify details of New Joinee Office Order and click on 'Go' button.

Office Order * NEWJOINEE/TEST/2206 v

d) After that a new screen is opened where user can view all the office order details

entered by the DC in and the status at this time is Submitted for Verification.
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IR-HRMS > & e e u° =

Verify New Joinee

 Verify New Joinee Office Order

@ Select an Office Order from the list tc verify details of New Joinee Office Order and click on "Go’ button.

Office Order * NEWIOINEE/TEST/2206 A m m

Status: Submitted for Verification

Office Order Type ‘ Appointment 1o a Regular Post v
Office Order NEWIOINEE/TEST/2206 Office Order Date 22/06/2020
SrNo Pan Card Name Of The employee Department Designation Station [ Basic Pay BU Date Of Appointment View
1 ABCDF3453F Mr SHRESTH GUPTA ACCOUNTS ACCOUNTANT P 6 35400 3434543 2020-04-01 @
2 VHGUI4567H Mr SAURABH ARYA COMMERCIAL ACCOUNTS ASSISTANT NDLS 4 25500 369852 2020-04-15 [
Pre Note With the above reference the following 02 staff nurse in Level-7 allotted through RRE Mumbai, ENo. 02/19 and reported to this office
for initial posting after completion of all recruitment formalities.
The following pesting order is issued with immediate effect.
P
Post Note The above RRE candidates will be governed by New Pension Schemes in terms of Railway Boards letter no. F(E)/2003/PN-1/24 dated 31-

12-2003 and 2002 AC-ii/21.1 dated 27/02/2004 with iits version time to time.

The appointment of staff Nurse will be purely on probation for pericd of 12 manths and will be confirmed only if the services found to
be satisfactory.

This has the approval of competent authority.

Issue By Divl. Personnel Officer
Jodhpur Warkshop, Jodhpur
Copy To 1. CMS/IU
2. ANO/IU

3.5r. DFM/IU
4. COS P/SC./MPP, Cadre, 0.0. & P/File

Remarks *

Copyright @ 2018 Centre For Railway Information Systems. All Rights Reserved. This application works best in Gaogle Chrome 70.0 and above

e) Verification Authority (VA) have two options to choose from ‘Verify’ or ‘Reject’ button.
If any information is found incorrect or missing, VA can use ‘Reject’ option. Once VA
Clicks ‘Reject’ button, system asks user to provide ‘Remarks’ data. So before rejecting/

accepting VA has to enter ‘Remarks’ mandatorily.

Issue By Divl. Personnel Officer
Jodhpur Warkshop, Jadhpur

Copy Ta 1. EMSAU
2. ANO/IU
3. Sr. DFM/IU
4. COS P/SC./MPP, Cadre, O.0. & P/File | ./

Remarks * ‘ Rejected| ‘

f) Once the user enters ‘Remarks’ and click on reject. after clicking ‘Reject’ button a
confirmation dialog Box will appear.

Are you sure you want to reject the office order details?

B3
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g) On clicking ‘Yes’ button on the dialogue, Transaction OTP will be sent to the registered

mobile number and a dialog box appears to enter OTP on screen.

OTP VERIFICATION

Your last Transaction OTP was sent on :
= Mobile No : SEXXKNKXKE2
=~ Dated : 12-06-2020 00:10:11
+ ‘walid upto : 18-06-2020 23:59:59

Enter the transac tion OTP and click on 'Submit’

Enter OTP | zo131|

h) After entering OTP and clicking on ‘Submit’ button the Office Order will be sent back to
the Dealing Clerk (DC) for correction and the Verification Authority (VA) is no more
permitted to edit the ‘Remarks’ data of Office Order, also the status gets changed from
‘Submitted for Verification’ to ‘Return to DC by Verification Authority’.

Home / IPAS / Verify New Joinee Office Order

& Verify New Joinee Office Order
Your remarks for Office Order NEWJOINEE/TEST/2206 have been succesfully submitted

@ Select an Office Order from the list to verify details of New Joinee Office Order and click on 'Go’ button.

Office Order * --Select Office Order-- v m

i) Screen of DC with returned status.

[ New Joinee Office Order Generation

@ Select an Office Order from the list to edit previous or select "NEW Office Order” option from the st to fill details of New Joinee Office Order and click on ‘Go button.

Office Order * NEWIJOINEE/TEST/2206 it

Remarks from verification Authority : Rejected

| Status: Returned to DC by Verification Authority |

Office Order Type | Appointment to a Regular Post v
Office Order NEWJOINEE/TEST/2206 Office Order Date 22/06/2020
SrNo Pan Card Name Of The employee Department Designation Station Level Basic Pay BU Date Of Appointment Edit
1 ABCDF3453F L4 SHRESTH GUPTA CCOUNTS ACCOUNTANT. 1B [ 2400 3434543 20200401 Lz nn_

j) Verification Authority (VA) clicks ‘Verify’ button, if all data on the Office Order is found
correct. Mandatorily, the VA has to enter the relevant ‘Remarks’ before clicking ‘Verify’

button and the Office Order gets forwarded to the Acceptance Authority (AA) for
further processing.
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The following posting order is issued with immediate effect.

Post Note The above RRB candidates will be governed by New Pension Schemes in terms of Railway Boards letter no. F(E)/2003/PN-1/24 dated
31-12-2003 and 2002 AC-ii/21.1 dated 27/02/2004 with iits version time to time.
The appointment of staff Nurse will be purely on probation for period of 12 months and will be confirmed only if the services found to
be satisfactory.
This has the approval of competent authority.

Issue By Divl. Personnel Officer
Jodhpur Workshop, Jodhpur

Copy To 1. CMS/AU
2. ANO/IU
3. Sr. DFMAIU
4. COS P/SC./MPP, Cadre, O.O. & P/File

-
Remarks * wverified| ‘ :

k) After clicking Verify button, a confirmation dialogue box will appear as below.

Are you sure you want to wverify office order details?

[) On clicking ‘Yes’, Transaction OTP will be sent to the registered mobile phone and a

dialog box to enter OTP will appear as below.

OTP VERIFICATION

Your last Transaction OTP was sent omn =
= Mobile Mo @ T2XXXMHHD
= Dated + 04-05-2020 16:52:21
= Walid upto : 10-05-2020 23:590:539

Enter the transaction OTP and click on "Submit’

Enter OTP | 20121

m) After entering ‘Transaction OTP’ and clicking on ‘Submit’ button the Office Order is
forwarded to the Acceptance Authority (AA) and then Verification Authority is no more
allowed to edit own ‘Remarks’ on the Office Order. The status of the Office Order gets

changed from ‘Submitted for Verification’ to ‘Verified’.

Home / IPAS / Verify New Joinee Office Order

& Verify New Joinee Office Order

Your remarks for Office Order NEWJOINEE/TEST/2206 have been succesfully submitted

© Select an Office Order from the list to verify details of New Joinee Office Order and click on ‘Go’ button.

Office Order * --Select Office Order— A @
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2.3.3. Approving First Appointment Office Order by Accepting Authority
a) Accepting Authority (AA), after successful login, clicks on the ‘Office Orders” menu and

then click on the sub-menu ‘Accept New Joinee Office Orders’ on left side panel.

% Career Events Update - Designation : Sr. PERSONNEL OFFICER-B Railway Unit : JODHPUR WOF

B Office Orders -

Accept Promotion-Transfer
Office Orders Statistics of Users of HRMS application

Accept Exit Office Orders

Your Unit : JODHPUR WORKSHOP/ WSH Zone : NORTH WESTERN RAILWAY({NWR)

Accept Regular Posting Office User Date Last User Date Last
Order Type Creation Type Creation

Office Order Summary

My Office Order

Accept New Joinee Office
Order

b) After that a new screen is opened where user have to select the Office Order from the
dropdown forwarded from VA for Acceptance/ Approval.

& Accept New Joinee Office Order

O Select an Office Order from the list to accept details of New Joinee Office Order and click on 'Go’ button.

Office Order * --Select Office Order-- v

--Select Office Order--

REGULAR_JOINEE/OO/20200618

NEWJOINEE/TEST/2206
NEW-SUBSTITUTE/20200621/01

c) After selecting the Office Order click on the GO button to get the selected Office Order.

& Accept New Joinee Office Order

O Select an Office Order from the list to accept details of New Joinee Office Order and click on 'Go’ button.

Office Order * NEWJOINEE/TEST/2206 v

d) 4. After that a new screen is opened where user can view all the Office order details
entered by the DC and the status at this time is ‘Verified’.
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[ Accept New Joinee Office Order

@ Select an Office Order from the list to accept details of New Joinee Office Order and click on 'Go’ butten.

Office Order * NEWJOINEE/TEST/2206 il E .

Office Order Type ‘ Appointment to a Regular Post L
Office Order NEWJOINEE/TEST/2206 Office Order Date 22/06/2020
SrNo Pan Card Name Of The employee Department Designation Station Level Basic Pay BU Date Of Appointment View
1 VHGUJ456TH Mr SAURABH ARYA COMMERCIAL ACCOUNTS ASSISTANT NDLS 4 25500 369852 2020-04-15 =
2 ABCDF3453F Mr SHRESTH GUPTA ACCOUNTS ACCOUNTANT P 6 35400 3434543 2020-04-01 )
Pre Note With the above reference the following 02 staff nurse in Level-7 allotted through RRB Mumbai, E:No. 02/19 and reported to this office
for initial posting after completion of all recruitment formalities.
The following posting order is issued with immediate effect.
#
Post Note The above RRB candidates will be governed by New Pension Schemes in terms of Railway Boards letter no, F(E)/2003/PN-1/24 dated 31-

12-2003 and 2002 AC-ii/21.1 dated 27/02/2004 with iits version time to time.

The appointment of staff Nurse will be purely on probation for period of 12 months and will be confirmed only if the services found to
be satisfactory.

This has the approval of competent authority.

Issue By Divl. Personnel Officer
Jodhpur Workshap, Jodhpur
4
Copy To 1.CMS/U
2.ANO/IU
3.5r. DFM/IU

4.COS P/SC./MPP, Cadre, 0.0. & P/File

Remarks *

Copyright @ 2018 Centre For Railway Information Systems. All Rights Reserved. This application works best in Google Chrome 70.0 and above

e) Enter the relevant remarks and then click on ‘Reject’ button to return the details back to
DC.
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Post Note The above RRB candidates will be governed by New Pension Schemes in terms of Railway Boards letter no. F(E)/2003/PN-1/24 dated 31-
12-2003 and 2002 AC-ii/21.1 dated 27/02/2004 with iits version time to time.
The appointment of staff Nurse will be purely on probation for period of 12 months and will be confirmed only if the services found to
be satisfactory.
This has the approval of competent authority.

Issue By Divl. Personnel Officer
Jodhpur Workshop, Jodhpur

Copy To 1. CMS/U
2. ANO/JU
3. 5r. DFM/IU

4, COS P/SC./MPP, Cadre, 0.0. & P/File
_
Remarks * Rejected by AA|

f) After clicking ‘Reject’ button a confirmation dialog Box will appear.

Are you sure you want to reject the office order details?

]

g) On clicking ‘Yes’ button, Transactional OTP is sent to the registered mobile phone and a

dialog box to enter OTP will be shown.

OTP VERIFICATION

Your last Transaction OTP was sent on :
* Mobile No : 98X00000(98
= Dated : 10-06-2020 21:56:31
* Valid upto : 16-06-2020 23:55:59

Enter the transaction OTP and click on 'Submit’

Enter OTP |

h) After entering Transactional OTP and clicking on ‘Submit’ button the Office Order is sent
back to the Dealing Clerk for necessary correction and the Acceptance Authority is no

more allowed to edit the Remarks field of the particular office order.
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I Accept New Joinee Office Order

Your remarks for Office Order NEWJOINEE/TEST/2206 have been succesfully submitted

©® Select an Office Order from the list to accept details of New Joinee Office Order and click on ‘Gao’ button.

ffice Order * --Select Office Order-- v m

i) Screen of Dealing Clerk with returned status.

(# New Joinee Office Order Generation

@ Select an Office Order from the list to edit previous or select "NEW Office Order” option from the list to fill details of New Joinee Office Order and click on ‘Go’ button.

Office Order NEWJOINEE/TEST/2206 .

Remarks from verification Authority : Verified

Remarks from Acceptance Authority : Rejected by AA

Office Order Type | Appointment to a Regular Post - J
Office Order NEWJOINEE/TEST/2206 Office Order Date 22/06/2020
Sr No Pan Card Name Of The employee Department Designation Station Level Basic Pay BU Date Of Appointment Edit
1 VHGUI4SETH Mr SAURABH ARYA COMMERCIAL ACCOUNTS ASSISTANT NDLS 4 25500 369852 2020-04-15 @ =
2 ABCDF3453F Mr SHRESTH GUPTA ACCOUNTS ACCOUNTANT ”» 6 35400 3434543 2020-04-01 @ =

j) Enter the relevant remarks and then click on ‘Accept’ button to approve the Office
Order.

The following posting order is issued with immediate effect.

Post Note The above RRB candidates will be governed by New Pension Schemes in terms of Railway Boards letter no. F(E)/2003/PN-1/24 dated
31-12-2003 and 2002 AC-ii/21.1 dated 27/02/2004 with iits version time to time.
The appointment of staff Nurse will be purely on probation for period of 12 months and will be confirmed only if the services found to
be satisfactory.
This has the approval of competent authority.

Issue By Divl. Personnel Officer
Jodhpur Workshop, Jodhpur

Copy To 1. CMS/JU
2. ANO/JU
3. 5r. DFM/JU

4. COS P/SC./MPP, Cadre, 0.0. & P/File I ./
~

Remarks * Accepted|

k) After clicking Accept button, a confirmation dialogue box will appear.
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Are you sure you want to accept office order details?

[) On clicking Yes, OTP is sent to the registered mobile phone and a dialog box to enter

OTP appears as below.

OTP VERIFICATION

Your last Transaction OTP was sent on :
= Mobile No : 98X3000(38
= Dated : 10-06-2020 21:56:31
* Valid upto : 16-06-2020 23:59:59

Enter the transaction OTP and click on 'Submit’

Enter OTP

m) After entering the correct OTP and clicking on Submit button the details of the office
order will be accepted and after that the Acceptance Authority will not be able to edit
the remarks field of the particular Office order, also the status get change from
‘Verified’ to ‘Accepted’. After accepting the Office order, the office order sent to DC for

print, upload and submission of Printed order.

[ Accept New Joinee Office Order

Your remarks for Office Order NEWJOINEE/TEST/2206 have been succesfully submitted

O Select an Office Order from the list to accept details of New Joinee Office Order and click on 'Go’ button.

ffice Order * --Select Office Order-- v m
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2.3.4. Printing Approved First Appointment Office Order by Dealing Clerk
a) After successful login, in the left side panel Right click on the Office Orders menu and

then click on the sub-menu ‘Print Office Orders’.

BB Mis Reports -

Zome/PU/Institute : NWR

Kindly Fill the Summarized SR for Retiring employees and then Click here to assign Weltare Inspector,Im

You z TERN RAILWAY(NWR)
B office Orders - | Zone: NORTH WESTERN RAILWAYINWR) |
User Type of Us [ — [T S T [ —

Promot Transfer Office . - . .

Order Generation Click here to view List of assigned employees to you.

Exit Office Order Generation

Railway Unit : JODHPUR WORKSHOPY WSH
& poss -
(8] setdement -
@ ipas -
e o et Statistics of Users of HRMS application ( Load Count & ) Notifications
BB Carcer Fvents Update ™ .

ent for IR-HRMS

EMPLOYEE MASTER

Currant Data Entry status of Employes Master. This count is based on Basic Info’ tab of Employee Master To load count click an ‘Load Count’ button on right

b) After that a new screen is opened where user have to select the Office Order from the

dropdown whose details has to be Printed.

&= Print Office Order

Office Order * --Select Office Order-- v

--Select Office Order—
SUBSTITUTE/QO/20200615
REGULAR-JOINEE/CO/20200615
SUB-TEMP/OO,/20200617
TRAINEE/OQO/20200615
TRAINEE-ABS/O0,/20200617
SUB-ABS/00/20200617

T
SER/P-ADA/O.B./04-254/\/R/PKC/19
SER/P-ADA/EL/235/TRD/30
PB/S1A/316

TEST

SER/P-ADA/ET/235/14/04 /20
TEST-JOINEE/20200620,/01
SER/P-ADA/EN/170/10/RESTRUCTING/83

NEWJOINEE/TEST/2206

-

c) After selecting the office order click on the GO button to get the details of the selected

office order.

Home / IPAS / Print Office Order

& Print Office Order

Office Order * NEWJOINEE/TEST/2206 v

.
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d) After that a new screen appears, where user can view the Office Order details entered
by the DC and the status at this time is ‘Accepted’.

& Print Office Order

Office Order * NEWJOINEE/TEST/2206 v

Status: Accepted

Office Order NEWJOINEE/TEST/2206 Office Order Type Appointment to a Regular Post v

officeOrderUpload * Choose File | No file chosen Upload Office Order Date 22/06/2020

Submit Office Order

e) DC has two options ‘Print Office Order’ and ‘Submit Office Order’. On clicking ‘Print
Office Order’ button the new window will open with a PDF version of the Office Order
ready for printing. The PDF has QR code embedded with basic details of the Office Order

and it looks as the picture presented below.

ii Apps @ Google [ EnterpriseDB|The.. i PostgreSQL Docum.. ind size of.. N Welcome to Netwo...

NORTH WESTERN RAILWAY Print 2pages

JODHPUR WORKSHOP| WSH
@

Jodbpur Workbop, Jochpnr Destination B saveasPOF -
No INEWSINEETEST 208 Due: 206200

sfercompletion of ll srutet forrales.
Thelloingportin ke i e st Pages All

g [immire Todt

o : NEWJOINEETEST/2206

Pages per sheet 1 ~

With the above reference the following 02 staff nurse in Level-7 a
The following posting order is issued with immediate effect.

Margins Defauit -

Sr¥o. | Employee Details
Name, Community, DOB
Ms/Shri. 2 )
T Fp—— T o o comptn oy, Background graphics
GEN Divl. Perscamnel Oficer
DOB: 14-10-1970 Jochpur Workshop, Jodbpur
MEDICAL: Fit in A3 (Cert Nov 433454454334) Fleefuece o

PAN: ABCDF34S3F

t Employee Signature

Options Headers and footers

Mr SAURABH ARYA s rvaded o ot st
Lo

DOB: 1803.1207 2o

MEDICAL: Fit in BI (Cert No 4846446436) e —

PAN: VEGUIS6TH

The above RRB candidates will be governed by New Pension Sch
The appointment of staff Nurse will be purely on probation for periot
This has the approval of competent authority.

m Canee

Todi
[File Reference No

f) After taking print-out, and taking ink signature of the Accepting Authority the Office

Order copy should be scanned and uploaded. For uploading click on the choose file.

& Print Office Order
Office Order * NEWJOINEE/TEST/2206 v

Status: Accepted

Office Order NEWJOINEE/TEST/2206 Office Order Type Appointment to a Regular Post v

officeCrderUpload * Choose File | No file chosen Upload Office Order Date 22/06/2020
Submit Office Order
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g) Choose the signed and scanned file from the computer and click on ‘Open’.

TTE TR RIS

€ Open X
4 I > ThisPC » Desktop v © | Search Desktop P
Organize v New folder =~ 0 @
Name Date modified Type Size A

7 Quick access

New folder (2)
= Pictures 2-06-20201519 WP PDF Docume...
St . @
& Onebive Desktop 17-03-2020 09-06-200009:14  File folder
nalin 05-06-2000 1306 File folder
!_Tm;vc v Earlier this year (17)
B30 Objects ) EmpTransferDetailsViewControllerjava 26042002228 WPS PDF Docume...
I Desitop FMMWISE 230420000957 File folder
Decuments Shweta 23-03-202013:30  File folder Office Order Type
¥ Downloads 20-03-2020 20032001452 File folder
b Music 18-03-2020 16-03-2000 1808 File folder
= Pictures Notepad Files 17-03-2020 17-03-2001826  File folder ‘ Office Order Date
B videos Function Backup 703-20201824  Filefolder
Date Wise Work Folder 20201824 File folder
& 050 Zone Wise Report 20201604 Filefolder

= Local Disk (D:) 18-02-2020 16-03-200 1741 File folder ) i
= Local Disk (E) Documents 2-02-20201619  File folder t Office Order Submit Office Order

& Network Settlement and Bank 202-20201531  Fiefolder
N Settlement Chanaes Backun 17 07-02-2020 07-02-2020 14:39 File folder &
< >
File name: | NEWJOINEE-TEST-2206 ~| |WPs PDF Document v]

h) Now, click on the ‘Upload’ button to upload the file.

B Print Office Order

ffice Order ™ NEWJOINEE/TEST/2206 v m

Status: Accepted

ffice Order NEWJOINEE/TEST/2206 Office Order Type Appointment to a Regular Post v

fficeOrderUpload * ‘ NEWJOINEE—TEST-.?ZOG‘pdf T Office Order Date 22/06/2020

o

i) Loading progress bar will appear till uploading is not complete.

& Print Office Order

Office Order * NEWJOINEE/TEST/2206 v @

Status: Accepted

Office Order NEWJOINEE/TEST/2206 Office Order Type Appointment to a Regular Post v

officeOrderUpload * Upload Office Order Date 22/06/2020

File uploaded successfully.

o
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j) After successfully upload of document it will start showing view link with x button.

& Print Office Order
Office Order * NEWJOINEE/TEST/2206 v

Status: Accepted
Office Order NEWJOINEE/TEST/2206 Office Order Type Appointment to a Regular Post v

officeOrderUpload * Upload Office Order Date 22/06/2020

Llview x1]

Office Order

k) On click on view button a pop pup will be open with pdf.

[) User can Remove the pdf by clicking x button after view.

105.041.pdf

NORTH WESTERN RAILWAY

JODHPUR WORKSHOP/ WSH

Jodhpur Workshop. Jodhpur
No : NEWJOINEE/TEST/2206 Date : 22-06-2020

With the above reference the following 02 staff nurse in Level-7 allotted through RRB Mumbai, E.No. 02/19 and reported to this office for initial posting
after completion of all recruitment formalities.
The following posting order is issued with immediate effect.

Sr | Employee Details Appointment Details | Posting Details D-Marks \E.F | Mode of Employee Employee
No. [ Name, Community, DOB Unit, Billunit, Department Appointment Signature Photo
Ms./Shri.

Mr SHRESTH GUPTA ACCOUNTANT JODHPUR WORKSHOP/ 1. CUT ON RIGHT Thanos

GEN Level: 6 WSH HAND Merit No: 1345
DOB: 14-10-1970 Basic: 35400 3434543 2. SCRATCH ON LEFT
MEDICAL: Fitin A3 (Cert No: ACCOUNTS LEG

435454454534)
PAN: ABCDF3453F

MrSAURABH ARYA ACCOUNTS JODHPUR WORKSHOP/ 1. MOLE ON LEFT RRBI23
GEN ASSISTANT WSH HAND Merit No:
DOB: 18-03-1997 Level: 4 369852 2.CUT ON NECK 435546576
MEDICAL: Fitin BI (Cert No: Basic: 25500 COMMERCIAL
4846446456)

PAN: VHGUJ456TH

The above RRB candidates will be governed by New Pension Schemes in terms of Railway Boards letter no. F(E)/2003/PN-1/24 dated 31-12-2003 and
2002 AC-1i/21.1 dated 27/02/2004 with iits version time to time.
The appointment of staff Nurse will be purely on probation for period of 12 months and will be confirmed only if the services found to be satisfactory.
Thic hac th, Laf. B

m) Click on submit office order button to forward the office order to Acceptance Authority

for check.

& Print Office Order

Office Order * NEWJOINEE/TEST/2206 v

Status: Accepted

Office Order NEWJOINEE/TEST/2206 Office Order Type Appointment to a Regular Post

Upload Office Order Date 22/06/2020

Submit Office Order

officeOrderUpload * No file chosen

A view x
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n) After clicking Submit button, a confirmation dialogue box will appear.

Are you sure you want to submit office order details?

o) On clicking Yes, OTP is sent to the registered number and a dialog box to enter OTP will

be shown.

OTP VERIFICATION

Your last Transaction OTP was sent on :
e Mobile Mo : 98XXXXXX98
* Dated - 10-06-2020 21:56:31
* Valid upto : 16-06-2020 23:59:59

Enter the transaction OTP and click on 'Submit’

Enter OTP

p) After entering the correct OTP and clicking on Submit button the details of the office
order uploaded will be submitted and forwarded to the Acceptance Authority to check

the office order uploaded also the status get change from ‘Accepted’ to ‘Printed’.

Home 7/ IPAS / Print Office Order

& Print Office Order

Office Order Updated successfully saved for employee with OfficeOrderld: NEWJOINEE/TEST/2206

Office Order * NEWJOINEE/TEST/2206 " @
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2.3.5. Confirmation of Uploading of Appropriate Office Order by AA
a) Now the Acceptance Authority will check the Office order uploaded by the DC by

clicking ‘View PDF’. The status is ‘Printed’ at this time. There are three options for

Accepting Authority to select from as described below.

e If he doesn’t found any issue in the office order uploaded, then he will click on
‘Accept and Close’ button. (Status is changed to ‘Closed’ [C]).

e If any issue in printing is identified in the uploaded office order, then ‘Return to
Print’ button is clicked to send it back to DC for Re-print. (Status is changed to
‘Returned to Print’ [PR]).

e If any mistake is identified in the content of the Office Order due to wrong data
entry by DC, then ‘Reject’ button is clicked. (Status is changed to ‘Returned to DC by
Acceptance Authority’ [AR]).

b) Enter the ‘Remarks’ and click on ‘Return to Print’ button to return back to DC.

R TIPS (AN T SINGH PURBIA

57 Accept New Joinee Office Order

© Select an Office Order from the list to accept details of New Joines Office Order and click on ‘Go’ button.

Office Qrder * NEWJOINEE/TEST/2206 . a
Office Order Type Appointment 1o a Regular Post v I
Office Qrder NEWJOINEE/TEST/2206 Office Order Date 22/06/2020
T — T — View
' ABCOF3453F Mr SHRESTH GUPTA ACCOUNTS ACCOUNTANT ”» s 35400 3434543 2020-04-01 o
2 VHGUIASETH Mr SAURABH ARYA COMMERCIAL ACCOUNTS ASSISTANT noLs s 25500 369852 2020-04-15 o
Pre Note With the above re

el-7 allotted through RRE Mumbai, £.No. 02/19 and reported to this office
for initial posting a i
The following posti

Post Mote s of Railway Boards letter no. F(E)/2003/PN-1/24 dated 31~

the and will be confirmed anly if the services found to

issue By Divl. Persennel Officer
sodhpur Warkshap, Jodhpur

Copy To 1.cMsAU
2. ANO/IL
32.5r, DFMAIU
4. COS P/SC./MPP, Cadre. 0.0. & P/File

c) After clicking ‘Return to Print’ button a confirmation dialog box appear on screen.

Are you sure you want to Return the office order to print again?

]
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d) On clicking ‘Yes’ button, Transaction OTP will be sent to the registered mobile phone

and a dialog box as below appear to enter OTP.

OTP VERIFICATION

Your last Transaction OTP was sent on :
= Mobilg Mo ; SEXDOOC0E

Dated : 10-06-2020 2 1:56:31

* Valid upto : 16-06-2020 23:559:59

Enter the transaction OTF and click on “Submit’

Enter OTP

e) After entering OTP and clicking on ‘Submit’ button, office order will be sent back to the

Dealing Clerk for re-print. Then Acceptance Authority is no more allowed to edit

‘Remarks’ of that order. The status is changed from ‘Printed’ to ‘Return to Print’.

ffice Order *

f Accept New Joinee Office Order
Your remarks for Office Order NEWJOINEE/TEST/2206 have been succesfully submitted

@ Select an Office Order from the list to accept details of New Joinee Office Order and click on *Go" button.

--Select Office Order-- v m

f) The status ‘Return to Print’ is visible to Dealing Clerk on the screen. Now, DC will upload
new office order and click on ‘Submit office order’ to send to Acceptance Authority for

the check.

& Print Office Order

Office Order *

Office Order

officeOrderUpload *

NEWJOINEE/TEST/2206

NEWJOINEE/TEST/2206

Choose File | No file chosen

View X

’ m
Status: Return For Print

Office Order Type Appointment to a Regular Post A\

Office Order Date 22/06/2020
Print Office Order Submit Office Order
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g) Acceptance Authority will check the office order pdf and enter the relevant remarks and

click on ‘Accept and Close’ button to issue the Office Order.

Post Note The above RRB candidates will be governed by New Pension Schemes in terms of Railway Boards letter no. F(E)/2003/PN-1/24 dated
31-12-2003 and 2002 AC-ii/21.1 dated 27/02/2004 with iits version time to time.
The appointment of staff Nurse will be purely on probation for period of 12 months and will be confirmed enly if the services found to
be satisfactory.
This has the approval of competent authority.

Issue By Divl. Personnel Officer
Jodhpur Workshop, Jodhpur

Copy To 1.CMS/JU
2. ANOAU
3. Sr. DFMAJU
4.COS P/SC./MPP, Cadre, 0.0. & P/File

Office Order Upload View Pdf

Remarks * Office Order is %ccepted l

Acceptance And Close |

h) After clicking Accept and Close Button a confirmation dialog Box will appear.

Are you sure you want to Close the office order details?

I3 X3

i) On clicking Yes, OTP will be sent to the registered mobile number and a dialog box to

enter OTP will be shown.

OTP VERIFICATION

Your last Transaction OTP was sent on :
* Mobile No : S8XKMXXXSS
* Dated : 10-06-2020 21:56:31
* Valid upto : 16-06-2020 23:59:59

Enter the transaction OTP and click on 'Submit’

Enter OTP ‘
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j) After entering the correct OTP and clicking on Submit button the Office Order will be
Closed, also the status get changed from ‘Printed’ to ‘Closed’.

[ Accept New Joinee Office Order

Your remarks for Office Order NEWJOINEE/TEST/2206 have been succesfully submitted

O Select an Office Order from the list to accept details of New Joinee Office Order and click on 'Go’ button.

ffice Order * --Select Office Order-- v

2.4. Joining of Direct Recruit on First Posting

® o 0 &y O6——O0

. . Dealing Clerk Verifying Authority Accepting Authority Dealing Clerk Accepting Authority
T Cliitea il Drafts Office Order for Approves Office Order Uploads office order
to Direct Recruit for ) A Verify draft Office PP ) N P N Confirms uploading of
First Appointment RSB A et 7 Order prepared by DC o rointent clrly st oy signed Office Order
PP Direct Recruit prep Y of Direct Recruit Accepting Authority

® o o gl

O

g
Joining of Direct Dealing Clerk Verifying Authority Accepting Authority Data Upaale Data Pushing to IPAS
ﬁl}ecruitj EB P20 DI_Rect:r:lng J-ct)lnlngFt.:\ft Verify Joining Report /;ppro;estg'lnlnS ; Da;:a is Ulsldatted ;0 Data pushed to IPAS

Office Order in First rschReciitlonlhi= entered by DC eport of Direc mployee Waster & e for Salary Processing

Appointment Appointment Recruits Service Record

2.4.1. Recording Joining Report of Appointee on First Posting by Dealing Clerk
New Direct Recruit or Probationer or Substitute under absorption, who has been given

First Appointment Office Order, reports at place of posting. This module enable the dealing
clerk to record the joining of the employee. After due verification and acceptance of the joining
report, the Employee Master gets updated, e-Service Record is opened and then data of the

new joinee is pushed to IPAS for salary generation.

a) In the left side panel Right click on the Career Events menu and then click on the sub-

menu with name New Joinee Entry.

I E Career Events Update AI

UserlD - DOOHYS
Promotion

Dresignation - OFFICE SUPERIMNTEMNDEMNT

Transfer

Exit Reporting

I MNeww loimnee Entry I

Transfer Report Statistics of Users of HRMS application

MNew Joinee Report

b) After that a new screen is opened where user have to select the employee whose New
joinee entry is to be done and whose office order is issued. List of Employees and their

PAN no is shows to help DC to select employee.
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& New Joinee entry (&

O Select an employee from the list to edit Employee Details and click on "Go' button.

Employee * --select Employee-- ~ m

--Select Employee--

DCMS IEFJKEWLSMD - (ABCDE4567Y)
FRRST TEST TEST L - (ABCDESS7SE)
MNAGARAJAN - (ABMNPMNT1008X)
RAHUL MALHOTRA - (BBABT3906T)
RITESH KUMAR - (ACSDE1234L)
SAURABH ARYA - (WHGUI4567H)
SHAMTA KUMARI - (ASDFGO957H)
SIRIKA RANI - (MNBWVC0OS8TX)

TEST LAST - {(BDXPM2300E)
VAIBHAY AGARWAL - (LKJHG3645L1)

c) After selecting the employee, click on the GO button or if user want to reset the new
HRMS Id user can click on the Reset button.

= New Joinee entry (&

& Select an employee from the list to edit Employee Details and dick on "Go' button.

Employee ™ | SHRESTH GUPTA - (ABCDFIAS53IF) v| @

d) After that a new screen is opened where some of the details of the employee is prefilled
from the information entered during creation of office order. At this time the status of

the employee is ‘Draft’.
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Home s IPAS ;s New

& New Joinee entry [

@ Select an employee from the list to edit Employee Details and dlick on ‘Ge* button.

Employee *

Employee Details

IPAS Employee Id

PAN Number

Employee First Name *

Employes Last Name

Country of Birth

Date Of Birth *

Father Name

Aadhaar Number

Blood Group

Employes Self Photo

Education Qualification

Appointment Details

Mode Of Appaintment ~

Type of Employee =

Date of Appointment *

CG Trainee(Matric Pass)
©n stipend

Pay Commission

Basic Pay

stipend

Initizl Department

Initial Designation

Division *

Depot/workplace

Previous Service

Previous Service Ref.
Document upload

Bank Details

Mame of Bank™

Bank Address In Ful

Mame As Per Bank A/C ©

IFSC Code™

Training Details

Centre Name

Date of Training Start

Training Duration

SHRESTH GUPTA - (ABCDF3453F) ~ |

Pas Employee 1d

HRMS Employee I HRMS Employee 1D

ABCDF2453F

Upload PAN

SHRESTH GUPTA

INDIA

14/10/1970
ANOOP GUPTA
897563296354

Please Select

Ne file chosen

Btech

ACT APPRENTICESHIP

Please select

01,/04/2020

[ ves

7th CPC
35400

stipend

ACCOUNTS
ACCOUNTANT (2) (RE)

JODHPUR WORKSHOP (WSH)

Please Select

Choose File | No file chosen

Training Centre Name
DD/MM/YYYY

Training Duration

Employee Middle Name

Gender * Please select
- irth Place Birth P
= Date of No file chosen

Maother Name SEEMA GUPTA

Choose File | Mo file chosen

DD/MM/YYYY

Upload Aadhaar

~ Superannuation Date

Community * GENERAL

[® View Joining Order

= Joining Office Order
Letter =
]
o Pay Scale

Personal Pay (If any)

3434543
~ Initial Sub Department ACCOUNTS
~ Initial lien/Zone * NORTH WESTERN RAILWAY(NWR)

~ Initial Station n JODHPUR JUNCTION (JU)

Authority/Reference Aut
Letter No.

~ Previous Service

Reference Ne.
Upload

Previous Service Reference No.

Branch Name™
MICR Code™

saving Bank A/C Number

Upload Cancelled
Chegue ™

Centre City Training Centre City

] Date of Training End

DD/MM/YYYY

Training Result Training Result

Save as Draft

Copyright @ 2018 Centre For Railway Information Systems. All Rights Reserved. This application works best in Google Chrome 70.0 and above
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e) After filling all the relevant fields, there are two buttons, Submit and Save as Draft. On
clicking Save as Draft, employee details are saved such that they can be edit/change

afterwards in future by the Dealing Clerk.

[# New Joinee entry [

Details successfully saved for employee with PAN ABCDF3453F

@ Select an employee from the list to edit Employee Details and click on 'Go' button.

Employee * SHRESTH GUPTA - (ABCDF3453F) v ‘ @

Status: Draft

Employee Details

f)  On Clicking Submit Button, a confirmation dialogue box will appear to choose Yes/No.

Are you sure you want to submit the data for venfication? You will not able to x

make changes after submission

g) On clicking Yes, OTP will be sent to the registered mobile number and a dialog box to

enter OTP will be shown.

OTP VERIFICATION

Your last Transaction OTP was sent on :
s  Mobile No @ 12230009
» Dated : 04-05-2020 16:53:21
= Valid upto : 10-05-2020 23:59:59

Enter the transaction OTP and click on "Submit’

Enter OTP | 20131
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h) After entering the correct OTP and clicking on submit button the details of the
employee will be sent to the verification authority for verification and after that the
Dealing clerk will not be able to edit the details of the particular employee, also the

status gets changed from ‘Draft’ to ‘Submitted for Verification’.

[# New Joinee entry (&

Details successfully saved for employee with PAN ABCDF3453F

@ Select an employee from the list to edit Employee Details and click on 'Go' button.

Employee * SHRESTH GUPTA - (ABCDF3453F] v

I Status: submitted for \-'er‘ificaticrl

Employee Details

1pAs Emnloves Id HENMS Employss D

2.4.2. Verifying Joining Report of Appointee on First Posting by VA
a) After successful login, in the left side panel Right click on the Career Events Update

menu and then click on the sub-menu with name Verify New Joinee.

- 1P, Statistics ot Users of HKMS apphcation

E Career Events Update - I { ™
| oad Count =~ )
e
WSH RAILWAY (MWR)
Verify Transfer
User MNo. of Date Last User MNo. of Date Last
Verify Exit Reporting Type Users Creation Type Users Creation

I Verify Mew Joinee I

Transfer Report
New Joinee Report

Status Report

b) After that a new screen is opened where user have to select the employee from the

dropdown whose New Joinee Entry is to be verify.

& Verify New Joinee (&

@ Select an employee from the list to venify details of new joinee and click on 'Go" button.

Employee * --Select Employee-- ~

--Select Employee--
RISHI KUMAR - (ABCDE4587L)

SHRESTH GUPTA - (ABCDF3453F)
TEDS FF - (JFIP52226])
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c) After selecting the employee click on the GO button to get the details of the selected
employee.

Home J IPAS § Venfy New loinee

& Verify New Joinee &

© Select an employee from the list to venfy details of new joinee and click on 'Go" button.

Employee * SHRESTH GUPTA - (ABCDF3453F) v

d) After that a new screen is opened where user can view all the exit details of the

employee entered by the DC and the status at this time is ‘Submitted for Verification’.

& Verify New Joinee [

@ Select an employee from the list to venfy details of new joinee and click on 'Go" button.

Employee * SHRESTH GUPTA - (ABCDF3453F) v

Status: Submitted for Verification

Employee Details

IPAS Employee Id HRMS Employee ID

PAN Number * ABCDF3453F Upload PAN Choose File | No file chosen

Employee First Name * SHRESTH GUPTA Employee Middle Name

Employee Last Name Gender * MALE v

e) VA can add the remarks in the field called Remarks and can either Return or Verify the

employee.

Remarks *

f) Enter ‘Remarks’ and then click on ‘Reject’ button to return the details back to DC.
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Remarks * Rejected by V4|

g) After clicking Reject Button a confirmation dialog Box will appear.

Are you sure you want to reject the employee's details?

B X

h) On clicking Yes, OTP will be sent to the registered mobile number and a dialog box to

enter OTP will be shown.

OTP VERIFICATION

Your last Transaction OTP was sent on :
= Mobile Mo @ 123300000
= Dated : 04-05-2020 16:52:21
s Valid upto : 10-05-2020 23:59:59

Enter the transaction OTP and click on 'Submit’

Enter OTP | 20131

i) After entering OTP and clicking on ‘Submit’ button the details of the employee will be
sent back to the Dealing Clerk to do the correction and after that the Verification
Authority will not be able to edit the remarks field of the particular employee, also the
status gets changed from ‘Submitted for Verification’ to ‘Return to DC by Verification
Authority’.

© Verify New Joinee (&

Your remarks for New Joinee for the employee ABCDF3453F have been succesfully submitted

@ Select an employee from the list to verify details of new joinee and click on 'Go" button.

Employee * ‘ SHRESTH GUPTA - (ABCDF3453F] V‘ @
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j) Screen of DC with returned status.

& New Joinee entry &

® Select an employee from the list to edit Employee Details and dlick on 'Go’ button.

Employee * SHRESTH GUPTA - (ABCDF2453F] v‘ @

Remarks: Rejected by va

I Status: Returned to DC by Verification Authority I

k) Enter the relevant remarks and then click on Verify Button to verify the details and

forward it to Acceptance Authority for acceptance.

= T Ty o STt =

Remarks * 'U'eriﬁedl

Are you sure you want to verify employee’s details?

m) On clicking Yes, OTP will be sent to the registered mobile number and a dialog box to

enter OTP will be shown.

OTP VERIFICATION

Your last Transaction OTP was sent on :
= Mobile No @ 12330009
s Dated 1 26-04-2020 11:23:47
= Valid upto :02-05-2020 23:5%:59

Enter the transaction OTP and click on 'Submit’

Enter OTP 4?8?481
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n) After entering the correct OTP and clicking on Submit button the details of the
employee will be forwarded to the Acceptance Authority for acceptance and after that
the Verification Authority will not be able to edit the remarks field of the particular

employee, also the status gets changed from ‘Submitted for Verification’ to ‘Verified’.

@ Verify New Joinee (&

Your remarks for New Joinee for the employee ABCDF3453F have been succesfully submitted

@ Sclect an employee from the list to verify details of new joinee and click on 'Go" button.

Employee * SHRESTH GUPTA - (ABCDF3453F] +

2.4.3. Approval of Joining Report of Appointee on First Posting by AA
a) After successful login, in the left side panel Right click on the Career Events Update

menu and then click on the sub-menu with name Accept New Joinee.

IE Carcer Events Update - I L= LR

Designation - Sr. PERSOMMEL OFFICER-B

Accept Promotion
Accept Transfer

Accept Exit Reporting

Statistics of Users of HRMS application

I Accept Mew Joinee I

Transfer Report

- Your Unit = JODHPUR WORKSHOP,S
Mew Joinee Report

WASH
— MO FSAErS l'—*—l"-,l

b) Then a new screen appears where user have to select the employee from the dropdown

whose Joining Report is to be approved.

& Accept Mew Joinee (&

® Select an employee from the list to accept details of new jeinee and click on "Go* button.

Employee * --select Employee-- -~

--Select Employee--

HISHI SHARMA - (ABCDESGTEH)
OMNEAR SINGH - (ABCDE1234K)
PRADEEP RAWAL - (AZZZKE3ITOK)

SHRESTH GUPTA - (ABCDF3453F)

c) After selecting the employee click on the GO button to get the details of the selected
employee.
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& Accept Mew Joinee &

® Select an employee from the list to accept details of new joinee and click on "Go’ button.

Employee * SHRESTH GUPTA - (ABCDF3453F) v m

d) After that a new screen is opened where user can view all the exit details of the
employee entered by the DC and the status at this time is ‘Verified’.

& Accept New Joinee (&

© select an employee from the list to accept details of new joinee and dlick on *Ge* button

Employee * SHRESTH GUPTA - (ABCDF3453F] V| @

Status: Verified

Employee Details

IPAS Employee Id 1PAS Employee Id HRMS Employee ID HRMS Employee ID

e) Accepting Authority can add the Remarks and can either ‘Return’ or ‘Accept’ the joining

report of the employee.

e | e

f) Enter ‘Remarks’ and then click on ‘Return’ button to return the details back to DC.

TroTTTTG T TNy COTauoT k= A Ty T o0

Remarks * Rejected

g) After clicking ‘Return’ button a confirmation dialog box will appear.

Are you sure you want to reject the employee’s details?

]
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h) On clicking Yes, OTP will be sent to the registered mobile number and a dialog box to
enter OTP will be shown.

OTP VERIFICATION

Your last Transaction OTP was sent on :
» Mobile No: 12XXXXXX0

* Dated

: 25-04-2020 17:57:20

* Valid upto : 01-05-2020 23:59:59

Enter the transaction OTP and click on 'Submit’

Enter OTP

362874

i) After entering Transaction OTP and clicking on ‘Submit’ button the details of the
employee will be sent back to the Dealing Clerk for correction and the Acceptance
Authority will no more be able to edit the ‘Remarks’. The status gets changed from
‘Verified’ to ‘Return to DC by Acceptance Authority’.

Employee *

& Accept New Joinee [&

Your remarks for New Joinee for the employee ABCDF3453F have been succesfully submitted

@ Select an employee from the list to accept details of new joinee and click on ‘Go’ button.

SHRESTH GUPTA - (ABCDF3453F] + ‘ @

j) Enter the ‘Remarks’ and then click on ‘Accept’ button to Accept the joining report.

Remarks *

Accepted|

k) After clicking ‘Accept’ button, a confirmation dialogue box will appear.

CENTRE FOR RAILWAY INFORMATION SYSTEM
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[) On clicking Yes, OTP will be sent to the registered mobile number and a dialog box to

enter OTP will be shown.

OTP VERIFICATION

Your last Transaction OTP was sent on :
= Mobile No: 12XXXXXX9
= Dated : 26-04-2020 11:23:47
= Valid upto :02-05-2020 23:59:39

Enter the transaction OTP and click on 'Submit’

Enter OTP 4?8?48|

m) After entering OTP and clicking on ‘Submit’ button the details of the employee will be

Accepted and then the Acceptance Authority is no more allowed to edit the ‘Remarks’
of the joining report of the employee, also the status gets changed from ‘Verified’ to
‘Accepted’.

& Accept New Joinee [

Your remarks for New Joinee for the employee ABCDF3453F have been succesfully submitted

@ Select an employee from the list to accept details of new joinee and click on 'Go' button.

Employee * ‘ SHRESTH GUPTA - (ABCDF3453F] V‘

2.5. Issuing Office Order First Appointment of Probationers

In this section the procedure for drafting, verification and approval of Appointment

Order of Probationer will be discussed. Procedure for uploading signed office order and

confirming correct uploading of office order

ol
will also be discussed under this section. -@- .Did you k”OW!

A probationer when returns back after

Step by step procedure far preparing follawing

successful completion of training reports to the ! ==
office orders are similar,
Personnel Officer for First Posting Office Order. _ _ _
¥ Office Order for First Posting of

This user interface enable Personnel Officers to Probationer on Completionof Training’

regularise such probationers/ trainee. Probation

¥ Office Order for Granting Temparary
Similar procedure may be followed to issue Statusto SubstitutesforLevel-1 Posts

office order for Granting Temporary Status to ¥ Office Order for Ahsorption  of

Substitute, and for Absorption of Substitute to SubstitutestoReeularLevel-1Posts
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regular level-1 posts.

2.5.1. Drafting Office Order for First Appointment of Probationer by Dealing Clerk
a) In the left side panel Right click on the Office Orders menu and then click on the sub-

menu with name Regular Posting Office Order to create office orders.
b) User selects Sub-menu “Regular Posting Office Order” under menu: Office Orders.
c) Screen related to Regular Posting Office Order Generation opens.

d) Select the New Office Order From the drop Down

& Regular Posting Office Order Generation

Office Order * --Select Office Order-- ~

--Select Office Order--

MNEW Office Order
D

® Select an Office Order from the list to edit previous or select '"NEW Office Order’ option from the list to fill details of Pr

e) 4. The text field to enter the name of the New office order opens. Name it and click on
‘Go’ Button.

[# Regular Posting Office Order Generation

Office Order * MEW Office Order ~

REGULAR/TEST/2205

O sclect an Office Crder from the list to edit previous or select "NEW Office Order’ option from the list to fill details of Promotion

f) The screen opens up to fill the details regarding the new office order.

CENTRE FOR RAILWAY INFORMATION SYSTEM
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. - . - (-] - _
IR-HRMS 4 g ST O 2 TP Tl SANJAY KUMAR SINGH ¥ =

Home 7 IPAS / Regular Pasting Office Order Generation

[# Regular Posting Office Order Generation

@ Select an Office Order from the list to edit previous or select "NEW Office Order’ option from the list to fill details of Promotion Office Order and click on 'Go' button.

Office Orcer EET=eTE -]

Status: New
Office Order Type Please Select M
Office Order REGULAR/TEST/2205 Office Order Date 22/06/2020
Existing Particular Revised Particular
— e e e s
Template Please Select M
Pre Note ote
s
Post Note ote
s
Issue By ssue B
Z
Copy To C

Copyright @ 2018 Centre For Railway Information Systems. All Rights Reserved. This application works best in Google Chrome 70.0 and above

g) Select the Office Order Type and Click on the + on a header to Enter Data of an

Employee. (Form to be filled will change according to the office order type user select.)

& Regular Posting Office Order Generation

@ Select an Office Order from the list to edit previous or select "NEW Office Order' option from the list to fill details of Promotion Office Order and dick on 'Go' button.

Office Order * NEW Office Order ~ ‘ a

Office Order Type Please Select
Please Select
. e — Office Order Date Absorption of Trainee/Apprentice/Probationer

Absorption of Substitutes to a Regular Post
Granting Temporary Status to Substitutes
Revised Particular

Particular
SRRSO oy ey oy o ey sy ey
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h) On Click of + Button a Pop will be opened for the respective office order type user
selected from the dropdown.

e Pop for Absorption of Trainee/Apprentice/Probationer.

OFFICE ORDER DETAILS : X

Enter the HRMS ID of the Employee and then click on Go to fetch the Details.

HRMS Employee ID *

Employee Details

Employee ID: Employee Name: Billunit:

Designation: Railway Unit: Zone/PU/Institute:

Sub Type Please select ~

Current New
Zone ™ AUDIT(AUD) v Please select -
New ZOne is reguired,

Unit/Division * AUDIT (AUD) ~ Please select -

Unit/Division is required.

Station Place * Current Station Place Ne Place

Pay Level * 1 (18000-56900) v Please select v
Pay Level is required.

Basic Pay * Basic Pay Bas|

Department * Please select - Please select v
MNew Department Current is required.

Sub Department Please Select v Please Select v

Designation * Please Select hd Please Select v
MNew Designation is required.

Bill Unit No * Bill Unit No Bill Unit No

Office Order and other Details

Temporarily Status Date DD/MM/YYYY (] stipend Stipend
Date of Absorption * DD/MMYYYY (] Office Order Reference Please select -
Date of Engagement * DD/MM/YYYY (]

Training Details

Centre Name Training e Name Centre City Training

Date of Training Start DD/MMAYYYY o} Date of Training End DD/MM/YY ]

Training Duration Training Result Tra

Remarks

ﬂ CIDSE
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e Pop for Absorption of Substitute to a Regular Post.

OFFICE ORDER DETAILS : X

Enter the HRMS 1D of the Employee and then click on Go to fetch the Details.

HRMS Employee ID * HRMS Employee ID Go

Employee Details

Employee ID: Emplayee Name: BillUnit:
Designation: Railway Unit: Zonge/PU/Institute:
Sub Type Please select v
Current New
Zone * AUDIT(AUD) v Please selact v

New ZOne is required.

Unit/Division * AUDIT (AUD) v Please select v

Unit/Division is required.

Station Place * Current Station Place New Station Place

Pay Level * 1 (18000-56900) v Please select -

Pay Level is requirad.

Basic Pay * Basic Pay Basic Pay

Department * Blease select v Please select -

New Department Current is required.

Sub Department Please Select v Please Select v

Designation * Please Select v Please Select v

New Designation is required.

Bill Unit No * Bill Unit No Bill Unit No

Office Order and other Details

Temporarily Status Date DD/MM/YYYY o] stipend Stipend
Date of Absorption * DD/MM/YYYY B Office Order Referance Please select v
Date of Engagement * DD/MM/YYYY e}

Remarks

m Close
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e Pop for Granting Temporary Status to Substitutes.

OFFICE ORDER DETAILS : X

Enter the HRMS 1D of the Employee and then click on Go to fetch the Details.

HRMS Employee ID * HRMS Employee ID -Res

Employee Details

Employee ID: Emplayee Name: BillUnit:
Designation: Railway Unit: Zone/PU/Institute:
SubType Please select v
Current New
Zone* AUDIT(AUD) W Please select v

New ZOne is required.

®

Unit/Division AUDIT (AUD) v Please select v

Unit/Division is required.

%

Station Place Current Station Place New Station

Pay Level * 1 (18000-56900) v Please select -

Pay Level is required.
Basic Pay * Basic Pay Basic Pay
Department * Please select v Please select v

New Department Current is required.

Sub Department Please Select v Please Selact v

Designation * Please Select v Please Select v

New Designation is reguired.

Bill Unit No * Bill Unit No Bill Unit No

Office Order and other Details

Temporarily Status Date DD/MM/YYYY e} stipend Stipend
Date of Absorption * DD/MM/YYYY ] Office Order Reference Please select -
Date of Engagement * DD/MM/YYYY &

Remarks

N Close
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i) Enter the HRMS ID in order to fetch the details. System validates HRMS ID w.r.t.
assignment with  current users or valid HRMS ID. If HRMS ID is not assigned to current

user / Invalid HRMS ID, System flashes an error message.

Enter the HRMS ID of the Employee and then click on Go to fetch the Details.

HRMS Employee ID * QWXHCI

Employee Details

Employee 1Dt 53307652264 Employee Name: MADHU SOLANKI Billunit: 3307426
Designation: OFFICE SUPERINTENDENT Railway Unit: JODHPUR WORKSHOP Zone/PU/Institute:
Sub Type Please select v
Current New
Zone * NORTH WESTERN RAILWAY(NWR) ~ NORTH WESTERN RAILWAY(NWR) -
Unit/Division * JODHPUR WORKSHOP (WSH) v JODHPUR WORKSHOP (WSH) v

Unit/Division is required.

Station Place * Ju u
Pay Level © 6 (35400-112400) v 6 (35400-112400) -
Basic Pay * 52000 52000

j) Enter all the relevant details of the New-Joinee, then click on Save button to save the

Data and close the popup.

Training Details

Centre Name Arogya Setu center Centre City Agra

Date of Training Start 01/06/2020 ] Date of Training End 02/06/2020 ]
Training Duration E Training Result Goed

Remarks ewijfkldsm

I Save | Close

k) As user save the Data of the Employee it starts showing in a row.

Status: Draft

Office Order Type | Absorption of Trainee/Apprentice/Probationer v |
Office Order REGULAR/TEST/2205 Office Order Date 22/06/2020
Existing Particular Revised Particular
Sub
Department Designation Station Activity Department Designation Station

MADHU PERSONNEL OFFICE u 6 52000 3307426 Please PERSONNEL OFFICE u 6 52000 3307426 = u
SOLANKI SUPERINTENDENT (35400~ select SUPERINTENDENT (35400~

112400) 112400)
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[) User can Add another row on the click of + button

Offee Orser” ‘ e V‘ a @

Status: Draft

Office Order Type ‘ Absorption of Trainee/Apprentice/Probationer v ‘
Office Order REGULAR/TEST/2205 Office Order Date 22/06/2020
Existing Particular Revised Particular
Sub
Department tation
MADHU PERSONNEL OFFICE 52000 3307426 Please PERSONNEL OFFICE 52000 3307426
SOLANKI SUPERINTENDENT (35400 select SUPERINTENDENT (35400
112400) 112400)

m) Clicking Remove Row(-) button, removes the row.

Office Order * REGULAR/TEST/2205 ﬂ m
Status: Draft
Office Order Type ‘ Absorption of Trainee/Apprentice/Probationer v
(ffice Order REGULAR/TEST/2205 Office Order Date 22/06/2020
Existing Particular Revised Particular
MADHU PERSONNEL OFFICE 52000 3307426 Please PERSONNEL OFFICE 52000 3307426
SOLANK SUPERINTENDENT (35400 select SUPERINTENDENT (35400
112400) 112400)

n) Edit the Data of an Employee By clicking on Edit symbol.

Offee Oreer” ‘ s s V‘ a m

Status: Draft

Office Order Type ‘ Absorption of Trainee/Apprentice/Probationer v ‘
Office Order REGULAR/TEST/2205 Office Order Date 22/06/2020
Existing Particular Revised Particular
MADHU PERSONNEL OFFICE 52000 3307426 Please PERSONNEL OFFICE u 6 52000 3307426 - .
SOLANKI SUPERINTENDENT (35400 select SUPERINTENDENT (35400- =
112400) 112400)

0) User can select the already saved Template to fill the Pre Note, Post Note, issue By and

Copy To or user can manually fill the Pre Note, Post Note, issue By and Copy To
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e =S FR T

MADHU PERSONNEL OFFICE 52000 3307426 Please PERSONNEL OFFICE 52000 3307426
SOLANKI SUPERINTENDENT (35400- select SUPERINTENDENT (35400- =
112400) 112400)

Template New Regular Joining Template 1 v

Please Select

Pre Note OtherExit Voluntary Retiremnt
TRANSFER

New Reqular Joining Template 1
SUPERANNUATION TEMPLATE
Promation-MACP
Promation-cum-transfer

p) After selecting the Template from the given drop down, it will ask for the replacement
of details of Pre Note, Post Note, issue By and Copy To of the Office Order Data.

fre you sure you want to replace details with this template?

g) On clicking Yes it will fetch data for the selected templates from the already saved

Templates.

Template New Regular Joining Template 1 v

Pre Note With the above reference the following 02 staff nurse in Level-7 allotted through RRB Mumbai, ENo. 02/19 and reported to this office
for initial posting after completion of all recruitment formalities.
The following posting order is issued with immediate effect.

Post Note The above RRB candidates will be governed by New Pension Schemes in terms of Railway Boards letter no. F(E)/2003/PN-1/24 dated
31-12-2003 and 2002 AC-ii/21.1 dated 27/02/2004 with iits version time to time.
The appointment of staff Nurse will be purely on prebation for period of 12 months and will be confirmed only if the services found to
be satisfactory.
This has the approval of competent authority.

Issue By Divl. Personnel Officer
Jodhpur Workshaop, Jodhpur

Copy To 1. CMS/IU
2. ANO/IU
3. sr. DFM/JU
4.COS P/SC/MPP, Cadre, 0.0. & P/File
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r) The User Interface will consist of two buttons ‘Save as Draft’ and ‘Submit’,

e Save as Draft: Once user will click, “Save as Draft”, it will save data and change the
Status to ‘Draft’.

Template

New Regular Joining Template 1 v
Pre Note With the above reference the following 02 staff nurse in Level-7 allotted through RRB Mumbai, E.No. 02/19 and reported to this office
for initial posting after completion of all recruitment formalities.
The following posting order is issued with immediate effect.
5
Post Note The above RRB candidates will be governed by New Pension Schemes in terms of Railway Boards letter no. F(E)/2003/PN-1/24 dated
31-12-2003 and 2002 AC-ii/21.1 dated 27/02/2004 with iits version time to time.
The appointment of staff Nurse will be purely on probation for period of 12 menths and will be confirmed only if the services found to
be satisfactory.
This has the approval of competent authority.
Fl
Issue By Divl. Personnel Officer
Jodhpur Werkshop, Jodhpur
r
Copy To 1. CMS/JU
2. ANO/IU
3. Sr. DFM/JU

4. COS P/SC./MPP, Cadre, O.0. & P/File

[# Regular Posting Office Order Generation

Office Order Details successfully saved for Office Order REGULAR/TEST/2205

® Select an Office Order from the list to edit previous or select ‘NEW Office Order’ option from the list to fill details of Promotion Office Order and dlick on *Go’ button.

Office Order * REGULAR/TEST/2205 hd ‘ ﬂ m

I Status: Draft

Absorption of Trainee/Apprentice/Probationer v

Office Order Type

Offica Order REGULAR/TEST/2205 Office Order Date 22/06/2020

e Once user will click, ‘Submit’ button, DC will be asked to enter Transaction OTP. Once
OTP is validated, the data get saved and the status changes to ’‘Submitted for

Verification’. Now data is available to Verification Authority (VA) for verification.
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Template

New Regular Joining Template 1 v

Pre Note With the above reference the following 02 staff nurse in Level-7 allotted through RRB Mumbai, E.No. 02/19 and reported to this office
for initial posting after completion of all recruitment formalities.
The following posting order is issued with immediate effect.

Post Note The above RRB candidates will be governed by New Pension Schemes in terms of Railway Boards letter no. F(E)/2003/PN-1/24 dated
31-12-2003 and 2002 AC-ii/21.1 dated 27/02/2004 with iits version time to time.
The appointment of staff Nurse will be purely on probation for period of 12 months and will be confirmed only if the services found to
be satisfactory.
This has the approval of competent authority.

Issue By Divl. Personnel Officer
Jodhpur Workshop, Jedhpur

Copy To 1. CMS/JU
2. ANO/JU
3. 5r. DFM/JU
4. COS P/SC./MPP, Cadre, 0.0. & P/File

s) On clicking ‘Submit’ button, a confirmation dialogue box appears to choose ‘Yes’/’No’.

Are you sure you want to submit the data for verification? You will not able to x
make changes after submission

t) On clicking ‘Yes’, OTP will be sent to the registered mobile number and a dialog box to
enter OTP will appear on screen.

OTP VERIFICATION

Your last Transaction OTP was sent on:
= Mobile No - 9800000098
= Dated : 10-05-2020 29:56:31
= Valid upto @ 16-06-2020 23:5%:59

Enter the transaction OTP and click on Submit’

Enter OTP '
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u) After entering OTP and clicking on ‘Submit’ button the details of the employee will be
sent to the verification authority for verification and after that the Dealing clerk will not
be able to edit the details of the particular employee, also the status gets changed from
‘Draft’ to ‘Submitted for Verification’.

[# Regular Posting Office Order Generation

Office Order Details successfully submitted for Office Order REGULAR/TEST/2205

@ Select an Office Order from the list to edit previous or select ‘NEW Office Order’ option from the list to fill details of Promotion Office Order and click on 'Go' button.

Sp— ' A,

I Status: Submitted for Verification I

Office Order Type Al ion of Trail ice/Probationer b

Office Order REGULAR/TEST/2205 Office Order Date 22/06/2020
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2.5.2. Verifying First Appointment Office Order of Probationer
a) After successful login, in the left side panel Right click on the Office Orders menu and

then click on the sub-menu with name ‘Verify Regular Posting Office Order’.

BB Career Events Update -

|'-’- ~ -‘..II
I B office orders - Your Unit : JODHPUR WORKSHOP] Zone : NORTH WESTERN ¢
RAILWAY(NWR)
Verify Promotion-Transfer
Office Orders

Verify Exit Office Orders

Office Order Summary

Verify Regular Posting Office
Order

My Office Order

el e mren D T e Copyright @ 2018 Centre For Railway Information Systems. All Rights Reserved. This application works best

b) After that a new screen is opened where user have to select the Office Order from the

dropdown whose details is to be verify.

o Verify Regular Posting Office Order

@ Select an Office Order from the list to verify details of Promotion Office Order and click on 'Go' button.

Office Order * --Selact Office Order-- v m

--Select Office Order--

REGULAR/TEST/2205

c) After selecting the Office Order from the list, click on the ‘Go’ button to get the details
of the selected Office Order.

o Verify Regular Posting Office Order

& Select an Office Order from the list to verify details of Promotion Office Order and click on 'Go” button.

Office Order * REGULAR/TEST/2205 A m
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d) After that a new screen is opened where user can view all the office order details

entered by the DC and the status at this time is ‘Submitted for Verification’.

Home / IPAS / Verify Regular Posting Office Order

IR-HRMS K B} 'Q‘.OHJF ﬂo ALKA MATHUR ¥ =

[ Verify Regular Posting Office Order

Office Order * REGULAR/TEST/2205 "| ﬂ

Office Order REGULAR/TEST/2205 Office Order Date 22/06/2020

e =
Hrms Id Sub
(IPAS Id) Department Designation Statiol Activity | Department Designation Station Edit | o]
Ju =

ion
1 QWXHCI MADHU PERSONNEL OFFICE u 6 52000 3307426 PERSONNEL OFFICE 6 52000 3307426
SOLANKI SUPERINTENDENT SUPERINTENDENT
4 »
Pre Note With the above reference the following 02 staff nurse in Level-7 allotted through RRE Mumbai, E.No. 02/19 and reported

Post Note The above RRE candidates will be governed by New Pension Schemes in terms of Railway Boards letter no.

Issue By Divl. Personnel Officer

Copy To 1. CMS/IU

Remarks *

Copyright @ 2018 Centre For Railway Information Systems. All Rights Reserved, This application works best in Google Chrome 70.0 and above

@ Select an Office Order from the list to verify details of Promotion Office Order and click on 'Go' button.

Status: Submitted for Verification

Office Order Type ‘ Absorption of Trainee/Apprentice/Probationer & ‘

to this office for initial posting after completion of all recruitment formalities.
The following posting order is issued with immediate effect.

F(E)/2003/PN-1/24 dated 31-12-2003 and 2002 AC-ii/21.1 dated 27/02/2004 with iits version time to time.

The appointment of staff Nurse will be purely on probation for period of 12 months and will be confirmed only if the
senvices found to be satisfactory.

This has the approval of competent authority.

Jodhpur Warkshop, Jodhpur

2. ANO/IU
2. 5r. DFM/JU
4, COS P/SC./MPP, Cadre, 0.0. & PfFile

e) Verification Authority (VA) have two options to choose from, ‘Reject’ and ‘Verify’.

If any information is found incorrect or missing, VA can use ‘Reject’ option. Once VA
clicks ‘Reject’ button, system prompts user to provide ‘Remarks’. So before rejecting VA

must fill in ‘Remarks’ necessarily.

f) VAfills in the ‘Remarks’ text and can either ‘Reject’ or ‘Verify’ the Office Order.

CENTRE FOR RAILWAY INFORMATION SYSTEM 63




USER MANUAL ENTRY TO EXIT

Issue By Divl. Personnel Officer
Jodhpur Workshop, Jodhpur

Copy To 1. CMS/IU
2. ANO/JU
3. Sr. DFM/IU
4. COS P/SC./MPP, Cadre, 0.0. & P/File /
|
Remarks * Rejected|

Co o]

g) After filling in ‘Remarks’ and clicking ‘Reject’ button a confirmation dialog Box will

appear.

Aure you sure you want to accept affice order details?

h) On clicking ‘Yes’ on the dialogue box, OTP will be sent to the registered mobile number

and another dialog box will appear on screen to enter OTP.

OTP VERIFICATION

Yeuwr last Transaction OTP was sent on :
= Mobike Mo : 380000058
= Dated :+ 10-06-2020 21:56:31
= ahd wpto : 16-06-2030 235559

Enter the transaction OTP and click on “Submit’

Enter OTF |

i) After entering OTP and clicking on ‘Submit’ button the Office Order will be sent back to
the Dealing Clerk to do necessary correction. Then the Verification Authority is no more
allowed to edit ‘Remarks’. The status gets changed from ‘Submitted for verification’ to
‘Return to DC by Verification Authority’.

& Verify Regular Posting Office Order

Your remarks for Office Order REGULAR/TEST/2205 have been succesfully submitted

@ Select an Office Order from the list to verify details of Promotion Office Order and click on "Go* button.

Office Order * —-Select Office Order— hd

CENTRE FOR RAILWAY INFORMATION SYSTEM 64




USER MANUAL ENTRY TO EXIT

j) Screen of Dc with returned status.

[# Regular Posting Office Order Generation

© Select an Office Order from the list to edit previous or select "NEW Office Order’ option from the list to fill details of Promotion Office Order and dick on 'Go’ button.

Office Order” SRS - ‘ ﬂ @

Remarks from verification Authority : Rejected

I Status: Returned to DC by Verification lutm:ri:yl

Office Order Type ‘ ion of Trai . — v|

Office Order REGULAR/TEST/2205 Office Order Date 22/06/2020

k) If the Office Order is found correct then Verification Authority (VA) clicks ‘Verify’ button
[) Verifying Authority fills in ‘Remarks’ and then click on ‘Verify’ button and the Office
Order is forwarded to Acceptance Authority.

Issue By Divl. Personnel Officer
Jodhpur Workshop, Jodhpur

Copy To 1. CMS/U
2. ANO/IU
3. 5r. DFM/IU
4. COS P/SC./MPP, Cadre, 0.0, & P/File

~
Verified| ‘ Iﬁ

Remarks *

Coon ] e

m) On clicking ‘Verify’ button, a confirmation dialogue box will appear.

Are you sure you want to werify office order details?

n) On clicking ‘Yes’ button, OTP will be sent to the registered mobile number and a dialog
box will appear on screen to enter OTP.

OTP VERIFICATION

Your last Transaction OTP was sent on ©
= Mobile Mo @ T2KXXMHHD
= Dated : 04-05-2020 16:53:21
= Walid upto : 10-05-2020 23:59:59%

Enter the transaction OTP and click on "Submit’

Enter OTP | zo121|

o) After entering OTP and clicking on ‘Submit’ button the details of the Office Order will be
forwarded to the Acceptance Authority for further processing. The Verification
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Authority is no more be allowed to edit the ‘Remarks’ field. The status gets change from

‘Submitted for Verification’ to ‘Verified’.

& Verify Regular Posting Office Order

Your remarks for Office Order REGULAR/TEST/2205 have been succesfully submitted

© Select an Office Order from the list to verify details of Promotion Office Order and click on 'Go” button.

Office Ordler * --Select Office Order-- v

2.5.3. Approving the First Appointment Office Order for Probationer by AA
a) After successful login, in the left side panel Right click on the Office Orders menu and

then click on the sub-menu with name Accept Regular Posting office orders.

I‘ Office Orders = I UseriD = OOLUZR

Accept Promotion-Transfer Designation : Sr. PERSOMNMEL OFFICER-B
O ffice Orders

Accept Exit Office Orders

Accept Regular Posting Office
Srdar

Statistics of Users of HRMS applicatiomn

Office Order Sunmmany
My O ffice Order

Accept Mew Joinee Office
O rder

b) A new screen is displayed, where user have to select the Office Order from the

dropdown, whose details is to be accepted.

& Accept Regular Posting Office Order

® select an Office Order from the list to accept details of Promotion Office Order and click on "Go' button.

Office Order ™ --Select Office Order-- hd

--Select Office Order--

REGULAR/TEST/2205

c) After selecting the Office Order, click on the ‘GO’ button to get details of the selected
Office Order.

& Accept Regular Posting Office Order

® sSelect an Office Crder from the list to accept details of Promotion Office Order and click on "Go' button.

Office Order * REGULAR,/TEST/2205 ~
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d) After that a new screen is opened where user can view all the Office Order details
entered by the DC and the status at this time is Verified.

IR-HRMS B° 4 role-AA/IUW = @ Halp ﬂo BASANT SINGH PURBIA &

Home / IPAS / Accept Regular Posting Office Order

& Accept Regular Posting Office Order

© Select an Office Orcler from the list to accept details of Promotion Office Orcler and click on 'Ge' button,

Office Order * REGULAR/TEST/2205 "| B m

tatus: verified
Office Order Type l of Tral R A vl
Office Order REGULAR/TEST/2205 Office Order Date 22/06/2020
Existing Particular Revised Particular
Hrms Id Sub
(IPAS I1d) Department Designation Station | Level GP BU Activity | Department Designation Station | Level
1| QwxHel | MADHU PERSONNEL | OFFICE i 6 | s2000 | 3307426 PERSONNEL | OFFICE u 6 | swo00 | 3307426
SOLANKI SUPERINTENDENT SUPERINTENDENT
.
Pre Note With the above reference the following 02 staff nurse in Level-7 allotted through RRB Mumbai, N0, 02/19 and reported

to this office for initial posting after completion of all recruitment formalities,
The following posting order is issued with immediate effect.

Post Note The above RRB candidates will be governed by New Pension Schemes in terms of Railway Boards letter no,
F(E)/2003/PN-1/24 dated 31-12-2003 and 2002 AC-ii/21,1 dated 27/02/2004 with iits version time ta time.
The appointment of staff Nurse will be purely on probation for period of 12 months and will be confirmed only if the
services found to be satisfactory.
This has the approval of competent authority.

Issue By Divl. Personnel Officer
Jodhpur Warkshop, Jodhpur

Copy To 1. CMS/AU
2, ANO/IU
3. Sr. DFMAIL
4, COS P/SC/MPP, Cadre, 0.0, & P/File

Remarks *

Copyright @ 2018 Centre For Railway Information Systems. All Rights Reserved, This application works best in Google Chrome 70,0 and above

e) In case the Office Order has any error, then the user may enter the Remarks and then

click on ‘Reject’ button to return the details back to DC.

Issue By Divl. Personnel Officer
Jodhpur Workshop, Jodhpur

Copy To 1. CMS/JU
2. ANO/IU
3. Sr. DFM/JU

4. COS P/SC./MPP, Cadre, O.0. & P/File
-
Remarks * Rejected by AA|

f) After clicking Return button a confirmation dialog Box will appear.

Aune you SuUre you want to accegt office order details?
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g) On clicking ‘Yes’, OTP will be sent to the registered mobile number and a dialog box to

enter OTP will be shown.

OTP VERIFICATION

Your |ast Transaction OTP was sent on:
= Bobile Mo - 980000058
= Dated : 10-06-2020 21:56:31
= ahd wpto : 16-06-2020 23:5%58

Enter the trangaction OTP and click on Submit’

Enter OTP |

Submit

h) After entering OTP and clicking on ‘Submit’ button the details of the Office order will be
sent back to the Dealing Clerk to do the correction and after that the Acceptance

Authority will not be able to edit the remarks field of the particular office order.

& Accept Regular Posting Office Order

Your remarks for Office Order REGULAR/TEST/2205 have been succesfully submitted

@ Select an Office Order from the list to accept details of Premotion Office Order and click on "Go’ button.

v

Office Order * --Select Office Order--

i) Screen of Dealing Clerk with returned status is presented below.

[# Regular Posting Office Order Generation

O Select an Office Order from the list to edit previous or select ‘'NEW Office Order' option from the list to fill details of Promotion Office Order and click on 'Go’ button.

Office Order * REGULAR/TEST/2205 7

Remarks from verification Authority : Verified

Remarks from Acceptance Authority : Rejected By AA

Office Order Type

Office Qrder REGULAR/TEST/2205 Office Order Date

I Status: Returned to DC by Acceptance Authority I

‘ Absorption of Trainee/Apprentice/Probationer A ‘

22/06/2020

j) Enter the ‘Remarks’ and then click on ‘Accept’ button to Approve the Office Order.
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The following posting order is issued with inmediate effect.

Post Note The above RRB candidates will be govemned by New Pension Schemes in terms of Railway Boards letter no. F(E)/2003/PN-1/24 dated
31-12-2003 and 2002 AC-ii/21.1 dated 27/02/2004 with iits version time to time.
The appointment of staff Nurse will be purely on probation for period of 12 months and will be confirmed enly if the services found to
be satisfactory.
This has the approval of competent authority.

Issue By Divl. Personnel Officer
Jodhpur Werkshop, Jedhpur

Copy To 1. CMS/IU
2. ANO/IU
3. 5r. DFM/JU
4. COS P/SC./MPP, Cadre, O.0. & P/File I ./
ra
Remarks * Accepted|

k) After clicking Accept button, a confirmation dialogue box will appear.

fune Yo Sure you ewant to accept aoffice order details?

[) On clicking Yes, OTP is sent to the registered number and a dialog box to enter OTP will

be shown.

OTP VERIFICATION

Your |xst Transaction OTP was sent on:
= Mabile Mo - 9280000053
= Dated : 10-06-2020 21:36:31
= Vahd upto : 16-06-2020 23:5%59

Enter the transaction OTP and click on Submit’

Enter OTP

Sulbrmit Close

m) After entering the correct OTP and clicking on Submit button the details of the office
order will be accepted and after that the Acceptance Authority will not be able to edit

the remarks field of the particular Office order, also the status gets changed from

CENTRE FOR RAILWAY INFORMATION SYSTEM 69




USER MANUAL ENTRY TO EXIT

‘Verified’ to ‘Accepted’. After approving the Office Order, it is sent to Dealing Clerk for

print, upload and submission of Printed order.

& Accept Regular Posting Office Order

Your remarks for Office Order REGULAR/TEST/2205 have been succesfully submitted

@ Select an Office Order from the list to accept details of Promotion Office Order and click on "Go' button.

Office Order * --Select Office Order-- v

2.5.4. Printing Approved Office Order for First Appointment of Probationer by DC
a) After successful login, in the left side panel Right click on the Office Orders menu and

then click on the sub-menu with name ‘Print office orders’.

BB Mis Reports -
Designation : OFFICE SUPERINTENDENT ray / WS Zone/PU/Institute : NWR
& pass -
(& settlement -
Kindly Fill the Summarized SR for Retiring employees and then Click here to assign Welfare Inspector,imm
O ipas - )
- Statistics of Users of HRMS application ( ) Notifications
Career Events Update - ~ ~
JODHPUR WOR RTH WESTERN RAILWAY(NWR)
B office Orders ~ D L
pe User Type | No.ofUsers | Date Last Creation
Promotion-Transfer Office S
Order Generation Click here to view List of assigned employees to you.
Exit Office Order Generation & This is Development environment for IR-HRMS
Oifice Order Commar
I Print Office Orders
EMPLOYEE MASTER Load Count &

Current Data Entry status of Employee Master. This count

based on ‘Basic Info’ tab of Employee Master Ta load count click on ‘Load Count’ button on right

b) After that a new screen is opened where user have to select the Office order from the
dropdown whose details has to be Printed.

& Print Office Order

Office Order * --Select Office Order-- hd m

--Select Office Order--
SUBSTITUTE/OO/ 20200615
REGULAR-JOIMNEE/OO/20200615
SUB-TEMP/OO/ 20200617
TRAIMEE/OO/ 20200615
TRAIMEE-ABS/ OO/ 20200617
SUB-ABS/ OO/ 20200617

T

SER/P-ADASO.B.O4-2534 NVE/PRC/S
SER/P-ADAJEL/225/TRD/30
PE/S1AS1G

TEST

SER/P-ADAJET/235/14/04 j20
TEST-JOIMNEE/20200620,/01
REGULAR/TEST/2205
SER/P-ADA/ENAT0/10/RESTRUCTING/83
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c) After selecting the office order click on the GO button to get the details of the selected
office order.

& Print Office Order

Office Order * REGULAR/TEST/2205 hd

d) After that a new screen is displayed where user can view the Office Order details
entered by the Dealing Clerk and the status at this time is ‘Accepted’.

& Print Office Order

Office Order * REGULAR/TEST/2205 v

Status: Accepted

Office Order REGULAR/TEST/2205 Office Order Type Absorption of Trainee/Apprentice/Probationer b

officeOrderUpload * Choose File | No file chosen Upload Office Order Date 22/06/2020

e) DC has two options ‘Print Office Order’ and ‘Submit Office Order’.

e ‘Print Office Order’: On clicking this button the new window will open with pdf of an

Office Order for Printing. The PDF has QR code embedded with basic details of the
office order.

NORTH WESTERN RAILWAY 2 pages

JODHPUR WORKSHOP/ WSH

Jodipur Workshap, Jodhpar Destination Save as PDF
Date : 22-06-2020

nurse in Level-7 allotied through RRI Mumibai, E-No. 02/19 and reparied to this office for inital posting bur '\.\-'Q(kshop Jodhp

:REGULAR/TEST/2 Date - 22-06-202

Pages

=

With the above referen Pages per sheet

e following posting ord

st

ruitment formalities

ex o, F(EYZ00LPN: L4 dated 31122003 and

Margins Default |
No. Employee De Remarks
MADHU 50U Divl. Perscene] Officer ewyikddsm
Emp ID: QWY Jodbpus Workshap, Jodhpur Options Headers and footers
File Reference No ©
Copy forwarded for information and nccessary action tu:
L OMSTU Background graphics
L ANOIU
3. Sr. DFMAOU
4 COS P'SCMPP, Cadre, 0.0. & PFile
The above RRB candi

)2/2004 with 1its
310 time 1o time.

e appointment of staff’
is has the approval of ¢

Divl. Persconel Officer
Jodhper Workshap, Jodhpar
7| Personnel Officer

pur Workshop. Jodhp
e Reference No :
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f) After taking a print, and getting it signed by the Accepting Authority, the scanned file of

the signed office order should be uploaded by choosing the scanned file.

& Print Office Order

Office Order * REGULAR/TEST/2205 =

Status: Accepted

Office Order REGULAR/TEST/2205 Office Order Type Absorption of Trainee/Apprentice/Probationer -

officeQrderUpload * Choose File | No file chosen Upload Office Order Date 22/06/2020

Submit Office Order

g) Choose the file from the computer and click on Open.

This PC Desktop

Organize « New folder

. L
@) REGULAR-TEST-2205.pdf E_ﬂ ' Role-DC
B 2pache-tomcat-

M Desktop . backfiles

Downloads 3 B FirstSpringhVC

E Documen

B3 Pictures

B bacifiles

. ipass

l OfficeQrder

. Software

# Quick access

OneDrive

B This PC
Office Order
r 3D Objects

Filenarﬂe:

Upload Office Order

h) After that click on the ‘Upload’ button to upload the file.

& Print Office Order

Office Order * REGULAR/TEST/2205 v

Status: Accepted

Office Order REGULAR/TEST/2205 Office Order Type Absorption of Trainee/Apprentice/Probationer v

officeOrderUpload * Choose File | REGULAR-TEST-2205 pdf (Ieeny | Office Order Date 22/06/2020

Submit Office Order
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i) The button will upload the file with loading.

& Print Office Order

Office Orger* REGULAWTESUZZUS v m

Status: Accepted

Office Order REGULAR/TEST/2205 Office Order Type Absorption of Trainee/Apprentice/Probationer ¥

officeOrderUpload Choose File | No file chosen Upload Office Order Date 22/06/2020

100%
File uploaded successfully.

—

j) After successfully upload of document it will start showing view link with x button.

& Print Office Order

Office Orcer * REGULAR{I—ES”ZZUS ’ @

Status: Accepted

Office Order REGULAR/TEST/2205 Office Order Type Absorption of Traines/Apprentice/Probationer ¥

Chooss File | No file chosen L. Office Order Date 22/06/2020

View X
Submit Office Order

k) On click on view button a pop pup will be open with pdf.

officeCrderUpload *

[) User can Remove the pdf by clicking x button after view.
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VIEW FILE

107_041.pdf

No: REGULAR/TEST/2205

With the above reference the following 02 staff nurse in Level-7 allotted through RRB Mumbai, E.No. 02/19 and reported to this office for initial posting
after completion of all recruitment formalities.
The following posting order is issued with immediate effect.

NORTH WESTERN RAILWAY

JODHPUR WORKSHOP/ WSH

Jodhpur Workshop, Jodhpur
Date : 22-06-2020

Sr No. Employee Details Existing Details Revised Details Training Details Remarks
1 MADHU SOLANKI OFFICE SUPERINTENDENT OFFICE SUPERINTENDENT From: 01-06-2020 ewijfkldsm
Emp ID: QWXHCT Arogya Setu center, Agra JODHPUR WORKSHOP/ WSH To: 02-06-2020
BU: 3307426 BU: 3307426
Stipend: Level: 6 Good
Basie: 52000

The above RRB candidates will be governed by New Pension Schemes in terms of Railway Boards letter no. F(E)/2003/PN-1/24 dated 31-12-2003 and

m) Click on submit office order button to forward the office order to Acceptance Authority

for check.

& Print Office Order
Office Order * REGULAR/TEST/2205 W m

Status: Accepted
Office Order REGULAR/TEST/2205 Office Order Type Absarption of Trainee/Apprentice/Probationer v
officeOrderUpload * L Choose File | No file chosen Ul’lmd Office Order Date 22/06/2020

View %
| Submit Office Order I

n) After clicking Submit button, a confirmation dialogue box will appear.

Are you sure you want to submit office order details?

o) On clicking Yes, OTP is sent to the registered number and a dialog box to enter OTP will

be shown.
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OTP VERIFICATION

Your lxst Transaction OTP was sent on:
= Maobile Mo - 980000053
= Dated : 10-06-2020 2153631
= Valid upto : 16-08-2020 23:5%:59

Enter the transaction OTP and click on “Submit’

Enter OTP |

p) After entering the correct OTP and clicking on Submit button the details of the office
order uploaded will be submitted and forwarded to the Acceptance Authority to check

the office order uploaded also the status gets changed from ‘Accepted’ to ‘Printed’.

& Print Office Order

Office Order Updated successfully saved for employee with OfficeOrderid: REGULAR/TEST/2205

Office Order * REGULAR/TEST/2205 hd m

2.5.5. Confirmation of Uploading of Appropriate Office Order by AA

a) Now the Acceptance authority will check the Office order uploded by the DC by
clicking View PDF. At this stage the status of Office Order is ‘Printed’. There are 3
options:

e If noissue is found in the office order uploaded, then AA will click on Accept and
Close button. (Status is changed to ‘Closed’ [C]).

e [f any issue is found in the uploaded office order, then AA will click on Return to
Print button to send it back to DC for Re-print. (Status is changed to ‘Returned to
Print’ [PR]).

e If any issue is found in the data of the Office Order, then AA will click on ‘Reject’
button to send it back to the Dealing Clerk to make necessary correction in the
Office Order.

b) Enter the remarks and click on Return to Print button to return back to DC.
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f8° 4 Role AAIUW

IR-HRMS >

Home 7 IPAS / Accept g Office Order

0
O Help ﬂo BASANT SINGH PURBIA ¥

& Accept Regular Posting Office Order

@ Select an Office Order from the list to accept details of Promotion Office Order and click on 'Go® button.

S e— /
Office Qrder Type ‘ ion of o
Office Qrder REGULAR/TEST/2205 Office Qrder Date 22/06/2020

Pre Note

1 QWXHCI

Existing Particular

MADHU
SOLANKI

PERSONMNEL OFFICE

SUPERINTENDENT

6 52000 3307426 PERSONNEL

With the above reference the following 02 staff nurse in Level-7 allotted through RRB Mumbai, E.No. 02/19 and reperted

OFFICE
SUPERINTENDENT

Revised Particular

6

to this office for initial posting after completion of all recruitment formalities.
The following posting order is issued with immediate effect.

Post Note The above RRB candidates will be governed by New Pension Schemes in terms of Railway Boards letter no.
F(E)/2003/PN-1/24 dated 31-12-2003 and 2002 AC-ii/21.1 dated 27,/02/2004 with iits version time to time.

The appointment of staff Nurse will be purely on probation for period of 12 months and will be confirmed only if the
services found to be satisfactory.

This has the approval of competent authority.

Issue By Divl. Personnel Officer

Jodhpur Workshop, Jodhpur

Copy To 1.CMS/IU
2. ANO/IU
3. 5r. DFM/JU

4. COS P/SC,/MPP, Cadre, 0.0. & P/File

Office Order Upload

Remarks * Return For Print

Acceptance And Close

Reject

Copyright @ 2018 Centre For Railway Information Systems. All Rights Reserved. This application works best in Google Chrome 70.0 and above

52000

3307426

Hrms Id
E {IBAS k) HHHH-HHHH
u Ju

=

c) After clicking ‘Return’ button a confirmation dialog Box will appear.

Are you sure you want to Return the office order to print again?
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d) On clicking ‘Yes’, OTP will be sent to the registered mobile number and a dialog box to

enter OTP will be shown.

OTP VERIFICATION

Your last Transaction OTF was sent on :
= bAokile Mo @ 980000058
= Dated £ 10-06- 2020 21:56:31
= Vahd upto : 16-06-2020 23:5%58

Enter the transaction OTF and click on Submit

Enter OTP

e) After entering OTP and clicking on ‘Submit’ button office order will be sent back to the
Dealing Clerk for re-print and after that the Acceptance Authority will not be able to
edit the remarks field of the particular order, also the status gets changed from

‘Printed’ to ‘Return to Print’.

& Accept Regular Posting Office Order
Your remarks for Office Order REGULAR/TEST/2205 have been succesfully submitted

@ Select an Office Order from the list to accept details of Promotion Office Order and click on 'Go' button.

Office Order * --Select Office Order-- hd

f) Status of the Office Order ‘Return to Print’ is displayed on screen of ‘Dealing Clerk’.
Now DC will upload signed and scanned Office Order and click on ‘Submit Office

Order’ to send to Acceptance Authority for the check.

& Print Office Order

Office Order ™ FEBLE ISP v w

I Status: Return For Print I

Office Order REGULAR/TEST/2205 Office Order Type Absarption of Trainee/Apprentice/Probationer “
officeOrderUpload * Choose File | No file chosen Upload Office Order Date 22/06/2020
View %

s

77
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g) Acceptance Authority checks the signed, scanned office order in PDF format and then

enter ‘Remark’ and click on ‘Accept and Close’ button to issue the Office Order.

Post Note The above RRB candidates will be governed by New Pension Schemes in terms of Railway Boards letter no. F(E)/2003/PN-1/24 dated
31-12-2003 and 2002 AC-ii/21.1 dated 27/02/2004 with iits version time to time.
The appointment of staff Nurse will be purely on probation for period of 12 months and will be confirmed only if the services found to
be satisfactory.
This has the approval of competent autherity.

Issue By Divl. Personnel Officer
Jodhpur Workshop, Jodhpur

Copy To 1. CMS/JU
2. ANO/JU
3. 5r. DFM/JU
4. COS P/SC./MPP, Cadre, 0.0. & P/File

Office Order Upload View Pdf

Remarks * Office Order is %ccepted l

Acceptance And Close | Return to Print

h) On clicking ‘Accept and Close’ button a confirmation dialog box will appear on screen.

Are you sure you want to Close the office order details?

m

i) On clicking Yes, OTP will be sent to the registered mobile number and a dialog box to

enter OTP will be shown.

OTP VERIFICATION

Your last Transaction OTP was senton:
* Mobile No: 98)0000X98
¢ Dated = 10-06-2020 21:56:31
* Valid upto : 16-06-2020 23:59:59

Enter the transaction OTP and click on "Submit’

Enter OTP
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j) After entering the correct OTP and clicking on Submit button the Office Order will be

Closed, also the status gets changed from ‘Printed’ to ‘Closed’.

& Accept Regular Posting Office Order

Your remarks for Office Order REGULAR/TEST/2205 have been succesfully submitted

@ Select an Office Order from the list to accept details of Promotion Office Order and click on 'Go' button.

Office Order * --Select Office Order-- hd

k) Once the employee is Regularized then and Office order this regards is Generated
then their posting and pay related details will be update from Promotion and Transfer
related Ul. This information entered in This Office order will be available in Promotion

and Transfer Ul.
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3.0 Promotion Posting & Transfer Posting

Generally, each employee is transferred from one place of posting to another place of
posting within about three years. The Personnel Officers issue a Transfer Office Order taking
details of all employees due to be transferred. On receiving the transfer order the employee
gets relieved from the current place of posting and joins at new place of posting as per Transfer
Office Order.

Similarly, each employee has a career path. S/he joins at a level and gets promoted to
next higher level with higher pay scale. Once Promotion Committee decides the list of
employees those are due for promotion and communicates it to the concerned Personnel
Officers. This module under HRMS enables the Personnel Officer to issue an Office Order to the
employees regarding their promotion and their new place of posting. This module also
facilitates to record the joining reports of the employees at their new place of posting.

® 0o o &5 B8.—0

. . Dealing Clerk Verifying Authority Accepting Authority Dealing Clerk Accepting Autharity
Issuing Office Order ) )
Drafts Office Order for . Approves Office Order Uploads office order 5 .
Transfer or . Verify draft Office ) ) Confirms uploading of
e Ry Transfer or Promotion A T e for Transfer Posting & duly signed by signed Office Order
= Posting . v Promotion Posting Accepting Autharity

® o o aal o

o,
Joining of Direct Dealing Clerk Verifying Authority Accepting Authority Data Update Data Pushing to IPAS
Recruits as per Recording Joining of Vesirylloming Repart Approves Joining Data is Updated to IPAS is shared with
Office Order in First Transferred/ enterad by DC Report Transferred/ Employee Master & e- change in Billing Unit/ Pay
Appointment Promoted Employee Promoted Employee Service Record Fixation information

3.1. Issuing Office Order for Promotion Posting or Transfer Posting

a) Promotion-Transfer Office Order Generation User Interface facilitates to fill in the
details of employees those will be either Transferred, Promoted or both. This User
Interface is to facilitate the dealing clerk to draft an Office Oder.

BB Career Events Update e

F Office Orders - I

Promotion-Transfer Office 7 This is Development environment for IR-HRMS

Qrder Generation

Exit Office Order Generation

Office Order Summary

Print Office Orders EMPLOYEE MASTER
My Office Order Current Data Entry status of Employee Master. This count is based on ‘Basic Info' tab of Employee Master To load count click on ‘Load Count' button on right
pyright @ 2018 Centre Eor Railway Information Svstems, All Rights Reserved, Thic apolication works best in Google Chrome 700 and above

b) In the left side of the corner Right Click on Promotion-Transfer Office Order Generation

for creating an Office Order.
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(% Promation Office Order Genaration (#

® Select an Office Order from the list to edit previous application or select "NEW Office Order’ option frem the st to fill details of Prometion Office Order and click on ‘G’ butten.

3.1.1. Drafting Office Order for Promotion-Transfer by Dealing Clerk

a) User selects sub-menu ‘Promotion-Transfer Office Order Generation’ under ‘Office
Orders’ menu. Promotion-Transfer Office Order Generation screen appears.

b) Select the ‘New Office Order’ from the drop down.

O RHrus £33 v @ Promotion Office Order Generation @
= Admin Section v
@ Select an Office Order u — T— o, e from the list to fill details of Promotion Office Order and click on 'Go’ button.
'.ﬁ" Employee Master v
=] Office Order *
= eSR A ice Urder --Select Office Order-- A Go Reset
@ --Select Office Order--
MIS Reports M NEW Office Order
TEST/00/09062020
@ Pass v

c) New office order number should be filled in the displayed text box and ‘Go’ button
should be clicked.

= Admin Section

@ Select an Office Order from the list to edit previous application or select "NEW Office Order' option from the list to fill details of Promotion Office Order and click on 'Ge' button.

'.ﬁ.' Employee Master v

§ e-SR v Office Order * NEW Office Order v

TEST/00/20200612

B mis Reports v

@ Pass v

d) After that the user interface for new office order generation is displayed on screen.

© Select an Office Order from the list to edit previous application or sslect ‘NEW Office Order’ option from the list to fill details of Promation Office Order and click on ‘Go’ button.

i — ' arm

SHatus: pew

Office Order Type Plaase Select -

Office Order TEST/O0/20200612 Office Order Date 12/06/2020

Existing Particular Revised Particular

Hrms Id (IPAS Id)

Template Please Select i

Pre Note
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e) Select Office Order Type and Click on ‘+’ button on header to feed data of an Employee.

(# Promotion Office Order Generation (&

@ Select an Office Order from the list to edit previous application or select "NEW Office Order” option from the list to fill details of Promotion Office Order and dlick on 'Go' button.

< | B

Office Order Type |

Office Order TEST/00/20200612 Office Order Date

Template Please Select .

f) On click of Add Row Button a Pop will be opened.

DR OEDIR DITLILE b
Db P FEOE], I 5 W Sl el o TR e ol ' SRS Pl D
LN EST S - ] n :

e pirjan Cwisly

{= it o Loy M | s

S e Enlmpy 2 = . L Tl by

et Ty " o
Trarrwed Hrm
lim AT = ——
- -

Fl= Fimn

A e e - FEFRT e

ol Db [y - i By -

e P e - thas b =

g) User enters HRMS ID in order to fetch the details and clicks ‘Go’ button. System verifies
validity of HRMS ID in two different aspects. One, if there is any employee exists with
such HRMS Id and second, if the employee is within the jurisdiction of the concerned
dealing clerk. If system finds the HRMS ID not valid w.r.t above two aspects, system

flashes error message of ‘Invalid HRMS ID’.
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R CRDER DITRILE | b
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h) Select Sub Type of an Office order and According to that sub type the fields will be

enable to field.

Byt i F1MIE S8 [=gpin hamd AL AT Bai_wer HNOTASE
Corsprancn OFRLE S RNTE NIRRT Eaimay Liren FOREER. ORI Fts Rl
Foil Prjom ey Epba wy | Sy b rem -
Disable Current Data of Employes N Datan T B flald
[ e
Diea T WS TR RARBEATNAE] W T AT TR Bkl A PN *
L g = PORDRFLEL WORRSHON [T - Ll e s =
e e © AT e
Dt =gt = FHRLORREL w Fibiin i -
bt Cairteads | Se—— - [ S v— . -
[uepegrarn ™ Lol ] Do el M - . R Sl BTl S "'.
Py Ll " Ot T N pmiy - Faira e -
B Fauy * L3¢ G
Bl Lmay b * e e AN
[FTey] He w Flgara iy =

i) Enter the changed details in New fields and fill in the form
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‘OFFICE ORDER DETAILS : x
Enter the HRMS ID of the Employee and then click on Go to fetch the Details.
HRMS Employee ID * Gstocp
Employee Details
Employee ID: 53307645880 Employee Name: AL MOHD BillUnit: 3307426
Designation: OFFICE SUPERINTENDENT Railway Unit: JODHPUR WORKSHOP Zone/PU/lnstitute:
Sub Type Inter Railway ( Administrative )
Current New
Zone * NORTH WESTERN RAILWAY(NWR) - NORTH WESTERN RAILWAY(NWR) -
Unit/Division * JODHPUR WORKSHOP (WSH) w NORTH WESTERN RAILWAY (HQ) -
Station Place * Juws Juws
Department * PERSONNEL - Please select -
Sub Department Please select ~ Please select ~
Designation * OFFICE SUPERINTENDENT ~ ‘ PHYSICAL INSTRUCTOR ~ |
Dagrancn ~ ORFMCE SASPL T DT - a -
Fary Larewd =  CRE400. 71 2a0m - Fleaae veiec .
Basa Fay = I200 LEFE
B nn B ™ 3m0Tae EOTATE
RARZE e - Flaue pebect b
D Credes and other Detade
Lfecioen Brom o1 o0 = Carger Taken 0TI
Bisw Puy Efactiovs Duss * Srmanrnzn = L .
Bty Chwartarn —_ - | e Emcirnd ey e
Lamepety Barara - |
Earaeiy T tnrnl Lin BT Vsl By g
|

k) Asthe Data of the Employee is saved, it is displayed in a row.

Y L T St B o B b s i g i it T R Bl i B o el e W i s Pt st 5 2l d s e B

F— e =l - —

O O Ty

' ST Al esen | LA CANNT BRI T 08 1o

eerr—r——— e semmrcn | ae | - | o | Emeae
S . - SR S -
B =
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[) You can Add another row on the click of + button

B W roeoiuw W @ude MO

€ This is Development environment for IR-HRMS

IR-HRMS >

Home / IPAS /

Promotion Office O

(# Promotion Office Order Generation (2

© Select an Office Ordler from the list to edit previeus application ar select "NEW Office Order’ eptien frem the list ta fil details of Premetien Office Order and click en ‘Go” buttan,

Office Order *

TEST/00/20200812

Office Grder Type

Office Order TEST/O0/20200612 Office Order Dats

[——

Sr Mo | Hrms 1d (IPAS 10} Designation Station | Level
1 GsLoco ALIMOHD | PERSONNEL | OFFICESUPERINTENDENT | JUws & 62200 3307426 | Inter Railway ( Administrative )

Template Please Select

Pre Note

All Rights Reserved. This spplication works best in Google Chrome 70.0 and sbove

[Tm—

Status: orafe

TRANSFER -

12/06/2020

[ —

Station | Lewel

Designation

PHYSICAL INSTRUCTOR uws - 82220 3307426 * + | =

m) On clicking Add row the Popup open where you Modify the Data of an Employee

OFFICE DRDER DETAILE | =
Emter thg iR B0 of o Demplopes 1o Ty oicll o (- w0 Bk e Dt
HEME g 0 ELAGLRD ' m
Errgpliryem Cirladly
LET e SRR SO0 T Eepliryun Me—e ALHOE CVAR CaLe B 13 iy 3 B
Crogral iy Suitalal n By Lba misle i il R L
L2 R AR T
Sl Tym Wbyiued Tramafan . W L -
Carerl
et Pece T WTSTIRN RAR AR - MSEEH W T i .
W PN WO [H] - o o -
Saamers e * ]
Degarimant * WAECIANII AL - bkt il
[ T . GaliEL - Ly -
Davgrgnsn ! CHBEF CrlbRlAL M MTRALELRGICAL & ¥ [ CHEF CHIMCAL W TTALLLBSCAL § ¥
n) clicking Remove row -button remove the row
Status: praft
Office Order Type TRANSFER ~

Office Order TEST/00/20200612 Office Order Date

Sr | Hrmsld

(PAS 1) Department
1 GsLDCD ALIMOHD PERSONNEL OFFICE uws 6 62200 | 3307426 | Inter Railway {
SUPERINTENDENT Administrative )
2 | ELAGUD ASHOK MECHANICAL  CHIEF CHEMICAL N i 7 (#4900 78800 | 3307432 | Mutual Transter - Within
KUMAR GAUR METALLURGICAL 142400) Seniority Unit
Template Please Select
Pre Note

MECHANICAL | - n

12/06/2020

PHYSICAL uws - 62220 3307426 @
INSTRUCTOR

7(44900- 78800 3307432 @
142400)

L1+
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o) Edit the data of an employee by clicking on Edit symbol as shown below.

Office Order Type

Office Order TEST/D0/20200612 Office Order Date

6SIDCD | AUMOHD PERSONMEL  OFICE nws 6 62200 3307426 Inter Raibway ( - PHYSICAL uws - 6220 BMB @
SUPERINTENDENT Administrative ) INSTRUCTOR =
EAGUD | ASHOK MECHANICAL  CHIEF CHEMICALN N Ti44500- 78300 | 330743 MECHANICAL |~ - n 744000 | 7800 MR @
KUMAR GAUR METALLURGICAL 142400) 142400) =
Tempiate -

Pre Note

p) Once all desired employees are being added to the Office Order, user can select already
saved Office Order Templates, which contains Pre-Note, Post-Note, Issue-By and Copy-To
sections, those generally available in a Office Order.

IR-HRMS > in s B Wroeodiw W @ulp WO

SANIAY KUMAR SINGH

Existing Particular
Se Hrms id

No  (IPAS id)

Designation

GSLDCD AL MOHD PERSONNEL OFFICE uws

PHYSICAL wws | - 62220 3307426 7
SUPERINTENDENT INSTRUCTOR =
ELAGUD ASHOK MECHANICAL  CHIEF CHEMICAL N w 7 (44900- 78800 | 3307432 Mutusl Transfer- Within | MECHANICAL - n 7(44300- 78800 3 7
KUMAR GAUR METALLURGICAL 142400} Seniority Unit 142400 =
Template

Pre Note

Post Note

tssue By

Copy To

g) On selection of Template from the given drop down, system asks for the replacement

the texts in Pre-Note, Post-Note, Issued-By and Copy-To sections of Office Order.

r) As click on replace it will fetch data from already saved Template, and user can modify
the contents of these sections as required.
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Template TEST-TEMPLATE-1

Pre Nots PRE NOTE 1
PRE NOTE 2
PRE NOTE 3
PRE NOTE 4
PRE NOTE §

Post Note POST NOTE 1
POST NOTE 2
POST NOTE 3
POST NOTE 4
POST NOTE § -
POST NOTE 6

Issue By SSUE BY 4 =
SSUE BY 5

Copy Te COPY 21
copy22
coPY23
COPY24

s) User Interface will consist of two buttons, ‘Save as Draft’ and ‘Submit’;

e Once user clicks, ‘Save as Draft’, system saves Transfer Office Order data
intermittently with status as ‘Draft’, so that the user can edit it later.

IR-HRMS > & This is Development environment for IR-HRMS M roeoow B @nap W

I T T T
2 TWHPGG SHYAM MECHANICAL JUNIOR ENGINEER u 6 60400 3307427 Transfer-within-same-unit MECHANICAL JUNIOR ENGINEER u 6 60400 3307427 3
LAL =

Template Please Select

Pre Note PRE NOTE 1
PRE NOTE 2
PRE NOTE 3
PRE NOTE4
PRE NOTE S

Post Note POST NOTE 1
POST NOTE 2
POST NOTE 3
POST NOTE 4
POST NOTE 5
POST NOTE &

Issue By 1SSUE BY 1

ISSUE BY 2
ISSUE BY 3

Copy Ta capy21
CoPY22
CcoPY23
coPY24

Copyright @ 2018 Centre For Railway Information Systems. All Rights Reserved. This application warks best in Google Chrome 70.0 and abave

Office Order ™ TEST/Q0/20200612 "| ﬂ m

Status: praft

Office Order Type TRANSFER -

Qffice Order TEST/O0/20200612 Office Order Date 12/06/2020

e Once user clicks, ‘Submit’ button, system asks to enter Transaction OTP. Once
OTP is validated, Transfer Office Order is saved with status ‘Submitted for

Verification’. Now it is available to Verification Authority (VA) for further action.
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LAL =-—
Post Note POST NOTE 1
t) On clicking ‘Submit’ button, a confirmation dialogue box will appear to choose ‘Yes’ or
"No’.

Are you sure you want to submit the data for verification? You will not able to x
make changes after submission

u) After entering the correct OTP and clicking on submit button the details of the employee

will be sent to the verification authority for verification and after that the Dealing Clerk

will not be able to edit the details of the particular employee, also the status gets
changed from ‘Draft’ to ‘Submitted for Verification’.

OTP VERIFICATION

Your last Transaction OTP was sent on :
» Mobile Mo : SOXXMXXN33
= Dated : 04-05-2020 11:12:05
= Valid upto : 10-05-2020 23:59:59

Enter the transaction OTP and click on "Submit’

Enter OTP | 20131

v) On clicking the ‘Submit’ button Office Order details is saved with status ‘Submitted for
Verification’.
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@ Promotion Office Order Generation [

Office Order Details successfully submitted for Office Order TEST/O0/20200612

© Select an Office Order from the list to edit previous spplication or select ‘NEW Office Order’ option from the list to fill details of Promotion Office Order and dlick on ‘Go' buttan

Office Order * TEST/O0/20200612 - ‘ ﬂ @

Office Order Type TRANSFER >

Office Order TEST/00/20200612 Office Order Date 12/06/2020

et e
] = | = | mae [ | e o] = [ = =

1 GSLDCD AL MOHD PERSONNEL OFFICE wws s 62200 | 3307426 | lInter Raiway ( Administrative PHYSICAL uws |- 62220 3307426 @
SUPERINTENDENT ) INSTRUCTOR

Hrms Id (IPAS
1d) Name Department [

2 TWHPGG SHYAM MECHANICAL  JUNIOR ENGINEER w 6 60400 | 3307427 | Transfer-within-same-unit MECHANICAL  JUNIOR ENGINEER w 6 60400 3307427 =
LAL

[ [+ 1 ]+]

Copyright @ 2018 Centre For Railway Information Systems. Al Rights Reserved. This application works best in Google Chrome 70.0 and above

3.1.2. Verifying Promotion-Transfer Office Order by Verification Authority

a) After successful login, in the left side panel Right click on the ‘Office Orders’ menu and

then click on the sub-menu with name ‘Verify Promotion-Transfer Office Order’.

s e e D

mED e

Branitics el Uners, of HRRES. sl ton L ] Motifications

1 o B

I A i PRSI Y1 Y AR BT

oo Tpme  Ma o s Dits bt Grastiss i [T S ——

b) After that a new screen is opened where user has to select the Office Order, that needs

verification, from the dropdown.

S|

1]
[

c) After selecting the Office order name click on the GO button to get the details of the
selected Office Order.

o War sty Promesos fics Drdes Lf

B Lriect ae Do Deder fro the a3 verfy detads of Framotaos G Drder and chek 2o G Bation

o ) (e

RN
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d) System displays entire data as available in read-only mode on the User Interface.

5 This is Development enviranment for IR-HRMS (B W @ Help ﬂe MAHESH SINGH RATHORE

& Varify Promotion Office Ordar

© Select an Office Order from the list to verify details of Promation Office Order and click on ‘Ge' button,

Office Order * TEST/00/20200612 - ‘ E m

Office Order Type TRANSFER -

Office Order TEST/O0/20200612 Office Order Date 12/06/2020

Revised Particular

SrNe | Hrms Id (IPAS 1d) [ Sub Activity Designation

1 GSLoco AUMOHD | PERSONNEL OFFICE SUPERINTENDENT  JUWS 6 | 62200 | 3307426 Inter Railway (Administrative) - PHYSICALINSTRUCTOR | JUWS | - | 62220 | 33026 | @

2 TWHPGG SHYAM LAL | MECHANICAL  JUNIOR ENGINEER o 6 | 60400 = 3307427 | Transfer-within-same-unit MECHANICAL | JUNIOR ENGINEER w 6 | 60400 | 3307427 @
Pre Note PRE NOTE 1
PRENOTE 2

e) Verification Authority (VA) have two options to choose from:

e If any information is found incorrect or missing, VA can use this option. Once

Verifying Authority clicks ‘Reject’ button, system prompts to provide ‘Remarks’.

IR-HRMS > nt environment for IR-HRMS B w @ude &o

Pre Note PRE NOTE 1
PRE NOTE 2
PRE NOTE 3
PRENOTE 4
PRE NOTE 5

Post Note POST NOTE 1
POST NOTE 2
POST NOTE 3
POST NOTE 4
POST NOTE 5 =
POST NOTE &

Issue By ISSUE BY 1
ISSUE BY 2 -
ISSUE BY 3

Copy Te coPY 21
CoPY22
COPY23
COPY24

Remarks * Reject By Verfication Authority

@<

f) On clicking ‘Reject’ button a confirmation dialog Box will appear.

g) On clicking ‘Yes’, OTP will be sent to the registered mobile number and a dialog box to
enter OTP will appear on screen.
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OTP VERIFICATION

Woisr laat Tranasction OTP wai gt on
#  Mobde Mo @ SEOO000ET
& Diated 12065 200 Ok 111
= Woald upfo | 1E-00- 2020 2RSS

Enter tha trandaction OTPF and click gn Submit’

Enter OTP 20131

h) Status of record is set to ‘Returned to DC by Verification Authority’. This data is now

available to Dealing Clerk (DC) for necessary correction.

Tty Pt Dt Qeder
e ppemrin o (e e TR S0 U061 1 v e oyl mibemaid

o St e Do Do o g bt i ey el Pvpemonon Doy e ae o e G0 amon,

i) Screen of Dealing Clerk with status ‘Returned’

(4 Promotion Office Order Generation (4

@ Select an Office Order from the list to edit previous application or select "NEW Office Order’ option from the list to fil details of Promotion Office Order and dlick on 'Go' button.

Office Order ™ TESTAQ0/20200612 v |

Remarks from verification Authority : Reject By Verification Authority

| > Status: Returned to DC by Verification Authority

Office Order Type — v

Office Order TEST/O0/20200612 Office Order Date 12/06/2020

— 0 oo =I5

Sr | Hrms id (IPAS
No Id)

Department Designation Station |Level  GP BU Sub Activity

1 GSlCD ALIMOHD  PERSONNEL OFFICE JUWS 6 62200 3307426 InterRailway { Adminiswative | - PHYSICAL WS | - | 62220 | 330742 | @z
SUPERINTENDENT ) INSTRUCTOR =
2 TWHPGG SHYAM MECHANICAL | JUNIOR ENGINEER n 6 60400 3307427 | Transfer-within-same-unit MECHANICAL  JUNIOR ENGINEER w 6 | 60400 | 3307427 T}

LAL =

j) If data is found correct then Verification Authority (VA) clicks ‘Verify’ button. Status of

record is set to ‘Verified’ (V).

k) User need to fill in Remarks and then click on Verify Button to verify the details and

forward it to Acceptance Authority for acceptance.
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Pre Note PRE NOTE 1

PRE NOTE 2

PRE NOTE 3

PRE NOTE 4

PRE NOTE 5

4

Post Note POST NOTE 1

POST NOTE 2

POST NOTE 3

POST NOTE 4

POST NOTE 5 .

POST NOTE 6 g
Issue By ISSUE BY 1 =

ISSUE BY 2 =

ISSUE BY 3 4
Copy To copv21

CcoPY22
CoPY 23
COPY 24

Verifisd By Varificstion Authority|

[) After clicking Verify button, a confirmation dialogue box will appear.

Are you sure you want to verify office order details?

m) On clicking ‘Yes’ on confirmation dialog box, OTP will be sent to the registered mobile

number and a dialog box to enter OTP will appear on screen.

OTP VERIFICATION

Your last Transaction OTP was sent on :
= Mobile No @ 1200009
» Dated : 04-05-2020 16:53:21
= Valid upto : 10-05-2020 23:59:59

Enter the transaction OTP and click on 'Submit’

Enter OTP | 20121

n) After entering OTP and clicking on ‘Submit’ button the Office Order will be forwarded to
the Acceptance Authority and after that the Verification Authority is no more allowed to

edit the remarks field of the particular employee.
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3.1.3. Approval of Promotion-Transfer Posting Office Order by Acceptance Authority (AA)

a) After successful login, in the left side panel Right click on the Office Orders menu and
then click on the sub-menu with name Accept Promotion-Transfer office orders. i.e.

Process flow for Data Entry.

B8 mis Statistics ot Users of HRMS application | Load Lount & )

S Reports - - >
O Other & . Your Uit ; JODHPUR WORKSHOP/ WSH Zone : NORTH WESTERN RAILWAY(NWR}

D) Other Repornts

User Type | No.of Users | Date Last Creation

& pass - ]
(8] settlement -
@ ipas -

ent for [R-HRMS

B career Events Update ¥

B office Orders <

Accept Promotion-Transfer
Office Orders

Accept Exit Office Orders

EMPL EMASTER

Current Data Entry ststus of Employes Master. This count is based on ‘Basic Info’ tab of Employee Master To load count click on ‘Load Count' button on right

Office Order Summary

My Office Order

~ ~ ~

o+~ ~nag Centre For Railway Information Systems. All Rights Reserved. This application works best in Google Chrome 70.0 and above
localhost:8000/HRMS, pr ion-office order

b) After that a new screen appears. The Office Order number needs to be selected from

the dropdown to be processed by the Accepting Authority.

o Al Broveerin Ve Ovides 5

0 b b S Tkt PR Pk BT B T O 0 P (e (0 e Ol o el Bemmnen

c) After selecting the employee click on the GO button to get the details of the selected

employee.

IR-HRMS = ¢> This is Development enviranment for IR-HRMS B roeanuw B @ndp ﬂo BASANT SINGH PURBIA ¥
AS / Accept Promotion Office Order
@ Dashboard
O RHRMS £S5 v & Accept Promotion Office Order
= Admin sect v
© Select an Office Order from the list to accept details of Promotion Office Order and click on 'Go’ butten.
& employee M -
S . - Office Order ™ TEST/00/20200612 v
BB mis Report -
© Other Reports v
& ra ¢
[ settlement -
@ ipas -
BB coreer Events Update ¥

d) A new screen appears where Office Order entered by the DC and verified by VA can be

viewed and the status at this time is ‘Verified’.
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Office Order *

Office Order

SrNo | Hrme Id (IPAS Id)

1 GsLDCD

® Select an Office Order from the list to

ALI MOHD

accept details of Promotion Office Order and click on 'Go’ buttan

TEST/00/20200612 ~ ‘

TEST/O0/20200612

Existing Particular
Designation
PERSONNEL

OFFICE SUPERINTENDENT 3307426

Office Order Type

Office Order Date

Inter Railway ( Administrative )

TRANSFER

12/06/2020

PHYSICAL INSTRUCTOR

Juws

62220

3307426 3

2

Pre Note.

Post Note

TWHPGG

opyright @ 2018 Centre For Railway Information Systems. All Rights Reserved. This application works best in Google Chrome 70.0 and above

SHYAM LAL | MECHANICAL | JUNIOR ENGINEER u 6 3307427 | Transfer-within-same-unit MECHANICAL | JUNIOR ENGINEER U 6 60400 | 3307427 =

PRE NOTE 1
PRE NOTE 2
PRE NOTE 3
PRE NOTE 4
PRE NOTE 5.

POST NOTE 1

e) Accepting Authority can add the remarks in the field called Remarks and can either

Reject or Accept the Office Order.

Pre Note

Post Note

Copy To

Remarks *

PRE NOTE 1
PRE NOTE 2
PRE NOTE 3
PRE NOTE 4
PRE NOTE 5

POST NOTE 1
POST NOTE 2
POST NOTE 3
POST NOTE 4
POST NOTE
POST NOTE 6
ISSUE BY 1

ISSUE BY 2
ISSUE BY 3

NET DR

coPY21
coPY22
copY23
coPY24

b

f)

Enter the ‘Remarks’ and then click on ‘Reject’ button to return the details back to
Dealing Clerk.

Pre Note

Post Note

Issue By

Copy To

Remarks *

PRE NOTE 1
PRE NOTE2
PRE NOTE 3
PRENOTE4
PRE NOTE 5

POST NOTE 1 =
POST NOTE 2
POST NOTE 3
POST NOTE 4
POST NOTE §
POST NOTE 6 y

ISSUE BY 1 =
ISSUE BY 2
ISSUE BY 3

coPY 21
CoPY 22
COPY23
COPY 24

Reject to D

<

g) After clicking ‘Return’ button a confirmation dialog box will appear.
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Are you Sune Yo want 1o repect the office order details?

h) On clicking Yes, OTP will be sent to the registered mobile number and a dialog box to

enter OTP will be shown.

OTP VERIFICATION

Your last Transaction OTP was sent on :
*  Mobile MNo @ SE0O0O00EE
* Dated + 10-06-2020 21:56:31
* Valid upto : 16-06-2020 23:55:59

Enter the transaction OTP and dick on "Submit’

Enter OTP

i) After entering OTP and clicking on Submit button the details of the Office order will be
sent back to the Dealing Clerk to do the correction and after that the Acceptance

Authority will not be able to edit the remarks field of the particular office order.

W etz Prasmatinn (Ffiam Ovikes [F
o ks bt Doace Do TEETA SN b tn ity ctminind

W i) e P Cimiber e W i o i el ) Pl (5Patm Ui el 1 b Thn Bl

e S - b - m

j) Screen of Dealing Clerk

@ Select an Office Order from the list to edit previous applicaticn or select "NEW Offica Order’ option from the list to fill details of Promotion Office Order and dlick on 'Go’ buttan.

Office Order * TEST/00/20200612 v‘

Remarks from verification Authority - verified by Accaptance Authority
Remarks from Acceptance Autharity : Reject to DC
i> |Malus. Returncd to DC by Acceptance Authority I
v

Office Order Type ‘ TRANSFER
Office Order TEST/O0/20200612 Office Order Date 12/06/2020
Existing Particular
Sr | Hrmsld (PAS
o |0 | v (v | o [l @ | @ | veremw | e | o o oa] = | w [ 8]
1 esoco ALMOHD | PERSONNEL  OFFICE WS 6 62200 3307426 iowerRaiway (Adminsvatve - PHYSICAL wws | - eaz0 | 30 |z
SUPERINTENDENT y INSTRUCTOR (-]
2 TWHPEG SHYAM MECHANICAL  JUNIOR ENGINEER W 6 60400 3307427 | Transfer-within-same-unit MECHANICAL | JUNIOR ENGINEER w 6 60400 | 3307427 | =z
AL =]
Template Please Select -
Pre Nots PRE NOTE 1

k) Enter the relevant remarks and then click on Accept Button to Accept the details.

95
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Lol P O 1
BT WO}
FOGT b 1
PO RORLA
POST WOSt 3
PONT mER1 &
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tawe e ooew 2
o 2

oo
L8 Kl

i | e

[) After clicking Accept button, a confirmation dialogue box will appear.

Are you s you want 1o acoept office order details?

m) On clicking Yes, OTP will be sent to the registered mobile number and a dialog box to
enter OTP will be shown.

OTP VERIFICATION

‘Your last Transsction OTP was sent on :
*  Mobile Mo ; S80000098
= Dated 10-06-2020 21:56:31
= Vakd upto : 18-08-2020 23:55:59

Enter the transaction OTP and click on ‘Submit’

Enter OTF I

Submit Close

n) After entering the correct OTP and clicking on Submit button the details of the office
order will be accepted and after that the Acceptance Authority will not be able to edit
the remarks field of the particular Office Order, also the status gets changed from
‘Verified’ to ‘Accepted’. After accepting the Office Order, the Office Order sent to DC for
print and submission of Printed Order.

¥ Accept Promotion Office Order [

Your remarks for Office Order TEST/00/20200612 have baen succesfully submitted

@ Select an Office Order from the list to accept details of Promotion Office Order and click on “Go’ button.

Office Order * «Select Office Order-- v m
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3.1.4. Printing Approved Promotion-Transfer Office Order by DC

a) After successful login, in the left side panel right click on the ‘Office Orders’ menu and

then click on the sub-menu ‘Print Office Orders’.

Stwtistars of User of HEMS application 3 = Hotifications

e L] aaraa

S P J P P——y -

b) A new screen is appears where the Office Order from the dropdown has to be selected

whose details has to be printed.

b

45 P OFfecs Dordar

== | A

T

S %

] -

_ s Cirdars -

c) After selecting the Office Order GO button has to be clicked to get the details of the
selected Office Order.

;‘ - e Wit S Crdar

o D e ] B

.-§.- -

d) After that a new screen is opened where the Office Order can be viewed with the status
is ‘Accepted’.
L e BN S bt 1 - - m
e e —— H o o Dt 1 e
I o o o |
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e) There are two option ‘Print Office Order’ and ‘Submit Office Order’ available for Dealing
Clerk to choose.

f) On clicking ‘Print Office Order’ button a new window opens with PDF copy of selected
Office Order. The PDF have QR code embedded with basic details of the office order.

— .
2 Apps Dell @ Bing N Wel -
Print 2 sheets of paper
NWR
~ ~ Destination % Canon MBS100 series ~
JODHPUR WORKSHOP! WSH
Office of Name
. Pages Al -
No': TEST/O0/20200612
PRE NOTE 1 Copies U
PRE NOTE 2
PRE NOTE 3 Oftice of Name :
PRE NOTE 4 Cok Color -
PRE NOTE § olor
Date : 2020-06-12
Sr [Employee Existing Particular Revived Particular Sub [Remarks
No| Name on | Py m - Bu | pe More settings ~
No : TEST/O0/2020061: NoRMS Level/Basi LevelBasi
» : Pay Pay
PRE NOTE 1 i - =
PRE NOTE 2 =
PRE NOTE 3
PRE NOTE 4
PRE NOTE 5
Sr  |Employee Name 1b Remarks
No |NO/HRMS ID vpe
ISSUE BY 1
ISSUE BY 2
3
1 ALIMOHD Transfered to North Westem
GSLDCD urras ows oz —_—T T 1 131cAL sows ozzm Railway Hq
SUPERINTENDENT INSTRUCTOR
SHYAMLAL MECHANICAL uw 6 3307427 | MECHANICAL uw 3 3307427 .
TWHPGG JUNIOR ENGINEER | JU 60400 JUNIOR ENGINEER [ U 60400

g) After taking print and getting it signed by the Accepting Authority, scanned file of the
Office Order has to be uploaded. For uploading click on the choose file.

i i (e i

e - - =

iy Deer pElE o [etioy Qe Trpe

e g e [Ty Ty P — n S [FE. 11

h) Choose the file from the computer.

@ Open X o
1 & > ThisPC > Downloads * v o > Search Downloads
Organize New folder ez - m
A Name Date modified Type IEPRINEY - : SANAY KUMAR SINGH (DOOHYS)
s Quick access
~ Jodan
M Destop
@ TEST-00- 14-06-2020 2051 PDF Fil
& Downloads # I TEST-00-20200612 06-2020 205 DF File
= Documents
B e o @ Iaptop 08-06-2020 12:18 PDF File 9
sn ~ Last week (1)
Resume @ laptop bill of sh salil khare 02-06-2020 1822 PDF File 5
B
- @ bil ankur 20-03-2020 15:58 PDF File
- @ aadher card 18-03-2020 11:25 POF File
&* Dropbox @ PANCARDATTESTED 18-03-2020 1125 POF File . Status: accepted
v € >
- Onerive Office Order Type TRANSFER -
File name: | ~| [poFFite -
P M Offca Ordar Diste PR
O ieas -
BB Career Events Update
-
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i) After open the file click on the upload button.

& Print Office Order

Office Order * TEST/00/20200612 ~ m

Office Order TEST/00/20200612 Office Order Type TRANSFER

officeOrderUpload ™ Choose File | TEST-00-20200612.paf Office Order Date 12/06/2020

Submit Office Order

Status: accepted

~

j)  The button will upload the file with loading progress-bar on screen.

B Print Office Order

Office Order * TEST/00/20200612 = @

Office Order TEST/00/20200612 Office Order Type TRANSFER
officeOrderUpload * TEST-00-20200612.pdf Upload Office Order Date 12/06/2020

Print Office Order Submit Office Order

Status: Accepted

k) After successfully upload of document it will start showing view link with ‘X’ button.

& Print Office Order

Office Order = TEST/Q0/20200612 v

Office Order TEST/00/20200612 Office Order Type TRANSFER

P— ) oreoneome P
m SubeetOifos Oroey

officeOrderUpload ™

Status: Accept:

ed

-

[) On click on view button a popup will be opened with PDF file.

VIEW FILE

NWR
JODHPUR WORKSHOP/ WSH
Office of Name :
Date : 2020-06-12
No : TEST/O0/20200612
PRE NOTE 1
PRE NOTE 2
PRE NOTE 3
PRE NOTE 4
PRE NOTE §

Sr [Employee Existing Particular Revised Particular Remarks
o) Name Designation [Station | Pay Designation |Station | Pa:

v
NO/HRMS Level/Basic Level/Basic
D Pay Pay

m) You can remove the PDF by clicking ‘X’ button after viewing.
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n) Click on Submit Office Order Button to forward the office order to Acceptance Authority
to check. After that the status is changed from ‘Accepted’ to ‘Printed’

i Wl Evbie Dokt

s - A

Cfice Onder LT T A ] Oy Crdles ypa Vs -
R Eladlipond | [ e E Sy G Dbt 1 TERE
L]
[ ik Ot O | o 05ce i

3.1.5. Confirmation of Uploading of Promotion-Transfer Office Order by AA

a) By using Accept Office Order menu, the Accepting Authority can view signed Office
Order file that is uploaded by DC. At this time the status is ‘Printed’.

e If noissue is found in the office order uploaded, then ‘Accept and Close’ button
should be clicked. (Status is changed to ‘Closed’ [C]).

e If there are some issue found in the uploaded office order, then ‘Return to Print’
button should be clicked to sent it back to DC for Re-print. (Status is changed to
‘Returned to Print’ [PR]).

b) Enter the remarks and click on Return to Print button to return back to DC.

Post Note POST NOTE 1
POST NOTE 2
POST NOTE 3
POST NOTE 4
POST NOTE §
POST NOTE 6

ssue By ISSUE BY 1

ISSUE BY 2
ISSUE BY 3.

Copy To COoPY21
coPYz2
copy23
COPYZ4

c) After clicking ‘Return’ button a confirmation dialog box will appear.

Are you sure you want to Return the office order to print again?

e
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d) On clicking Yes, OTP will be sent to the registered mobile number and a dialog box to

enter OTP will be shown.

OTP VERIFICATION

Your last Transaction OTP was sent on :
= Mobile No @ 12XXXXXXD
= Dated : 26-04-2020 11:22:47
= Valid upto : 02-05-2020 23:59:59

Enter the transaction OTP and click on "‘Submit’

Enter OTP

a7a74s

e) After entering OTP and clicking on ‘Submit’ button office order will be sent back to the

Dealing Clerk for re-print and after that the Acceptance Authority is no more allowed to
edit ‘Remarks’, also the status gets changed from ‘Printed’ to ‘Return to Print’.

& hoorpt Premetion Gifion Gede [F
Weaa reerarion foer O Ordsr TURTDOUI00004 17 s baen soaiiully wibmimsd

W L] i O Ovded i B sl 10 ool chalindi &F Presarbn O Oiidar il ceih &0 " Bulind,

f) Screen of DC with status ‘Return to Print’. Now DC will upload new office order and click
on ‘Submit Office Order’ to send to Acceptance Authority for the check

& Priod Gig Coar

Ot Order - TESNCGYIOIT - . m

Cfficn Ordir TR D06 1Y Ocn Cinda Typs TRARTEDE -

plrderiipkhed & Cmoces Fils | Mo Pbe (Pades u Dy Drder Dl LR T

) e

g) Acceptance Authority will check the office order pdf and enter the relevant remarks and

click on Accept and Close Button to Close the Office Order.

Capy To COPY 21
CoPY 22
COPY 2 3
coPY 24

Office Order Upload [ View pdf

Remarks * Office order fs accepted

Acceptance And Close |
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h) After clicking Return button a confirmation dialog Box will appear.

Are you sure you want to Close the office order details?

X3 EX3

i) On clicking ‘Yes’, OTP is sent to the registered mobile number and a dialog box to enter
OTP will be shown.

OTP VERIFICATION

Your last Transaction OTP was sent on :
* Mobile No: 12XXXXXX0
» Dated : 26-04-2020 11:23:47
* Valid upto : 02-05-2020 23:59:59

Enter the transaction OTP and click on 'Submit’

Enter OTP

478744

j) After entering OTP and clicking on ‘Submit’ button the Office Order will be Closed. The

status gets change from ‘Printed’ to ‘Closed’.

o el ol Frasaties (s O OF

o il ol O v TEET DGO 00G T v Db iy itemellid

W i e i (i e Vo i) W ] e i Pt (e G e 0 % T egliin,

e e S— | m

3.2. Joining on Transfer Posting & Promotion Posting

After the Office Order for Transfer Posting or Promotion Posting is generated and
issued, the employee reports joining at place of posting. Dealing Clerk of the place of posting

can record joining report on Promotion/ Transfer for concerned employees using this Ul.
3.2.1. Recording Joining Report on Promotion by Dealing Clerk

a) Inthe left side panel Right click on the IPAS menu and click on sub-menu ‘Promotion’.
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P " .
IR-HRMS = THRMS 8 WroeDiiuw W @ Hp ﬂo SANJAY KUMAR SINGH ¥
e .
& pass -
[0 settlement -
UserlD : DOOHYS Employee Name : SANJAY KUMAR SINGH BillUnit : 3307426
Is IPAS AI
Designation : OFFICE SUPERINTENDENT Railway Unit - JODHPUR WORKSHOP/ WSH Zone/PU/Institute - NWR
Transfer
| Promotion |

marized SR for Retiring employees and then Click here 1o assign Welfare Inspector,Immediate Supenvisor and Controlling Officer to the Employees retiril
Exit Reporting

New Joinee Entry Statistics of Users of HRMS application Notifications
Transfer Order

Promotion Office Order Your Unit : JODHPUR WORKSHOP/ Zone : NORTH WESTERN
Generation WsH RAILWAY(NWR)

Transfer Report No. of Date Last User No. of Date Last
Users | Creation Type |Users | Creation

status report
Click here to view List of assigned employees to you.
New Joinee Report

b) Then a new screen is opened where you have to enter the HRMS Id of the employee

whose Promotion data is to be filled and whose office order is generated and closed.

= Promotion

Enter the HRMS ID of the Employee and then click on Go to fetch the Details.

HRMS Employee ID * ELAGUD|

c) User enters HRMS ID. System validates HRMS ID w.r.t. assignment with current users or

valid HRMS ID. If HRMS ID is not assigned to current user or if the office order is not

generated for that user then system flashes an error message.

The Entry of User is not available in any Promotion and
Transfer Office Order.

d) After entering the HRMS Id, click on the GO button or if you want to reset the new
HRMS Id you can click on the Reset button.

= Promotion

Enter the HRMS ID of the Employee and then click on Go to fetch the Details.

HRMS Employee ID * ELAGUD|
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e) After that a new screen is opened where some basic info of the employee will be
shown. At this time the status of the employee is NEW or if the employee details are
saved previously then status is Draft. You will have to enter the office order and other
details for the Promotion of employee like. Most of the fields are pre-filled from the

office order info generated.

[ FLR BT

T AN0N TR bl

SteRlrdenplosd T

Ernpicnyis K ST NESOOTE rrogitryee Rl ASISOR ICLILAE GALIE: et ERIPAIT
L Moy Ll O LR TR e Lo L ittt
SETR LR
Current and Mew Entry in Premotan
Crng bt Topes ] PRRCSACITHOR \-'. Tre i [ Cading-Ac-atadng Primction !--
Caarsaevl Mot
o AT WS TIRN BAIWES TN CETH WESTERS EALIWAYTINT -
Ui o AOOMPUR WORKEHOS (WEM] DEEH WESTERH AL 0 -
SO PLIOE s a
Fary L - T AR00- B0 - ¥ G- LA DA -
Baser Py TR0 TRBCC
Dapdreetaen WECHANIAL - ANCA -
Lot Catpaniragri [ro e ok - MELE =
Dashgrason * CHER CHERRCAL W WETMLURS | S CHEBCAL N METALRG:
B Lt R ERITAIS
e e == x =
Tty Dedary and othes Detsil
e Otk R PROMSRISITEST i Crebind Cuie = RO v
Dt o Chargn irsditrr * Gt oF Takirng Chimge * &3
Dt o Lagt gt * Dt of Piant Ircowenant © 3
EHt e Fzen L Dot of Foplion * &

OE R Casiforsn

Fleans Gabect -
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f) After filling all the relevant fields, there are two buttons at the bottom, ‘Submit’ and
‘Save as Draft’. On clicking Save as Draft, employee details are saved such that they can
be edit/change afterwards in future by the Dealing Clerk, and also the status is changed

from ‘New’ to ‘Draft’.

= Promeotion

Promotion Details successfully saved for employeee with HRMS ID ELAGUD

Enter the HRMS 1D of the Employee and then click on Go to fetch the Details.

HRMS Employee ID * ELAGUD @

Status: Draft

Employee Details
Employee ID: 53307650073 Employee Name: ASHOK KUMAR GAUR Billunit: 3307432

Designation: CHEMICAL n Railway Unit: JODHPUR WORKSHOP Zone/PU/Institute:
METALLURGICAL SUPDT.

Au: 3307 Rly Unit Juw

g) On clicking ‘Submit’ button, a confirmation dialogue box will appear to choose ‘Yes’/
‘No’.

X

Are you sure you want to submit the data for verfication? You will not able to
make changes after submission

h) On clicking ‘Yes’, OTP is sent to the registered mobile number and a dialog box to enter
OTP appears on screen.

OTP VERIFICATION

Your last Transaction OTP was sent on :
* Mobile No: Q0XXXXXX33
* [ated : 04-05-2020 11:12:05
* Valid upto : 10-05-2020 23:59:59

Enter the transaction OTP and click on 'Submit’

Enter OTP | 20131
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i) After entering the correct OTP and clicking on submit button the details of the
employee will be sent to the verification authority for verification and after that the
Dealing clerk will not be able to edit the details of the particular employee, also the

status get change from ‘Draft’ to ‘Submitted for Verification’.

= Promotion
Enter the HRMS ID of the Employee and then click on Go to fetch the Details.

HRMS Employee ID * ELAGUD

Status: Submitted for Verification

Employee Details
Employee ID: 53307650073 Employee Name: ASHOK KUMAR GAUR Billunit: 3307432

Designation: CHEMICAL n Railway Unit: JODHPUR WORKSHOP Zone/PU/Institute:
METALLURGICAL SUPDT.

Au: 3307 Rly Unit : Juw

3.2.2. Verifying Joining Report on Promotion Posting by VA

a) After successful login, in the left side panel Right click on the IPAS menu and then click

on the sub-menu ‘Verify Promotion’.

.
IR-HRMS = ¢ This is Developmen [ ‘B @ Help ﬂo MAHESH SINGH RATHORE =
Employee Mast >
L Home ;/ Dashboard
-
= -
[
@ boss UserlD : IVUWR Employee Name : MAHESH SINGH RATHORE BillUnit : 3307426
Settlement Designation : Ch. OFFICE SUPERINTENDENT Railway Unit : JODHPUR WORKSHOP/ WSH Zone/PU/Institute : NWR
@ 1pas
Verify Promation ¢
Verify New Joinee Statistics of Users of HRMS application Notifications

Verify Exit Reporting “.-" —
‘.\_

Verify Transfer

‘Your Unit : JODHPUR WORKSHOP/ Zone : NORTH WESTERN
Transfer Report e RAILWAY(NWR)
No. of Date Last User Date Last
status report Users Creati Type jon

b) A new screen appears where the employee has to be selected from the dropdown

whose Promotion is to be verified.

= Verify Promotion

Enter the HRMS 1D of the Employee and then click on Go to fetch the Details.

HRMS Employee ID * --Select Employee v

--Select Employee--
ASHOK KUMAR GAUR - ELAGUD
TARL CHAMND - 1SCMOG
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c) After selecting the employee click on the ‘GO’ button to get the details of the selected

employee.

— Verify Promotion

Enter the HRMS ID of the Employee and then click on Go to fetch the Details.

HRMS Employee ID * ASHOK KUMAR G~

d) After that a new screen is opened where you can view all the employees whose
promotion is recorded by the DC. The status at this time is ‘Submitted for Verification’.

= Verify Promotion

Enter the HRMS ID of the Employee and then click on Go to fetch the Details.

HRMS Employee ID * ASHOK KUMARC @

Status: Submitted for Verification

Employee Details
Employee ID: 53307650073 Employes Name: ASHOK KUMAR GAUR BillUnit: 3307432

Designation: CHEMICAL n Railway Unit: JODHPUR WORKSHOP Zone/PU/Institute:
METALLURGICAL SUPDT.

Au 3307 Rly Unit : uw

e) Verifying Authority can add the remarks in the field called Remarks and can either

Return or Verify the employee.

officeOrderupload * | Choose File |Hoﬁ...csen

B view x

Remarks * Remarks for Pension

f) Enter ‘Remarks’ and then click on ‘Return’ button to return Office Order back to DC.

officeCrderUpload * | Choose File | Mo fi...osen

A view x

Remarks * Return to DC|

CENTRE FOR RAILWAY INFORMATION SYSTEM 107




USER MANUAL ENTRY TO EXIT

g) After clicking ‘Return’ button a confirmation dialog box will appear.

Are you sure you want to return Promotion Details?

h) On clicking ‘Yes’, OTP will be sent to the registered mobile number and a dialog box to

enter OTP will be shown.

OTP VERIFICATION

Your last Transaction OTP was sent on :
= Mobile No : 12XXXXXX9
= Dated : 04-05-2020 16:53:21
= Valid upto : 10-05-2020 23:59:59

Enter the transaction OTP and click on 'Submit’

Enter OTP 20131|

i) After entering OTP and clicking on ‘Submit’ button the details of the employee will be
sent back to the Dealing Clerk to do the correction and then the Verification Authority

will no more be allowed to edit the Remarks field of the particular Joining Report.

= Verify Promotion

Your remarks for Promotion for the employee ELAGUD have been succesfully submitted

Enter the HRMS ID of the Employee and then click on Go to fetch the Details.

HRMS Employee ID * --Select Employee ¥

j) Enter the relevant remarks and then click on Verify Button to verify the details and

forward it to Acceptance Authority for acceptance.

officeOrderUpload * | Choose File | No fi...osen

[Bview x

Remarks * Veriﬁed|

a )
Lo [ e
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k) After clicking Verify button, a confirmation dialogue box will appear.

Are you sure you want to Verfy Promotion Details?

[)  On clicking Yes, OTP will be sent to the registered mobile number and a dialog box to

enter OTP will be shown.

OTP VERIFICATION

Your last Transaction OTP was sent on :
s Mobile No @ 12XXXXKKD
s Dated : 04-05-2020 16:53:21
s Valid upto : 10-05-2020 23:59:59

Enter the transaction OTP and click on 'Submit’

Enter OTP 20131|

m) After entering OTP and clicking on ‘Submit’ button the details of the employee will be

forwarded to the Acceptance Authority for acceptance and after that the Verification

Authority will no more allowed to edit the ‘Remarks’.

= Verify Promotion

Your remarks for Prometion for the employee ELAGUD have been succesfully submitted

Enter the HRMS ID of the Employee and then click on Go to fetch the Details.

HRMS Employee ID * --Select Employee v

3.2.3. Approving Joining Report on Promotion Posting by AA

a) After successful login, in the left side panel Right click on the ‘IPAS’ menu and then click

on the sub-menu ‘Accept Promotion’.
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.
R = ¥ Wi ¥ 0 QD -
& ras
Home ; Dashboard
[@] settlement -

IO IPAS - I

Transfer

UserlD : 0OLUZR Employee Name : BASANT SINGH PURBIA BillUnit - 3307435

Designation : Sr. PERSONNEL OFFICER-B Railway Unit : JODHPUR WORKSHOP/ WSH Zone/PU/Institute - NWR
Promotion

| Accept Promation I

Accept New Joinee

Statistics of Users of HRMS application Notifications
Accept Exit Reporting

( Load Count & )
Accept Transfer ——
‘Your Unit : JODHPUR WORKSHOP/ Zone: NORTH WESTERN
Transfer Report WSH RAILWAY(NWR)
No. of Date Last User No. of
status report &
Users Creation

New Joinee Report

b) After that a new screen is opened where you have to select the employee from the

dropdown whose Promotion reporting has to be Approved.

= Accept Promotion

Enter the HRMS ID of the Employee and then click on Go to fetch the Details.

HRMS Employee ID * —-Select Employes v

--Select Employee--
ADESH KUMAR - W)
ASHOK KUMAR GAUR - ELAGUD
IYOTI KUMARI - DXCQRO
CHETAN PRAKASH - SRDEGN

c) After selecting the employee, click on the ‘GO’ button to get the details of the selected
employee.

= Accept Promotion

Enter the HRMS ID of the Employee and then click on Go to fetch the Details.

HRMS Employee ID * ASHOK KUMARG w

d) After that a new screen is opened where you can view Joining Report of the employee
entered by the Dealing Clerk and the status at this time is Verified.
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= Accept Promotion

Enter the HRMS ID of the Employee and then click on Go to fetch the Details.

HRMS Employee ID * ASHOK KUMARC v @

Status: Verifie

Employee Details
Employee ID: 53307650073 Employee Name: ASHOK KUMAR GAUR BillUnit: 3307432

Designation: CHEMICAL n Railway Unit: JODHPUR WORKSHOP Zone/PU/Institute:
METALLURGICAL SUPDT.

Au: 3307 Rly Unit : Juw

Current and New Entry in Promotion

Office Order Type PROMOTION v Type/Reason Cadre-to-Excadre Promotion v

e) Accepting Authority can fill in the Remarks and can either Return or Accept the
employee.

officeOrderUpload * No fi...osen

B view x

Remarks * Remarks for Pension Booklet

f) Enter ‘Remarks’ and then click on ‘Return’ button to send back the Joining Report of the
Employee to Dealing Clerk.

officeOrderUpload * Mo fi...osen

Bview x

Remarks * Return to DC|

,0, .

g) After clicking ‘Return’ button a confirmation dialog Box will appear.

Are you sure you want to return Promotion Details?
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h) On clicking Yes, OTP will be sent to the registered mobile number and a dialog box to

enter OTP will be shown.

OTP VERIFICATION

Your last Transaction OTP was sent on :
= Mobile Mo @ 12200009
= Dated : 04-05-2020 16:53:21
= Valid upto : 10-05-2020 23:59:59

Enter the transaction OTP and click on 'Submit’

Enter OTP | 20131

i) After entering OTP and clicking ‘Submit’ button the details of the employee will be sent

back to the Dealing Clerk to do necessary correction. And then the Acceptance Authority

will not be able to edit the Remarks field of the particular employee.

= Accept Promotion

Your remarks for Promaotion for the employee ELAGUD have been succesfully submitted

Enter the HRMS ID of the Employee and then click on Go to fetch the Details.

HRMS Employee ID * --select Employee

j) Enter the relevant remarks and then click on ‘Accept’ button to Accept the details.

officeOrderUpload * | Choose File | Mo fi...osen

[AView x

Remarks * Accepted|

0 4

k) After clicking ‘Accept’ button, a confirmation dialogue box will appear.

Are you sure you want to Accept Promotion Details?
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[) On clicking ‘Yes’, OTP will be sent to the registered mobile number and a dialog box to

enter OTP will be shown.

OTP VERIFICATION

Your last Transaction OTP was sent on :
= Mobile Mo @ 12XXXX9
= Dated : 04-05-2020 16:53:21
= Valid upto : 10-05-2020 23:59:59

Enter the transaction OTP and click on "'Submit’

Enter OTP | 20131

m) After entering OTP and clicking on ‘Submit’ button Joining Report of employee will be

approved. And then the Acceptance Authority will no more be able to edit the Remarks.

The status is changed from ‘Verified’ to ‘Accepted’.

= Accept Promotion

Your remarks for Promotion for the employes ELAGUD have been succesfully submitted

Enter the HRMS 1D of the Employee and then click on Go to fetch the Details.

HRMS Employee ID * —Select Employee v

n) The system automatically updates the Employee Master and e-SR. More precisely the
Promotion tab of e-SR is updated with respective entries. Updated information is now

available to the concerned Employee and all other concerned Users. To check if the data

is updated ‘e-SR Entry’ option has to be selected from the menu.

. . o .
iment environment for IR-HRMS B Wroencuw B @Hep &a SANJAY KUMAR SINGH ¥

Home / Dashboard

IR-HRMS

@ Dashboard

O |RHRMSESS - :
UserlD : DOOHYS Employee Name : SANJAY KUMAR SINGH BillUnit : 3307426
= Admin Section = Designation : OFFICE SUPERINTENDENT Railway Uniit : JODHPUR WORKSHOP/ WSH Zone/PU/Institute : NWR
s
'ﬁ Employee Master X
e-SR - I the Summarized SR for Retiring employees and then Click here ta assign Welfare InspectorImmediate Supervisor and Controlling Officer to the Employ
View e-SR
Statistics of Users of HRMS application Notifications
I e-SR Entry I D —
( Load Count &

e-5R Offline Data Entry

Your Unit : JODHPUR WORKSHOP/ Zone : NORTH WESTERN & This is Development environment for IR-HRMS
e-5R Data Entry Summary WSH RAILWAY(NWR)

LR hear Mo o Noto | act Ilear Mo oF Nibo | et
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o) On clicking e-SR Entry from the menu, HRMS ID of the concern employee has to be filled

in at appropriate box and ‘GO’ button has to be clicked.

) Dashboard

© irRHRMS-ESS

Admin Section
Employee Master
= e-5R

View e-5R

e-5R Entry

Home / ESR / ESR Entry

[# ESR Entry

HRMS Employee ID *

DOOHYS

p) All tabs of e-SR will be displayed on a tabular form. The ‘Promotion’ Tab has to be

clicked. Promotion record can be seen at top row.

@ Dashboard
© IRHRMS-ESS -

= Admin Section

HRMS Employee ID *

Employee Name

DOOHYS

1 SANJAY KUMAR SINGH

292 Initial Appointment Awards Punishments Promotions Pay Change History Nominations Transfers Training Details Leave Details
'&' Employee Master =
e .
Status : Draft Total records : 3
View e-SR
&SR Entry S5.No | Type of Promotion
e-5R Offline Data Entry N . B 5
1 MACP B Please Selec ¥ CIVILENGINEERIN ¥ SENIOR STENOGRAPHEF ¥ Please Select i u
e-5R Data Entry Summary
BB saco 1, > 2 MACP ¥ Please Selec ¥ CIVIL ENGINEERIN _ ¥ SENIOR STENOGRAPHEF ¥ Please Select hJ U
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4.0 Exit through Superannuation or any other Separation Event

The last career event of an employee is Exit from the organisation. The Exit event is
mostly due to superannuation at end of employment tenure. But sometime, it may be due to
death of the employee, opting for voluntary retirement or due to some other reason. The
dealing clerk drafts an Office Order for Exit of the employee. On due verification and approval
of this Office Order, and on Exit event of the employee, Exit Reporting is recorded and it is duly
verified and approved. In this section step by step procedure of Office Order Generation to

recording of Exit Reporting will be discussed.

) 0 o &8 O60—O0

Issuing Office Order Dealing Clerk Verifying Authority Accepting Authority Dealing Clerk Accepting Authority
for Exit C i
or =xit tases as Drafts Office Order for Verify draft Office Approves Office Order Lelosd folce S Confirms uploading of
SR EMIEEmES Exit Cases Order prepared by DC for Exit C ClHpEELy signed Office Order
other Events [ v ortxittases Accepting Authority d

® o o gl o

T
Dealing Clerk Verifying Authority Accepting Authority Data Upaale Data Pushing to IPAS
i i - . Verify Exit C i i i i
el BePOﬂmg on Recording Exit Case en.y Xt tase Approves Exit Cases PERa 5 U et 3 asltehatedivithlExt
Exit Cases el Reporting entered by Reporting Employee Master & e- Case Reporting to Stop
DC Service Record Salary Processing

4.1. Issuing Office Order for Exit
4.1.1. Drafting Office Order for Exit by Dealing Clerk

a) In the left side panel Right click on the Office Order menu and then click on the sub-

menu with name Exit Office Order Generation to create office orders.

EMPLOYEE MASTER

Entry status of Employes haster. This count is based on Base lfo’ tak of Employes Master To load count elick on ‘Losd Count” button on right

gck best i Coogls Cheop aboe

b) User selects Sub-menu “Exit Office Order Generation” under menu: Office Orders
c) Screen related to Exit Office Order Generation opens.

d) Select the New Office Order From the drop Down

(¢ Exit Office Order Generation ('

@ Select an Office Order from the list to edit previous application or select "NEW Office Order’ option from the list to fill details of Promotion Office Order and click on ‘Ge' button.

Office Order * --Select Office Order-- A

--Select Office Order--

NEW Office Order
EXITING
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e) The text field to enter the number of the new Office Order. Enter Office Order number

and click on ‘Go’ button.

(& Exit Office Order Generation (&

© Select an Office Order from the list to edit previous application or select "NEW Office Order” option from the list to fill details of Promotion Office Order and click on 'Go’ button.

Office Order * NEW Office Order v E

TEST/EXIT/1608]

f) The screen opens up to fill the details regarding the new office order.

[ Exit Office Order Generation (&

@ Select an Office Order from the list to edit previous application or select 'NEW Office Order’ option from the list to fill details of Promation Office Order and click on ‘Go’ button.

Office Order * NEW Office Order b a m
Stat &
Office Order Type Please Select
Office Order TEST/EXIT/1608 Office Order Date e

Hrms 1d/

Ipas id Name Designation Pay Level Pay Rate Bill Unit Activity Sub-Type Pensionable DAR/Vig. WEF | Edit

Template Please Select

Pre Note

g) Select the Office Order Type and Click on the ‘+’ button on header to the table for
entering data of employees.

h) There are mainly two types of exit. If user select superannuation, then they can add
more than one employee in an office order but for other exit only one employee is

allowed in one office order.

oreone O o ’ B
Status: New
Office Order Type SUPER ANNUATION
Please Select
Office Order TEST/EXIT/1608 Office Order Date SUPER ANNUATION

OTHER EXIT

Department Designation Paylevel | PayRate | Bill Unit Activity Sub-Type Railway Quarters Pensionable DARVig. | WEF | Edit

Template Please Select

Pre Note

Copyright @ 2018 Centre For Railway Information Systems. All Rights Reserved. This application works best in Google Chrome 70.0 and above

i) On Click of + Button a Pop will Be opened.
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OFFICE ORDER DETAILS : x
Enter the HRMS ID of the Employee and then click on Go to fetch the Details.
HRMS Employee ID * E
Employee Details
Ipass Id * HRMS ID *
Employee Name Unit/Division
Father's Name Spouse Name
Department v Designation Please Select v
PayLevel PayRate
Bill Unit Date of Birth
Date of Appointment Date of Retirement
ID Marks Address
Activity SubType | SUPERANNUATION (RETIREMENT) v

j) Enter the HRMS ID in order to fetch the details. System validates HRMS ID w.r.t.
assignment with  current users or valid HRMS ID. If HRMS ID is not assigned to current

user / Invalid HRMS ID, System flashes an error message.

Enter the HRMS ID of the Employee and then click on Go to fetch the Details.
HRMS Employee ID *
Employee Details
Ipass Id * 36729800012 HRMS ID * WML
Employee Name ADESH KUMAR Unit/Division JODHPUR WORKSHOP/WSH
Father's Name BANWARI LAL Spouse Name POONAM
Department MECHANICAL v Designation SENIOR SECTION ENGINEER (7) (C&W) v
PayLevel 7 PayRate 49000
Bill Unit 3307428 Date of Birth 02/02/1989
Date of Appointment 30/11/2016 Date of Retirement 28/02/2049
ID Marks CUT SIGN ON MIDDEL FINGER ON RIGHT HAND Address VILL.+ POST- KATHUWAS, TESH.- NIMRANA
Activity SubType | SUPERANNUATION (RETIREMENT) v
Office Order and other Details

k) Once HRMS ID is verified Ul display all information of that particular employee

[) User select the Activity Subtype from the dropdown first and according to the selection
the respective fields will get enable/disable.
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HRMS Employee ID *

Employee Details

Ipass Id *

Employee Name

Father's Name

Department

PaylLevel

Bill Unit

Date of Appointment

1D Marks

Activity SubType

Office Order and other Details

Effective From

36729800012

ADESH KUMAR

BANWARI LAL

MECHANICAL

7

w
w

w
(=]

[s]
<

Please select

VOLUNTARY RETIREMENT

VOLUNTARY RETIREMENT (MEDICAL UNFIT)
TERMINATION

REMOVAL

COMPULSORY RETIREMENT

TECHNICAL RESIGNATION

R-1802 SERVICE REVIEW

Liberalized Active Retirement Scheme ( LARSGESS)
DEATH

MISSING

RESIGNATION

DISMISSAL

SERVICE RETIREMENT

Please select v

DD/MM/YYYY o]

HRMS ID *

Unit/Division

Spouse Name

Designation

PayRate

Date of Birth

Date of Retirement

Address

L ——— |

Letter Date

WML

JODHPUR WORKSHOP/WSH

POONAM

SENIOR SECTION ENGINEER (7) (C&W)

49000

02/02/1989

28/02/2049

VILL.+ POST- KATHUWAS, TESH.- NIMRANA

DD/MM/YYYY

m) After selecting the Subtype, fill all the relevant details in the empty fields, then click on

Save button to save the Data and close the popup.

Date of Appointment

ID Marks

Activity SubType

Office Order and other Details

Effective From

Authority *

Railway Quarters

Letter No *

Informed By *

Remarks

30/11/2016

CUT SIGN ON MIDDEL FINGER ON RIGHT HAND

SUPERANNUATION (RETIREMENT) v

01/06/2020 o]

Autherity Details

‘ Yes v

‘ 12345 ‘

Remarks for test Exit

Date of Retirement

Address

Letter Date

Pensionable

SPE/Vig/D&A Case

Date Of Info

Date Of Death

28/02/2049

VILL.+ POST- KATHUWAS, TESH.- NIMRANA

02/06/2020
‘ Yes
‘ Yes
DD/MM/YYYY
DD/MM/YYYY

n) As user save the Data of the Employee it starts showing in a row.
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1 WML

ADESH MECHANICAL

Status: wew
Office Order Type SUPER ANNUATION v
Office Order \ TEST/EXIT/1608 Office Order Date 15/06/2020

Pensionable | DAR/Vig.

SENIOR SECTION ENGINEER (7) 7 49000 3307428 SUPERANNUATION ¥ \s Y 2020-06- =
KUMAR (Caw) (RETIREMENT) o1 =]
Template Please Select v
.
o) User can Add another row on the click of + button
 ew s ot T B
Status: New
Office Order Type SUPER ANNUATION v
Office Order TEST/EXIT/1608 Office Order Date 15/06/2020

Hrms Id/
Ipas id Bill Unit Pensionable | DAR/Vig.
1 WM ADESH MECHANICAL SENIOR SECTION ENGINEER (7) 7 49000 3307428 SUPERANNUATION Y Y Y 2020-06- r:3
KUMAR (cawy (RETIREMENT) 01 =
36729800012
Template Please Select v
Pre Note

p) On clicking Add row, the same Popup open where user can add the details

of the new

employee.

g) Fill the details and click on Save button to save the data and close the popup.

Date of Appointment 06/09/2005 Date of Retirement 3170172041

Remarks

remarks for knkisg

1D Marks A CUT MARK ON LEFT ARM Address VILLAGE & POST : TAMAR. DISTT : RANCHI
Activity SubType SUPERANNUATION (RETIREMENT) v

Office Order and other Details

Effective From 10/06/2020 = Letter Date 08/06/2020 =
Authority * Authority Details Pensionable ‘ Ves .
Railway Quarters ‘ Ves v SPE/Vig/D&A Case ‘ No v
Letter No * ‘ 564 ‘ Date Of Info DD/MM/YYYY (o]
Informed By * xyqw Date Of Death D/M YYY B

m Sl
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r) Clicking Remove Row(-) button, removes the row.

SANJAY KUMAR SINGH &

IR-HRMS B Wreoduw & @nle WO

Home / IPAS / Exit Office Order Generation

[ Exit Office Order Generation (#

@ Select an Office Order from the list to edit previous application er select 'NEW Office Order’ option from the list to fill details of Promotion Office Order and click on "Go® button,

Status: New

Office Order Type SUPER ANNUATION v

Office Order TEST/EXIT/1608 Office Order Date 15/06/2020

Hrms Id/

Ipas id i Activity Sub-Type Pensionable | DAR/Vig.
1 WML ADESH KUMAR MECHANICAL SENIOR SECTION ENGINEER (7) 7 49000 3307428 SUPERANNUATION ¥ ¥ ¥ 2020- = &3
(caw) (RETIREMENT) 06-01 =]
36729800012
2 KNKISC SATISH KUMAR MECHANICAL SENIOR SECTION ENGINEER (7) 7 56000 | 3307429 SUPERANNUATION ¥ v N 2020- =
MANIHI caw) (RETIREMENT) 06-10 =
53302200160
Template Please Select M |
Pre Note
P
Post Note
Issue By
Copy To

-

Copyright @ 2018 Centre For Railway Information Systems. All Rights Reserved. This application works best in Google Chrome 70.0 and above

s) Edit the Data of an Employee By clicking on Edit symbol.

Ciffice Ot Type | SUPER ANNUATION ¥

OFfice Orcler TRSTARIT A 600 Office Crler Dute

Dheaigraatlon Pay Rate | 550 Unilt

1 WKL ADESH KUMAR MECHAMICAL SENIOR SECTION ENGINEER [ T 49000 FA0T428 L, ¥ ¥ 2020- #
CAW) 06-01
36T2HE0000 2
2 KNEISC SATISH KLIMAR MRECHANICAL SENIOR SECTION ENGINEER [7) T 56360 507429 SUPERANNMUATION ¥ ¥ N 2020 E
WEANIHI [CEw) FETIREMENT] -0 u
53302200160
Teimplate Plaas '
Pre Wote

t) User can select the already saved Template to fill the Pre Note, Post Note, issue By and
Copy To or user can manually fill the Pre Note, Post Note, issue By and Copy To
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IR-HRMS HRMS B Wrolencouw W @rep M (RIS EN TN =|
Pay Railway
Level | PayRate | Bill Unit Activity Sub-Type Quarters | Pensionable | DAR/VIG. | W.EF
1 W ADESH KUMAR MECHANICAL SENIOR SECTION ENGINEER (7) 7 45000 | 3307428 SUPERANNUATION ¥ v v 2020- @
(RETIREMENT) 0s-01
— e
2 KNKISC SATISH KUMAR MECHANICAL SENIOR SECTION ENGINEER (7) 7 56900 3307429 SUPERANNUATION v N 2020- @
MANJHI (RETIREMENT) 0610 =
53302200160
Template | e .‘
o
Pre Note
Test Template File Name Change
TEST12345
TEST-TEMPLATE-1
Post Note

u) After selecting the Template from the given drop down, it will ask for the replacement
of details of Pre-Note, Post-Note, Issued-By and Copy-To of the Office Order.

Are you sure you want to replace details with this template?

m v s

v) On clicking ‘Yes’ it will fetch data for the selected templates from the saved one.

Template TEST-TEMPLATE-1 i

Pre Note PRE NOTE 1
PRE NOTE 2
PRE NOTE 3
PRE NOTE 4
PRE NOTE 5

Post Note POST NOTE 1
POST NOTE 2
POST NOTE 3
POST NOTE 4
POST NOTE 5
POST NOTE 6 d

feeue TSSUEBY T 5
ssue By ISSUE BY 2
ISSUE BY 3

ISSUE BY 4

Copy To COPY 21
COPY 22
CoPY 23

COPY 2 4

w) Ul will consist of 2 button ‘Save as Draft’ / ‘Submit’. Once user will click “Save as Draft”,
It will save data intermittently and change the Status to ‘Draft’.

B bt

Cepy To
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Office Order Type SUPER ANNUATION .

Office Order TEST/EXIT/1608 Office Order Date 15/06/2020

Hrms ld/

Pay

Railway
Ipas id Dapartmaent Designation Level | Pay Rate | Bill Unit Activity Sub-Typs Quarters | Pensionable | DAR/Vig.
’ WM ADESH KUMAR MECHANICAL SENIOR SECTION ENGINEER (7) 7 49000 3307428 SUPERANNUATION ¥ N N 2020- o
(CaW) (RETIREMENT) 06-02 [=]
36729800012
2 KNKISC SATISH KUMAR MECHANICAL SENIOR SECTION ENGINEER (7) 7 56900 | 3307420 SUPERANNUATION ¥ v ¥ 2020- = |E3
MANIHI (caw) (RETIREMENT) 06-08 [—]
53302200160

Once user clicks “Submit”, DC will be asked to enter Transaction OTP. Once OTP is
validated, the data get saved and the status changes to ‘Submitted for Verification’. Now

data is available to Verification Authority (VA) for verification.

.
2

Template Please Select

Pre Note PRE NOTE 1
PRE NOTE 2
PRE NOTE 3
PRE NOTE 4
PRE NOTE 5

Post Note POST NOTE 1
POST NOTE 2
POST NOTE 3
POST NOTE 4
POST NOTE 5
POST NOTE 6

lssue By 1SSUE BY 1
ISSUE BY 2
ISSUE BY 3

Fl

a

Copy To CopY21
coPY22
CoPY23
COPY24

x) On Clicking Submit Button, a confirmation dialogue box will appear to choose Yes/No.

Are ywou sure you want to submit the data for venfication? You will not able to >
make changes after submission

n ..Nﬂ :

y) On clicking ‘Yes’, OTP will be sent to the registered mobile number and a dialog box to
enter OTP will be shown.

OTP VERIFICATION

Your last Transaction OTP was sent on :
= Maobile Mo : QOXXXXXKIZ
= Dated : 04-05-2020 11:12:05
= Valid upto : 10-05-2020 23:59:59

Enter the transaction OTP and click on 'Submit’

Enter OTP | 20137
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z) After entering the correct OTP and clicking on submit button the details of the
employee will be sent to the verification authority for verification and after that the
Dealing clerk will not be able to edit the details of the particular employee, also the

status get change from Draft->Submitted for verification.

Ll
' 'Rnln-DC.IJUW a eH:Ip ﬂo =

IR-HRMS

IPAS /  Exit Offi

Home / e Order Generation

[ Exit Office Order Generation (¢
Office Order Details successfully submitted for Office Order TEST/EXIT/1608

@ Select an Office Order from the list to edit previous application or select "NEW Office Order” option from the list to fill details of Promotion Office Order and click on ‘Go' button.

Office Order * TEST/EXIT/1608 r E

Status: submitted for Verification

Office Order Type SUPER ANNUATION "

Office Order TEST/EXIT/1608 Office Order Date 15/06/2020

Hrms Id/ Pay Railway
Ipas Id Name Designation Level | PayRate Bill Unit Activity Sub-Type Quarters Pensionable DAR/Vig. W.EF Edit :}
KNKISC SATISH KUMAR MECHANICAL SENIOR SECTION 7 56900 3307429 SUPERANNUATION Y Y N 2020-06- r3
01 =

MANJHI ENGINEER (RETIREMENT)
53302200160

H WM ADESH KUMAR MECHANICAL SENIOR SECTION 7 40000 3307428 SUPERANNUATION N ¥ ¥ 200-06 @
ENGINEER (RETIREMENT) 0 e

36729800012

Template Please Select

Pre Note PRE NOTE 1
PRE NOTE 2
PRE NOTE 3
PRE NOTE 4
PRE NOTE 5

Post Note POST NOTE 1
POST NOTE 2
POST NOTE 3
POST NOTE 4
POST NOTE 5
POST NOTE 6

Issue By ISSUE BY 1
ISSUE BY 2
ISSUE BY 3

Copy To CoPY 21
copPY22
COPY23
COPY24

opyright @ 2018 Centre For Railway Information Systems. All Rights Reserved. This application works best in Google Chrome 70.0 and above

4.1.2. Verification of Office Order for Exit by Verifying Authority

a) After successful login, in the left side panel Right click on the Office Orders menu and

then click on the sub-menu with name for Verify Exit Office Order.
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Home / Dashboard

@ Dashboard

© RHRMS-ESS T UserlD : TOUUCZ Employee Name : ALKA MATHUR

& Employee Master - Designation : Ch. OFFICE SUPERINTENDENT Railway Unit : JODHPUR WORKSHOP/ WSH
S sk -

[87 settlement -

® Pas - Statistics of Users of HRMS application (" Load Count = _ Notifi

@ Career Events Update - Your Unit : JODHPUR WORKSHOP/ WSH Zone : NORTH WESTERN RAILWAY(NWR)

. User Date Last User Date Last
a Office Orders - X )
Type Creation Type Creation & Th

Verify Promotion-Transfer
Office Orders

I Verify Exit Office Orders I

Office Order Summary

b) After that a new screen is opened where user have to select the Office Order from the

dropdown for which details is to be verify.

& Verify Exit Office Order (&

© Select an Office Order from the list to verify details of Promotion Office Order and dlick on 'Go’ button.

Office Order * --Select Office Order-- v m

--Select Office Order--
TESTEXT/00/15/06/2020
TEST/EXIT/1608

c) After selecting the Office order name click on the GO button to get the details of the
selected Office Order.

O RHRMS-ESS -  Verify Exit Office Order (7
]
"&‘ Employee Master v
- SR - @ Select an Office Order from the list to verify details of Promotion Office Order and click on 'Go’ button.
-

—

(2] Settlement A ‘
ettlemen Office Order * TEST/EXIT/1608 v Go

@ ipas - '

B Career Events Update ¥

a Office Orders a

Verify Promotion-Transfer
Office Orders

Verify Exit Office Orders
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d) After that a new screen is opened where user can view all the office order details

entered by the DC and the status at this time is Submitted for Verification.

IR-HRMS > & w Quer uo ALKA MATHUR ¥ =

Home / IPAS / Verify Exit Office Order

o Verify Exit Office Order [

@ Select an Office Order from the list to verify details of Promotion Office Order and click on ‘Go’ button.

Office Order * TEST/EXIT/1608 v H

Status: Submitted for Verification

Office Order Type SUPER ANNUATION "

Office Order TEST/EXIT/1608 Office Order Date 15/06/2020

Hrms Id/ Pay Railway
Ipas Id Name Department Designation Level | PayRate | Bill Unit Activity Sub-Type Quarters Pensionable | DAR/Vig. W.EF
N Y

1 WM ADESH KUMAR MECHANICAL SENIOR SECTION 7 49000 3307428 SUPERANNUATION
ENGINEER (RETIREMENT) 0

Y 2020-06- 4

36729800012

2 KNKISC SATISH KUMAR MECHANICAL SENIOR SECTION 7 56900 3307429 SUPERANNUATION Y Y N 2020-06- [r 4
MANJHI ENGINEER (RETIREMENT) n
53302200160

Pre Note PRE NOTE 1
PRE NOTE 2
PRE NOTE 3
PRE NOTE 4
PRE NOTE 5

Post Note POST NOTE 1
POST NOTE 2
POST NOTE 3
POST NOTE 4
POST NOTE 5
POST NOTE 6

Issue By ISSUE BY 1
ISSUE BY 2
ISSUE BY 3

CopyTo copY21
copy22
copY23
coPy24

Remarks *

Cow o

Copyright @ 2018 Centre For Railway Information Systems. All Rights Reserved. This application works best in Google Chrome 70.0 and above

e) Verification Authority(VA) have two options to choose from.

If any information is found incorrect or missing, VA can use this option. Once VA clicks
‘Reject’ button, system prompts user to provide ‘Remarks’. So before rejecting/

accepting, VA must fill-in ‘Remarks’.

f) VA can fill in the ‘Remarks’ and can either Return or Verify the Office Order.
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.
IR-HRMS > nt environment for IR-HRMS I T ﬂo MAHESH SINGH RATHORE W

Pre Note PRE NOTE 1

PRE NOTE 2

PRE NOTE 3

PRE NOTE 4

PRE NOTES

“

Post Note POST NOTE 1

POST NOTE 2

POST NOTE 3

POST NOTE 4

POSTNOTE 5 S

TN 4
Issue By 1SSUE BY 1 -

ISSUE BY 2 -

B 4
Copy To coPY 21

COPY 22

COPY23

copY24 |
Remarks * Reject By Verification Authority @
<4

g) Enter remarks and click on reject, after clicking Reject Button a confirmation dialog Box

will appear.

AE you Sure you wanl to repect the office order detasls? X

m

h) On clicking Yes, OTP will be sent to the registered mobile number and a dialog box to
enter OTP will be shown.

OTP VERIFICATION

Your last Transaction OTP was senton :
* Mobile Mo : 98X3C00KE2
* Dated :12-06-2020 00:10:11
® Valid upto : 18-06-2020 23:559:59

Enter the transaction OTP and click on 'Submit’

Enter OTP 201 31|

i) After entering OTP and clicking on ‘Submit’ button the details of the employee will be
sent back to the Dealing Clerk to do the correction and after that the Verification
Authority will not be able to edit the remarks field of the particular employee, also the status

get change from Submitted for verification >> Return to DC by Verification Authority.
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& Verify Exit Office Order (&
Your remarks for Office Order TEST/EXIT/1608 have been succesfully submitted

® Select an Office Order from the list to verify details of Promotion Office Order and click on ‘Go button.

Office Order * —-Select Office Order— v @

j) Screen of DC with returned status, where DC can rectify the data and submit again for

verification.

[# Exit Office Order Generation (#

© Select an Office Order from the list to edit previous application or select 'NEW Office Order’ option from the list to fill details of Promotion Office Order and click on 'Go' button.

Office Order * TEST/EXIT/1608 - E m

Remarks from verification Authority : Rejecting by Verification Autherity

Office Order Type SUPER ANNUATION "

Office Order TEST/EXIT/1608 Office Order Date 5/06/2020

sr Hrms Id/ Pay Railway
No Ipas id Designation Level | PayRate | Bill Unit Activity Sub-Type Quarters | Pensionable | DAR/Vig.  W.EF
1 WM ADESH KUMAR MECHANICAL SENIOR SECTION 7 49000 | 3307428 SUPERAMNUATION N ¥ ¥ 2020-06- rs
ENGINEER (RETIREMENT) o1 =]
36729800012
2 KNKISC SATISH KUMAR MECHANICAL SENIOR SECTION T 56900 3307429 SUPERANNUATION Y A N 2020-06 7

k) Verify: If data is found correct then Verification Authority (VA) clicks “Verify” button.

I) Enter the relevant remarks and then click on Verify Button to verify the details and

forward it to Acceptance Authority for acceptance.

Pre Note PRE NOTE 1
PRENOTE 2
PRE NOTE 3
PRENOTE 4
PRE NOTE 5

Post Note POST NOTE 1
POST NOTE 2
POST NOTE 3
POST NOTE 4
POST NOTE 5 -
POST NOTE &

Issue By ISSUE BY 1
ISSUEBY 2 -
ISSUE BY 3

Copy To COPY 21
COPY22
COPY23
COPY24

Remarks * Verified By Verification Autharity]

m) After clicking Verify button, a confirmation dialogue box will appear.
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Are you sure you want to verify office order details?

n) On clicking Yes, OTP will be sent to the registered mobile number and a dialog box to

enter OTP will be shown.

OTP VERIFICATION

Your last Transaction OTP was sent on :
= Mobile No @ 123300009
= Dated : 04-05-2020 16:53:21
» Valid upto : 10-05-2020 23:59:59

Enter the transaction OTP and click on "Submit’

Enter OTP 20131|

o) After entering the correct OTP and clicking on Submit button the details of the

employee will be forwarded to the Acceptance Authority for acceptance and after that
the Verification Authority will not be able to edit the remarks field of the particular

employee, also the status get change from Submitted for verification >> Verified.

Home / IPAS / Verify Exit Office Order

& Verify Exit Office Order [#

Your remarks for Office Order TEST/EXIT/1608 have been succesfully submitted

@ Select an Office Order from the list to verify details of Promotion Office Order and click on 'Go’ button.

Office Order ™ —Select Office Order-- v
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4.1.3. Approval of Office Order for Exit Reporting by AA

a) After successful login, in the left side panel Right click on the Office Orders menu and

then click on the sub-menu with name Accept Exit office orders.

@ Pass -

[3] settlement -

o Your Unit : JODHPUR WORKSHOPy WSH Zone : NORTH WESTERN RAILWAY(NWR)
IPAS -

=l = R = ’
B Career Events Update ~ Type Creation Type Creation

E Office Orders - |

Statistics of Users of HRMS application Not

Accept Promotion-Transfer
Office Orders

| Accept Exit Office Orders |

Office Order Summary

b) After that a new screen is opened where user have to select the Office order from the

dropdown whose details is to be accepted.

& Accept Exit Office Order (&'

O Select an Office Order from the list to accept details of Promotion Office Order and click on ‘Go’ button.

Office Order * --Select Office Order-- v

--Select Office Order--

TEST/EXIT/1608

c) After selecting the Office Order click on the GO button to get the details of the selected
Office Order.

™ Accept Exit Office Order (&'

O Select an Office Order from the list to accept details of Promotion Office Order and click on 'Go’ button.

Office Order * TEST/EXIT/1608 v

d) After that a new screen is opened where user can view all the Office order details
entered by the DC and the status at this time is Verified.
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& Accept Exit Office Order [

© Select an Office Order from the list to accept details of Promotion Office Order and click on 'Go’ button.

Office Order * TEST/ENIT/ 1608 . a m
Office Order Type
Office Order TEST/EXIT/1608 Office Order Date

1 WL ADESH KUMAR MECHANICAL SENIOR SECTION 7 49000 3307428

SUPER ANNUATION

15/06/2020

Railway

Quarters

SUPERANNUATION N

Pensionable | DAR/Vig.

W.EF

2020-06-

ENGINEER (RETIREMENT) o
36729800012
2 KNKISC SATISH KUMAR MECHANICAL SENIOR SECTION 7 56900 3307429 SUPERANNUATION ¥ ¥ N 2020-06- @&
MANJHI ENGINEER (RETIREMENT) o1
53302200160

e) AA can add the remarks in the field called Remarks and can either Reject or Accept the

Office order.

PRE NOTE 1
PRE NOTE 2
PRE NOTE 3
PRE NOTE 4
PRE NOTE 5

POST NOTE 1
POST NOTE 2
POST NOTE 3
POST NOTE 4
POST NOTE 5 =
POST NOTE & B

ssue By ISSUE BY 1
ISSUE BY 2 ~
ISSUE BY 3

Copy To copv 21

f) Enter ‘Remarks’ and then click on ‘Reject’ button to return the details back to DC.

Copy Te

Are you sure you want to reject the office order details?
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h) On clicking Yes, OTP will be sent to the registered mobile number and a dialog box to

enter OTP will be shown.

OTP VERIFICATION

Your last Transaction OTP was sent on:
* Mobile No : 98X30KK98
* Dated 1 10-06-2020 21:56:31
* Valid upto : 16-06-2020 23:59:59

Enter the transaction OTP and click on 'Submit’

Enter OTP ‘

i) After entering the correct OTP and clicking on Submit button the details of the Office
order will be sent back to the Dealing Clerk to do the correction and after that the
Acceptance Authority will not be able to edit the remarks field of the particular office

order.

& Accept Exit Office Order (2
Your remarks for Office Order TEST/EXIT/1608 have been succesfully submitted

@ Select an Office Order from the list to accept details of Promotion Office Order and click on ‘Go’ button.

Office Order * --Select Office Order-- v @

j) Screen of Dealing clerk with returned status. Where DC can rectify the data and submit
again for Verification.

[# Exit Office Order Generation (#

@ Select an Office Order from the list to edit previous application or select "NEW Office Order’ option from the list to fill details of Promotion Office Order and click on 'Go' button.

o I

Office Order * TEST/EXIT/1608 )

Remarks from verification Authority : Verified by Verification Authority

Remarks from Acceptance Authority : Reject to DC

Status: Returned to DC by Acceptance Authority I

Office Order Type SUPER ANNUATION T

Office Order TEST/EXIT/1608 Office Order Date 15/06/2020

Railway

Designation Bill Unit Quarters Pensionable DAR/Vig. W.EF

1 WML ADESH KUMAR MECHANICAL SENIOR SECTION 7 49000 | 3307428 SUPERANNUATION N ¥ ¥ 2020-06- [Fe
ENGINEER (RETIREMENT) o =

36729800012
2 KNKISC SATISH KUMAR MECHANICAL SENIOR SECTION 7 56900 3307429 SUPERANNUATION ¥ Y N 2020-06- [
MANJHI ENGINEER [RETIREMENT) o1 =

53302200160
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k) Enter the relevant remarks and then click on Accept Button to Accept the details.

Post Note POST NOTE 1
POST NOTE 2
POST NOTE 3
POST NOTE 4
POST NOTE 5 o
POST NOTE 6 p
Issue By ISSUE BY 1 -
ISSUE BY 2 S
ISSUE BY 3 p
Cepy To copyY21
COPY22
CoPY23
COPY 24 ]
el Acepted
Reiocl

[) After clicking Accept button, a confirmation dialogue box will appear.

Are you sure you want to accept office order details?

m) On clicking Yes, OTP is sent to the registered number and a dialog box to enter OTP will

be shown.

OTP VERIFICATION

Your last Transaction OTP was sent on
= Mobile No - 3800000083
* Dated : 10-06-2020 29:56:31
= Nabhd upto @ 16-06-2020 23:5%:59

Enter the transaction OTP and click on Submit’

Enter OTP |

n) After entering OTP and clicking on Submit button the details of the office order will be
accepted and after that the Acceptance Authority will not be able to edit the Remarks of
the particular Office order. The status get change from Verified->Accepted. After
accepting the Office order, the office order is sent to DC for print, upload and

submission of Printed order.

& Accept Exit Office Order &

Your remarks for Office Order TEST/EXIT/1608 have been succesfully submitted

@ Select an Office Order from the list to accept details of Promotion Office Order and click on ‘Go button.

Office Order * --Select Office Order-- v ﬂ @
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4.1.4. Printing of Office Order for Exit Reporting by DC

a) After successful login, the User right click on the left side panel on the Office Orders

menu and then click on the sub-menu with name Print office orders.

BB Mis Reports -
Designation : OFFICE SUPERINTENDENT Railway Unit : JODHPUR WORKSHOP/ WSH Zone/PU/Institute : NWR
& pass -
(8] settlement - i . .
Kindly Fill the Summarized SR for Retiring employees and then Click here to assign Welfare Inspector,imm

@ ioas - . -
BB coer Statistics of Users of HRMS application ( Load Count & ) Notifications
B8 Career Events Update ™ ~ A

Your Unit : JODHPUR WOI RTH WESTERN RAILWAY(NWR)
B office Orders - O Lol

User Type | No.of Users | Date Last Creation No.of Users | Date Last Creation
Promotion-Transfer Office -_—

Order Generation Click here to view List of assigned employees to you.

Exit Office Order Generation ent for IR-HRMS

Office Order Summary

I Print Office Orders

EMPLOYEE MASTER

b) After that a new screen is opened where user have to select the Office order from the

dropdown whose details has to be Printed.

Home s IPAS ;7 Print Office Order

& Print Office Order

Office Order * --Select Office Order-- v @

--Select Office Order--
TEST/00/20200612
SUP-EXIT/FINAL-TEST/132
TEST/EXIT/1608

OTHER EXIT CHCK

c) After selecting the office order click on the GO button to get the details of the selected
office order.

& Print Office Order

Office Order * TEST/EXIT/1608 v m

d) After that a new screen is opened where user can view the Office order details entered
by the DC and the status at this time is Accepted.
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& Print Office Order

Office Order * TEST/EXIT/1608 Y

Status: Accepted

Office Order TEST/EXIT/1608 Office Ordler Type SUPER ANNUATION v

officeOrderUpload * Choose File | No file chosen Upload Office Order Date 15/06/2020

e) DC has two options ‘Print Office Order’ and ‘Submit Office Order’.

On clicking ‘Print Office Order’ button the new window will open with pdf of an Office
Order for Printing. The pdf has QR code embedded with basic details of the office order.

@ Google [ EnterpriseDB | The... i PostgreSQL: Docum.. w8 Microf s = NW Welcome to Netwo|
Print 2 sheets of paper
NWR - 5
Destination & Canon MB5100 series
JODHPUR WORKSHOP/ WSH
Office of Name Pagss Al -
Date : 2020-06-15
No: TEST/EXIT/1608 Copies 1
PRE NOTE 1
PRE NOTE 2
PRE NOTE 3 Calor Color -
PRE NOTE 4
PRE NOTE §
. More settings v
No : TEST/EXIT/1608
Sr [ Namo Pay Date of Birth | Date of Retirement
No.[EmpNo  |Level(RSRP- |Dateof | Completion of60 | Date
signatic ) Appointment | Vrs. of
PRE NOTE 1 PENSIONTYPE | Years
PRE NOTE 2 tonit
PRE NOTE 3 e sana
PRE NOTE 4
PRE NOTE 5§ e i
POST NOTE 1
POST NOTE 2
- POST NOTE 3
Sr No. | Name Pay Level(RSRP-2016) |1 POST NOTE 4
Emp No Pay Rate 1 POSTNOTE §
Designation Date of increment - m Cancel
Unit/T-No -
1 ADESHKUMAR. 7 1989-02-02 T 20490228
WMILIT 49000 2016-1130
SENIOR SECTION ENGINEER.
3307428
SATISHKUMAR MANHL |7 19810119 T 20410131
KNKI 56900 2005-09-06
SENIOR SECTION ENGINEER.
3307429
POST NOTE 1

f) After taking print, DC get Office Order signed from the competent authority, scan the

signed copy and upload the file for further action. For uploading click on the choose file.

& Print Office Order

QOffice Qrder * TEST/EXIT/1608 LA

Status: Accepted

Office Order TEST/EXIT/1608 Office Order Type SUPER ANNUATION v

officeOrderUpload * No file chosen | Office Order Date 15/06/2020
Submit Office Order

g) Choose the file from the computer and click on ‘Open’ button.
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@ Open he
4 & 5 ThisPC > Downloads ) Search Downloads r)

Organize ~ New folder m @
( Name Date . Type Size Tags
s Quick access.
New folder (2) -
4 = Pictures (3] TEST-EXIT-1608 16-06-2020000:49 WPS PDF Docume... 171 KB
o 8 . @
helpdesk 10-06-2020 17:36 WPS PDF D 496 KB
i @ OneDrive @ hefpoes coums -
= ~ Earlier this year (3)
8 This PC
g - New folder (3) 17-02-2020 14:29 File folder
B 30 Objects (2] traines 27-01-2020 11:30 WPS PDF Docume... 153 KB
E [ Deskiop ) CooK 27-01-2020 11:30 WPS PDF Docume... T8 KB
D 5 .
ocuments ~ A long time ago (2) Office Order Type SUPEI
Downloads
4 ¥ Down New folder 01-05-2019 12:12 File folder
b Music 0] postgresql-how-to-... 22-02-2012 1210 WPS PDF Docume... 4,345 KB
[&] Pictures. Upload Office Order Date 15/06,
0 @ videos
¢ — Local Disk (D:)
= Local Disk (E:) Print Office Order Submit Office Order
3 = Network
File name: | TEST-EXIT-1608 | | wes PDF Document ~|

h) Then click on the ‘Upload’ button to upload the file.

& Print Office Order

Office Order * TEST/EXIT/1608 v @

Status: Accepted

Office Order TEST/EXIT/1608 Office Order Type SUPER ANNUATION v

officeOrderUpload *

TEST-EXIT-1608.pdf Office Order Date 15/06/2020
Print Office Order Submit Office Order

i) The button will upload the file with loading.

& Print Office Order

Office Order * TEST/EXIT/1608 v ﬂ @

Status: Accepted

Office Order TEST/EXIT/1608 Office Order Type SUPER ANNUATION v

officeOrderUpload * BEEss Upload Office Order Date 15/06/2020

100%
File uploaded successfully.

Print Office Order Submit Office Order

j) After successfully upload of document it will start showing view link with x button.

8 Print Office Order

Office Order * TEST/EXIT/1608 M - @

Status: Accepted

Office Order TEST/EXIT/1608 Office Order Type SUPER ANNUATION v

officeCrderUpload * | Choose File | No file chosen Office Order Date 15/06/2020

I w o % I
Print Office Order Submit Office Order
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k) On click on view button a pop pup will be open with pdf.

VIEW FILE

NWR
JODHPUR WORKSHOP/ WSH
Office of Name :
Date : 2020-06-15
No : TEST/EXIT/1608

PRE NOTE 1
PRE NOTE 2
PRE NOTE 3
PRE NOTE 4
PRE NOTE §

Name Pay Date of Birth | Date of Retirement
. | Emp No Level(RSRP- | Date of Completion of 60 | Date
Designation |2016) Appointment | Yrs. AN of

Unit/T-No Pay Rate PENSION TYPE | Years
Date of Month

[) User can remove the PDF by clicking ‘X’ button after view.

m) Click on ‘Submit Office Order’ button to forward the office order to Acceptance
Authority to check. Then the status will change from Accepted to Printed

& Print Office Order

Office Order * TEST/EXIT/1608 v

Status: Accepted

Office Order TEST/EXIT/1608 Office Order Type

SUPER ANNUATION v
officeOrderUpload * ‘ Choose File |No file chosen Upload Office Order Date 15/06/2020
View X%

& Print Office Order

Office Order Updated successfully saved for employee with OfficeOrderld: TEST/EXIT/1608

Office Order * TEST/EXIT/1608 v

4.1.5. Confirmation of Uploading of Office Order for Exit Reporting

a) Now, Acceptance Authority can view Office Order file that was signed, scanned and

uploded by using same Accept Office Order menu, View PDF. At this time the status is
Printed.
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o If he doesn’t found any issue in the office order uploaded, then he will click on
Accept and Close button. (Status changed to Closed[C]).

e |f he founds some issue in the uploaded office order, then he will click on Return to

Print button to sent it back to DC for Re-print. (Status changed to Returned to

Print[PR]).

b) Enter the Remarks and click on ‘Return to Print’ button to return back to DC.

IR-HRMS >

5 i o 0 u° G -

& Accept Exit Office Order ('

Office Order * TEST/EXIT/1608 Ld

TEST/EXIT/1608

1 WML ADESH KUMAR MECHANICAL SENIOR SECTION
ENGINEER

36729800012

2 KNKISC SATISH KUMAR MECHANICAL SENIOR SECTION
MANJHI ENGINEER

53302200160

Pre Nate PRE NOTE 1
PRE NOTE 2
PRE NOTE 3
PRE NOTE 4
PRE NOTE 5

Post Note POST NOTE 1
POST NOTE 2
POST NOTE 3
POST NOTE 4
POST NOTE 5
POST NOTE &

Issue By ISSUE BY 1
ISSUE BY 2
ISSUEBY 3

Copy To copy21
copy 22

coPY23
copy 24

A View Pdif

Office Order Upload

Remarks *

® Select an Office Order from the list to accept details of Promotion Office Order and click on ‘Go’ button.

Office Order Type

Office Order Date

Bill Unit

7 49000 3307428

7 56900 2307429

Copyright @ 2018 Centre For Railway Information Systems. All Rights Reserved. This application works best in Google Chrome 70.0 and above

SUPER ANNUATION v

15/06/2020

Railway

Quarters Pensionable | DAR/Vig.

SUPERANNUATION N ¥ ¥ 2020-06- =3
(RETIREMENT) 0

SUPERANNUATION Y ¥ N 2020-06- @
(RETIREMENT) 1

d

c) After clicking Return Button a confirmation dialog Box will appear.

Are you sure you want to Return the office order to print again?
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d) On clicking ‘Yes’, OTP will be sent to the registered mobile number and a dialog box to

enter OTP will be displayed.

OTP VERIFICATION

Your last Transaction OTP was sent on :
= Mobile No : 122300009
= Dated £ 26-04-2020 11:23:47
* Valid upto :02-035-2020 23:59:59

Enter the transaction OTP and click on 'Submit'

Enter OTP 4?8748{

e) After entering the correct OTP and clicking on Submit button office order will be sent
back to the Dealing Clerk for re-print and after that the Acceptance Authority will not be
able to edit the remarks field of the particular order, also the status get change from

Printed-> Return to Print.

[ Accept Exit Office Order (2

Your remarks for Office Order TEST/EXIT/1608 have been succesfully submitted

@ Select an Office Order from the list to accept details of Promotion Office Order and click on "Go’ button.

Office Order * --Select Office Order-- v @

f) Screen of DC with status Return to Print. Now Dc will upload new office order and click

on Submit office order to send to Acceptance authority for the check.

Office Order * TEST/EXIT/1608 v @

Status: Return For Print

Office Order TEST/EXIT/1608 Office Order Type SUPER ANNUATION v
officeOrderUpload * Choose File | No file chosen Upload Office Order Date 15/06/2020
View %

Print Office Order Submit Office Order

g) Acceptance Authority will check the office order pdf and enter the relevant remarks and

click on Accept and Close Button to Close the Office Order.

138
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Copy To copy 2 1
copyz2
copPY 23
copy 24
P
Office Order Upload [® view Pdf
Remarks * Office order |s accepted

Acceptance And Close | Return to Print

h) After clicking Return Button a confirmation dialog Box will appear.

Are you sure you want to Close the office order details?

I3 EX3

i) On clicking ‘Yes’, OTP will be sent to the registered mobile number and a dialog box to

enter OTP will be shown.

OTP VERIFICATION

Your last Transaction OTP was sent on :
= Mobile No: T2XXXXXX9
= Dated : 26-04-2020 11:23:47
= Valid upto :02-05-2020 23:56:59

Enter the transaction OTP and click on 'Submit*

Enter OTP 473743‘

j) After entering the correct OTP and clicking on Submit button the Office Order will be
Closed, also the status get change from Printed-> Closed.

& Accept Exit Office Order (&
Your remarks for Office Order TEST/EXIT/1608 have been succesfully submitted

© Select an Office Order from the list to accept details of Prometion Office Order and click on ‘Go’ button.

Office Order * —-Select Office Order-- A @
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4.2. Exit Reporting

After the Office Order of the Employees is Generated and closed DC can Report the Exit of only those

employees using this Ul .
4.2.1. Recording of Exit Reporting by Dealing Clerk

a) In the left side panel Right click on the IPAS menu and then click on the sub-menu with

name Exit reporting.

I R— H R.M s — 2= This is Development enwvino
Home / Dashboard
@ pashboard
©» IRHRMS-ESS -~
UserlD = DOOHYS
= Admin Section - Designation - OFFICE SUPERINTEMNDEMNT
-
%" Employes Master -
—
= esr -
% MIS Reports -
<#&> Pass -
2] settlement -
I < 1pas AI
Transfer
Promotion
Cliclk here to wview List of assigned employees to youl
I Exit Reporting I
Mew Joinee Entry

b) After that a new screen is opened where user have to enter the HRMS Id of the

employee whose exit reporting is to be done and whose office order is generated and

closed.
@ Dashboard
9 IRHRMS-ESS - Exit Reporting of Employee (&

= Admin Section

2et © Enter the HRMS ID of the Employee and then click on Go to fetch the Details.
Employee Master

e-SR - IPASS Id/HRMS Id*

@ MIS Reports -
@ Pass e \
Settlement e
@ ipas -

Transfer

(o o3

Promotion

Exit Reporting l

c) User enters HRMS ID. System validates HRMS ID w.r.t. assignment with current users or
valid HRMS ID. If HRMS ID is not assigned to current user or if the office order is not
generated for that user then System flashes an error message.
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No Office Order Exist for this Employee

d) After entering the HRMS Id, click on the ‘GO’ button or if user want to reset the new
HRMS Id user can click on the Reset button.

Exit Reporting of Employee (&'

© Enter the HRMS ID of the Employee and then click on Go to fetch the Details.

IPASS Id/HRMS Id* WMJJJJ‘ @

e) After that a new screen is opened where some basic info of the employee will be

shown. At this time the status of the employee is NEW or if the employee details are

saved previously then status is Draft.

[Exit Repaorting of Employes (&

D Erter the HAMS ID of e Emplopee snd then click on Go 1o Setch the Detel

PASS SHANES Lém’“:—. I m
Empleyes Detalls
tpass i | RIS 1D M |
Employre Fame | iser Role * _;-_i:l.

Dl gusil Ly LTl PaEang _dann pebl')

f) On the same page on scrolling down, user will have to enter the office order and other
details for the exit of employee like remarks etc. Most of the fields are pre-filled from

the office order info generated.
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Office Order and Other Details

Office Order No* TEST/EXIT/1608 Office Order Date* 15/06/2020 o}
Date of Cessation* 01/06/2020 = Type of Exit* SUPERANNUATION(RETIREMENT) v
Office Order* Choose File |No file chosen

View
Remarks |:—: narks

oo [ e

g) Dealing Clerk can view the Pdf of the office order and can also enter his remarks.

@' 'm:l--nc‘uuw "‘. eH;p “e

SANJAY KUMAR SINGH

IR-HRMS

@ pashboard

© IRHRMsS-ESS - Exit Reporting of Employee

= Admin Section
© Enter the HRMS 1D of the Employee and then click on Go to fetch the Details.

&8 Employee Master -
= - IPASS Id/HRMS Id* Wy ‘ m
BB MIS Reports -
Status: tew
@ rass - )
Employee Details
(2] settlement -
© s - Ipass 1d * 36729800012 HRMS ID * W
BB Career Events Update  ~ Employes Name AoEe KUAR I s
Promotion
Department MECHANICAL Designation Sr. SEC. ENGINEER(WORKSHOP-CIVIL)
Transfer
Exit Reporting PayLevel 2 PayRate 47600
New Joinee Entry
Bl nie 3307428 User Unit JODHPUR WORKSHOP/WSH
Transfer Report
R Dot Date of Retirement 28/02/2049

= Admin Section

& employes Master - Dffice Order and Other Details
-
= eSR - Office Order No* TEST/EXIT/1608 Office Order Date* 15/06/2020 o]
BB MIS Reports -
& Date of Cessation™ 01/06/2020 ] Type of Exit* SUPERANNUATION(RETIREMENT)
& Pass -
Settlement - Office Order” Choose File | Mo file ehosen
@ eas - o
BB Career Events Update  ~ Remarks
Promotion
Transfer

Exit Reporting m Save as Draft

New Joinee Entry
Transfer Report

New Joinee Report

Copyright @ 2018 Centre For Railway Information Systems. Al Rights Reserved. This application works best in Google Chrome 70.0 and above

Status Report

h) 7. After filling all the relevant fields, there are two buttons, Submit and Save as Draft. On
clicking Save as Draft, employee details are saved such that they can be edit/change

afterwards in future by the Dealing Clerk, and also the status changed from New->Draft.
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Exit Reporting of Employee (&'

Exit Reporting details have been succesfully saved for employee WML

O Enter the HRMS ID of the Employee and then click on Go to fetch the Details.

IPASS Id/HRMS 1d* WML ‘ @

Employee Details

Status: praft

i) On Clicking Submit Button, a confirmation dialogue box will appear to choose Yes/No.

Are you sure you want to submit the data for verification? You will not able to =
make changes after submission

j)  On clicking Yes, OTP will be sent to the registered mobile number and a dialog box to
enter OTP will be shown.

OTP VERIFICATION

Your last Transaction OTF was sent on :
= Mobile Mo @ 12X
= Dated : 04-05-2020 16:53:21
= Valid upto : 10-05-2020 23:59:59

Enter the transaction OTP and click on 'Submit’

Enter OTP | 20131

k) After entering the correct OTP and clicking on submit button the details of the
employee will be sent to the verification authority for verification and after that the

Dealing clerk will not be able to edit the details of the particular employee, also the

status get change from Draft->Submitted for verification.

Exit Reporting of Employee (¢
Exit Reporting details have been succesfully saved for employee WML

@ Enter the HRMS ID of the Employee and then click on Go to fetch the Details.

IPASS Id/HRMS Id* WM ‘ @

Employee Details

I Status: Submitted for \/er‘iFicatiunI
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4.2.2. Verification of Exit Reporting by Verifying Authority

a) After successful login, in the left side panel Right click on the IPAS menu and then click

on the sub-menu with name Verify Exit reporting.

Home -, Dashboard

nt for IR-HRMS

IR-HRMS
@ Dashboard
O IRHRMS-ESS s
UserlD = INLNWWIR
=T - ht
-t Employee Master Designation - Ch. OFFICE SUPERINTEMNDEMT
S
_— e-SR -
@ Pass -

Settlement -

IQIPAS - I

Rl s Woriar LIt = MODHPLIR WOR KSR,
WASIH
Werify Maeww Joinee
LW Mo of Date Last
I wWerify Exit Reporting I Ty Creatiomn

Werify Tramsfer

Transfer Report

b) After that a new screen is opened where user have to select the employee from the

dropdown whose exit reporting is to be verify.

[ Verify Exit Reporting (&'

O Select an employee from the list to verify Exit details and click on ‘Go’ button.

IPASS Id/HRMS Id* —Select Employee— v
/ --Select Employee-- -
AD A

c) After selecting the employee click on the ‘GO’ button to get the details of the selected

employee.

& Verify Exit Reporting (&'

@ Select an employee from the list to verify Exit details and click on 'Go” button.

IPASS Id/HRMS 1d* ADESH KUMAR--(WMJJJJ) M

d) After that a new screen is opened where user can view all the exit details of the
employee entered by the DC and the status at this time is Submitted for Verification.
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 Verify Exit Reporting (&

© Select an employee from the list to verify Exit details and click on 'Go’ button.

IPASS Id/HRMS Id* ADESH KUMAR--(WNMJILJ) v

Status: submitted for Verification|

Employee Details

Ipass Id * 36729800012 HRMS ID * WM

Employee Name ADESH KUMAR User Role * —_Please Select-- v
Department MECHANICAL Designation Sr. SEC. ENGINEER(WORKSHOP-CIVIL)

PaylLevel 2 PayRate 47600

e) VA can add the remarks in the field called Remarks and can either Return or Verify the

Office Order and Other Details
Office Order No* 85348057307 Office Order Date™ 15/01/2020 o
Date of Cessation™ 23/03/2020 = Type of Exit* Volunteer Retirement i
ofics order E=mie e
@ view 2

Remarks Sent to VA

-

Remarks * Remarks for Exit Reporting
N\

f)  Fill-in ‘Remarks’ and then click on ‘Return’ button to return the details back to DC.

@ ipas ~

Verify Promotion

Remarks = Retumn to DC
Verify New Joinee

Verify Exit Reporting
Verify Transfer
Transfer Report

status report \

g) After clicking Return Button a confirmation dialog Box will appear.

Are you sure you want to return Exit Reporting Details?

e
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h) On clicking Yes, OTP will be sent to the registered mobile number and a dialog box to
enter OTP will be shown.

OTP VERIFICATION

Your last Transaction OTP was sent on :
= Mobile No: 12XXXXXX9
* Dated : 26-04-2020 11:23:47
= Valid upto :02-05-2020 23:59:59

Enter the transaction OTP and click on 'Submit”

Enter OTP

478748

i) After entering the correct OTP and clicking on Submit button the details of the
employee will be sent back to the Dealing Clerk to do the correction and after that the
Verification Authority will not be able to edit the remarks field of the particular

employee, also the status get change from Submitted for verification-> Return to DC by
Verification Authority.

& Verify Exit Reporting (&

Your remarks for Exit Reporting for the employee WMIJJJ have been succesfully submitted

© Select an employee from the list to verify Exit details and click on ‘Go' button.

IPASS Id/HRMS Id* ADESH KUMAR-~(WMJ1JJ) M

I Status: Returned to DC by Verification Authority

Employee Details

Ipass Id * 36723800012 HRMS ID * ]
Employee Name ADESH KUMAR User Role * --Please Select-- v
Department MECHANICAL Designation Sr. SEC. ENGINEER(WORKSHOP-CIVIL)

j) Enter the relevant remarks and then click on Verify Button to verify the details and
forward it to Acceptance Authority for acceptance.

Remarks Sent to VA

Remarks * send to aa|
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k) After clicking Verify button, a confirmation dialogue box will appear.

Are you sure you want to Verify Exit Reporting Details? x

B3 X

I) On clicking Yes, OTP will be sent to the registered mobile number and a dialog box to

enter OTP will be shown.

OTP VERIFICATION

Your last Transaction OTP was sent on :
s Mobile Mo @ 1230000
» Dated : 26-04-2020 11:23:47
» Walid upto :02-05-2020 23:59:59

Enter the transaction OTP and click on 'Submit’

Enter OTP 4?8?481

m) After filling in the correct OTP and clicking on ‘Submit’ button the details of the

employee will be forwarded to the Acceptance Authority for acceptance and after that
the Verification Authority will not be able to edit the remarks field of the particular
employee, also the status get change from Submitted for verification-> Verified.
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(& Verify Exit Reporting (£’

Your remarks for Exit Reporting for the employee WMJJL) have been succesfully submitted

@ Select an employee from the list to verify Exit details and click on 'Go' button.

IPASS Id/HRMS Id* ADESH KUMAR—(WMJLJJ) v

Status: verified

Employee Details
Ipass Id * 36729800012 HRMS ID * WML

Employee Name ADESH KUMAR User Role * —Please Select-- M

4.2.3. Approval of Exit Report by Accepting Authority

a) After successful login, in the left side panel Right click on the IPAS menu and then click

on the sub-menu with name Accept Exit reporting.

IR-HRMS = % This is Developme
% e-SR - Home ; Dashboard
BB mus Reports -
9 Other Reports - UserlD - OOLUZR
@ Pass - Designation - Sr. PERSOMNMNEL OFFICER-B
[2] settlement -
I & 1pas - I
Transfor Statistics of Users of HRMS application

Promotion

Accept Promotion Your Unit @ JODHPUR WORKSHOPS

Accept New Joinee

I Accept Exit Reporting I

Accept Transfer

Jranocfor Bermort

b) After that a new screen is opened where user have to select the employee from the
dropdown whose exit reporting is to be accept.

& Accept Exit Reporting (&

© Select an employee from the list to accept Exit details and click on 'Go’ button.

IPASS Id/HRMS 1d* __Select Employee-- v

--Select Employee--
ADESH KUMAR--(WNMJI1J)
MANOHARLAL MEENA--(AAAAIN)

CENTRE FOR RAILWAY INFORMATION SYSTEM 148




USER MANUAL ENTRY TO EXIT

c) After selecting the employee click on the GO button to get the details of the selected

employee.

& Accept Exit Reporting (&

© Select an employee from the list to accept Exit details and click on 'Go’ button.

IPASS 1d/HRMS 1d* ADESH KUMAR--(WNMI11J) v

B

|

d) After that a new screen is opened where user can view all the exit details of the

employee entered by the DC and the status at this time is Verified.

& Accept Exit Reporting (#

© Select an employee from the list to accept Exit details and click on ‘Go’ button.

IPASS Id/HRMS Id* ADESH KUMAR--(WM11J) v

Status: verified

Employee Details
Ipass Id * 36729800012 HRMS 1D * WML

Employee Name ADESH KUMAR User Role * --Please Select-- \/

e) AA can add the remarks in the field called Remarks and can either Return or Accept the

employee.

Office Order and Other Details

@ Dashboard
Office Order No* 85348957307 Office Order Date™ 15/01/2020 o]

© RHRMS-ESS -

_ Date of Cessation® 23/03/2020 i) Type of Exit” wolunteer Retirement v
= Admin Section

-
48 £mployee Master -~ Office Order* O T

g e-SR - BAview x

BB mis Reports - Remarks Sent to VA

) Other Reports - _|
@ pass -

[@] settiement - Remarks -

@ ipas A

Transfer /

f) Enter ‘Remarks’ and then click on ‘Return’ button to return the details back to Dealing
Clerk.
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USER MANUAL ENTRY TO EXIT

Remarks Sent to VA

Remarks * Return to D]

=

g) After clicking Return Button a confirmation dialog Box will appear.

Are you sure you want to return Exit Reporting Details? X

] ]

h) On clicking ‘Yes’, OTP will be sent to the registered mobile number and a dialog box to
enter OTP will be shown.

OTP VERIFICATION

Your last Transaction OTP was sent on :
= Mobile No: 12XNXXXX9
= Dated £ 25-04-2020 17:57:20
# Valid upto : 01-05-2020 23:50:59

Enter the transaction OTP and click on 'Submit’

Enter OTP

362874

i) After entering the correct OTP and clicking on Submit button the details of the
employee will be sent back to the Dealing Clerk to do the correction and after that the
Acceptance Authority will not be able to edit the remarks field of the particular
employee, also the status get change from Verified-> Return to DC by Acceptance
Authority.
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USER MANUAL ENTRY TO EXIT

& Accept Exit Reporting (&

Your remarks for Exit Reporting for the employee WML have been succesfully submitted

O Select an employee from the list to accept Exit details and click on ‘Go' button.

IPASS Id/HRMS Id* ADESH KUMAR--(WMIJJ) v

Status: Returned to DC by Acceptance Authority

Employee Details

Ipass Id * 36729800012 HRMS ID * WML
Employee Name ADESH KUMAR User Role * —_Please Select-- v
Department MECHANICAL Designation Sr. SEC. ENGINEER(WORKSHOP-CIVIL)

j) Enter the relevant remarks and then click on Accept Button to Accept the details.

ster

Remarks Sent to VA

Remarks * Accep1ed|

o e

k) After clicking Accept button, a confirmation dialogue box will appear.

Are you sure you want to Accept Exit Reporting Details? x

3 X3

[) On clicking Yes, OTP will be sent to the registered mobile number and a dialog box to

enter OTP will be shown.

OTP VERIFICATION

Your last Transaction OTP was sent on :
s Mobile No: 12XXXXXX9
s Dated : 26-04-2020 11:23:47
= Valid upto :02-05-2020 23:59:59

Enter the transaction OTP and click on 'Submit’

Enter COTP 4?8748{
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USER MANUAL ENTRY TO EXIT

m) After entering the correct OTP and clicking on Submit button the details of the
employee will be Accepted and after that the Acceptance Authority will not be able to
edit the remarks field of the particular employee, also the status get change from

Verified-> Accepted.

& Accept Exit Reporting (¢

Your remarks for Exit Reporting for the employee WMIJJJ have been succesfully submitted

@ Select an employee from the list to accept Exit details and click on ‘Go’ button.

IPASS Id/HRMS 1d* ADESH KUMAR--(WMJLJJ) T

Status: Accepted

Employee Details

Ipass Id * 36729800012 HRMS ID * WML

Employee Name ADESH KUMAR User Role * ~-Please Select—

- End of Document -
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