Annexure-B

Transfer Module - User Manual

1. Administrative Transfer

Administrative Transfer Flow

— Department raises request and forwards to DC

!

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

!

Return to Department VA forwards to AA

!

AA will forward to placement Committee or Returns
to department

!

Member 1 Member 2 Member 3

!
PO AA forwards to DPO/ Sr. DPO

!

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

J
TAA sign and returns to Sr DPO

J
Sr DPO returns to AA or Department

J
AA return to DC or department

!

DC marks to issue order

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



Creation of Transfer Cell - For Unit Admin

1.
2.

Go to ‘Admin Section > Change Role’

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

Creation of Placement Committee - For Transfer Cell Member

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

EE Industrial Relations =

o= Transfer -

Manage Placement Committee

==| MPP HR Rennrtec ~ .

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

Name of the Committee * f amitre Eucmun:ﬂ:m Approval [ choose Fie | Mo file chosen

HRMS ID of Member 1 *

HRMS ID of Member 2 *

HRMS ID of Member 3 *

From *

Committee Validity Period

Remarks (if any)

3.

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

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

Placement Committees for JODHPUR WORKSHOP/ WSH

Search:

& 104 Committee JUW 1 MKDQKU WFGMFZ JSQWRF Active IIYUWR
=106 Committee Jodhpur Workshop 2 OOLUZR WFGMFZ MKDQKU Active IIYUWR

5.

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



Committee Jodhpur Workshop 2

Committee ID  : 106 Approval Document  : NA
Valid From  : 11/06/2021 Valid Upto  :NA
Created By : MAHESH SINGH RATHORE (IIYUWR) Created At : 11/06/2021 15:40:56

Member Details
Member 1 : BASANT SINGH PURBIA / SPO
Member 2 : ASLAM KHAN RAJARH / ADDITIONAL CHIEF MEDICAL SUPERINTENDENT
Member 3 : NARENDRA PRAKASH MATHUR / ADME/C&W

Remarks : Placement Committee for Transfer requests

In-Active

Creation of Transfer Proposal - for Gazetted Officers of Department
1. Go to ‘Transfer > Transfer Proposal’ Page.

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

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

Transfer -
Create Transfer Proposal £ Transfer Proposal

Record Committee Meeting

@ Select a Transfer Propeosal frem the list to edit previous or select "NEW Transfer Proposal® option from the list to fill details of Transfer Proposal and ¢

Accept Transfer Proposal
‘Go’' button.

Manage Placement Committee

Transfer Proposal Summary Transfer Proposal * --Select Transfer Proposal-- A Reset

—-Select Transfer Proposal--

Placement Committee Meeting NEW Tran . .
= roposal in red text are rejected by Personal department or Placement
Summary ESTO102 / REQO00000000083
Committee)
DEMO123 / REQDO000C000081 (T fer B Bl Draft P D
Placement Committee TEST09062021 / REQOT0000000090 R e R e

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

Transfer Proposal 1D Will be generated Once Proposal is Saved
Proposal Number * TEST-PROPOSAL-20210622-0001 Proposal Date * 22/06/2021
T
L I Ty Designation / Department
Forward to * Please Select v
Remarks*
P

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

5. Enter the proposed transfer details for the employee and click on ‘Save’ button.



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

HRMS Id/IPAS lci* AKDSDX

Employee Details

Employee ID: 533NPS05273 employee Name: PRAHLAD BUARNIYA

Transfer From Transfer To
Zone * NORTH WESTERN RAILWAY(NWR) v NORTHERN RAILWAY(NR) -
Unit/Division * JODHPUR WORKSHOP (WSH) - ALAMBAGH WORKSHOP (WsH) -

Unit/Division is required.

Station Place u AMW

Office/Sectian CWM OFFICE CWM OFFICE

Department * PERSONMEL v PERSONNEL -
Sub Department Please select B Please select s
Designation * SENIOR CLERK CUM TYPIST ~ SENIOR CLERK CUM TYPIST »
Bill Unit No 3307426 0308171

-

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

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

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

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

= Transfer -

£ Forward Transfer Proposal
Forward Transfer Proposal SRS SIS IER DS

Return/Process Transfer
Request @ Select a Transfer Proposal from the list to view the Proposal raised by Department and click on ‘Go' button.

MPP HR Reports - :
ransfer Proposal * --Select Transfer Proposal--

Settlement -

--Select Transfer Proposal--
TEST-PROPOSAL-20210622/REQ0O00000000098

Service Details For Retiring
Employees

4. Select ‘Forward’ for requests which need to be forwarded to VA and select VA to forward
to



Transfer Proposal *

| TEST14062021-01/REQ0O00000000096

v|

Transfer Proposal ID

REQO00000000096

Proposal Date * 14/06/2021
T ——
S Division / [ om— gnation / Request Select
No Zone Department Division / Zone Department View Status Forward/ Return | Authority/Committee Upload Docs (if any)
1 | seeziq ASHOK JODHPUR SRAFA / ALIPURDUAR | SRAFA / @ Submitted Please Select a Please Select N..sen
KUMAR WORKSHOP o) View by
(53307193099) | NIMESH (WSH) ACCOUNTS ACCOUNTS Details | Department
! to Personal -

! NORTHEAST sranch -
NORTH FRONTIER
WESTERN RAILWAY
RAILWAY (NFR) Retum to
(NWR) Department

2 | UAHGDS KAILASH JODHPUR CHIEF OFFICE ALIPURDUAR | CHIEF OFFICE = submitted Please Select + Please Select N.sen
CHANDRA | WORKSHOP | SUPERINTENDENT | (DIV) SUPERINTENDENT View by
(52207642830) (WSH) Details | Department
/ PERSONNEL i / PERSONNEL to Personal

/ NORTHEAST granch
NORTH FRONTIER
WESTERN RAILWAY
RAILWAY (NFR)
(NWR)

Click on ‘Submit’ button to submit the remarks

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

Assignment of Transfer Case to Placement Committee - For APOs
1.
2.

Go to ‘Transfer > Forward Transfer Requests’

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

= Transfer -

£ Forward Transfer Proposal
Forward Transfer Proposal = P

Return/Process Transfer

Request @ Select a Transfer Proposal from the list to view the Proposal raised by Department and click on ‘Go' button.
MPP HR Reports - :
ransfer Propasal * --Select Transfer Proposal—
(@] settlement - -

--Select Transfer Proposal--
TEST-PROPOSAL-20210622/REQ0O00000000098

Service Details For Retiring

Employees

3. Select ‘Forward’ for requests which need to be forwarded to placement committee and

select committee to forward to from the drop-down

Division / Designation / Division / Designation / Forward/
Zone Department Zone Department View Return Select Committee Upload Docs (if any)
1 AKDSDX PRAHLAD JODHPUR SENIOR ALAMBAGH SENIOR @ Forward Please Select o Choose File |14 ser [ITRERE
EUARNIYA WORKSHOP CLERK CUM WORKSHOP CLERK CUM View
(533NPS05273) (WSH) TYPIST (WSH) TYPIST Details
/ / / / Please Select [
NORTH PERSONMEL ~ MORTHERN PERSONNEL Committee
WESTERMN RAILWAY JUW 1
RAILWAY (NR)
(NWR) Committee
Jodhpur
Workshop 2
" 3
Gazetted
Committee



4. Click on ‘Submit’ button to submit the remarks.

Record Meeting of Placement Committee - Committee Members

1. Go to ‘Transfer > Record Committee Meeting’

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

= Record Committes Meeting

@ Select a Placement Committee and Transfer Proposal from the list and click on "Go' button.

Placement Committee * Non-Gazetted Committee v‘

Transfer Proposal * ---Select Proposal Number--- v

---Select Proposal Number---
TEST-PROPOSAL-20210622 / REQO00000000098

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

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

ﬂmﬂﬂﬂﬂmmm

1 YHBIXR RAJIV JODHPUR CHIEF JAIPUR CHIEF

SHARMA | (DIV) STAFF & o STAFF & View
(53307645193) WELFARE WELFARE Details
/ INSPECTOR  / INSPECTOR = -

NORTH NORTH

wesTERN wesTeRN

RALWAY | PERSONNEL = RAILWAY | PERSONNEL

(NWR) (NWR)
‘

Previous Remarks

= O === ==

Remarks
Forward to Please Select

Submit Remarks | Return for Query

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

mmuﬁmm

[ e ]
Unique
Request Division / Dsymmn I Division /
Request No. No. Zone Zone

1| REQDOD00COOOTO0 | 191 | JQCEW NAMO JODHPUR | SENIOR JODHRUR | SENIOR
NARAYAM | WORKSHOP | CLERKCUM | WORKSHOP | CLERK IE‘
(53300001110) | MEENA wsH) TvRIST wsH) cum Details
TvRIST o 4 o
NORTH PERSONNEL | NORTH / SAFETY
WESTERN WESTERN
RAILWAY RAILWAY
(NWR) (NWR)
a4 »

6. Once signed by all members requests will be sent back to personnel branch.



Forward Transfer Case to Transfer Acceptance Authority - By Personnel Branch
1. Login with Acceptance Authority (APO )’s ID
2. Go to ‘Transfer’ > ‘Return/Process Transfer Requests’

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

E ndustrial Relations - £ Forward/Return Transfer Proposal
usti

= Transfer -~
@ Select a Transfer Proposal from the list to view the Proposal for which placement committee has given remarks and click an
Forward Jrapcfer Propocal

=

Return/Process Transfer | Transfer Proposal * ~Select Transfer Proposal— M ‘ Go

--Select Transfer Proposal--
. B TEST-PROPOSAL-000101/REQOO0D000D00SS
MEFlRRaports DEMG-123/DEMO/REQDG0000000086

TEST-PROPOSAL-20210622/REQO00000000098

(@] settlement -

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

Docs
Sr Division / Designation / Division / Designation / uploaded
No Zone Department Zone Department View by DC

Status

1 BMFUAD MANJU | JODHPUR OFFICE NWR OFFICE & View Remarks Slence Salest
LATA WORKSHOP | SUPERINTENDENT | CONST SUPERINTENDENT View | Document | given by
(53307650413) (WSH) BIKANER Details Placement || | Please Select
/ PERSONMEL (CONS) / PERSONNEL Committee Forward to Sr. DPO
NORTH /
WESTERN NORTH
RAILWAY WESTERN
(NWR) RAILWAY
(NWR)
4 L3

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

5. Login with Establishment Officer’s ID

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

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

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

2. List of all received transfer requests will be shown. Select 1 case to work upon.
= Transfer Y Il i

Create Transfer Proposal

£ Accept Transfer Proposal

Record Committee Meeting

Accept Transfer Proposal @ Select a Transfer Proposal from the list to view the Proposal Approved by Placement Committee and clicl

Manage Flacement Committee

Transfer Proposal * TRANSFER-PROPOSAL-011-2021/RE ¥
Transfer Proposal Summary

--Select Transfer Proposal--
Placement Committee Meeting TRANSFER-PROPOSAL-011-2021/REQ000000000095

Summary




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

1 AKDSDX PRAHLAD JODHPUR WORKSHOP (WsH) / | SENIOR CLERK CUM ALAMBAGH WORKSHOP SENIOR CLERK CUM = View
BUARNIYA TYPIST (WSH) TYRIST Details
(533NPS05273) NORTH WESTERN RAILWAY
(NWR) / PERSONNEL / NORTHERN RAILWAY (NR)  / PERSONMEL

View 8 Accept By Digital Sign

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

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

VIEW FILE

=  REQ000000000098M_041.pdf

NORTH WESTERN RAILWAY

JODHPUR WORKSHOP/ WSH

Proposal No. : REQD00000000098 Proposal Date : 22/06/2021
SrNo| Employee | Unit/ Zone/ Station/ OFFICE/ Desig. / | Department Remarks Personnel Department Remarks Committee Remarks Authority
Name Dept./ Sub-Dept./ BillUnit Remarks
Transfer From Transfer To
1 PRAHLAD NORTH WESTERN NORTHERN RAILWAY Remarks: Please consider PRAKASH CHANDRA SHARMA (NUUXQY) | NARENDRA PRAKASH MATHUR / APPROVED
BUARNIVA/ | RAILWAY (NWR) / (NR}/ transfer of employee. Forwarded for approval ADMEICEW (MKDQKU) :
AKDSDX / JODHPUR WORKSHOP | ALAMBAGH Remarks:
533NPS05273 | (WSH) / WORKSHOP (WSH) /| BASANT SINGH 0: ABDUL SAYEED KHAN / okkk
Jur AMW PURBIA{OOLUZR) AEN(JSQWRF)
CWM OFFICE/ CWM OFFICES 0:
SFNIOR € FRK CLM SENINR CI FRK C1IM RASANT SINGH PURRIA [ SPO

Mark Transfer Case to Issue Order - By Personnel Branch
1. Login with Establishment Officer’s ID
2. Go to ‘Transfer’ > ‘Forward/Return Transfer Requests’

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

B8 Grievance e

B8 industrial Relations =

£ Forward/Return Transfer Proposal

= Transfer -

© Select a Transfer Proposal from the list to view the Proposal for which placement committee has given remarks and click on

| Transfer Proposal * --Select Transfer Proposal-- V‘ Go

--Select Transfer Proposal--
TEST-PROPOSAL-000101/REGODD000D0008S
MEETHRIRS ports DEMG-123/DEMO/REQ000000000086

TEST-PROPOSAL-20210622/REQO00000000098

Settlement -

4, Forward request to APO for order issuance or return to department based on TAA remarks
5. Click on ‘Submit’ button to save changes

6. Login with APO’s ID



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

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

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

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

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

Forward for Ordes/ Forward to
Designation / Designation / Competent Authority/ Return to
HRMS ID Division / Zone Department Division / Zone Department View Request Status department Remarks
@z ed by B
nt

1 IMKZZW RAJENDER JODHPUR (DIV) /| ASSISTANTTL & GUNTUR (DIV) /| ASSISTANTTL &

SINGH AC (KHALASI/PS) AC (KHALASI/PS) View

(533NP502239) MEENA NORTH SOUTH Detiils Authority Please Select 4
WESTERN /  ELECTRICAL CENTRAL / ELECTRICAL Mark to issue Order
RAILWAY [NWR) RAILWAY (SCR) Return to department

2 XDZBIG RAMAVTAR JODHPUR (DIV) /| ASSISTANTTL & ADRA (DIV) / ASSISTANT TL & & Please Select v

PRAJAPAT AC (KHALASI/PS) AC (KHALAS/PS) View

(533NPS01702) NORTH SOUTH Details &
WESTERN / ELECTRICAL EASTERN / ELECTRICAL
RAILWAY (NWR) RAILWAY (SER)

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

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



2. Mutual Transfer

Basic Flow
Mutual Transfer Process
| Employee 1 Fills form |
| Employee 2 Fills form |
Supervisors of both employees fill their remarks
: . —_—
and forward to respective Branch Officer
|
Initiating railway W
1 Branch Officer forwards request to their
-
Personnel Branch
_:'v"l 05 forwards to Ch. 05 & uploads DRM approval |
| Return |<—| Ch. OS forwards to APO |
L— APO forwards to Personnel branch of other Unit n
T—-—} or to HQ (for HQ controlled posts)
Return | < APO HQ fcrrw-ards to Perscrnne.l I.:rr.anch of other [ =
Unit or returmns to Division
W

L

Other Railway W
| BO forwards to 05 | -T—=

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

| Return |"r | Ch. OS forwards to APO |
APQ approves or reject the case orto HQ (for | —T——=
T > HQ controlled posts)
| Return | . | APO HQ Accepts or retumns to Division | -

|
W




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

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

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

Home / ESS / Mutual Transfer Request

@ pashboara

e IRHRMS-ESS - £ Mutual Transfer Request
User Profile
Mutual Transfer Request Applications
View/Edit My Details
New A tion
My Change Request Summary s
e Received Application

Mutual Transfer Request Application Employee1 Employee1 Employee1 Employee1 Employee2 Employee2 Employee2 Employee2 Fill
No. HRMS ID Name Zone Submitted On HRMS ID Name Zone Submitted On Application

T

Application

No Transfer applications found

e T TS List Of Previous Application

Request Application Employee1 Employeel Employeel Employee1 Employee2 Employee2 Employee2 Employee2
o No HRMS ID Name Zone Submitted On HRMS ID Name Zone Submitted On
£¥; Service Request -

No Transfer applications found

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

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

Pincode = 342005

Supervisor Hrmsld *

Declaration

(Click on the box)
0  We, the undersigned, hereby declare that we are making this request under the rule 230 of IREC Vol | with the condition of Rule 226 and Note
under this Rule of IREC Vol.1 and also Para 310 of IREM Vol-I regarding assigning of seniority etc., and other Administrative instructions
issued/modified from time to time. Further we declare that we have read and understood the contents of RBE 107and 134 of 2007 in regard to the
muiual request transfer. We also understood that acceptance of the Divisional/Railway is not final in the process of transfer and reliving to
Division/Railway is subject to the availability of replacement in place of the one of us to be relived at first. In the event of consideration of our request,
we will not tender unwillingness nor claim any undue benefits, which are against the Indian Railway Establishment

Remarks *

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



3. Application pending for the employee will be shown. Click on ‘Edit’ button against it.

Home / ESS / Mutual Transfer Request

@ Dashboard

9 IRHRMS-ESS o £ Mutual Transfer Request

User Profile

Mutual Transfer Request Applications
View/Edit My Details

Received Application

Application Employee1 Employeel Employee1 | Employee1 Submitted Employee2 Employee2 Employee2
No. HRMS ID Name Zone On HRMS ID Name Zone
47 SR

QQWOTE DINESH NWR 2022-02-28 ZOAGPG AKHILA
SHARMA 12:09:43.257211 SRIKUMAR

My Change Request Summary
Fill
Application

Employee?

My Office Orders Submitted On

Mutual Transfer Request

Appﬂta,i;n List Of Previous Application

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

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

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

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

= Transfer -

Create Transfer Proposal £ Forward Mutual Transfer Requests

Forward Transfer Proposal

@ Select a Transfer Request from the list to view the request raised by employees and click on 'Go' button.
Return/Process Transfer

Request

Transfer Request * --Select Transfer Request-- hd

Process Inter Railway Transfer

B 2

--Select Transfer Request--
15 - BASANT SINGH PURBIA{OOLUZR) / SANJAY KUMAR SINGH{DOOHYS)

Process Mutual Transfer

Requests

rocess Change Ot L;%egory

Record Committee Meeting
4. Supervisor will provide their remarks and will either
a) Forward to the branch officer for further process, or
b) Reject the request
[ owe  ometemeDeguten e

28/02/2022 12:09:43

28/02/2022 12:31:38

DINESH SHARMA

Please approve

OFFICE SUPERINTENDENT / PERSONNEL

AKHILA SRIKUMAR

please approve

OFFICE SUPERINTENDENT / PERSONNEL

ranch Officer Id *

OENTSM

: MEENA BASKARAN / DY CPO (SOUTHERN RAILWAY/HQ )

Remarks *

Forwarded for further consideration

2




5. This process needs to be followed by both supervisors

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

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

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

b) Reject the request

Remarks *
Objections against this transfer

Remarks on
DAR/VIG/CRIMINAL *

Fprward to Dealing clerk -- Please Select -- - |

o o

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

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

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



@ Instructions:
* All the columns from 1 to 23 are filled.
Approval of DRM/ADRM of this Division of this Railway is obtained after the approval of Branch Officer.
Item Mo.23 filled and signed by Branch Officer concerned of this Division/Railway.
Certified that service particulars fumnished by the employee of this Division of Railway in application have been verified with Service Registers and other Records and foun
Attested copies of Service Register and Leave chart/bock of the employee of this Division of this Railway are enclosed herewith for forwarding to other Division/Railway.
The employee is free from DARAVIG./Criminal cases.
o This employee of this Division/Railway is undergoing/not undergeing effective penalty
o If undergoing; give particulars
# This Mutual Transfer request has been registered and uploaded in the COMPTRONPORTAL and 1D No. is generated.

Remarks * Everything is in order, please forward
y
rward to Verification RAJ KUMAR ASSUDANI (LHSGDO) v
Juthority

oo [ e

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

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

Remarks *

Comptron Id *

Action -- Please Select -- t

-- Please Select --

Forward To 2nd Branch Officer

Forward To HeadQuarter m
Return To Dealing Clerk

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

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

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

b) Reject the request

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

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



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

O Instructions:
* All the columns from 1 to 23 are filled.
Approval of DRM/ADRM of this Division of this Railway is obtained after the approval of Branch Officer.
Item Mo.23 filled and signed by Branch Officer concerned of this Division/Railway.
Certified that service particulars furnished by the employee of this Division of Railway in application have been verified with Service Registers and other Records and foun
Attested copies of Service Register and Leave chart/book of the employee of this Division of this Railway are enclosed herewith for forwarding te other Division/Railway.
The employee is free from DAR/VIG./Criminal cases.
o This employee of this Division/Railway is undergoing/not undergoing effective penalty
o If undergoing; give particulars
» This Mutual Transfer request has been registered and uploaded in the COMPTRONPORTAL and ID Mo. is generated.

Remarks * Everything is in order, please forward
4
rward to Verification RAJ KUMAR ASSUDANI (LHSGDQ) -
Jthority

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

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

Remarks *

Action -- Please Select --

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

Reject Request




3. Own Request Transfer

Basic Flow

Own Transfer Process

| Employee Fills form |

| Supervisor forward to Controlling Officer | ——>

Employee's unit v
| Controlling Officer forwards to DC of their unit| —
Tfﬁl DC forwards to VA |
| Return | < | VA forwards to AA |

| AA can fill his remarks and forward to DRM | -

DRM/CWM can approve and return back to |—
AA or Reject

—| AA can fill his remarks and forward to

Head Quater

,‘\7%| DC forwards to VA |
L4
| Return | é#i VA forwards to AA |
Te——| AA forward to Pers.onnelw branch of transfering| +—>
Transfering unit

]\ — P | DC forwards to VA |

| Return |e— | VA forwar;js to AA |
| AA can fill his remarks;nd forward to DRM |—4>
DRM/CWM can apprO\;e and return backto | +——

AA or Reject
S | AA can mark for ovrder generation |

W

Order is Drafted



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

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

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

IR-HRMS = wms
Home / ESS / Own Reauest Transfer Application
25 proeociw O O o SANJAY KUMAR SINGH ¥
9 IRHRMS-ESS - £ Own Request Transfer Application

Change Of Category
Own Request Transfer Applications
View/Edit My Details

New Application
User Profile

No Transfer applications found
My Office Orders ki

Mutual Transfer Request
Own Request Transfer

Application © Status Description
+ S - Submitted for Approval

2 service Request -
= Admin Section -
¥ Loan & Advances -
C.‘

%% Emplovee Master -

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

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

9 IRHRMS-ESS - Declaration
Change Of Category (Click on the box)
O  Ihereby declare that | am eager for my transfer which is being arranged on the basis of own request/mutual transfer and express the following:-
View/Edit My Details 1. a) | shall abide by and accept the seniority as admissible under the rules for own request/mutual transfer.

b) | shall accept bottom seniority under the rules as the transfer sought for is at my own request

YemmlALs 2. | shall accept posting at any station/office/unit/Division of the Railway to which | shall be transferred.
My Change Request Summary 3. | am aware that | am neither entitled to transfer passes nor TA/DA at joining time

4. | shall not claim for allotment of Railway quarters on out of turn basis
My Office Orders 5. | shall deposit security money as and when required for the post to which | am seeking transfer.

6. | shall comply with the rules and regulations connected with the duties of the post to which | am seeking transfer.

Mutual Transfer Request
< 7. 1 shall not seek a re-transfer to my original department

Own Request Transfer 8. | shall undertake Initial/refresher course and first-aid training etc. as required under rules.

Application
£ Service Request -
= Admin Section M |
¥ Loan & Advances v
e Forward To (Department
%% Employee Master - Supervisor)®
Eosr -

Remarks *
@ Pass e
&

BB Executive Record bd

B office Orders - @

@ Career Events Update ™



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

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

Placement Committee

Summary © Selact an inter railway request from the list fo view the request raised by Department and click an ‘Ga’ button
Orders Issuance After Approval
Summary Transfer Request * ORO0000027 - SANJAY KUMAR SING v
Forward Mutual Transfer
Hegle Employee Details
Mutual Transfer Report HRMS Employee ID : DOOHYS Ipass Employee ID : 53307649990
Transferrable Staffs List Employee Name : SANJAY KUMAR SINGH Date of Birth :1975-07-24
Priority Register Appointment Date :1986-05-13 Substantive Designation : OFFICE SUPERINTENDENT
Forward Inter Railway Iransfer Substantive Paylevel :6 Grade In Which Appointed : 5 (029200-092300)
Request
o Staff/Ticket No. z1a Current Unit : JODHPUR WORKSHOP
25| MPP 1IR Reports -
Curren + Bill Linit :3307426 Foucational Qualification : BTECH
8] settlement bt
Typing proficiency N
2] onr =
Trasfer Details
E seniority -~
Type Of Transfer DINT D Railway Unit : BANARAS LOCOMOTIVE WORKS
Station sIMuU Department : COMMERCIAL
Sub Department - Designation Name : ACCOUNTS ASSISTANT
Special Condition : YES MARZE

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

b) Reject the request

a Remarks
Forward Mutual Transfer
T e
25/03/2022 15:06:58 SANJAY KUMAR SINGH please forward
G TS Repert OFFICE SUPERINTENDENT / ADMIN/GENERAL
Transferrable Staffs List
Priority Register
Forward Inter Railway Transfer
Request
[ES) MPP HR Reports ~
Settlement - Ly ~-please select-- 5
ONR h
& seniority - Remarks *

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

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

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

b) Reject the request

Processing of Request by DC, VA, AA of Employees Unit
1. Login with dealing clerk



2. Click on ‘Transfer > Forward Inter Railway Transfer Requests’

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

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

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

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

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

Transfer Proposal Summary e

et et

Summary 25/03/2022 15:06:58 SANJAY KUMAR SINGH please forward
OFFICE SUPERINTENDENT / ADMIN/GENERAL

Placement Committee
Summary

25/03/2022 15:10:01 M SENTHIL KUMAR forwarded
LAB ASSISTANT / PERSONNEL

Orders Issuance After Approval
Summary

Forward Mutual Transfer
Requests
Mutual Transfer Report

Accepting officer's Forward To Transfer Unit v
Action®

Transferrable Staffs List
Priority Register

Forward Inter Railway Transfer
Request

Forward to Railway Unit* : BLWP

] MPP HR Reports -
Remarks *

Settlement hd

Cadre Management -

Seniority ~

Processing of Request by DRM/CWM

1. Login with DRM/CWM

2. Click on ‘Transfer > Forward Inter Railway Transfer Requests’

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

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

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

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

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

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



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

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

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

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

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

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

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

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



4. Change of Category

Basic Flow

Change of Category Process

| Employee Fills form ‘

-

| Supervisor forwards to DC ‘

Tﬁw DC forwards to VA ‘

‘ F{eturn‘ <« | VAfﬂrw;rds to AA ‘

TP_ AA forwards to Cadre Controlling Authority
of Employee's Unit

| CCA approves and returns back to AA | >

| AA sends to CCA of Transfer Unit ‘

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

| AA sends to Estabilishment Officer ‘

v

Estabilishment Officer forwards to
DRM/CWM

E——

| DRM/CWM approves & order is drafted ‘ —_—

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

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

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

© rHRMsESS - £ Change of Category Application

Change Of Category |
: : Change of Category Applications

New Application

User Profile

My Office Orders No Transfer applications found



4. Fill all relevant details and Enter HRMS ID of the officer (supervisor) to whom the
application should be forwarded to in the department and submit the application.

Forward To DQEUW ‘ OM PRAKASH DHAKAR::DQE ‘
(Department

Supervisor)®

Remarks *

Remarks is required

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

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

= g U Uty

Grievance -

8 industrial Relations - @ Select an applicati i I |

= Transfer a

Application * CAT00000014 - NATHU SINGH JODHA/BZTTE  ~

e

Process Change Of
Category

Forward Mutual Transfer I

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

b) Reject the request

':or\.'.'ard to DC — Please Select — - I

Remarks *

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

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



4,

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

Processing of Request by Verification Authority

1.
2.
3.

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

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

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

Processing of Request by Acceptance Authority

1.
2.
3.

Remarks *

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

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

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

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

Forward

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

1.
2.
3.

Remarks *

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

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

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

Approve Request Reject Request



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

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

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

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

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

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

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

Remarks *

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

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

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

Remarks *

Approve Request Reject Request



5. Express Interest /Search List For Mutual Transfer

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

Express Interest/Search List

1. Login as Employee in HRMS

2. Go to IRHRMS-ESS’ -> ‘Mutual Transfer request’

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

Home / ESS / Mutual Transfer Request

@ Dpashboard

© IrHrmsESS N = Mutual Transfor Request
User Profile
View/Edit My Details Express Interest / Search List for Mutual Transfer
My Office Orders Mutual Transfer Request Applications

My Change Request Summary

Own Request Transfer A Mutual Transfer Request: 27 is already in process for the employee. New request can only be raised once this pending request is processed completely

Application
Received Application

Mutual Transfer Request

Application | Employee1 HRMS Employee1 Employeel Employee1 Submitted | Employee2 HRMS Employee2 Employee2 | Employee2 Submitted Fill
Change Of Category No. D Name Zone On D Name Zone On Application

'ﬂp Service Request v No Transfer applications found
t

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

Search List Express Interest

Employee Current Details

HRMS Employes 1D : DOOHYS 1PAS ID : 53307649990
Employee Name : SANJAY KUMAR SINGH Mobile No. : 9876987613
Current Zone : NORTH WESTERN RAILWAY Current Unit : JODHPUR WORKSHOP / WSH
Appointment Date : 13/05/1986 Department : ADMIN/GENERAL
Sub Department : Designation : OFFICE SUPERINTENDENT
Pay Level : =3

Transfer Sought To

Railway Zone Please Select - Railway Unit * Please Select et

Employee Remarks ~

Search:

Show 25 ~ entries
S S S N [y
Disablc

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

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



£ express Interest / Search List for Mutual Transfer

Search List Express Interest

List of

ploy

From :

Railway Zone * Please select Railway Unit * Please Select
To:

Railway Zone * Please select Railway Unit * Please Select

Employee
Name/HRMSID Department Designation To Unit

Select all the fields as seen above and click fetch .

All the records will be shown in the table.



Own Request Transfer Priority Entry for old records

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

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

=2 Transfer

Click to Toggle between Single entry mode & Bulk entry mod)

A& Single entry

orward Transfer Proposal
SPASID*
Return/Process Transfer HRMS/IPAS 1D I:l

3. Enter HRMS ID of the employee and transfer details

Click to Toggle between Single entry mode & Bull entry mode

Employee Name/
s e e S N S R g [ e o o

Select Zone v | selectunit v | selectDepartment v | Select Designation

Select Zone v | Sselectunit v | selectDepartment v | Select Designation - [c)

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

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

Verify Priority Entry List

Login as Verification authority in HRMS

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

List of priorities pending for verification will be shown.

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

Similarly the entries needs to be accepted by Acceptance Authority

N o 1k W

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

Update Priority Entry List

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

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

3. List of old entries made will be fetched. Click on ‘Update’ button. A pop up will open



Priority Register Entries for JODHPUR WORKSHOP/ WSH Load Priority List

Search:
Designati Transfer To Unit / Ap on Created
Priority ID Department Zone By Upd

PROD00000S | SUBHASH SENIOR SECTION NR /ALAMBAGH 19/12/2018  Pending with vooyvs | EREn
PATEL (BQUISE) | ENGINEER (CA&W) WORKSHOP/WSH Transfering Unit
/MECHANICAL "
PROO0D0C0S | HANUMAN | SENIOR SECTION NR /ALAMBAGH 27/02/2019  submitted by DOOHYS
SAHAY ENGINEER (CAW) WORKSHOP/WSH Enplayes pencing
{ZKFIHO) JMECHANICAL with Superuisor
PRO00D0010 | HANUMAN | SENIOR SECTION NR /ALAMBAGH 27/02/2019  Order Issued DOOHYS

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

PRIORITY REGISTER DETAILS x

@ Eelow are the details of Priority entry made. To update status, select status from the dropdown and click on ‘Update’ button.

D : PROD000003 Employee Name : HANUMAN SAHAY (ZKFIHO)
Designation/ : SENIOR SECTION ENGINEER Transfer To Unit / :NR /ALAMBAGH
Department (C&W) /MECHANICAL Zone WORKSHOP/WSH

Application Date :27/02/2019 Current Status : Submitted by Employee pending

with Supervisor

New status Please Select - Update
Please Select =

Submitted by Employee

Pending with Controlling
officer

Supervisor Rejected

pending with DC

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



Own Request Transfer Priority Entry for old records

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

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

=2 Transfer

Click to Toggle between Single entry mode & Bulk entry mod)

A& Single entry

orward Transfer Proposal
SPASID*
Return/Process Transfer HRMS/IPAS 1D I:l

3. Enter HRMS ID of the employee and transfer details

Click to Toggle between Single entry mode & Bull entry mode

Employee Name/
s e e S N S R g [ e o o

Select Zone v | selectunit v | selectDepartment v | Select Designation

Select Zone v | Sselectunit v | selectDepartment v | Select Designation - [c)

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

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

Verify Priority Entry List

Login as Verification authority in HRMS

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

List of priorities pending for verification will be shown.

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

Similarly the entries needs to be accepted by Acceptance Authority

N o 1k W

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

Update Priority Entry List

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

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

3. List of old entries made will be fetched. Click on ‘Update’ button. A pop up will open



Priority Register Entries for JODHPUR WORKSHOP/ WSH Load Priority List

Search:
Designati Transfer To Unit / Ap on Created
Priority ID Department Zone By Upd

PROD00000S | SUBHASH SENIOR SECTION NR /ALAMBAGH 19/12/2018  Pending with vooyvs | EREn
PATEL (BQUISE) | ENGINEER (CA&W) WORKSHOP/WSH Transfering Unit
/MECHANICAL "
PROO0D0C0S | HANUMAN | SENIOR SECTION NR /ALAMBAGH 27/02/2019  submitted by DOOHYS
SAHAY ENGINEER (CAW) WORKSHOP/WSH Enplayes pencing
{ZKFIHO) JMECHANICAL with Superuisor
PRO00D0010 | HANUMAN | SENIOR SECTION NR /ALAMBAGH 27/02/2019  Order Issued DOOHYS

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

PRIORITY REGISTER DETAILS x

@ Eelow are the details of Priority entry made. To update status, select status from the dropdown and click on ‘Update’ button.

D : PROD000003 Employee Name : HANUMAN SAHAY (ZKFIHO)
Designation/ : SENIOR SECTION ENGINEER Transfer To Unit / :NR /ALAMBAGH
Department (C&W) /MECHANICAL Zone WORKSHOP/WSH

Application Date :27/02/2019 Current Status : Submitted by Employee pending

with Supervisor

New status Please Select - Update
Please Select =

Submitted by Employee

Pending with Controlling
officer

Supervisor Rejected

pending with DC

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



