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1.0

Executive Record sheet is initiative to capture and display data related to service history of officers of

Introduction

Indian Railways. It has information about Basic detailsOfficers along with their educational
qualification, experience, trainings, awards and publication.

1.1. How does thismodule work
To use this module officers ad to login to HRMS applicatioRurnish information for all

the section and generate pdf document.

Or

Officer Login to
HRMS

Typing the URL on the Browser
Login Screen will appear

User can Login following
standard method by providing
User Name, Password

User may also Login using
alternate Login Metheod using
IPAS Id.

After Login choose Executive
Record Sheet from Menu

hrms

Populate Stored
Information

Executive Record Sheet will
appear on screen with pre-
populated data already stored in
HRMS. There are 6 sections.

+ Basic Details

Educational Qualification
Posting joined

Training Undergone

Awards Achieved

Paper Publications

Q
(

Update Executive
Record Sheet

Officer should update each
sections with correct data
Officer can view and
download PDF of Executive
Record Sheet

E-Mailing Signed
& Scanned Sheet

Officer should Print the final
Record Sheet

Ink sign the printed Record
Sheet

Scan the Ink Signed Record
Sheet

E-Mail the scanned copy to
appropriate Mail Address
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1.2. Know you login credentials:
a) Login credentials are sent to mobile.rad all the officers of Indian Railways

b) Altematively,Officer can us&leedHelpfor Login?Option displayed on login page

c) Officer need to enter their IPAS NO / EmployeeaNd their HRMS Id/ Login Id will
be displayed along with their mobile no available in system.

NEED HELP

Enter your IPAS/HRMS ID and click on 'Go’ button

IPAS ID/ HRMS ID * 53307239300

HRMS Employee ID : OOLUZR IPAS Employee Id 153307239300

Employee Name : BASANT SINGH PURBIA Department : ELECTRICAL

Designation : DEE/OP Railway Unit : JUW/JODHPUR WORKSHOP

Mobile Number : Email ID L e @g*in

Close

1.3. How toLog into theSystem

Human
Resource
Management
System

Welcome to HRMS Application Forast Fsserar

for Indian Railways

Version: 1.0.5.9
Languages : English fe=t
Copyright @ 2018 Centre For Railway Inform n Systems. All Rights Reserved. This application works bast in Google|

a) Open your browser and type URLIps://hrms.indianrail.gov.in/HRMSto go

to the official website of HRMS

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

c) After that, 5 digitOTHs generated which will be sent to your registered mobile
number.Enter theOTPand click on verif TP
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SANJAY KUMAR SINGH

LoCKED

Enter your OTP to Unlock

Your last login OTP was sent on :
Mobile No : 907****33
* Dated :30-04-2020 10:36:59
= Valid upto : 06-05-2020 23:59:59

* @

Verify OTP

environment for IR-HRMS

Welcome to HRMS Application

for Indian Railways

1.4. ForgotUser Name or Password to Login

ee
L2

Open browser

Or

Login into HRMS

Forgot Password

Forgot User-Id

* HRMS-ID & Password is sent

to you earlier through SMS

* Open your preferred browser

* Type in URL of HRMS
(https://hrms.indianrail.gov.i
n/HRMS/ ) on your Browser
Address Bar

* HRMS Welcome Page with
Login Box will appear on
screen

Name, Password and click
Login Button

* OTP will be sent to your
registered mobile phone
through SMS

« Type in the OTP and click on
Verify-OTP button

* HRMS screen appears after
successful login

Fill-in your HRMS-ID as User-

« Don’t worry, if you forgot

your HRMS-Id

« Click on ‘Help for Login’ link
* Help window will appear on

screen

* Fillin your IPAS-Id (or

Employee Number) there

* Your HRMS-Id and your

Mobile Number (masked for
security reason) will be
displayed

* You forgot the Password !

Don’t worry.

« Click on ‘Forgot Password’

link

* Password will be sent to your

registered mobile number
immediately

a)

b)

* Select Menu option

HRMSId (e.g.OOLUZRis used as User Name to login to HRMS. In case, the user forgets
own User Name or HRM8 then hecannotf 2 3Ay ® ¢ KSy GKS dza SNJ y !
F2NI [ 23AyQ fAYlP® hy OfAOlAY3d (GKS WI StLI F2
user needsgo fill in own IPASd (or Employee Id) there. HRMS then retrieves the HRMS

ID and registered Mobile Phone number of the user and display it on the screen. However,
mobile phone number is masked for security reasons.

In case the user forgets the Passward HRMS then he can click on the Forgot Password

link available below LogiBox. The system will send the Password through an SMS to the

dza SNN& NBIAAGSNBR Y20AfS ydzyo SN

In case, theegistered mobile number of the user is not correct then the user neeksib

the office of the service record dealing clerk to register correct mobile number in HRMS.
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2.0 Update Executive SR

This module enables the Officers wmplete information in their Executive SR.
Informationis needed to be enterethcludes (aBasic Detailgb)Qualification details(c)Posting
Details (d) Training Details(e)Awards Details(f) Publication Details

o O

Education Posting Details

W
&

Award Details

=

Basic Details

Training Details

Filling in following
details for each

Following details on
Officer is displayed

Filling in following

Filling in following details for each

details for each

+  HRMSId Filling in details below Posting iained Filling in followin Award achieved Publication
Officer’s Name for each Education _gj R g 6 + Name of Award « Country of Origin
R * Designation Level details for each -
Date of Birth completed o L + Level of Award « Level of Publication
Gend + Qualification level > Wiy S alniielinderzone (International/ (International/
ender ualification leve psu,Office Location  »

Status of Employee

Filling in details below
+ Zone of Allotment

-

Current Designation

+ Date of Induction in

Group-B

* Place of Domicile
+ Mother Tongue
* Language Known

+ Course

+ Subject/
Specialisation

+ Duration

+ Country, Place

+ Board/ University

+ School/ College

* Experience (Major/
Minor)

+ Organisation/
Posting Type (RB/
HQ/PU/Div/Works
hop/ Central/State)

* From Date

To Date

Training Program
* Training Institute
* Country of Training
* Place of Training
* Specialisation Topic
* Date from
+ Dateto

National/ State)
* Award Date
+ Cash Amount

+ Awarding authority
+ Page No of entry in

Service Record
+ Uploaded
Certificate
* Remark

National)

» Category
(Technical/ Non-
Technical)

* Year of Publication

* Name of
Publication

* Publisher Name

* Description

To enter the information in ExecutivRecord Sheebfficer need to go to Section:
Executive SBnd click on menWpdate Ex. Record Sheet

I R- H RM S = 7 This is Developn
Statistics of Users of HRMS application (
e Other Reports b ~
Your Unit : JODHPUR WORKSHOP/
@ Pass -
[@] settlement e

WSH
User Date Last
Type Creation

é Office Orders hd
(@] Loan & Advances -
BB Executive SR -

BB career Events Update h

Exe. Record Sheet

My Exe. Record Sheet

EMPLOYEE MASTER

Current Data Entry status of Employee Master. This count is ba:

Update Exe. Record Sheet

This will open entry form for officers as screenshot given bétoRRt No 2.1 to 2.6.

Officer need to furnish their information and submit. Once this information in capture in the
system then output report can be view with meMy Exe. Record Sheet
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2.1. Basic Details
This sectiorenables officer to furnish thelvasic details of officer&me details are not editable

like Name, Date of birth, gender, Rest details can be modified / added by officers.

BASIC DETAILS

BASIC DETAILS FOR GROUP B OFFICER

Identity No OOLUZR

Name BASANT SINGH PURBIA

Zone of Allotment MNORTH EASTERN RAILWAY{NER) ~
Current Designation DEE/OP

Date of Induction in Group B 07/09/2020 o}
Date Of Birth 23-01-1966

Gender Male >
Place Of Domicile DELHI

Mother Tongue HINDI

Languages Known ENGLISH, BANGALI GUJRATIXXX

Retirement reason In Service

A: Details of Deputation

1) If presently on deputation mention whether GOI/State NO "
Govt/PSU/Autonomous Bodies,others

2) Date of start of Deputation DD/MM/YYYY o)

3) Expiry date of tenure of Deputation DD/MM/YYYY |

B: If in cadre, date of reversion from Central

Deputation, if any 16/09/2020 o)
C: Whether debarred from central deputation NO v
If so, period of debarment From ORI | To  DD/MM/AYYY ]
Debartment From Foreign Training

D: Whether Debarred from Foreign Training? NO v
If so, period of debarment Froam DD/MM/YYYY ] To DD/MM/YY ]

O Note: If your group is shown wrong, please get your data updated in Current Tab of Employes Master by concerned DC
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2.2. Qualification details
This section enables officer to furnish their educatiogadlification details. All qualification

details entered by concerned DC will be display here for reference, will officers can edit / add /
remove information.

QUALIFICATION

Status: Edited By Employee

1 POST GRADUATIO v MA v SCIENCEXXX OTHER, OTHER v MA BHARATI 2000 Fl No file chosen  [JUNES]
OTHER UNI TEST

2 GRADUATION v BSC v XXXBIO TECHONOLO DAVANGERE UNIVERSITY, DAVANGERE ~ MAHARAJA COLLEGE 2006 1 Nc file chosen  [RUSES] =

3 POST GRADUATIO v Pleasesel v Please Select v No LR Upioad e

Send to DC

2.3. Posting Details

This section enables officer to furnish their Posting detAilsletail entered by DC in transferred

tab of e SR will be displayed here initially, Officer can add/edit/ remove them. For each posting
officers need to provide experience for that posting.

2.4. Training Details

This section enables officer to furnish their Training details. Officer can eoterDomestic and
foreign training in this sectigvhile generating Exe. Record Sheet, both type of training will be
classified separately according to Training country column.

CENTRE FOR RAILWAY INFORMATION SYSTEM 8










