GOVERNMENT OF INDIA (T §3FY)
MINISTRY OF RAILWAYS (X HATe19)
RAILWAY BOARD (&2 919)

File No. PC-VII/2024/HRMS/7 New Delhi, Dated :31/07/2024
To,

All General Managers,
Indian Railways
(As per standard mailing list)

Sub : Launch of Award Module of HRMS for submission of nomination
and processing of Ati Vishisht Rail Seva Puraskar (AVRSP),
Vishisht Rail Seva Puraska (VRSP), Rail Seva Puraskar (RSP) - reg.

In order to ensure transparency and to provide opportunity for all the Railway employees
to get nominated for AVRSP/VRSP/RSP, it has been decided that from the year 2024 onwards
all processes relating to AVRSP/VRSP/RSP will be through the award module of HRMS
which is being operationalised with effect from 01.08.2024. The salient features of the Award
Module are enclosed as Annexure-I. It may be observed that in a deviation to the existing
practice, all desiring employees can submit their self nomination to AVRSP/VRSP/RSP awards

through HRMS portal.

2. The following modalities are required to be followed by the concerned units dealing with
respective awards as under :

L. The notifications for AVRSP at Ministry of Railways level and VRSP/RSP at Railway
Board’s Office shall be uploaded by Secretary Directorate of Railway Board and the
notifications for VRSP/RSP at Railway Level shall be uploaded by the concerned
dedicated Admins of respective Railways.

ii.  Timelines for AVRSP/VRSP/RSP will start from the date of uploading of respective
notification in the portal and in accordance with the timeline specified in the notification
or specified by Secretary Dte Railway Board through any separate orders.

iii.  Processing of AVRSP in Board’s office will be handled by Secretary Directorate under
JS/Railway Board.

iv.  For processing nomination of AVRSP at Railway HQ level, the same will be entrusted
with the concerned Officer nominated by the General Manager of the respective Railway.

v.  For RSP at Divisional Level, Sr. DPO/ DPO or any other Officer nominated by DRM
will be entrusted with the task of processing.

vi.  The list of VRSP awardees shall be notified after 3 days of notification of AVRSP
awardees.
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vil.  The list of RSP awardees shall be notified after 3 days of notification of VRSP awardees.

viii.  For providing assistance to the employees to submit self nomination through HRMS
portal, the HRMS Helpdesks of the respective Railways will provide the necessary
assistance.

ix. In Board’s office, the assistance will be provided by Secretary Directorate under
JS/Railway Board.

x.  The overall incharge of the entire processing of AVRSP and VRSP/RSP at Board’s level
will be under the control of Secretary Directorate under Joint Secretary, Railway Board.
Clarifications and RTI on AVRSP/VRSP/RSP will be handled by respective field units
concerning their employees and Secretary Dte. Railway Board concerning employees of
Railway Board.

xi.  The technical assistance will be provided by HRMS team of CRIS.

3. Detailed guidelines for users and admins for AVRSP, VRSP and RSP are enclosed as
Annexure — II, IIT, IV & V respectively. Clarifications if any regarding the modalities of
processing of AVRSP shall be provided by O & M unit under Secretary Dte of Railway Board.

4. All field units are requested to give due publicity of this instructions and provide
necessary assistance through concerned HRMS helpdesk to ensure that the desired employees
are able to submit the nomination for respective awards through HRMS Award Module in a

seamless manner. .

5. This issues in consultation with Secretary Directorate, Railway Board and approval of
Competent Authority.

Encl. As above

ayd Kumar G)
Dy. Director/PC-VII & HRMS
Railway Board

Tele : 011-47845125

Email ID - jaya kumarg@gov.in

Copy forwarded to :-

PFAs All Indian Railways, PUs, NFR(Const)

The Principal, National Academy of Indian Railways, Vadodara.
The General Manager, CORE/Allahabad

The Director General, RDSO, Lucknow,

The General Manager and FA&CAO, Metro Railway

The CAO and PFA, COFMOW/New Delhi

The CAO(Const), MTP(R)/Mumbai

R N N



8. The CAO(MTP(R) Chennai

9. The Director, CAMTECH/Gwalior

10. The Director (a) IRIEEN, Nasik, (b) IRICEN, Pune (c) IRIMEE, Jamalpur (d) IRISET,
Secunderabad

I 1. The Managing Directors RITES, IRCON, CRIS, IRFC, CONCOR, RVNL, DFCCIL,
KRCL.

12. The Chairman-cum-Managing Director, Konkan Railway Corporation, New Delhi.

13. The Pay & Accounts Officer, Railway Board, Rail Bhawan, New Delhi.

14. The General Secretary, IRCA/New Delhi.

15. The Commissioner, Railway Safety, Lucknow.

16. Executive Director (Finance), RDSO, Lucknow.

17. The Chairman, RCC Lok Sabha Secretariat, New Delhi.

18. The Chairman, RRT, Chennai.

19. The Chairman, RCT.

20. The Chairman RRB/Ajmer, Ahmedabad, Allahabad, Bangalore, Bhopal, Bhubaneshwar,
Chandigarh, Chennai, Calcutta, Jammu, Gorakhpur, Guwahati, Malda, Mumbai,
Muzaffarpur, Patna, Ranchi, Secunderabad and Trivandrum.

21. The Editor, ‘Bhartiya Rail’.

22. The Editor, ‘Indian Railways’.

23. The Chairman, Passenger Services Committee.

24. The Chairman, Passenger Amenities Committee.

25. The C.A.O. (A) MTP (G)/ Mumbai (B) MTP (G)/Chennai.

26. Office of the Chief Project Administrator (Telecom), Indian Railway Central
Organisation for Telecom Consultancy, Shivaji Bridge, New Delhi.

27. The Chief Mining Advisor, Ministry of Railway, Dhanbad.

28. The C.A.O. (Const.), Central Railway, Mumbai.

29. The Liaison Officer, VII CPC, All Indian Railways and PUs/RDSO/Trg. Institutes Metro
Railway/COFMOW/CORE/RSC etc.

30. The Director (Movement) Railways/Calcutta.

vd Kumar G)
Deputy Director, Pay Commission-VII & HRMS
Railway Board
e-mail: jaya.kumarg@gov.in
Ph. No: 011-47845125
File No. PC-VII/2024/HRMS/7 New Delhi, Dated :31/07/2024

Copy forwarded to:-

1.

The General Secretary, AIRF, Room No. 253, Rail Bhawan (with 35 spares)

2. The General Secretary, NFIR, Room No. 256 E, Rail Bhawan (with 35 spares)
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Copy to all members of the National Council, Departmental Council and
Secretary  Staff Side, National Council, 13-C, Ferozshah Road, New Delhi (with 40

spares)
The Secretary General, Federation of Railway Officers’ Association.
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All India SC/ST Railway Employee’s Association, Room No. 7, Rail Bhawan.

All India O.B.C. Railway Employee's Federation, Room No. 48, Rail Bhawan

The Secretary General, AIRPFA, Room No. 256-D, Rail Bhawan.

The Secretary General, Indian Railway Promotee Officers Federation

The Secretary, Railway Board Secretariat Service, Group ‘A’ Officers Association.
Room No. 402, Rail Bhawan.

B 2R Ohdh

10. The Secretary, RBSS Group ‘B’ Officers Association.
11. The Secretary, Railway Board Ministerial Staff Association.
12. The Secretary, Non-Ministerial Staff Association (Railway Board).

—-—"-—.-—"-.’-‘
For Principal Executive Director (IR), Railway Board

Copy to:-

PSOs/Sr.PPSs/PPSs/PSs/PAs to:-

MR, MoSR(S), MoSR(R), CRB & CEO, MF, MI, M(Tr. & RS), M(Op. ‘& BD),
DG/HR, DG/RHS, DG/RPF, DG (Safety), OSD/MR, 0SD/Co-ord/MR, Adv1so'r{MR,
EDPG/MR, PS/MR, JDPG/MOSR(S), APS/MOSR(R), All Additional
Members/Advisors/Executive Directors/Joint Secretaries.

All branches and officials of Railway Board.
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(iv)

(vi)
(vii)

Annexure ‘I’

The Module facilitates both employees as well as administration in the process of Rail
Week Awards.

Through the Award Module of HRMS, employees can submit their self nomination
application for different type of awards for which he is eligible.

The system provides for fetching of the employee’s details in a system driven manner
from the employee Master data of HRMS.

The Module provides for uploading of notification for different awards for the respective
dedicated Admins,

The Module provides for formation of Screening Committee online
The processing of nominations by the respective Committee can be done online

The system also has features for sending recommendations for AVRSP by Zonal
Railways to Railway Board in accordance with the specified quota for each Railway.

dokkkak
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NG A nnex uRe-1

USER MANUAL
ON
Ati Vishisht Rail Seva Puraskar

(AVRSP)

SYSTEM : HRMS
MODULE : RAILWAY WEEK AWARDS

Version 1.0

HRMS | User Manual on AVRSP —foradininistration l|Page
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1. GENERAL INFORMATION

1.1 Purpose and Scope

Every year Railway Week Awards are organized by Railway Board and individual Zonal
Railways at different levels under different award types namely Ati Vishisht Rail Seva
Puraskar (AVRSP), Vishisht Rail Seva Puraskar (VRSP) and Rail Seva Puraskar (RSP).

The Award module of HRMS facilitates both employee as well as administration in the
process of Railway Week Awards.

Through the Awards module of HRMS, employees can submit their self - nomination
applications for the different types of awards for which he is eligible.

Through the Awards module of HRMS, the administration can process for different
activities of Railway Week Awards viz issuing of award notifications, recording remarks
of controlling officers, forwarding recommendations to Railway Board, constituting
Screening Committees, finalization of awardees etc.

HRMS | User Manual on AVRSP —for administration 3 |Pzge
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2 FOR OFFICE USE

The Railway Week Awards module can be accessed by clicking on the “Awards” link given on
the left side menu. When the button is clicked upon, the home page for Awards module will
open up with a host of links having different functionalities which are explained as follows

2.1 Granting Permission Access : Authorised Personnel

Various links given under the Award module for different functionalities can be accessed by the
users who have been granted access for them. Granting access to authorized personnel for
various activities is the first step which needs to be completed.

Granting access is a 2 step process. User with Approving Authority (AA) role clicks on the link
“Authorised Personnel” (Image : 1).

For Admin Use :

i 1. Authorised Personne [ 4. Raport on Controfling Officer’s Remarks
2 Notification 5. View Nominations
a. Upload Initial Notification 6. Nomination by Admin (For Posthumous cases)
b Approve initial Notification 7. Award Statistics

¢, Modify Notification (Extension of Timelines)

d. Approve Notification {Extension of Timelines)
3. Screening Committees

a. Create

b Verify

c. Approve

Image:1

Clicking on the link “Auhtorised Personnel” will open the interface as shown below (Image 2).
The interface will require user to enter the HRMS id of the employees who have to be granted
access for a particular activity related to a particular award type which are explained as follows

HRMS | User Manua! on AVRSP —for administration 4|Page
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Authorisation for Notification (Image : 2} : Under this head, HRMS ids of the employees
entered will be granted access to upload the notification as well as issue corrigendum and
modify timelines for the award types for which they are authorised.

The process of Uploading Notification or Issuing Corrigendum will again be 2 step process. The
employee whose HRMS ID is entered under the column “Proposal Initiated By” will initiate the
proposal after entering basic details and uploading the notification and the employee whose
HRMS ID is entered in the column “Proposal Approved By” will approve the proposal

submitted to him.
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Authorisation for Nominations (Image : 3) : Under this head, HRMS ids of the employees
entered will be granted access to view and download self - nominations submitted by various
employees for all award types under the jurisdiction of that competent authority.

HRMS | User Manual on AVRSP — for administration
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Here AA has the option to grant this privilege to at least one and maximum 3 users by entering
their HRMS IDs. If more than 1 users have been granted the privilege, any one of those can log
/into those links and view the nominations.
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Authorisation for Recommendations (Image : 4) : The process of submission of
recommendations for AVRSP by Zonal Railways and submission of final list of awardees by
Railway Board is a 3 step process. The proposal for the same needs to be initiated by one
authority, verified by one authority and approved by one authority. The HRMS IDs of respective

authorities needs to entered here.

2.2 Uploading Award Notification

Once the entries for authorized personnel has been made into the system, the next step to
initiate the process for a particular award type is to issue its notification.

The authority to upload the award notification for AVRSP is available for the authorized
personnel of Railway Board only. Unless and until the notification for AVRSP for a particular
calendar year is issued by Railway Board, the process of submission of self - nominations and
finalization of awardees for AVRSP for that particular calendar year cannot be done in the

system.

Issuing of Award notification is also a 2 step process. The personnel authorized to issue
notification clicks on the link “Upload initial notification” (Image : 5).

5]
o
(o]

HRMS | User Manual on AVRSP - for administration 6|P
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&, Create
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Image: 5

Once the link “Upload Initial Notification” is clicked upon, the following interface (Image :6) will
open up wherein certain basic details regarding the notification needs to be filled in.

Upload MotHications
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Image :6

At the time of uploading the award notification, the authorized personnel will be required to
enter basic details for the same as explained below:

Calendar Year : Here the year for which the Award notification is being issued needs to be
selected.

Award Type : Here the Award type (AVRSP/VRSP/RSP) for which the Award notification is
being issued needs to be selected.

Description : Here a brief description regarding the award for which notification is heing
issued needs to be filled in.

Upload Notification Document : Here the pdf document of notification which the
administration wants to be made visible to all the users needs to be uploaded.

Last Date for submission of nomination : Here last date for submission of self nomination by
employees needs to be filled in by the administration. Once this date is crossed, no employee
will be allowed to submit their self nomination for that particular award type.

Last Date for shortlisting of candidates and ferwarding to Railway Board by Zonal / PU
Committees : Every Zonal Railway is required to finalise and forward the list of employees

HRMS | User Manual on AVRSP -- for administration 7|Peage
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recommended for AVRSP to Railway Board. Last date for forwarding the same needs to be

entered here,

Last Date for shortlisting by Railway Board Committee : Once the recommendations for
AVRSP are received from Zonal Railways, they are put up to respective screening committees
for individual award type for finalization of awardees. Last date for finalization by screening

committee is to be entered over here.

Date for notification of awardees : The date on which the final list of awardees will be
finalized and notified needs te be entered here.

Once the basic details regarding the award notification are filled in and the proposal is
submitted for approval by the initiating authority, the same needs to be approved by approving
authority.

In order to approve the notification, the approving authority needs to click on the link “Approve
Initial Notification” (Image : 7).

For Admin Use :

}. Authorised Personnel 4. Report on Controlling Cfficer’s Remarks

2. Notification 5. View Nominations
a. Upload [nitial Notification 6. Nomination by Admin (For Posthurnous cases)
1 b. Approve initial Notification | 7. Award Statistics

£. Modify Notification (Extension of Timelines}

d. Approve Notification (Extension of Timelines)

LEN}

Screening Committees
a. Create
b, Veri "'J

c. Approve

Image : 7

Once the notification is approved by the approving authority, the form for self - nomination for
that award type will be made open for all eligible employees till the last date for self -

nomination,
2.3 Modify Notification (Extension of Timelines)

In case any date for an already approved award notification needs to be updated or any other
pdf document needs to be uploaded, corrigendum to that award notification needs to be issued.

In order to do so, the user needs to click on the link “Modify Notification (Extension of
Timelines)” (Image : 8)

HRMS | User Manual on AVRSP —for administration 8|p
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For Admin Use :

k. Approve Initial Notification

1. Authorized Personnel 4 Report an Controlling Officer's Rernarks
| & Notfication 5. View Nominations
a: Upload Initial Notification B, Nomination by Admin (For Pasthumous cases)
7. Award Statistics

P: Maodity Notification (Extension of Timelines) I
d. Approve Notitication [Extension of limelines)

3. Screening Committess
a. Create
b. Verify

© Aporove

Image: 8

Once the link is clicked upon, the following interface will open up requiring user to select the
notification against which corrigendum needs to be issued. In such case the link “Issue
Corrigendum” in the Action column needs to be clicked upon (Image :9).

Corrigendum To Notification : 2024

[ Ati Vishisht Rail Seva Puraskar (AVRSP)

Action

hsue
Corrigendum

Once the link “Issue Corrigendum” is clicked upon, the following interface will open up which
will ask user to select and enter the details which needs to be updated. The system will display
the existing details for all the field. Any field which needs to be updated, the checkbox given
against it needs to be selected which will make the field for new value editable. User can then
enter the new value and submit the same for approval (Image : 10).

Motification of List of View Netification

Awardees Date

Ladt Date of Submission of
Self-Nomination

Date of Motification
uplosd

2024 310172024 10/08/2024 01/10/2024 BXClick to View

Image: 9

{ Ati Vishmsh? Rail Seva Puraskar (AVESP) ]

Comigendum - X

Exmsfing Information (Previou) Modified Information [Current)

Description AVRED 2004

Linst Ditte for Subrission of Self > = 7
Notnfmation 10-08-2024 dd-mm vy o 4

Last Date for Commitree Shorthist 2305 2024 SH iV |
Notiieation of List of Awardess 0110 2024 ddb-mim vy

Date

I Uplaad Socument | Feranss file :Nm fila ¢ hinasr Uplcad

Reinarks

Image: 10
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Once the proposal for extension of timelines is initiated, the same needs to be approved by
accessing through the link “Approve Notification (Extension of Timelines)” (Image : 11).

For Admin Use :

1. Autharised Personnel

2 Notification
a. Upload Initial Notification &
i 4

4. Report on Contralling Officer’s Rermnarks
5 View Nominations
Nomination by Admin (For Posthumotis cases)

b. Approve initial Notification Award Statistics

¢, Modify Notification (Extension of Timelines)
[_ce’. Approve Notification (Extension of Timelines)
3 Screening Committees
4. Create
b. Verify

¢. Approve

Image: 11

Once the corrigendum is approved, the updated timelines included in the proposal come into

force.

2.4 Screening Committees

In order to scrutinize and finalise the list of awardees, in case administration wants to create
committees, same can be done. In order to do so, the link “Create Screening Committees”

needs to be clicked upon (Image : 12).

For Admin Use :
1. Authorised Personnel
2 HNetification
a. Uplcad Initial Notification o
b. Approve initial Notification 7

¢ Modify Netification {Extension of Timelnes)

4. Report on Controiling Officer's Remarks
5 View Nominations
Momination by Admin (For Posthumous cases)

Award Statistics

d. Approve Notification {Extension of Timelines)

3. Sereening Committees
g, Create
b, Verify

< Approve

Image: 12

Once the link for creation of screening committee is clicked upon, the following interface will
open up asking the user to select the award type and the type of committee that is required to

be made (Image : 13).

HRMS | User Manual on AVRSP — for administration 10|Page
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Image: 13
In case of AVRSP, there are 2 types of screening committees that are required to be made

A. Zonal Recommendation
First type of committee that is required to be made is for Zonal Recommendations, This
committee is to be formed by all the Zonal Railways and Railway Board. This committee
will be required to shortlist and forward the final list of employees recommended for
AVRSP for that particular Zonal Railway.

In order to create Zonal Recommendation committee, the user at Zonal Railway HQ
needs to select the award type as AVRSP and committee type as Zonal Recommendation
and click on Proceed (Image : 14).

Screening Committee |

e i |

Fonst 2 Primary Umit PR

Ao ATI VISHISHT RAIL SEVA FLIRASEAR w | | Comminse Zonal RecommendaTtion ~
Tyne: Tyge

Subienit ot Approval

Image : 14

On clicking proceed, a table will open up wherein HRMS Id of the member proposed to be part
of the committee needs to be entered. The moment HRMS ID of the member is entered, system
will automatically fetch all his details and will display alongside.

In order to add members, simply + button given at the end of the table needs to be clicked upon
which will add another row.

HRMS | User Manual on AVRSP ~ for administration 1 | Pa ge
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B. Selection of Awardees
Second type of committee that is required to be made. This committee is to be formed by
Railway Board, separately for every award category in AVRSP. The members of this
committee will be able to view all the recommendations forwarded by all Zonal
Railways for a particular award category of which they are member. Also the convener
of this type of committee will be able to enter the priority number in the list of
recommendations received by Zonal Railways.
In order to create committee for selection of Awardees, the user at Railway Board needs
to select the award type as AVRSP and committee type as Selection of Awardees and a
particular award category and click on Proceed (Image : 15).
Screening Committee
Viaar 00
Tans: m Frivasy e Rs("\_
D ATI VISHISHT BAIL SEVA Fumsu?] o Selection of Awardugs -
fypa e

Sitect One -

ure, improvesient in graductivity, import substitution etc

Categoey 1. New Inneustions/seocess s/ brovadures leading to stohadles in evps
ard o personal safety leading 1o pi
o tacale toketies ol thelts, el

secunty and asfery, hertsr maintenance and utilixstion of assars

fe a0 property on Raways

fing lo natonal/intesnatonal tecogniticn

Category 7. Durstanding pero

Image : 15

On clicking praceed, a table will open up wherein HRMS Id of the member proposed to be part
of the committee needs to be entered. The moment HRMS ID of the member is entered, system
will automatically fetch all his details and will display alongside.

In order to add members, simply + button given at the end of the table needs to be clicked upon
which will add anether row (Image : 16).

Sereening Committae
e fIr ) Skl Limin RBO
Auncucd AT VISHISHT RAIL SEva PLRASKAR v Comninee Tipe Seiuction of Ssdues "
Tyee .
donartd Catgeny s Excmplary weark dore 1 inesove opdn o seouity and relety, beter manbunance and wflization of ssels
erghon 1 T
Se. My, FERAAS M Employes Gy AddRenove P
Cedgration .=
Grades
Degas titvent:
Privnmey Uit
|
)
Image: 16
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Once the proposal for creation of screening committee is submitted duly entering the names of
all the committee members, the same needs to be verified and approved by accessing the link

“Verify Screening Committees” (Image : 17).

For Admin Use :
1. Authorised Personnel 4. Report on Controlling Officer's Remarks
2. Motification 5. View Nominations [
a. Upload Initial Notification &. Nomination by Admin (For Posthumcus cases)
b. Approve Initial Notification 7. Award Statistics
c. Modify Notification (Extensian of Timelines)
d. Approve Notification (Extension of Timelines!
3 Screening Committees
& Create

c. Approve

Image: 17

Once the Verify button is clicked upon, the following interface is opened up (Image : 18)
through which the user can verify the proposal for committee formation.

Cavnmitise Typa

AT VIS HT RAIL S5VA PURAYEAR Toral Arcomunerdation

Yoas - 2024 Prknary Gales R8O

ZTona Racemmandsnon

Hams

Besigratians R DIBECTOA
Grada: (1

Dapar tment; ALLOUN S
Frlimary Liabe 51

] st

Dt 55000 DR RS
Grade: &

Depariment A DA GEL LA
Primany Unett 100

Prrriasks o SSI IR LT A i = R

L]

Image: 18

Once the committee is verified, it needs to be approved following the same process.

2.5. View Self Nominations

The self nominations submitted by employees and remarked upon by their controlling officers
can be seen by administration for finalisation of final list of employees to be recommended tp

Railway Board for AVRSP.
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In order to see the list of self - nominations, the user needs to click on the link “View
Nominations” (Image : 19)

For Admin Use :

1. Authorised Personnel 4 Report on Controlling Officer's Remarks

2. Notification 5% View Nominations

a. Upload Intial Notification 6. Normination by Admin (For Posthumous cases)
b. Approve Initial Notification 7. Award Stahshics
¢. Modify Notification {Extension of Timelines)

d. Approve Notification (Extension of Timelinas}
e L

1 Sereening Commuttees
a, Create
b, Verify

C. Approve

Image: 19

Once clicked upon, the following interface will open up wherein the user will be required to
enter the details in the filter for which the nominations need to be seen (Image : 20).

1
View Seif Nominations |

Year 2024 v Award [ ATUVISHISHT RAll 5548 PURASKAR v

: Type:

. e i ]
Zone: RAHWAY BOARD * ‘
Award Category - Calgct Al w j
—— |
Sort by : Fay Grade v E
- |
| Recommendation fimit (Nos) ¢ 15 ‘

Image; 20

After setting the appropriate values in the filters, once the Proceed button is clicked upon, the
following interface will open up displaying the entire list of self - nominations.

Against every nomination, the remarks of the controlling officer can also be seen. The individual
self nomination form of an employee can also be seen by clicking on the form icon under the
action column, Also the detailed list can be exported into the excel format by clicking on excel

button given on top right corner (Image : 21).
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Image: 21

2.6. Submission of Recommendations for AVRSP - By Zonal Railways

Every Zonal Railways, after having received self nominations by employees for AVRSP, they are
required to forward a final list of employees recommended for AVRSP to Railway Board.

Forwarding of recommendations to Railway Board is a 3-step process wherein the proposal
consisting the names of recommended employees is initated, verified and approved for

forwarding.
Ati Vishisht Raif Seva Puraskar (AVRSP) Vishisht Rail Seva Puraskar Rail Seva Puraskar (RSP}
{VRSP)
1. Submission of Recommendations - By Zonal 1. Selection of Final Awardees 1. Selection of Final Awardlees
Ralways a. Initiate a Initiate
11 &. Initiate b. Verify . Verify
b. Verify ¢ Approve <. Approve
¢ Approve d. Publish d. Publish
2. View Recommendations submitted by Zonal 2. View Published Awardees List 2. View Publishad Awardees
Railways List

3. AVRSP Priority Entry

4. View Finalised Priority Entry
5. Selection of Final Awardees
a. Initiate
b. Verify
¢. Approve

d. Publish

&. View Awardee Details

Image: 22
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In order to initiate the proposal, the user needs to click upon the link Initiate submission of
recommendations (Image : 22), clicking on which will open up the following interface (Image :

23)

! Submit Recommendations for AVRSP | [
|
|

Zore: R Year ; 2324
Avesrd Type AN VEHISHT RAL ZEVA FURASRAK Forvward To : Railvay Sourd
| Recammerdation lmit (Mo 15 i

Status: fernling litatioe

Name  Desigostion | Unit Depariment  Pay Level | Gender  Last | Award Category  Citation  View Form | Mondnation Type
Awrazed
Date

DEAR Vigitance) Choase Fila | Mo file chossn m
Clesranes’ : i
Document 2 Choose Fie | Mo fie ehosen m

Document 3 - Chooss Fie | No fite chosen

|

Image: 23

Once the interface for adding the recommended names gets opened up, user needs to enter the
HRMS IDs of the recommended employees. Every Zonal Railway can add only that many
number of recommendations as per the quota allotted to them by Railway Board. The system
will automatically display only that number of rows to which HRMS ID of the recommended

employees can be added.

After creating the list of recommendations, the user then needs to upload the D&AR/Vig
clearance document for all the recommended employees. Provision is also made for Zonal
Railway to upload any other document in the proposal if they wish to.

Also before submission of the proposal, a checkbox regarding the declaration that all the
employees are free from D&AR/Vig cases needs to be checked.

HRMS | User Manual on AVRSP — for administration | 16|Page
17

GERETETET IO EUTNCE Uy JATA RUMAR G, DOFC-VIIK], DUPC-VIT Pay COMTMISson DE on 267077 2024 U3:33 pm



File No. PC-VII/2024/HRMS/17 (Computer No. 3469766)

. 1813?44/2024;’PC-VI1 SECTION

AP bt b

Once all the entries have been made in the proposal, the proposal can be initiated, verified and
approved. Once the proposal is approved, the recommendations forwarded by Zonal Railway
will automatically start reflecting with the user authorized in Railway Board.

2.7. View Recommendations Submitted by Zonal Railways

Once the proposal of list of employees recommended for AVRSP by Zonal Railways is approved,
it will automatically start reflecting with the Railway Board. These recommendations can be
seen by clicking on the link “View Recommendations Submitted by Zonal Railways” clicking
on which will open up the following interface (Image : 24)

Ati Vishisht Rail Seva Purashar (AVRSP) Vishisht Rail Seva Puraskar | Rail Seva Puraskar (RSP)
(VRSP)
1. Submission of Rerommendations - By Zonal 1. Selaction of Finai Awardees 1 Selection of Final Awardess
| Ratlways 4. Initiate a Initiate
a. Initiate b. Verify L b, Verify
I3, Verify ¢ Approve ¢. Approve
¢ Approve d. Publish d Pubtish
2 View Recommerdations submitted by Zona 2. View Published Awardees List 2 Viaw Published Awardees !
Railways I List

i 8. AVRSP Priority Entry

4. View Finalised Prionty Entry

5 Selecton of Final Awardees
3. Imtiate
b Verity
¢ Approve

d. Publish

6. View Awardee Details

Image: 24

Once the link is clicked upon the entire list of recommendations can be seen as shown below
(Image : 25 & 26) based on the selection made for Zonal Railway and Award Category

View Recommendations for National Award

Zond Select Al i Award Type ¢ Ar -,ﬁ;ﬁ,*.,-—l

Image : 25
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2.8. Priority Entry for AVRSP

For all the recommendations forwarded by Zonal Railways for AVRSP, the screening committee
for selection of awardees is required to enter their priorities for all the employees
recommended in individual award categories.

Only the convener of the screening committee for selection of awardees can use this
functionality by clicking on the link “AVRSP Priority Entry” given under the links for AVRSP

(Image : 27).
Ati Vishisht Rail Seva Puraskar (AVRSP)
1. Submission of Recommeandstions — By Zonal Railways
2. Vie ymmendations sub ed E 3| Ra
3. AVRS O Entry
-'\‘- LT ir J: 1k Y entry
5. Selection of Final Awardess
&, View Awarr dee Detai
Image: 27

Once the link is clicked upon, the following interface (Image : 28) gets opened up wherein the

convener will be required to select the category for which priority needs to be entered.
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Enter Priority For AVRSP

#ward Type

Image: 28

Once the appropriate Award Category is selected and Proceed button is clicked upon, the
following interface will open up (Image : 29) displaying the list of all recommendations from all
Zonal Railways with the provision to take input for Priority numbers
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Image: 29

Once the convener has entered the priority numbers against all the employees, he will be
required to submit the proposal which will lead to generation of PDF of the same proposal
which needs to be digitally signed by the convener,

2.9. View Finalised Priority Entry

Once the proposal for entering the priority numbers is submitted and digitally signed by the
convener, it becomes final and can be seen by the authorized personnel through the link View
Finalised Priority Entry (Image : 30).
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1. Submission of Fecommendations - By Zonal Railways
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<. Approve
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5. Selaction of Final Awardaes
3 Inthate
b. Verity

C. Approve

Image: 30

Clicking on the View Finalised Priority Entry, the following interface will get opened up (Image :
31) which will show the complete list of recommendations long with the priority number

assigned to them
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Image: 31

2.10. Selection of Awardees for AVRSP

Once the list of awardees finalized for AVRSP has been decided, same needs to be entered into

the system.

The declaration of final awardees for AVRSP through the system is a 4-step process wherein the
proposal for final awardees is initiated, verified, approved and then published.

HRMS | User Manual on AVRSP —for administration 20|Page
21

GEMErated TTom euNe by JATA ROWMAR G, DOFC-VITJRT, DOFPC-VIT, Fay Commissian DLe on 2670772029 U3:33 pm



File No. PC-VIl/2024/HRMS/17 (Computer No. 3469766)

18 13 744/2024/PC-VIT SECTION

In order to initiate the proposal for selection of final awardees, the user needs to click on the
link [nitiate Selection of Final Awardees (Image :32)

Vishisht Rail Seva Puraskar Rail Seva Puraskar {RSP)

Ati Vishisht Rail Seva Puraskar (AVRSP)

(VRSP)

1. Submission of Recommendations - By Zonal 1. Selection of Final Awardees 1. Sefection of Final Awardees
Rarlways a Initiate a nitiate

& Initiate b. Verity © b Verify

b. Verify €. Approve ¢, Approve

c. Approve d. Publish " d. Publish

2. View Recommendations submitted by Zonal 2. View Published Awardees List 2. View Pubiished Awardees
L

Railways
3. AVRSP Priority Entry
4, View Finslised Prionity Entry

* 5. Selection of Firal Awardees

a. Initiate
b. Verify

< Agprove
d. Publish

6. View Awardee Details

Image: 32

Once the link is clicked upon, the following interface will get opened up (Image : 33) wherein
the user will be required to enter the HRMS IDs of final awardees of AVRSP

Submsit Awardees for AVRSP

Zane L
Feme: o hH Awearst Trpo AT VIR AL TS ATLAR
B ayem o el | ks Cea Shortfiating bt el o
Srmwn: n *

Temmimation Type

Image: 33

Once the required number of awardees are entered into the system and the proposal is
submitted, the same needs to be verified which can be done by clicking on the link verify

Selection of Final Awardees (Image : 34)
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Ati Vishisht Rail Seva Purashar (AVRSP) Vichisht Rail Seva Puraskar Rail Seva Puraskar (RSP)

(VRSP)

1 Selection of Finat Awardees 1. Selectian of Final Avergess

1, Submussion of Recommendations — By Zonal
Raibways a. Initiate a. Initiate
a. Initiate b, Verify b Verify
b, Varfy ¢ Approve ¢. Approve
d. Publish d. Pubslish

¢ Approve
2 View Recommendations submitted by Zona 2. Vi:ew Published Awardaes List 2. View Published Awardees

Railways List

' 3. AVRSP Priority Entry

| 4 View Finalised Friority Entry
1

t 5. Selection of Final Awardeesl
g, Initiate
¢ Approve
d, Pubfish

6. View Awardee Details

Image : 34

Once the link is clicked upon, it will open up the following interface (Image : 35 & 36) which
will display the proposal consisting of list of final awardees with the option with the user to

verify the same.

Selection of Awardees for AVRSP

Zone AR
Yaar: S04 Arard Type: AT WISHSHT Bl SEVA PUHASKAR
Employest on Roll - LES SR ERS 0 Shortiisting Het (Nes) = 1

Seasrct

Primary Umit Department | Pay  Gender | Awvaral Categoty
el :
1 WR MUESTERN RAIVAY | HEHIZS | DHoRAl BARM,  CMEF STATE & WELEARE PERSOMMNEL  Ba1X MALE | Categrry T Ot tstuding poformants in =
I P M | INSPECTCR ey otnier i
[ Cammites Shorthst Docurment (‘}
Image : 35
22| Page
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On similar lines, the proposal needs to be approved and finally published to make the final list of
awardees available to all employees and make appropriate entries into the e-SR of final
awardees.
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3. DISCLAIMER

HRMS software and its different modules are continuously being upgraded and the
Pages/ Forms shown or referred to in this manual may be subject to changes. Users are
advised to keep themselves updated with the latest changes, and by taking note of the
messages sent by the HRMS administrator from time to time.

Though every care has been taken to describe the features/ process of the application
accurately, some errors may have crept in inadvertently. In case of any doubt/

discrepancy please contact helpdesk.

--- End of Document ---
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USER MANUAL
ON

Vishisht Rail Seva Puraskar

VRSP

SYSTEM : HRMS
MODULE : RAILWAY WEEK AWARDS

Version 1.0

HRMS | User Manua! on VRSP —for administration 1|Page

26

¢

ENEraLed rom eoniee Ry JATA RUMAR G, DDOFPC-VIJRY DOPC-TI, Pay COrHTIssIon Ote O 267077 2028 U3:33 Pm



File No. PC-VII/2024/HRMS/17 (Computer No. 3469766)

1843768/2024/PC-VII SECTION

e MetRm, SR 2TES

Table of Contents

t W FPurpose&“Scope
2 e B e

{21 ' Authorised Personnel

o General ]nfomat]on At

. -5 Uploading Award Notification

2.3 Modify Notification (Extension of Timelines)

24 Screening Committees

25 View Self Nominations

2.6 Selection of Awardees for AVRSP
Ao | Disclaimer

HRMS | User Manual on VRSP — for administration

27

2|Page

GENErared rom egnee “9 YA RUNAR G, DOPC-VIT(RLY, DOPC=VIT, Pay Cormimission Owe O 2670772024 U3:33 P




File No. PC-VII/2024/HRMS /17 (Computer No. 3469766)

!813?68/2024/P(.‘-VH SECTION

L— "::"'"""«-—' . ey
B - S -
= P
N
el i St el

1. GEN TION

1.1 Purpose and Scope

Every year Railway Week Awards are organized by Railway Board and individual Zonal
Railways at different levels under different award types namely Ati Vishisht Rail Seva
Puraskar (AVRSP), Vishisht Rail Seva Puraskar (VRSP) and Rail Seva Puraskar (RSP).

The Award module of HRMS facilitates both employee as well as administration in the
process of Railway Week Awards.

Through the Awards module of HRMS, employees can submit their self - nomination
applications for the different types of awards for which he is eligible,

Through the Awards module of HRMS, the administration can process for different
activities of Railway Week Awards viz issuing of award notifications, recording remarks
of controlling officers, forwarding recommendations to Railway Board, constituting
Screening Committees, finalization of awardees etc.
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The Railway Week Awards module can be accessed by clicking on the “Awards” link given on the
left side menu. When the button is clicked upon, the home page for Awards module will open up
with a host of links having different functionalities which are explained as follows

2.1 Granting Permission Access : Authorised Personnel

Various links given under the Award module for different functionalities can be accessed by the
users who have been granted access for them, Granting access to authorized personnel for various
activities is the first step which needs to be completed.

Granting access is a 2 step process. User with Approving Authority (AA) role clicks on the link
“Authorised Personnel” (Image: 1).

For Admin Use :

‘ 1. Authorised Personne I Report on Contiolling Officer's Remarks

(L -5

2. Notification Visw Nominations

a. Upload Inibal Notification . Nominauon by Admin (For Posthumous cases

=4 o

b Approve Initial Notification Award Statistics

nsion of Timelines)

¢. Modify Notification |

d Approve Notificaticn {Extension of Timelines
3. Screaning Committees

a, Create

b. Verify

¢ Approve

Image: 1

Clicking on the link “Auhtorised Personnel” will open the interface as shown below (Image 2).
The interface will require user to enter the HRMS id of the employees who have to be granted
access for a particular activity related to a particular award type which are explained as follows
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Authorisation for Notification (Image : 2) : Under this head, HRMS ids of the employees entered
will be granted access to upload the notification as well as issue corrigendum and modify
timelines for the award types for which they are authorised.

The process of Uploading Notification or Issuing Corrigendum will again be 2 step process. The
employee whose HRMS ID is entered under the column “Proposal Initiated By"” will initiate the
proposal after entering basic details and uploading the notification and the employee whose
HRMS ID is entered in the column “Proposal Approved By” will approve the proposal submitted

to him.,
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Image: 3

Authorisation for Nominations (Image : 3) : Under this head, HRMS ids of the employees
entered will be granted access to view and download self - nominations submitted by various
employees for all award types under the jurisdiction of that competent authority.
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Here AA has the option to grant this privilege to at least one and maximum 3 users by entering
their HRMS IDs. If more than 1 users have been granted the privilege, any one of those can log
into those links and view the nominations.

ubavban et foe R ptin . S £/, Crvmmedtins Mo iupey
Amard Lassgury Aty Frogeast bvietia s By { Frassss: Verifaties Uy Frogoss Aypeves! By
AR VMR RAK S AASEmMAnEISA Pyt Srdin " s o R o pevey ] = [Y—
Furathns AVREF Dapgration: (1N Desgaatign. D007 Dagigration. 0070
CELIGE farrTol SFEIE
[ Srmber ) Grace L
Dapartmam: Segartaes Depart=an
ACHAPTENRS 2L Y T FLIVEIETIVE R
Primwary Unit W00 Babemary Yok 48 Britaarg Uit TN
A bt R Sava . | sunr MRS sy o = e Fipor TR
Pusngsgr AVESE Pt Y Semgratisne Chrigma e EL T
fiade Gendir | Grads 0
Bapa rtsns: Depariovert Dhrpisirnant
L] LT ATARTNEAS
Prirmgey Uorly, 185 5!-!'5'? Unig 282 Primary Unix: 45
e L swet pnsriees SR ey ] ] ey — s ST
Puinshar (YRIPY Desgoagemn: | Diesagprntiom: 00" Dreaigmirtios: L1
gLt S T ILR Ihy
frade Gade L Grase o
Cepn et Cepartment Dapartmeat
agmani sl MRl AT, T TTTEHIT L T
Frinuary ik Brbiry hmit 40 Brigndry thoge
Rl Sevs Burnglion HSP)  Satection of faaerieer e RHRBEMSIAEY oo [ Py
u Devgratinn "7 _—— Deslgaation. ST RS Besigratien: T
erada Grapw Grage |
Ceparimany Drearteien Croparimsnt
MDA PR | AL AN S TR
Frisinsi Uram B8 Brimary Ys S0 Preimary Lmit, (20
Image: 4

Authorisation for Recommendations (Image : 4) : The process of submission of
recommendations for AVRSP by Zonal Railways and submission of final list of awardees by
Railway Board is a 3 step process. The proposal for the same needs to be initiated by one
authority, verified by one authority and approved by one authority. The HRMS IDs of respective

authorities needs to entered here.

2.2 Uploading Award Notification

Once the entries for authorized personnel has been made into the system, the next step to initiate
the process for a particular award type is to issue its notification.

The authority to upload the award notification for AVRSP is available for the authorized
personnel of Railway Board only. Unless and until the notification for AVRSP for a particular
calendar year is issued by Railway Board, the process of submission of self - nominations and
finalization of awardees for AVRSP for that particular calendar year cannot be done in the system.

[ssuing of Award notification is also a 2 step process. The personnel authorized to issue
notification clicks on the link “Upload initial notification” (Image : 5).
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F For Admin Use : :

1. Authorised Persorinel 4. Report on Control ing Officer's Remarks
2 Notification 3. View Nominations
a. Lipload Initial Notificatinn & Nomination by Admin (For Posthumous Cases

b. Approve Initial Notification 7. Award Statistics
c. Madify Notification (Extension of Timelines)
d. Approve Notification (Extension of Timelines)

3. Sereening Commitiess
a Crzate

b. Verify

¢. Approve

Image: 5

Once the link “Upload Initial Notification” is clicked upon, the following interface (Image :6) will
open up wherein certain basic details regarding the notification needs to be filled in.
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Image :6

Atthe time of uploading the award notification, the authorized personnel will be required to enter
basic details for the same as explained below:

Calendar Year : Here the year for which the Award notification is being issued needs to be
selected.

Award Type : Here the Award type (AVRSP/VRSP/RSP) for which the Award notification is being
issued needs to be selected.

Description : Here a brief description regarding the award for which notification is being issued
needs to be filled in.

Upload Notification Document : Here the pdf document of notification which the administration
wants to be made visible to all the users needs to be uploaded.

Last Date for submission of nomination : Here last date for submission of self nomination by
employees needs to be filled in by the administration. Once this date is crossed, no employee will
be allowed to submit their self nomination for that particular award type.

Last Date for shortlisting of candidates and forwarding to Railway Board by Zonal / PU
Committees : Every Zonal Railway is required to finalise and forward the list of employees
HRMS | User Manual on VRSP ~ for aué.rﬁinfstratécn 7|Pag e
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recommended for AVRSP to Railway Board. Last date for forwarding the same needs to be entered

here.

Last Date for shortlisting by Railway Board Committee : Once the recommendations for
AVRSP are received from Zonal Railways, they are put up to respective screening committees for
individual award type for finalization of awardees. Last date for finalization by screening

committee is to be entered over here.

Date for notification of awardees : The date on which the final list of awardees will be finalized
and notified needs to be entered here.

Once the basic details regarding the award notification are filled in and the proposal is submitted
for approval by the initiating authority, the same needs to be approved by approving authority.

In order to approve the notification, the approving authority needs to click on the link “Approve
Initial Notification” (Image : 7).

i For Admin Use :

i i, Authornised Personnel 4 Report on Controlling Officer’s Remarks

| 2. Notification 5 View Nominations i

; a Upload Initial Notification & Nomination by Admin (For Posthumous cases) |
tb. Approve Initial Notif cation } 7, Award Statistics

| ¢. Modify Notificatton (Extension of Timelines) |

; d. Approve Notification (Extension of Timelines)

3 Screening Committess
a. Create

b. Verify

C. Approve

Image:7

Once the notification is approved by the approving authority, the form for self - nomination for
that award type will be made open for all eligible employees till the last date for self - nomination.

2.3 Modify Notification (Extension of Timelines)

In case any date for an already approved award notification needs to be updated or any other pdf
document needs to be uploaded, corrigendum to that award notification needs to be issued.

In order to do so, the user needs to click on the link “Modify Notification (Extension of
Timelines)” (Image : 8)
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[ For Admin Use :
1. Authorised Personnel 4. Report on Controlling Officer's Remarks
2. Notificanon 5. View Nominations |
a, Upload [nitial Notification 6. Nomination by Admin (For Posthumous cases) |

[ b. Approve Initial Notification 7. Award Statistics
hMod.?} Notification [(Extension ot Timelines) i

d. Approve Notification [Exlension of Timeiines)

3. Screening Committees
a. Create
b, Verify
€. Approve

Image: 8

Once the link is clicked upon, the following interface will open up requiring user to select the
notification against which corrigendum needs to be issued. In such case the link “Issue
Corrigendum” in the Action column needs to be clicked upon (Image :9).

Corrigendum To Notification : 2024

Notification of List of View MNotification

Self-Nomination Awardees Date

(BClick to View Issue

31 /D1/20%4 14/05/2024 17,/05/2024

Corngendum

Image: 9

Once the link “Issue Corrigendum” is clicked upon, the following interface will open up which
will ask user to select and enter the details which needs to be updated. The system will display
the existing details for all the field. Any field which needs to be updated, the checkbox given
against it needs to be selected which will make the field for new value editable. User can then
enter the new value and submit the same for approval (Image : 10).

j Ati Vishixt Rail Seva Purashar m\mm—]
Corrigendum - 5

Exwsting Infarmation (Previous] Meodified Information (Current)

gy AVRSP-2024
Last Date for Subsmission of Self 3 }
10-08. 2024 ol - i ey
[ Hom o b (w]
| ; i
| Last Date for Committee Shortlist 22.09.2024 oy
: ehbatet 01-10-2024 o men-ryy
Date -
Yplosd Document Chaose File iT—i-‘: fite chegen
! e +
| Remarks i

Image: 10

HRMS | User Manuai on VRSP — for administration 9|Page

34

Jéne ated Tram eurnee B? ATK RUMAR G, ULFL-VITTRT, DOPC-VIT, Fay Lammission DUe on 2670772023 UETm



File No. PC-VIl/2024/HRMS/17 (Computer No. 3469766)

18337687 2024/PC-VI[ SECTION

TR e e e
2 B
%ﬁ_,:x‘a =2

Once the proposal for extension of timelines is initiated, the same needs to be approved by
accessing through the link “Approve Notification (Extension of Timelines)” (Image : 11).

For Admin Use:

1. Authorised Personnel 4. Report on Contralling Gfficer's Remarks

2 Naotification 5 View Nominations
a. Upload Initial Notification 6. Nomination by Admin (For Posthumous cases)
b. Apprave Initial Notification 7. Award Stafistics :

¢. Modify Notification [Extension of Timelines)
[d_ Approve Notification (Extension of Timeiinesd
3. Screening Committees
a. Create
b, Verify
¢. Approve

Image: 11

Once the corrigendum is approved, the updated timelines included in the proposal come into

force.

2.4 Screening Committees

In order to scrutinize and finalise the list of awardees, in case administration wants to create
committees, same can be done. In order to do so, the link “Create Screening Committees” needs

to be clicked upon (Image : 12).

For Admin Use:

1. Authorised Personnel 4, Report on Controlling Officer's Remarks

(95

2. Notification View Nominations
-a, Upload Instial Notification &. Nomination by Admin (For Posthumous cases]
b. Approve Initial Notification 7. Award Statistics

¢ Modify Notification (Extension of Timelines)

d. Approve Notification (Extension of Timelines)

3. Sereening Camnittess

a. Create
b. Verify

| ¢. Approve

Image:12

Once the link for creation of screening committee is clicked upon, the following interface will open
up asking the user to select the award type and the type of committee that is required to be made
(Image : 13).
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For Zonal Railways, in case of VRSP only committee that needs to be created is For Selection of
Awardees. The committee members will be able to view all the self nominations submitted by the
employees along with the remarks submitted against them by their controlling officers.

On clicking proceed, a table will open up wherein HRMS Id of the member proposed to be part of
the committee needs to be entered. The moment HRMS ID of the member is entered, system will
automatically fetch all his details and will display alongside.

In order to add members, simply + button given at the end of the table needs to be clicked upon
which will add another row (Image : 14).

Screening Commuittae
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Image : 14

Once the proposal for creation of screening committee is submitted duly entering the names of
all the committee members, the same needs to be verified and approved by accessing the link
“Verify Screening Committees” (Image : 15).
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For Admin Use :

1. Autherised Personnel 4. Report on Controlling Officer's Remarks

2 Notification 5. View Nominations
a. Upfoad Initial Netification & Nomination by Admin (For Posthumous cases)
&. Approve Initial Notification 7. Award Statistics

¢. Madify Notification {Extension of Timelines)

d. Approve Notification (Extension of Timelines)
3 Screening Committees

g, Create

¢ Approve

Image: 15

Once the Verify button is clicked upon, the following interface is opened up (Image : 16) through
which the user can verify the proposal for committee formation.
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Image: 16
Once the committee is verified, it needs to be approved following the same process.
2.5. View Self Nominations

The self nominations submitted by employees and remarked upon by their controlling officers
can be seen by administration for finalisation of final list of employees selected for VRSP,

In order to see the list of self - nominations, the user needs to click on the link “View Nominations”
(Image : 17)
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1. Authorised Personnel 4 Report on Controlling Officer’s Remarks

2. Notification { 5 View Nominations |
a. Upload Initial Notification 6 Nomination by Admin (For Fasthumous cases]
h. Approve [nitial Notification 7. Award Statistics

¢ Modify Notification (Extension of Timelines)

d. Apprave Notification (Extension of Timelines) .
3 Sereening Lommittees

a. Create

b Venfy

¢. Approve

Image: 17

Once clicked upon, the following interface will open up wherein the user will be required to enter
the details in the filter for which the nominations need to be seen (Image : 18).

i- View Self Nominations
|

Year: 204 v Award | ATIVASHISHT RAL SEVA FURASKAR g
Type:

Zone: RARWAY 3CARD ¥

Aveard Latsgory ¢ Select A N

Sort by p;,= Gade v

| Recommendation Hmit (Nes) @ 15

Image: 18

After setting the appropriate values in the filters, once the Proceed button is clicked upon, the
following interface will open up displaying the entire list of self - nominations.

Against every nomination, the remarks of the controlling officer can also be seen. The individual
self nomination form of an employee can also be seen by clicking on the form icon under the action
column. Also the detailed list can be exported into the excel format by clicking on excel button

given on top right corner (Image : 19).
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2.6. Selection of Awardees for VRSP

Once the list of awardees finalized for VRSP has been decided, same needs to be entered into the

system,

The declaration of final awardees for VRSP through the system is a 4-step process wherein the
proposal for final awardees is initiated, verified, approved and then published.

In order to initiate the proposal for selection of final awardees, the user needs to click on the link
Initiate Selection of Final Awardees (Image : 20)

Ati Vishisht Rail Seva Puraskar (AVRSP) Vishisht Rail Seva Puraskar Rail Seva Purashar (RSP)
(VRSP)
1. Submigsion of Recommendstions - By Zonal 1. Selection of Final Awardess 1. Selection of Final Awardees |
| Railways g Initiate & Initiate |
! ainatiate I, Verify b. Verity
b. Verify c A ¢ Anprove
dF d. Publish
2. View Recommendations submitted by Zonal 2. View Published Awardees List 2 View Published Awardees
: Rathways List
3. AVRSP Prority Entry
i |
i 4_View Finalised Prigrity Entry 1
%, Salection of Final dwardeas
6. View Awardee Details
Image : 20
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Once the link is clicked upon, the following interface will get opened up (Image : 21) wherein the
user will be required to enter the HRMS IDs of final awardees of AVRSP

Submit Awardess lor VRSP

Tunts 2

Yienr 2 Award Type AT BAL SEvA PURAELAS
|
| Bl loyun o A Shzsthiat g ki (Hus)

Image : 21

Once the required number of awardees are entered into the system and the proposal is submitted,
the same needs to be verified, approved and published to make the final list of awardees available
to all employees and make appropriate entries into the e-SR of final awardees.
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3- DISCLAIMER

HRMS software and its different modules are continuously being upgraded and the
Pages/ Forms shown or referred to in this manual may be subject to changes. Users are
advised to keep themselves updated with the latest changes, and by taking note of the
messages sent by the HRMS administrator from time to time.

Though every care has been taken to describe the features/ process of the application

accurately, some errors may have crept in inadvertently. In case of any doubt/
discrepancy please contact helpdesk.

--- End of Document ---
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1. GENERAL INFORMATION

1.1  Purpose and Scope

Every year Railway Week Awards are organized by Railway Board and individual Zonal
Railways at different levels under different award types namely Ati Vishisht Rail Seva
Puraskar (AVRSP), Vishisht Rail Seva Puraskar (VRSP) and Rail Seva Puraskar (RSP).

The Award module of HRMS facilitates both employee as well as administration in the
process of Railway Week Awards.

Through the Awards module of HRMS, employees can submit their self - nomination
applications for the different types of awards for which he is eligible.

Through the Awards module of HRMS, the administration can process for different
activities of Railway Week Awards viz issuing of award notifications, recording remarks
of controlling officers, forwarding recommendations to Railway Board, constituting
Screening Committees, finalization of awardees etc.
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The Railway Week Awards module can be accessed by clicking on the "Awards" link given on the
left side menu. When the button is clicked upon, the home page for Awards module will open up
with a host of links having different functionalities which are explained as follows

2.1 Granting Permission Access : Authorised Personnel

Various links given under the Award module for different functionalities can be accessed by the
users who have been granted access for them. Granting access to authorized personnel for various
activities is the first step which needs to be completed.

Granting access is a 2 step process. User with Approving Authority (AA) role clicks on the link
“Authorised Personnel” (Image : 1).

|
J For Admin Use :

] 1. Authorised Personnel I 4 Report on Controlling Officer's Remarks
2. Notification 5. View Naminations
a. Upload Initial Notification 6. Nominauon by Admin (For Posthumous cases)
b Approve initial Netification 7. Award Statisti |

¢. Modify Natification (Extension of Timelines)
d. Approve Netification (Extension of Timelines
3. Screening Committees
a. Create
b. Verify

c. Apprave

Image: 1

Clicking on the link “Auhtorised Personnel” will open the interface as shown below (Image 2).
The interface will require user to enter the HRMS id of the employees who have to be granted
access for a particular activity related to a particular award type which are explained as follows
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Authorisation for Notification (Image : 2) : Under this head, HRMS ids of the employees entered
will be granted access to upload the notification as well as issue corrigendum and modify
timelines for the award types for which they are authorised.

The process of Uploading Notification or Issuing Corrigendum will again be 2 step process. The
employee whose HRMS ID is entered under the column “Proposal Initiated By” will initiate the
proposal after entering basic details and uploading the notification and the employee whose
HRMS ID is entered in the column “Proposal Approved By” will approve the proposal submitted
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Authorisation for Nominations (Image : 3) : Under this head, HRMS ids of the employees
entered will be granted access to view and download self - nominations submitted by various
employees for all award types under the jurisdiction of that competent authority.
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Here AA has the option to grant this privilege to at least one and maximum 3 users by entering
their HRMS IDs. If more than 1 users have been granted the privilege, any one of those can log
into those links and view the nominations.
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Authorisation for Recommendations (Image : 4) : The process of submission of
recommendations for AVRSP by Zonal Railways and submission of final list of awardees by
Railway Board is a 3 step process. The proposal for the same needs to be initiated by one
autharity, verified by one authority and approved by one authority. The HRMS IDs of respective

authorities needs to entered here.

2.2 Uploading Award Notification

Once the entries for authorized personnel has been made into the system, the next step to initiate
the process for a particular award type is to issue its notification.

The authority to upload the award notification for AVRSP is available for the authorized
personnel of Railway Board only. Unless and until the notification for AVRSP for a particular
calendar year is issued by Railway Board, the process of submission of self - nominations and
finalization of awardees for AVRSP for that particular calendar year cannot be done in the system.

Issuing of Award notification is also a 2 step process. The personnel authorized to issue
notification clicks on the link “Upload initial notification” (Image : 5).
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For Admin Use :

1. Authcrised Personnel 4 Report on Controlling Officer’s Remarks

2 Naotimcation 5. View Nominations
a Upload Initial Notification & Nemination by Admin (For Posthumatis cases
b. Approve Initial Notification 7. Award Statistics

¢. Modify Notification (Extension of Timelines)

d. Approve Notification (Extension of Timelines)
3. Screening Committess

a Create

b. Verify

¢. Approve

Image: 5

Once the link “Upload Initial Notification” is clicked upon, the following interface (Image :6) will
open up wherein certain basic details regarding the notification needs to be filled in.

Upload Notifications [
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Image :6

At the time of uploading the award notification, the authorized personnel will be required to enter
basic details for the same as explained below:

Calendar Year : Here the year for which the Award notification is being issued needs to be
selected.

Award Type: Here the Award type (AVRSP/VRSP/RSP) for which the Award notification is being
issued needs to be selected.

Description : Here a brief description regarding the award for which notification is being issued
needs to be filled in.

Upload Notification Document : Here the pdf document of notification which the administration
wants to be made visible to all the users needs to be uploaded.

Last Date for submission of nomination : Here last date for submission of self nomination by
employees needs to be filled in by the administration. Once this date is crossed, no employee will
be allowed to submit their self nomination for that particular award type.

Last Date for shortlisting of candidates and forwarding to Railway Board by Zonal / PU
Committees : Every Zonal Railway is required to finalise and forward the list of employees

HRMS | User Manual on RSP~ for administration ” 7|Page
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recommended for AVRSP to Railway Board. Last date for forwarding the same needs to be entered

here.

Last Date for shortlisting by Railway Board Committee : Once the recommendations for
AVRSP are received from Zonal Railways, they are put up to respective screening committees for
individual award type for finalization of awardees. Last date for finalization by screening

committee is to be entered over here.

Date for notification of awardees : The date on which the final list of awardees will be finalized
and notified needs to be entered here.,

Once the basic details regarding the award notification are filled in and the proposal is submitted
for approval by the initiating authority, the same needs to be approved by approving authority.

In order to approve the notification, the approving authority needs to click on the link “Approve
Initial Notification” (Image : 7).

For Admin Use :

1. Authorised Personnel 4. Repaort on Controlling Officer’'s Remarks

2. Notification 5. View Nominations
a lpload Initial Notification 6 Nomiunation by Admin (For Posthumous cases)
t b, Approve Initial Notification | 7. Award Statistics

¢. Modify Notification (Extension of Timelines)
d. Approve Notification (Extensicn of Timelines)
3. Screening Committees
a. Create
f b Venfy i

‘ ¢. Approve |

Image:7

Once the notification is approved by the approving authority, the form for self - nomination for
thataward type will hbe made open for all eligible employees till the last date for self - nomination.

2.3 Modify Notification (Extension of Timelines)

In case any date for an already approved award notification needs to be updated or any other pdf
document needs to be uploaded, corrigendum to that award notification needs to be issued.

In order to do so, the user needs to click on the link “Modify Notification (Extension of

Timelines)” (Image : 8)
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For Admin Use :

1. Authorised Personnel
2. Notification
a. Upload |nitial Notification
b. Approve Initial Notification
fe Madity Notification (Extension of | imelings)
d. Approve Notification [Extension of Tirmelines)

2. Screeming Commitiess
a. Crearte
Vi i b
b Verify

¢ Aporove

4 Report on Contrailing Officar's Remarks
5. View Nominations
A, Momination by Admin (For Posthumous cases)

7. Award Statistics 1

Image : 8

Once the link is clicked upon, the following interface will open up requiring user to select the
notification against which corrigendum needs to be issued. In such case the link “Issue

Corrigendum” in the Action column needs to be clicked upon (Image :9).

[ Corrigendum To Notification : 2024 l

Self-Mominatin

2024 3052004 1152024

i Rail Seva Porashar (RS9 i

Drate of Narification upload Last Date of Submissian of Natificition of List of Awardeds |

Date

MO d0Es ; DY Jiick b Vi

Image: 9

Once the link “Issue Corrigendum” is clicked upon, the following interface will open up which
will ask user to select and enter the details which needs to be updated. The system will display
the existing details for all the field. Any field which needs to be updated, the checkbox given
against it needs to be selected which will make the field for new value editable. User can then
enter the new value and submit the same for approval (Image : 10).
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Image : 10
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Once the proposal for extension of timelines is initiated, the same needs to be approved by
accessing through the link “Approve Notification (Extension of Timelines)” (Image : 11).

For Admin Use :

1. Authorised Personnel 4. Report on Controlling Officer's Remarks

2 Notification 5. View Nominations
a. Upload Initial Notifization & Nomination by Admin (For Posthumous cases)
b. Approve Initial Notification 7. Award Statistics |

£. Modify Notification (Extznsian of Timelines)
[ d. Approve Notification (Extension of Timelines)
3 Screening Committees
a. Create

Q ‘fE' "’:5‘_,'
c. Approve

Image: 11

Once the corrigendum is approved, the updated timelines included in the proposal come into

force.

2.4 Screening Committees

In order to scrutinize and finalise the list of awardees, in case administration wants to create
committees, same can be done. In order to do so, the link “Create Screening Committees” needs

to be clicked upon (Image : 12).

| For Admin Use :
1. Authorised Personnel 4, Report on Controlling Officer's Remarks
2. Notification 5. View Nominations

a. Upload Initial Notification 5. Nornination by Admin (For Posthumous cases

b. Approve Initial Notification 7. Award Statistics
<. Madify Notification (Extension of Timelines)
d, Approve Notification (Extension of Timelines)

3 Screening Committees

a. Create
b, Verify

c. Apprave

Image: 12

Once the link for creation of screening committee is clicked upon, the following interface will open
up asking the user to select the award type and the type of committee that is required to be made

(Image:13).
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In case of RSP only committee that needs to be created is For Selection of Awardees. The
committee members will be able to view all the self nominations submitted by the employees
along with the remarks submitted against them by their controlling officers.

On clicking proceed, a table will open up wherein HRMS Id of the member proposed to be part of
the committee needs to be entered. The moment HRMS ID of the member is entered, system will
automatically fetch all his details and will display alongside.

In order to add members, simply + button given at the end of the table needs to be clicked upon
which will add another row (Image : 14).

Seruening Committer
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Primasy Unlt

Image: 14

Once the proposal for creation of screening committee is submitted duly entering the names of
all the committee members, the same needs to be verified and approved by accessing the link
“Verify Screening Committees” (Image : 15).
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For Admin Use :

1. Autherisad Personnel 4. Report on Controlling Officer's Remarke
2 Notification View Nominations

|’ a. Upload Initial Netification &. Nomination by Admin (For Posthumous cases)
b, Apgrove Initial Notification

¢ Modify Notification (Extension of Timelines)
d. Approve Notification (Extension of Timelines)

7. Award Statistics

3 Screening Committees
2. Create
o, Verify
. Approve

Image: 15

Once the Verify button is clicked upon, the following interface is opened up (Image : 16) through
which the user can verify the proposal for committee formation.
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Image: 16

Once the committee is verified, it needs to be approved following the same process.

2.5. View Self Nominations

The self nominations submitted by employees and remarked upon by their controlling officers
can be seen by administration for finalisation of final list of employees selected for RSP.

In order to see the list of self— nominations, the user needs to click on the link “View Nominations”

(Image: 17)
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For Admin Use:

1 Authorised Persorinel
2 Notification
a. Upload Initial Notification
b. Approve Injtial Netifizaton
¢ Madify Notification (Extension of Timelines)
d. Approve Notification (Extension of Timelines)
3 Screening Committees
a. Create
b. Varify

¢ Approve

4. Report on Controlling Officer’s Remarks

l 5. View Nominations

6 Nomination by Admin (For Fosthumous cases)

7 Award Statishics

Image: 17

Once clicked upon, the following interface will open up wherein the user will be required to enter
the details in the filter for which the nominations need to be seen (Image : 18).

Year: 2024 v

Zane: Ralway BOARD .
Award Category Seiger Al
Serthy . Pay Grade »

{Recommendation limit (Mesi :

View Self Nominations

Avard [ ATIVISHISHT RAIL SEVS PURASKAR ~

|
| Moceed

given on top right corner (Image : 19).
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After setting the appropriate values in the filters, once the Proceed button is clicked upon, the
following interface will open up displaying the entire list of self - nominations.

Against every nomination, the remarks of the controlling officer can also be seen. The individual
self nomination form of an employee can also be seen by clicking on the form icon under the action
column, Also the detailed list can be exported into the excel format by clicking on excel button
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2.6, Selection of Awardees for RSP
Once the list of awardees finalized for VRSP has been decided, same needs to be entered into the
system.

The declaration of final awardees for VRSP through the system is a 4-step process wherein the
proposal for final awardees is initiated, verified, approved and then published.

In order to initiate the proposal for selection of final awardees, the user needs to click on the link
Initiate Selection of Final Awardees (Image : 20)

Ati Vishisht Rail Seva Puraskar (AVRSF) Vishisht Rail Seva Puraskar Rail Seva Puraskar (RSP)
VRSP)
1. Submission of Recommandations ~By Zonal 1. Selection of Final Awardees ¥ Selection of Final Awardees
' Ratiways a. Initiate 8. Initiate
& |nitiate b. Verify k. Verify

4
C. Aps

¢d. Fuklish

b Verlfy

¢ Approve

v Recommendations submitted by Zonal 2 View Published Awardees List

Raihways

| 3. AVRSP Prioity Entry

4, View Finalised Priority Entry

3. Selection of Firmal Awardees
& niiate
b Varify
C, Approve

d. Pubiish

€. View Awardee Details

Image: 20
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Once the link is clicked upon, the following interface will get opened up (Image : 21) wherein the
user will be required to enter the HRMS IDs of final awardees of AVRSP
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Image: 21

Once the required number of awardees are entered into the system and the proposal is submitted,
the same needs to be verified, approved and published to make the final list of awardees available

to all employees and make appropriate entries into the e-SR of final awardees.
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g. DISCLAIMER

HRMS software and its different modules are continuously being upgraded and the
Pages/ Forms shown or referred to in this manual may be subject to changes. Users are
advised to keep themselves updated with the latest changes, and by taking note of the

messages sent by the HRMS administrator from time to time.
Though every care has been taken to describe the features/ process of the application

accurately, some errors may have crept in inadvertently. In case of any doubt/
discrepancy please contact helpdesk.

--- End of Document ---
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1.1  Purpose and Scope

process of Railway Week Awards.

Screening Committees, finalization of awardees etc.
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Every year Railway Week Awards are organized by Railway Board and individual Zonal
Railways at different levels under different award types namely Ati Vishisht Rail Seva
Puraskar (AVRSP), Vishisht Rail Seva Puraskar (VRSP) and Rail Seva Puraskar (RSP).

The Award module of HRMS facilitates both employee as well as administration in the

Through the Awards module of HRMS, employees can submit their self - nomination
applications for the different types of awards for which he is eligible.

Through the Awards module of HRMS, the administration can process for different
activities of Railway Week Awards viz issuing of award notifications, recording remarks
of controlling officers, forwarding recommendations to Railway Board, constituting
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2 FOR EMPLOYEES’ USE

The Railway Week Awards module can be accessed by clicking on the “Awards” link given on
the left side menu after logging into HRMS. When the button is clicked upon, the following
screen will open up (Image : 1) with different functionalities which are explained as follows:

Railway Week Awards

Ati Viehisht Raill Seva Puraskar (AVREP)

List of Awrardess

Cate of lasue of Notificatian Last dats ol applicaten submivsion Nottheating Saif Nomunation Submitted Appioatnan

13n242023 3102024 AClick 10 View Nomination Done  Tirk ' view your aoole st Click to wews Coming 3oen

Withoraw applcaton

024

Vishisht Ralt Seva Puraskar (VRSP)

Date of (ssue of Hotiflcation Lamt date of appliication submivsion | Hotification Sell Nemnation Submitied Appication Lisl of Awprdoes
024 1822023 Tj0VjE034 Wkick 1o View Homination Dong Cilel te view yois applcation Clicx te view Coming Soon
Withck aw application

Rail Seva Purashac (RSP)

Date of insue of Hotfication Last date of spplication submission Metifization | Solf Nemination Submitied Aaplicatian List of Awardaec

ma notifisation for this sward has been ixsusd by the compatent Autharity

Image: 1

If a particular type of award (AVRSP/VRSP/RSP) has been notified by the competent authority
for the logged in user, the details of the awards will be shown to him as shown above, else
message will be displayed “No notification for this award has been issued by the Competent

Authority”.

Once the notification for an award type has been issued certain basic details will be visible in
the tab for the same, viz Date of Naotification, Last date for submission of application (self

nomination) etc.

The page shows different links tabulated under three broad categories of Awards types - Ati
Vishisht Rail Seva Puraskar (AVRSP), Vishisht Rail Seva Puraskar (VRSP) and Rail Seva

Puraskar (RSP) all of which are explained as follows:

Year : It will display the calendar year for which all the details for that award type are
being shown.

Date of issue of neotification : Here that date will be shown on which the notification for
that Award type has been issued by the administration.

Last date of application submission : This field will display the last date till which the
employee can submit self - nomination for that particular award type. Once the date
mentioned here is crossed, no employee will be allowed to submit their self - nomination

for that particular award type.

Notification : This field will display the link of the detailed award notification which has
been issued and uploaded by the administration. On clicking upon the link, the
notification uploaded by the administration will get opened up.

HRMS | User Manua! on Raiiway Week Awards — For employees 4|Pzage
61

éE' Brated [rarn eomce by JATA RUMAR G, DOPC-VI(IR), DOPC-VI, Fay Commission Ote ah 267077 2024 U3:33 pm



File No. PC-VII/2024/HRMS/17 (Computer No. 3469766)

183379772024 /PC-VII SECTION

F

(

—

e

In orde

T
LB B

————

i
T
Self Nomination : This field will display the link through which the employee can
submit his self - nomination for that particular award type. The link for submission of
self nomination will be

Submitted Application : This field will show the link of the self - nomination
application submitted by the employee. Clicking on the link, the submitted application
will get opened up.

Withdraw Application : This field will enable employee to withdraw his submitted
application in case he wants to make changes in his application and resubmit the same.
Once the application is withdrawn, the employee will again be allowed to submit the self
- nomination for that award type.

List of awardees : This field will display the link of final awardees as and when the
same is finalized and uploaded by the administration.

2.1 Submitting Self Nomination

r for employee to submit the self nomination, the same can be done by clicking on the

link given under the field “Self Nomination” for a particular award type, clicking on which will
open up the form as shown below ( Image: 2 ):

Notification Link s 0 lew o Yiow

Award Category

Employes Basic Detnds

Proforma for Nomination Application For ATl VISHISHT RAIL SEVA PURASKAR

Calendar Year; 2024
Applieation Status a0

Setect Award Category

13}

HRMS | User Manual on Railway Weaek Awards — For employees

Nomes R

Name in Hindi

dane CORE

Zone in Hindk: FE T TR

Uit ; AlLBHARAD CORE 7 SPU

Unit in Hindi:

P (FFICE SUPSTOMTENCERS

Bweignation in Hindi

Image: 2

Award Category : This field needs to be filled in case of Award type AVRSP only and is not
required to be filled in case of other award types (VRSP and RSP). Here the employee is required

to select the category (out of 7 categories) in which he wishes to self - nominate himself. (Image

m
i}
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Proforma for Nomination Application For ATI VISHISHT RAIL SEVA PURASKAR
Calendar Year: 2024
Notiieatian Link © [0 et Vo Application Status < i
Auard Category . Solect Awatd Catagery
£ you Hamic D Category 1 N Innn i piocesses/ M acedures leading 1o econamies i exg fimre, irmptovement i productivity, impon substiution e
Hame
Name in Mindi
Zone
Zonw in Hisndz . e v {.*q{{;ﬂaﬂﬂm'::
Uit - ALLAHARAD CORE / SPL
Ui i Hindic e_

Image:3

Employee Basic Details : Here most of the details including photograph of the employee are
picked up by the system and displayed over here. In case any of the details being displayed is
not correct / up to date, the employee needs to get it corrected in his Employee Master. In order
to do so, the employee will be required to raise a service request through Employee Self Service
tab indicating the changes which are required to be made which, once approved by the
concerned establishment dealing Clerk, Verification Authority and Approving authority, will
start reflecting over here.

Photo : Photo of the employee is mandatory for submission of self - nomination form. In case
the photo of the employee is missing, the same may be uploaded or updated in the employee
master by the employee by raising a service request through Employee Self Service (ESS)
module.

Designation in Hindi : The employee is required to enter his designation in Hindi.
E-Mail Id : Here the employee is required to enter his email id.

Controlling Officer Details : Every self- nomination form submitted by every employee will be
directed to his controlling officer for recording his remarks. Here in this field, the employee is
required to enter the HRMS ID / name of his controlling officer to which his self - nomination
form will be directed for recarding his remarks. (Image : 4)

iﬁmlwlllﬂg Officer * ! Mease salsc
Search Range : CORE- AL ABARAD.CORE ISPLS STORES Modity Search Range
HRMS D ¢ Hame:
Zonse: Unit;
Designation: Mobile No :
Image : 4

Past Awards : Here in this field, the employee will be required to furnish whether he has
received any Railway Week Award in the past or not, and if yes, details for the same needs to be
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furnished in this field.Multiple rows regarding the same may be added by clicking on the +
button given in the table for it. (Image : 5 )

Past Swards

Whathes any fatinay Woak Award ressivad magle? *

Fiease Prowvds Details

Tygrn oo Bviiedd Description Aclel fRewove

Test data for G avard

Gl AWWARD:

2015 Test data for DRM aw md

DRM 7 O AWASRD

Image : 5

Posts Held : Here the employee is required to give details regarding his current and past posts
held. It is mandatory for the employee to give details atleast for his current postMultiple rows
regarding the same may be added by clicking on the + button given in the table for it. ( Image : 6

)

l Fosts Heid * i

Designation Place of Posting | Crgenixtion f Jone

Adt/ Reinove
Ramw

Pay Lowel

Sr Cleek - fhans ! NER 5 ¥ GROWFC v 22-01-2017 (1 of-41-2021 O =

Y Gtie supd thans | NER § v GROUPS v | 01012027 Y || Zo7o2008 £ |

Image: 6

Work Done / Citation : Here the employee is required to furnish the details of his
achievements he wishes to highlight in support of his self - nomination. ( Image : 7))

Daeclaration -

I <ot amien O NI V071G AS OFFICE SUPFRINTERNDENT  ALLAHABADCORE / SPU 00 HERF#: D501 ARE THAT DHAING MY ENTHE
RETL Ay SERVICE,
.

FrAVE RECEVERZELECTID BY FAST FOR RAILNAY WEEK NATIONAL AWARDNATICNAL TAWAFS AWRRD DURING 2018, 2015,

| DECLARE THAT THE ABOVE INFORMATION IS TRUE TO THE BEST OF MY KNOWLEDGE AND NOTHING HAS BEEN CONCEALED THEREOF AND IN EUTURE. IF THE ABOVE
INFORMATION 1S FOUND TO BE FALSE, MECESSARY ACTION AS DEEMED FIT MAY SE TAKEN AGAINST ME.

HREMS 1D: I

OFFICE SUPERINTENDENT
ALLAHABAD CORE [ SPU
=
Image:7
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Declaration : Before submission of application form, the employee will be required to check the
appropriate declaration being shown by the system and then submit his self - nomination form.

(Image: 7)

Note : Self nomination for only that award type will be submitted for which the employee has
clicked on Self nomination link and filled the form. In case the employee wishes to submit his
self - nominations in more than one award type, the employee needs to fill the self nomination

form for those award type separately.

For example, in case self - nomination for an employee is open for all 3 award types (AVRSP,
VRSP & RSP) and the employee wants to nominate himself in all three award types, the
employee needs to click on self nomination link of all three award types separately and fill

individual forms for all three award types.

2.2 View Self - Nomination

In case the employee wishes to view the self - nomination submitted by him for a particular
award type, the same can be seen by clicking on the link “Click to view your self -
nomination” (Image : 8) which will open the submitted form as shown below (Image: 9 ):

Raibway Wesk Awards

Avwmre Yenr 1 bl X .«

At Vishisht Rl Sevn Purmskac (AVIESF]

wast date of appiEton o TnImen
ssbarmvinabon

Yo e of tebue of MhouHGIton

o
m
aa
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Avrard Category .

Ermpdoyse Basic Details
Hame :
MName In Hindi:
z“'lﬂ:
Zone in Hindi ;
Upit :
Unit in Hindi :
Designation :
Besignation in Hindi ;
Do .
Gazetted / Non-
Gazetted :
Basic Pay :
Mobile Number :

Departument/
Directorate :

HRMS 1D :

View Nomination
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Award Type : ATI VISHISHT RAIL SEVA PURASKAR

Calendar Year: 2024

Catagony 7 Cribstareling pasfonpiance 15 any obier fakd

AR

s g

RAILMYAY BOARD / 5
td

0T DIRECTOR

g B
GALETTED Grade (only for
Garatted) :

a3 Pay Lavel :
12345672890 E-Bail iy ;
ADIB/GENERAL
.= Name

R Unit:

ADDITIONAL MEMBER Mobile No

o Railway Week Awards - For employees

Application Status : Sl

RECY

LG TR
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Place of Fosting Brganization / Zone Pay Girade From Date

Besignation
Leved

(S Joint Director DELHI 1 PALWAY BOARD T : IR -01-2020 Q3-2-2024
ADRENISTRATION ]
GRADE

Work Done ¢ Crtation

A vy dhifigentt s sin abways put her tast offois [t wonk

Declaration :
| A 004U SHTER OF BN, \vORKING AS JOINT DIRECTOR N RAILWAY BOARD / RB DO HEREEY DECLARE THAT DURING MY ENTIRE
RALWAY SERVICE +

FRANVE NEVER RFCEIVED SELRCTED 4 RAST R RAHWAY WERK MATIONAL SWARDS NATICHAL RAIDAAYS AMARD

| DECLARE THAT THE ABOVE INFORMATION IS TRUE TO THE BEST OF MY KNOWLEDGE AND NOTHING HAS BEEN CONCEALED THEREOF AND IN FUTURE, (F THE
ABOVE INFORMATION IS FOUND TO BE FALSE, NECESSARY ACTION AS DEEMED FIT MAY BE TAKEN AGAINST ME.

Employes Narnme:
HRMS D
Designation: JOINT DIRECTOR

Image: 9

2.3 Withdraw Self - Nomination

Once the self nomination has been done by an employee for a particular award type, he has the
option to withdraw the same. The same can be done by clicking on the link “Withdraw
Application” clicking on which will prompt employee to confirm his input and once confirmed,
the application will be withdrawn. (Image : 10)

Image: 10

Once the application is withdrawn, the employee can submit his self nomination for that
particular award type in case last date for self nomination is not over yet.

Note : In case an employee wishes to make any change in his self nomination application after
submission, the employee will be required to withdraw his previously submitted application

HRMS | User Manual on Rai?w-é;-r Week Awards —~For employess 10 |Page
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and submit fresh self nomination application provided last date for submission of self
nomination is not over yet.

2.4 Recording Remarks by Controlling Officers

Provision has been made in the system for recording remarks of controlling officer against the
every self nomination application of the employee for every award type.

Once the employee submits his self nomination application and selects his controlling officer in
his application form, on submission of his application, the same will be shown to the controlling
officer to submit his remarks as shown below (Image : 11)

[ ]
emarks Monitoning

Image: 11

Once the link “Remarks requests pending with me” is clicked upon, it will open up the
following interface showing the list of all applications which are pending with the controlling
officer for recording his remarks as shown below (Image : 12):

Calendar Yoar : 2024
o gioyns Mams
Cow jawe  AWKUMARSRARNA  PZRN |sToRss SPCE 5 BAFNCANT € Imokervs  ome | b %
R 4 ARUS SUMAR 544 OOWIN ;J':H. --“-_-J DEFICE SUPFRINTENDENT » e
2 |2 i L DOsut -r” "y I FiCL BSONILL PR 1 gy | e
Bocw VR DvEERDE e — -y ‘o
M B 5 e e TR L .
) 2 e gy .
. 1 apoyy T ANTIAW == T asl 05 = ¢ lrtwgmy °
& ra GARRE . o agent | o >
N HAMARANEIA ! " TEUMTS ASRITAN v o
AGHaR VAELA 2 3 Bbegory -
ar & BHATTROHARE QARG | & SINELANG ASHSTANG Sy ®
Image: 12
In order to record the remarks against any application, the controlling officer needs to click
upon the Edit button given under the Action column, clicking on which will open up the
following interface as shown below (Image : 13):
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E .2 ELE
e e
| EYE RECENVED/SELECTED IN PAST FOR RaibWay WEEK NATIONAL SW2RTUNATIONAL RAILWAYS HNARD DURING 2010 2002

HOECLARE THAT THE ABOVE INFORMATION IS TRUE 10 THE BEST OF MY KNOWLEDGE AND NOTHING HAS SEEN CONCEALED THEREOF AMD IN FUTURE IF THE
ABOVE INFORMATION 15 FOUNRD 1O BE FALSE, NECESSARY ACTION AS DEEMED FIT MAY BE TAREN AGAIMST ME.

Fraptiyen N [

RS 10; I

Ulesignation: OFFICE SUPERINTENDENT

Uitz CHITTARAN AN LOCOMOTIVE WORKS / PU
Submitted On: 18/01/2024

Please Seleqt w
Please Select

Remarks @

Uplead Supporting Choase file | No fils chosen

Eocument :

Image: 13

Here the self nomination application submitted by the employee will be shown with the option
for controlling officer to record his remarks. Following options will be shown to the controlling

officers:

1. Completely Agree : In case the controlling officer completely agrees with the citation
and works done by the employee as indicated by him in his application form, this option
needs to be selected.

2. Partially Agree : In case the controlling officer agrees partially with the information
furnished by the employee in his self nomination form, this option needs to be selected.
But here the controlling officer will be required to furnish his remarks also.

3. Not Agree : In case the controlling officer does not agrees with the information
furnished by the employee in his self nomination form, this option needs to be selected.
Here also the controlling officer will be required to furnish his remarks.

4. Not pertaining to me, hence forwarded : In case the controlling officer feels that self
nomination application has been sent mistakenly to him and the employee is not
working under him or for any reason the remarks against this application are not to be
recorded by him but by someone else, he can select this option and forward the
application to the actual officer to whom it pertains for recording his remarks.
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3! DISCLAIMER

HRMS software and its different modules are continuously being upgraded and the
Pages/ Forms shown or referred to in this manual may be subject to changes. Users are
advised to keep themselves updated with the latest changes, and by taking note of the
messages sent by the HRMS administrator from time to time.

Though every care has been taken to describe the features/ process of the application
accurately, some errors may have crept in inadvertently. In case of any doubt/

discrepancy please contact helpdesk.

--- End of Document ---
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