geror ufym W/ SOUTH WESTERN RAILWAY
wa e /Headquarter Office,
w1t fawmr/Personnel Department
Rail Soudha/x star, gsafee/Hubballi — 580020

No.SWR/P.378/VRSP/2025 fet/Date: 27.11.2025

All PHODs/HODs/SWR

NDRM/URL, SBC & MYS

CAO/CN/BNC

CWM/UBLS & MYSS

Director/MDDTI/SBC & Prinicipal/ MDZTI/DWR
Dy.CE/TMO/YPR, Dy.CMM/GSD/UBL

Sub: Calling of e-self nominations through HRMS Award Module for Vishisht
Rail Seva Puraskar (VRSP)-2025 at Zonal Level- for the exceptional work
done during the period 1% Jan 2024 to 31 Dec 2024

Ref: This letter of even no dated 18.09.2025 & 15.10.2025

& %k ok ok ok

Further to this office letter of even No. dated 18.09.2025 & 15.10.2025, last
date for submission of e-self nominations through Award Module for Vishisht Rail Seva
Puraskar (VRSP)-2025, which was 31.10.2025, has now been extended upto 10.12.2025.

This is for kind information & necessary action please.
4

o \\\9/3

(Shirish Sadashiv Kamble)

Dy.CPO/Gaz & Welfare
For Principal Chief Personnel Officer

Copy to: Secy to GM for kind information of GM.

PS to AGM for kind information of AGM

PS to PCPO for kind information of PCPO.

Sr.DPO/UBL, SBC & MYS for kind information and n/a.

Dy.CPO/CN/BNC & Dy.CPO/MYSS, -for kind information and n/a.
AWPO/UBLS for information and n/a.

GSs/ SWRMU, SWRES, AISCTREA & AIOBCREA for information please.



gferor ufzm W a/SOUTH WESTERN RAILWAY
wa waea /Headquarter Office,
wifie fawm/Personnel Department
Rail Soudha/er dier, gssfei/Hubballi — 580020

No.SWR/P.378/VRSP/2025 fte/Date: 15.10.2025

All PHODs/HODs/SWR

DRM/UBL, SBC & MYS

CAO/CN/BNC

CWM/UBLS & MYSS

Director/MDDTI/SBC & Prinicipal MDZTI/DWR
Dy.CE/TMO/YPR, Dy.CMM/GSD/UBL

Sub: Calling of e-self nominations through HRMS Award Module for Vishisht
Rail Seva Puraskar (VRSP)-2025 at Zonal Level- for the exceptional work
done during the period 1% Jan 2024 to 31% Dec 2024

Ref: This letter of even no dated 18.09.2025

k %k ok ok ok

Further to this office letter of even No. dated 18.09.2025, last date for
submission of e-self nominations through Award Module for Vishisht Rail Seva Puraskar
(VRSP)-2025, which was 15.10.2025, has now been extended upto 31.10.2025. This is

for kind information & necessary action please. <
oS
‘5‘2)0
\
(Shirish Sadashiv Kamble)
Dy.CPO/Gaz & Welfare

For Principal Chief Personnel Officer

Copy to: Secy to GM for kind information of GM.

PS to AGM for kind information of AGM

PS to PCPO for kind information of PCPO.

Sr.DPO/UBL, SBC & MYS for kind information and n/a.

Dy.CPO/CN/BNC & Dy.CPO/MYSS, -for kind information and n/a.
AWPO/UBLS for information and n/a.

GSs/ SWRMU, SWRES, AISCTREA & AIOBCREA for information please.

e



Fhgor afgm wa/SOUTH WESTERN RAILWAY
v wated [Headguarter Office,
e Fum/Personnel Department
Rail Soudha/w wtar, gesfes/Hubballi — 580020

No.SWR/P.3TR/VRSP/2(025 Baiw/Date: 18.09.2025

All PHODs/HODs/SWR
DRM/UBL, SBC & MYS
CAO/CN/BNC
CWM/UBLS & MYSS

Sub: Calling of e-self nominations through HRMS Award Module for Vishisht
Rail Seva Puraskar (VRSP)-20235 at Zonal Level- for the exceptional work
done during the period 1* Jan 2024 to 31* Dec 2024

Ref: Railway Board Letter No.2025/0&M/12/4 dud 07.01.2025.

* & EH

Every Year, during Railway Week, awards are given to emplovees of South
Western Railway at GM's Level for their exemplary. outstanding and meritorious

performance.

2. E-self nominations are hereby called for Vishisht Rail Seva Puraskar (VRSP)-2025 at
the Zonal level through HRMS Award module from Railway Officers/staff, The
salient features for VRSP-2023 are as under.

a) Name of Award: Vishisht Rail Seva Puraskar-2025
b) Number of awardees restricted to maximum 41 numbers,
¢) No cash component

d) Department wise quota for VRSP-2023 is as under:

SLNo | Department _ Number of Awards ]
1 | Gazetted Officers o 2
p Accounts 1
3 Commercial 2 |
4 Electrical 9
5 Engineering (Open Line) 9
6 | Engineering Construction I
7 General Administration I
8 Mechanical B
9 Medical & Stores i
10 Operating 5
| 11 | Safety Included in department quota |
[ 12 Personnel | '
13| Security i
14 @ S&T 2
15 | Sports
16 | Cultural Included in department quota
17 | Bharat Scouts & Guides
| Total 41




3.

3. Accordingly, e-self nominations by Officersistaft of Divisions/Units may be
submitted only thromgh the HRMS Award Module. The guidelines for
forwarding/applying are placed at Annexure which may be followed, Offline
applications will not be accepted.

4. Before filling e-self nomination through HRMS Award Module, applicants are
advised to go through the User Manual available at HRMS Award Module dashboard.

A Citation or write-up of up to 1000 characters, specific to the category under which
the nomination is being made, must be entered in the designated section of the e-form
within HRMS Award Module. Nominations are to be made for the work done up to
the 31" December 2024. The citation should indicate the exceptional points with
respect to category for which nomination is being made,

:JI

6. The Officers/staff must not have received GM's Award(VRSP) during last 3 vears, A
declaration to this effect must be filled in the e-self nomination in HRMS.

7. Last date for submission of e-self nominations through HRMS Award Module to
employees is 15.10.2025.

8. This notification for Vishisht Rail Seva Puraskar (VRSP)-2025 may be circulated to
all offices under each Divisions/Units for wide puhblicity to ensure that the information
reaches all railway employees, including those in remote areas.

9. Employees should ensure that their correct department/unit and other details are
updated in HRMS before applying.

10. HRMS Award Module may be accessed through the iptemet Link
(https://hrms.indianrail.gov.in/HRMS/login).
oo
A

v
@
(Shirish Sadashiv Kamble)
Dy.CPO/Gaz & Welfare
For Principal Chief Personnel Officer

Copy 10: Secy to GM for kind information of GM.

PS to AGM for kind information of AGM

PS to PCPO for king information of PCPO.

Sr.DPOYUBL, SBC & MYS for kind information and n/a.

Dyv.CPO/MYSS, SPO/CN/BNC-for kind information and n/a.

AWPO/UBLS for information and n/a.

GSs/ SWRMU, SWRES., AISCTREA & AJOBCREA for information please.



ANNEXURE-I

Guidelines for sending e-self nominations through HRMS Award Module for Vishisht
Rail Seva Puraskar (VRSP), 2025 at Zonal Level.

1) Category under which e-self nomination to be sent:-

S1.No. | Category

' New Innovations/processes/procedures leading to economies in expenditare,
improvement in productivity, import substitution ete

n Meritorious acts even in disregard to personal safety leading to protection of
life and property on Railways
11 Special efforis made o increase earnings and to tackle ticketless travel, thefis,
ete.
v Exemplary work done to improve operations, security and safety, better
maintenance and utilization of assets
v Completion of projects ete. in record time
A | Outstanding performance in the field of sports, leading to
national/international recognition
VI1 | Outstanding performance in any other field

Noie: Nomination of official/staff mav be restricted to any one of above seven categories.

2)

4)

6)

E-self nominations for the Vishisht Rail Seva Puraskar (VRSP) should be submitted
via HRMS Award Module. When filling the form, it should be ensured that
information related to Name, Zone, Unit. and Designation is accurately provided in
Hindi also. The form must include details regarding employees' current post and
maximum up to the last five posts held. The applicant must also fill the details
(HRMS ID/Name) of his'her controlling officer in the relevant field. The applicant is
also required to fill his/her active E-mail ID.

It is advised that officers/staff working in the field and have done exceptional work
may submit e-self nomination through HRMS Award Module. Officers/StafT working
in Offices may also submit e-self nomination provided they have done exceptional
work in real sense. so that, only truly deserving employees meriting recognition at the
National level may only be selected for the Award.

Group '"C' and erstwhile Group ')’ categories of Railway staff may normally submit e-
self nomination. In exceptional cases, Officers upto JA Grade/Selection Grade. who
have done exemplary work, may also submit their e-self nomination. However,
officers above the Selection Grade may not submit e-self nomination as scheme does
not cover officers above the level of Selection Grade. However. Selection Grade
officers in non-functional SAG are also eligible provided they remain in SG till 16th
April, 2024.

No recommendation for Group Award be sent as Group Awards are neither
considered nor given during the Zonal Level/'Vishisht Rail Seva Puraskar (VRSP)
Presentation.

No abbreviations should be used and no column be left blank while filling in the e-
self nomination form by emplovees on HREMS.




7) If any details like name, photo, zone, and designation etc. of the employee on HRMS
portal are not correct/up to date, the employee needs to get it corrected in his
Employee Master by raising a request through Employvee Seltf Service (ESS) Module.

8) Detailed guidelines for users and admins for AVRSP, VRSP and RSP are issued vide
Railway Board's Letter No.PC-VIL/2024/HRMS/7 dt.31.07.2024.

9) Last date for submission of e-self nominations through HRMS Award Module for
VRSP is 15.10.2025, -
g0%”
o
{Shirish Sadashiv Kamble)
Dy.CPO/Gaz & Welfare
For Principal Chief Personnel Officer



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

18374472024 7FPC-VIT SECTION

LCEIS

USER MANUAL
ON

Ati Vishisht Rail Seva Puraskar

(AVRSP)

A aneEx LRE-1]

SYSTEM HRMS

MODULE : RAILWAY WEEK AWARDS
Version 1.0

HRMS | User Manyal on AVASP = for adminl 3 1|Page




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

18 {37447 2024/PC-VIT SECTION
CRIS
Ta f
Siio. [’ | _Topic_ Page No.
1| General Infnrmntinn I3
11 Purpu'qe& '-*u:upe 3
2| ' For Office Use : 4
2.1 ' Authorised Personnel 4
23 | L_l-iil_uadmg.l’iward Notification 186
23 Hndlfy Nat!ﬁtatmn{Extensmn ufTimEIInes] e
24 Screening Committess (10
e s ST EE
26 | Submission of Recommendations for AVRSP - by Zonal 15
_____Rallwayx SR (e
| 2.7 View recommendations mhmlﬂnd h:-r Zuml ﬂmlwn;,-s 17 |
|2_B___ Priuril;l.r Entry for AVRSP - ,I 18 i
29 | View Finalised Priority Entry _ - fla '''' O
L 210 " Selection of Awardees for AVRSP 20 |
3 Disclaimer 24
HRMS | User Manual on AVASP - for administratian 2|Page
3




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

- CRIS

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 Atl Vishisht Rail Seva
Puraskar (AVRSP), Vishisht Rail Seva Puraskar (VRSP) and Rail Seva Puraskar (R5P).

The Award module of HRMS facilitates both employvee 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 cantrolling officers, forwarding recommendations to Rallway Board, constituting

Screening Committees, finalization of awardees etc.

HRMS | User Manual on AVRSP =Tor sdministration 3jlPage
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3 E————

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 :
f |, Authonsed Peronne t 4 Report on Cantrofling C¥ficers Remarka
2. Notifieatian 5 Vimw Narmsnations
£ Uplosd Initial Motifcstion 6. Nomenaton by ddmmn [For Posthumous cese
b appeove Initisl Metification 7 Gward Staritica

c. Modily Notlication (Extendion of Timeibnues)

d Appeowe Matifealion (Extantion of Timeline
1 Serezning Comimimess

&, Crapte

s Virify

¢, Aoproe

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 Manual on AVRSP - for administration 4|lPege
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Authorisation for Notification [Image : 2) : Under this head, HRMS ids of the employees
entered will be granted access to uplead the notification as well as [ssue corrigendum and
modify timelines for the award types for which they are authorised.

The process of Uploading Netification or 1ssuing Corrigendum will again be 2 step process. The
employee whose HRMS 1D 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 1D is entered in the column “Propesal 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 ef 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 AVASP = for administration 5|Page
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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 I1Ds. 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 1Ds 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 "Uplead initial notification” (Image : 5).

HRMS | User Manual on AVRSP = for adminlstratian 6|Page
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Once the link "Uplead Initial Netification" is clicked upon, the followling interface (Image :6) will
open up wherein certain basic details regarding the notification needs to be filled in.
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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 he
selected.

Award Type : Here the Award type (AVRSP/VRSP/RSF) for which the Award natification is
being issued needs 1o 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 1o be filled in by the administration. Once this date is crossed, no employes
will be allowed to submit their sell nomination for that particular award type.

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

HRMS | User Menuzl on AVASP —for gdminlstration 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 Raillway 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 detalls 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 Authoteed Personnel 4 Report an Camimlling Officer's Hermarks
2 Notfication 5. View Nominations
a. Upload nite! Motrhicaton @ Normraticn by Admm (For Porthumaos cases)
| b Approve jratial Nnhﬂ_'_!"i.:th:r'-] T. Award Swmistics

. Modily Notificatan ([Exnersoen of Timelines)

d. Approve Notification {Daesgicnof Tenslines)
3 Sereening Committees

a Create

b Verfy

€. 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 B|Papge




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

iliﬂmm
RIS
| For Admin Use :
1 Autharised Pavecapl

a4

2 MNotficaban 5
b, Upbousdd Lnitkal Nosfscative . Maorrummtion by A ,IF = Potlnarous cme

7

Repart an Canrslling Officer s Remario
ey PRYTETAY e
b Appress Insal MasaFoaten 7. Awind Srarootiet
F Mod ity Nanficahon [Etwmranns of Time)inea)
o Approve NNothcation [caberm on of | o ines
i Soreerny Committees
& Creqts
1 b verify

L ADDNE

Image : B

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

Corrigendum Te Motification : 2024

Ll-! Vishisht Rall Seva Puraskar I:AFHFJI

Dhate of Matificatins Lt Dhibr o Jaahimiimascim o Mabdseation o Liw od Wi Mateb s alioe
uapsiaark Lol BhoprromaTean Awgrdoe Daie
2024 Niv1ENE | g Tl Oy 2024 [ e 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 detalls 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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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. Autharied Persanne & Hepart an Cantrailing Officery Remaria

2 Nakfientian S W Mamrnatisng
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¢ Modify Naotification (Exsenson of Timelines)
|' | &. Approve Natification (Estension of Timalines) |
3. Screening Commttess
& Cremte
b Verify
¢ Apamove

Image: 11

Once the corrigendum s 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. Authoried Personnel 4. Repert.on Controdling Officer's Rsinarks

2 Metfication 5 View Nominatiors
& Uplcad Initizl Notilicaton & Nominalon by Sdrmn (For Posthumous Gses)
b. Approve Initlal Natifcatian 7. foword Statiatics
< Modify Notrficatean [Exdtension oF Trinelme)

d: Approve Notilicstin (Bxtension of Timelnes)
3 Screening Dommittess

a ';rlr.l!'!
b Veniy
C Approve

Image: 12

Once the link for creation of screening committee js 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).

HAMS | User Manual on AVRSP - for administration 1I0|Page
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In case of AYRSP, 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 Rallway 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 Commities
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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 D of the member is entered, system
will automatically fetch all his detalls and will display alongstde.

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

Rallway 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).
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Image : 15

On clicking proceed, a tahle will open up wherein HRMS Id of the member proposed to be pant
of the committee needs to be entered. The moment HRMS 1D 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 : 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).
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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.
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-

Image: 18
Once the committee is verified, it needs to be approved following the same process.

2.5. View Sell 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 1p
Railway Board lor AVRSP,
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In order to see the list of golf - nominations, the user needs to diclk on the link “View
Nominations” (Image : 19)
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Image: 19

Once clicked upon, the following interface will open up wherein the user will be required to
enter the detalls in the filter for which the nominations need to be seen (Image : 20).
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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 detalled list can be exported into the excel format by clicking on excel

hutton given on top right corner (Image : 21}
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2.6. Submission of Recommendations for AVRSP - By Zonal Railways

Every Zonal Rallways, after having received sell nominations by employees for AVRSP, they are
required to forward a final list of employees recommended for AVRSP to Rallway Board.

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

forwarding.
ts Vishisht Rail Seva Puraskor (AVRSP) Vrhisht A Seva Purash s Rasl Seva Purashar (RSP)
RSP
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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)
I ;
[ Sulrmit Becommendatiom for M‘!ﬂ 1
St o el War £+
dwpned Typ Al WSPEIHT R e FURAELAR f Vi Ty | e .'-.'-'ul]l

I GRAR Wy | Coapupsi T Pyur e cvpiee -I
Tl |

L -

Dt i 22 Eheame Tl b fip shomes -
Drcussnst § Charan iim Wi Tiiw chinger -

Iimage: 23

Once the interface for adding the recommended names gets opened up, user needs to enter the
HRMS 1Ds of the recommended employees. Every Zonal Rallway can add only that many
number of recommendations as per the gquota 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 propeosal if they wish to.

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

HAMS | User Manual on AVRSP = far administration 16| Pege
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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

Onee the proposal of list of employees recommended for AVRSP by Zonal Raillways 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)
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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
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2.8, Priority Entry for AVRSP

For all the recommendations forwarded by Zonal Railways for AVRSF, 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).
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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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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 Rallways with the provision to take input for Priority numbers
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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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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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2.10. Selection of Awardees for AVRSP

Once the list of awardees finalized for AVRSP has been dectded, 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 | Liser Manuzl on AVRSP = for administration
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[n order to initiate the proposal for selection of final awardees, the user needs to click on the
link Initiate Selection of Final Awardees {Image :32)
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Once the link is clicked upen, the following Interface will get opened up (Image : 33) wherein
the user will be required to enter the HRMS 1Ds of final awardees of AVRSP
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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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Once the link is clicked upon, it will open up the following interface (Image : 35 & 36) which
will display the proposal consisting of |lst of final awardees with the option with the user to
verify the same.

— e —— R ——— — - . - =

Iihrliﬂn of Awardees for AVASP

b
il Y Bomar T | R L i L
Ryl e s AR Shurtinding Bt ol |

Lo o | o

il A Tl e -l i = sille #a R RS T Y [ L0 =N T il i gy " T - S r
| s SIERETE - e
|

e e—— ! B
Image : 35
HRMS | User Manual on AVRSP ~ for administration 2|Pzge
23

dFH MRS T BTy !F T=TH KUFAR . UoPL- v i), WerL-wm, F:? IR SInT L8 Ol CarUr FegET G a2 omn



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

IE.} ]FEI?!EEEIFFCEI?" EECSF ON

1 r N domg e i
| j

Image : 36

On similar lines, the proposal needs to be approved and finally published to make the final list of
awardees avallable 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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Vishisht Rail Seva Puraskar

SYSTEM HRMS

MODULE : RAILWAY WEEK AWARDS
Version 1.0
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1.1  Purpose and Scope

Every year Railway Week Awards are arganized by Railway Board and individual Zonal
Railwiys 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 Rallway 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 netifications, recording remarks
of controlling officers, forwarding recommendations to Railway Board, constituting
Screening Commiittees, 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 tor 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 s a 2 step process. User with Approving Authority [AA) role clicks on the link
“Authorised Personnel” (Image : 1).
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b Approve inihal Motificaton T Bward Stmtistics
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1 Screzming Committess

AL

b Vernly

¢ Agprove

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 it 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 Manual on VRSP =for administratlon 4|Pzpge




File No. PC-VIl/2024/HRMS /17 (Computer No. 3469768)

181775872024 7PC-VIT SECTION
| RIS

—— —

i
)

I AustmeEre| Ferympee

[P — .- .
F—
Y Ty T — P e e B 5 .
el Cppm s [T ———— :.......... -t T
Gonm o -
Fe— [
| Pty s
oy e R B e b e b e N 1 .
T T Aargaids B
o [T
L Digmenges
Nepwen— L Lt I
eyl 1
[STP— et e s o — — - ———
e, i === [Re———y e E
T [N
[— [F——
e e e [
]

Image:2

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 1D 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 1D |s entered in the column “Proposal Approved By" will approve the propoesal submitted

to him.
= s
S s - .— -
Pl . ] — . - —
S—_ . Y
Bl B i Tamdn
L Py, Bemid b
A ] gy e
| s g
. e — e —
:::::1:‘ - - Bl singe P - ey —— - e g
A [r—— -
el g = I
A= Py, ol ey priy—
=, | Brmy T
iyt -
Y ——— e | - — =) e == e
- . o g
e s b
S v P i Voo Bmae b
- ] Fem
[
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.
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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
Rallway 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 sell - nominations and
finalization of awardees for AVRSP for that particular calendar year cannot be done In the system.

lssuing of Award notification |5 also a 2 step process. The personnel authorized to issue
notification clicks on the link "Upload initial notification” (Image : 5).
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Once the link "Upload Initial Notification” is clicked upon, the following Interface (Image :6) will
open up wherein certain basic details regarding the notificatlon 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 rega riing the award for which notification is being issued
needs to be filled in,

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

Last Date for submission of nemination : 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 réquired to finalise and forward the list of employees

HRMS | User Manua! on VRS2 — for administration T|Prage
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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” (fmage : 7).
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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 notitication 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 VRSP = for administration 8|Page
33

mrmmmmmy (| T 1 €= W4 P I



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

FPL-VII'SECTION

CRIS

| For Admin Use :
1. Aurhorsed Parsaiinel 4 Feport on Comtoling Oficers Nesanks
| A 5 Yirw SNomunatons
& Upboad bl fvor feaunm & Hominution by Adman (For Poathwarous cisaen) i
b. Appreve lniltinl Nanficanon T Awne Seasiates

| i: Loy Motifratiten (Estergmn oF Times e l

d. Apprcve TegUlaab o (L riere s ORI ITTY
| 3 Soeernng Tommittess

& Cropes
| b ey

-

. Apowoes

Image: B

Once the link is clicked upon, the following interface will bpen 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).
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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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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).
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Once the corrigendum is approved, the updated timelines included in the proposal come into
foree,

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).
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Image: 12

Once the link for creation of screening committes 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 Raflways, in case of VRSP only commiittee 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 alangside.

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).
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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 : 15).
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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 ta be approved following the same process.
2.5. View Self Nominations

The self nominations submitted by emplovees 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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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).
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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 alsa be seen. The individual
self nomination form of an employee can also be seen by clicking on the form lcon 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

Image: 19
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Oince 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.

Ih order to initlate the proposal for selection of final awardees, the user needs to click on the link
Initiate Selection of Final Awardees (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 |Ds 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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HRMS software and [ts 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 ---

HRMS:| User Manual on VRSP —for ad ministration 16| Page
41

GETETSTET T O By RTR RUWAR T, JUPCUIIE T, JOPCHT Py CEes s IR 2N fa y F20es oL T



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

18 172024 /PC-VII SECTION

CERIS

SYSTEM :
MODULE :

eI TN BT I PR EOTI 5, SIS W, DO

USER MANUAL
ON
Rail Seva Puraskar
(RSP)

HRMS

Adﬂ@wﬁ??f

RAILWAY WEEK AWARDS

HRMS | User Manual on RSP —for administration

Version 1.0

17
42

2ge

B g g L R M R = T Fode® UERE [T



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

183379172024/ PL-VI SELTIUN

CRIS

Si. No. J Y ~ Topic
I ' General Information
| 11 " Purpose E:'Sx::':-pe B ' i
2 For Office Use ' |
| 2.1 ;ﬂﬁt.hdris:itd Personnel | |

| 2.2 | Uploading Award Notification

23 | Modify Notification (Extension of Timelines) |8

24 | Screening Committees 10

S View Self Nominations T

26 "Selection of Awardees for AVRSP
5 SR T — -

HARMS | User Manual on RSP = for administraticn 2|Page




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

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 [R5P).

The Award module of HRMS facilitates both employee as well as administration in the
process of Rallway 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 ete.

HRMS | User Manual an RSP —for administration 3|Page
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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 toauthorized 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).
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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
atcess 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 Issulng Corrigendum will again be 2 step process. The
employee whose HRMS [D is entered under the column "Proposal Initiated By” will initiate the
proposal after entering basic details and uploading the netification 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 varlous
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 fer 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 |ts 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 Rallway Board, the process of submission of sell - nominations and
finalization of awardees for AVRSP for that particular calendar year cannot be done in the system.

lssuing 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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Once the link “Upload Initial Notification" is clicked upon, the following Interface (Image :6) will

open up wherein certain basic details regarding the noti

fication needs to be filled in.
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Atthe time of uploading the award notification, the authorized personnel will be required to enter
basic detalls for the same as explained below!

Calendar Year : Here the vear 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 bemng 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
emplayees 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 en RSP —for administration TIPage
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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 recelved 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 aver here,

Date for notification of awardees : The date on which the final list of awardees will be finallzed
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 arder to approve the notification, the approving authority needs to click on the link "Approve
Initial Notification" {Image : 7).

Far Admin Use :
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d Approve Noofication fExtension of Trmeimes)
3 Screening Committess

& Creale

b. Viertfy

c Appirove

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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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).
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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).
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Image: 11

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

2.4 Screening Committees

In order to scrutinfze and finalise the list of awardess, 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 ;
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Image: 12

Once the link for creation of screening committee is dicked 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 | Usar Manuz! on RSP — for gdminisirailon 10|Page
51

e e L B e o P e e L L R D L



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

lB1!?§”?ﬂ?1?Ft-VII SECTION
¢ CRIS

— ———————

Feromnilng Cunmlﬂ-"]
— Had
e un Fampin Uil AT
i3 At et Al el P RALLAY = il i il
Tuga o £

Jma He—erep “ain

P e S LT ]

Image: 13

In case of RSP only committes 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 1d of the member proposed to be part of
the committee needs to be entered. The moment HRMS 1D of the member is entered, system will
automatically fetch all his details and wil] 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).

LIS LU Cmw e

- Joha S L Hﬁ"

et B ETRT BR S iy - Cemempas et Tlarmn or Lmwes -
e

. Goarrmbiry b o 30 v i e s SETuTy ety b e aed il of st -

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
“Verily Screening Committees” (Image : 15).
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Once the Verify button is clicked upon, the following interface is opened up (Image : 16) through
which the user can verify the propesal 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 adminlstration 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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Once clicked upon, the following interface will open up wherein the user will be required to enter
the details in the fiiter for which the nominations need to be seen (Image : 18).
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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 canalso 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 RSP

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

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

In orderto inltiate the proposal for selection of final awardees, the user needs to click on the link
Initinte Selection of Final Awardees (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 reguired to enter the HRMS I1Ds 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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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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1.1  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 ol Rallway 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 precess for different
activities of Rallway 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 Rallway Weak Awards = For empioyees 3|Pege




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

1843797 720247 PC-VII SECTION

CRIS
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:

Nadew; Week hearrdy
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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 te 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 Notification, Last date for submission of application (self

nomination) ete.

The page shows different links tabulated under three broad categories of Awards types - At
Vishisht Rail Seva Puraskar (AVRSP), Vishisht Rail Seva Purashkar [VRSP) and Ralil Seva
Puraskar (RSP} all of which are explained as follows:

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

Date of issue of notification : 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 employes will be allowed vo submit their self - nomination

for that particular award type.

Notification : This field will display the link of the detalled 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 Manual on Ballwey Week Swards— For employeas 4|Page
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Sell 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

sell 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

In order 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):

Proforma for Nomination Application For ATI VISHISHT RAIL SEVA PURASKAR

Calaiidar Year, JO24
Mastificodios Liha 00 0o Appliation Hetus =

Sunrdl Catngary R T

Ty i M I g i

oty A meehaD DR

Dsrgnmiess T

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

1 3)
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Profarma for Nomination Application For ATI VISHISHT RAIL SEVA PURASKAR
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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. [n 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 employvee 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 {s missing, the same may be uploaded or updated in the employee
master by the employee by ralsing a service request through Employee Self Service (ESS)
modiile,

Designation in Hindi : The employee is required to enter his designation in Hindi.
E-Malil 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 |s
required to enter the HRMS ID / name of his controlling officer to which his self - nomination
form will be directed for recording his remarks. (Image : 4)
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Image : 4

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

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)
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Declaration ; Before submission of application form, the employee will be required to check the
appropriate declaration heing shown by the system and then submit his self - nomination form.

(Ilmage: 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

farm 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 ( lmage: 9 ):
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View Nomination
Award Type : ATI VISHISHT RAIL SEVA PURASKAR
Calendir Yoar! 2074
Boplivatian Makin o
Famr—— L L e
Bl e Dvnih
Plasria :
e 1R
Tans | ]
Fuseve b il | #ds At
Ul SMLERA AL -
Wi = Hingd - ol
Datigratien - AN HRECAOR
Cesigranom m Hirdi P Rhee
oon -
Garetted / Man- A TH Graiia [y o
Garwited Casmivad) |
R ay ¢ son oy

Mirkele Munshas EEE B-ddnll s ===

Daguie 11t T YRS AR

s . = - e

Tanw ] WniEs i
Brrsignuatiom ¢ L o B P TY T Mlabile hs S I
HRMS | User Manua! on Rallway Weex Awarcs — Eor employeas B|Page




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

183797/ e0e 8/ PL-WIT SELTION
RIS
et airy Raibuary Week S nrd recabved anrlbe? Lt

Fomts iewhidl

' bl e | RARYAY SORID o AR irsm-a) LS L]
AL LA
SRRk

Wil Do § i

i il'p“*.ll'-"|‘-‘nl‘- et Dl W0 o) e

Derularwtion |
I T TR CF R G RRGS AT MMNT MRRCTONM (o RAILWEY BOARD J BR [0 SERED DROLARD TROT DLRMO M5 BNTED
Tl SERVWCE

wT TR REE TV SR RS W P ) SN T [ F Rl Iihubd A 1 MATH IRGAL AL TS BANRAI

| CHACLARE THAT THE ANOWE INECRAMATMON I€ TRUF TO THE SEST OF MY KnOivLEDGE AMD NOTHING AS SETN COMCEALED THINEDE AMD N FUTURE, iF Thl
ABOVE IMFORMATION 15 FOUND 10 I FALSE. WECESRARY ACTICON NS DEFWED NT MAT BE TARIN AGAMMNET ML

Empbiiyee Mame:
RS 10
Cwsapnatinn JOIM T DMECTOR

~ 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 dicking 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 aver yet,

Note : In case an employee wishes to make any change in his sell nomination application after
submission, the employee will be required to withdraw his previously submitted application
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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 sell nomination application of the employee for every award type.

Once the employee submits his self nomination application and selects his controlling efficer 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)

» Remarks Requests pending with me a
= Lontrolling Officer Remarks Monitoring

Image : 11

Once the link “Remarks requests pending with me" is clicked upon, it will apen 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):
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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
fallowing interface as shown below (Image : 13):

HRMS | Usar Manusal on Rallway Week Awards = For amplayees 11 |Page
6B




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

| cris

N EFTFARILEETTED i BT ol R Sy o T ST T S AT e e R0 Y

| CCLARE THITT THE SBOVE INFORMATION [5 TRUE T2 THE B2ST OF MY o3 LID0L AND NOTHING HLS BTN CONCEALED THERDOF AMD IN FUTVRE 7 THE
AR o P ORMAATION FR BOUIRRTY 100 B0 L& W CEANAITY ACTRON A% (RFEUM 0 BIT RAAY B TAKES AN el

g Hane [
=y |

[ e N TR T L LT TR

Wt CHITT TREAN AR | DICOMIDTTHE WOan, 7 Fo
PIPT S T8 T TR ]

(e e e :

SOMIETRLY &CRIF
Aesacle = BaRTULLY ATALL
SOT DAL
(| OT PERAMRGE T IR = T A DD

by g Yy Chec fie | W (e cfsss _
Do i ——

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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