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Submitting Family declaration
for Pass and Medical facilities

—
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Click on Pass >> Apply fo

8 Apply for Pass/ PTO

— =

Based on the status of the
shown to user. To view pr Click on ‘Details’

B a6 TR YR Pass Family Declarstic

O Status (& Edit Family

My Declared Family

XIOOOK 200000

Click on‘Declare Family’ of submit Family

Declaration for Family Members & dependents for the issue of Passes & PTO's as defined under Pass Rules 1986

‘Declared famaly & dependents of employes with the Dealing clerk

SHe  Name fslation | Dateof Beth Age | Gender MelstiveFlag  For Pass | Dependency fasson Depsadency Froof

| Chacs File | ofMos oioe

Chooss File e e o

O i cirse of mulighe Socumants T wngie meniber, ghedss merge sl dceuments and Then Jsiosd as snghe = S

Terms & Conditions
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Select the membx

reason, proof &d click on‘Submit
button.

This declaration

action. Once Acce apply for e-Pass.

r

Criteria For Bonafide Student

*Declared family & dependents of employee with the Dealing clerk.

FAMILY

| Choose File | No file chosen

WIFE

| Choose File ._ No fite chasen

It's Mandatory tc Bonafide Certificate
Dependency Do

Personnel Branch-TVC Divis




If the Family details needs some correction, [dif€ €N = lA=111%
button, youwill be

Click on Raise Chanc

£ FamilyTab

Family tab detai
mode

Employee can c
members and fi

Employee go to
by clicking “Edit

Alternatively, e
existing membe

By above activit
when the check

Personnel Branch-TVC Divis

Raise Change Request

“Add New Member"

Delete Member

“Edit Member”




Member PAN No

Alternate ID Card Please Select N O

Relation * SON v

@ Option to uploaq
the page.

@ Once employee [dild I\ oljate] s}
with the data tha

Edit existing Fa

= FamilyTab

O Edit ) Mark for Deletion

Reas

e
Membar Name ~ G5 5 DRANEETH Member Mame (RegionsiLang)
Member Name (Hindi) Gender " MALE v
Marital Status * SACHELOR v Spouse Name
Asdhzar Number Aadhar Upload s hio file choten m
Mambar PAN No Mamber Pan Upload = Mo flechossn m
Abgrnate 1D Card Planis Setact v Alternate :D-Card Upload fhmsse T e | No file chossn =

Personnel Branch-TVC Divi
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Add new Family

ember Farr embe
Reason

Member Namae * Maembaer Nama {Regionallang)
Member Name (Hind Gender *

Marital Status * sase select w Spouss Name
Aadnaar Number b Asghar Upioag | Chodsa Fiis i *o file chozen
Mgrmber BAN No Member Ban Upload

| Choose Fie | No file chosen

Ahernzte 1D Card w Altemate |D-Card Upload

| Cnosss Tz | Mo file chasen

Falation * Plessa setecT w Marriage/ Divorce/ Death | Chooze File | Mo flie chosen

Cartificats (i any)

aona

The status of chz
in‘My Change r¢

9 IRHRMS-ESS v2.0 -~ T Change Request Summary
User Profile
Show 10 v entries Search:
Change HRMS Emp Dealing DC VA VA AA
Request Emp Employee Req. Module Tab Txn Clerk Tun User Tan User
ID. Id Mame Status Mame Name Date D Date =] Date D

Nao data available in table

®

The change req
Verified by Veri
the changes to k



B Procedure to check pass
entitlement

B Apply for e-Pass/PTO
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Click on Pass
to fetch entitl

= admin Saction

P Loan & Advsnces

B erpisyse Master
B

B sean

[ A2

Appiy for e-Pasy «-PTO

My lzsued Passes
My Family Declaraton
Pass Entitlomaent Declaration
B ottice Orders -
Issued Office Ordars
Otfice Order Dashboard
B Carver v Updite =
offize.report
’ Grievance sl

W industriat Rsistions -

In case of any
De-categorize

Emplo
reaso

Once /

Autho

Personnel Branch-TVC Div

Procedure to check pass entitlement

Family Dedaration

© Lagenas

» AEM - af Eigitie Members inchuded in the Passie. self lamily members & dependent reiatives, 21 defined onder ule 210 & i) and suliject to other conditions.
stpedated in the extant rabway servants (Fazs) Scles).

® NE - hot Entitied

* RE - Resticted Entitlement _

» REL - Extra berths dor other elgble membars inchaded i the Pass on peyenent of 173r3 cifference of fare between |-AC class and 24 class of respective frain

® REH - One aviva birth for any othes eligible member Incladied in The Sait on payment of 1300 differance of fare Bstween 1-AC Class and 2-AC Class of rejpactive
tran,

* REI - Borths for ATM on paymant of 130 difference of fars Betwsan 1-5C Tlss and 2-AC Class of respactve tran.

o REIV - One Derth for sl oo any other slgebie mambet inthaed in the Pass on payrmaent of 1,300 diffarsnce of fre Betwsan 1AL Clid and 240 Class of

Fespecizve e
o REY - Zarths for APV on payment of A ditterence of fare batwesn the Cais and the ne lower Clsss of respectss tramn.




Apply for e-Pass/PTO

Click on Pass
Clickon’ | - i

Select Pass Type: Privilege Pass/Privilege
Ticket Order and clickon = button.

The entitled & available, full/half Pass will
be shown.

g Servxce Request o

O mHams s -

= pdmin Sectian

¥ toun & Aduseicse x
' Empltiyee Master x
Eom ¥
4= PV ¥ handii
& raue -
8 instructions: . ; ’
T T I o Select the type of Pass & click on GO’ bution 10 fetch " gt
PR i ek urd iksbie Pu proceed weth Pass spph
« Dnce Pass wats b, click on the count unds e
My lrsued Passes
My Farmity Deciaraton
Select Type OF Pans FRIVILEGE PASS ¥

Pass Entitlement Daclaration

B office Ordens v
Emtried Pass

BB Career tvents Updiate = ussVoor | FullSet | Half Set
8 Grevance '

ﬂ Industrsl Relutions ™

» C(Clickon’
redirected

> If there are
for this yea
clicking o

» locCreatec

List of Full Set Pass Applications for the year : 2020
Click on # kon 1o edit existing Pass application(s) or All m here,

Show 25 ¥ entries Search

Edit Dolote Pass Pass Pass Full/Half T
Application Type Yoar Set
MNumibser

R S

No data available n table
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IR-HRMS A Weuma G Que 0 =

L] W Chet Bosthyses) Labtiemes

T wh B Pt O
G [T St It

Applecation for Pass for @ M. AKHIL
L T Y T
R
E bk e

" TS
.-*.il-ﬂu

o fuean

| e

Emplaryrr Dretaibs
WA himislnere 10

B Camae vty Upntal
ﬂ RECST Nt
2 3 EITe—TT)

"‘-"" et

¥
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
!‘ i VR T iy SR i A S B edi] T i e e i b 1R e [ el et S VS

» Verify that

Personnel Branch-TVC



From Setion ¢ l ™ ]| TRVANDRUM CENTRAL (TvE) ion | KOS

el R e e 0 e e e g B, e 2 v a4 e s i, i e e e 1/
where you nieed to change traing, L2, where you break your journey

st g S
lhﬁ “mnwm ko my bk jourmey sequence s Don'tsort .
; my
R 0 iRt o s R
ot s o e e R ) 0 g e v ot e R s, s
T e v e e P d )
(] Click here ifyou want o add via staions in your jouney. (% 373 377 T Ay 2l ot e i 4 et w1
Return Journey Detalls
1om St
st ouny S

A

» Provide Fri

» If employe
be entere
the entere

» Employee
Routeto o

Personnel Branch-TVC



Return Journey Details

From Staton !

Srek foumey Sgors

dependines e slowed in3sings P A ¥ Dependents s cudd nth s then i St mebes e v,

Diste of Birth W G 3ppe Members to be incuded in Pass

1 GOU S PARAMESHARAN

Chackthe applcacts boves belour:
(] Arescen Tasing
[ | wartocany CyceMotr Gz

» Fill the Tra
» Tick’atten

» Tick’'lam

» Preview Yo
submitting

Dependents & Family Members

Sefect the family mambars to be inchuded in Pazs. Please note tat mazimum two dependents are allowsd in 2 sing'e Pags. Also if Depandsnts are incluged in the Pams than maximum S 1218 memberns are slowed.

Relation Date of Birth s Relative Flag Members to be incuded in Pass

1 | RAHUL R SELF 180171388
2 SAUTHY § KUMAR WIFE /0611996

3 | VALSHNAYI R DAUGHTER 09/06/2020

» Employeei
remaining sleepe
Upgrade Pas
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BT

o |

ances
& Adv

n

PF Loa



PF Loans & Advance

ol B e A g

..._.......,.....,...-_..‘r

» Fillall
PF Loz
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IR-HRMS = A Wreocsor @ @6 .m'- =
RR— "

[ Jf cee—
3% T i 2% Loaw Applisstion Detsia
IRHIM - B w0 - .
_ B rr—- Fiams wsert -
T Lo B Adtenncm e300 - _E, Ein
P

= - Tine
= Admue Section
W e vt 2 =

Appied fare it
By ¥ o

Famber of

"" FamzE0 - |
‘ Ot Unsliry vl 0 - :

B e hocte Fe (M
ﬂ e Dyeit |ipridte - ot m'tl -

e Remm Uiplasa
ﬂ Temvare -

by Cemume
lIl LaTilmmmsyy v 0 s
B wa -
x Lervae Rogunzt -

Copyniygnn @ 310 Cirare Cun Saisweg wTImanon Sleme, st ghm Sesers. TN Mscanion worvl B 10 Gl Chivese TED B0 anise  HEal | e |

» Upload r
reason o

» Clickon

» Enterth

» After suc
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Providing ban!
and relevant
documents in PF
Advance Application



O Bank details are being retrieved from IPAS, any changes required are to
be done by the concerned Bill Clerk in IPAS and the changes will reflect
in HRMS after 24 hours.

O For uploading documents, Click on ‘Choose file’

Spphed e, Anstaliment

B © Type here to search 0] " G i E o & ¥ n [ /] 3'C A Wdy NG 23_‘151'::;:11 2

O Select Documents to be uploaded (pdf file with less than 2 MB allowed)
O Clickon‘Upload’

O Once documents are successfully uploaded, Click on ‘Submit’
All documents uploaded in HRMS must be submitted manually
to Accounts.

Personnel Branch-TVC Division



Book tickets through

\ ‘\u singje
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UPN:1111111,PRIVILEGE PASS,F,2021, Issue Date:10-01-2022,
Expiry Date:30-05-2022, PIN:XXXX, Jrny: TVC-NDLS,ERS, CLT, MAQ,
HRMS ID:XXXXXX

ARUN.C/M/23-IR/HRMS

O  When Pass is Issued a message will be sent to Employee’s number that
include UPN and PIN which is required at the time of booking

O Ifthe message want to be Resend again at the time of booking

O Goto'Pass’'>'My issued Passes’
O  Clickon’Send OTP'against the pass for which ticket needs to
be booked

O Click on Send OTP and an OTP will be sent to your registered
mobilenumber

ARE YOU SURE?

10191

Personnel Branch-TVC Division



Ticket booking through IRCTC Website

—» Login to IRCTC website

LOGIN

I LJSG!’ Name FORGOT USER ID?

Password FORGOT PASSWORD?

—» In IRCTC website, select Railway Pass Concession

B crarvsivacancy

BOOK TICKET

| _ o ALLWAYS

gEre

Moy

4 e

A [y -
£ ME fuag -
1oy uang Cencesnion P ienibie Wik Dase -
Troie wirh Avwilakie Beoth Hailmsy Pars € ameprrinn
e E— el ewlm O Caeal

20

s
£
-\

—p Clickon ‘OK’
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Refund Status 9 Re-Book Favourite Journey

BOOK TICKET

DOMMAYYYY *

+ TRIVANDRUM CNTL - TVC i 17/01/2022

T H
¢ KOZHIKKODE - CLT = All Classes

B GENERAL v

Divvaang Concessfon Flexible With Date

Train with Available Bervth Railway Pass Concession

—» C(lick on Available tickets and enter Passenger Details
and select Pass booking

Passenger Details

—» Enter Pass Number (LUPN) and Pass booking Code(PIIN)
(OTP)

Passenger Details

Passengef Name Age Gender w India v No Preference v

Pass Booking v Pass Number Pass Booking Code *

* Enter the OTP received in your Mobile Number registered with HRMS

Personnel Branch-TVC Division



Ticket booking through IRCTC

—» Login in IRCTC mobile App

11:40 ©

Enter 4 digit Login PIN for Aruncvr

Forgot PIN? Change/Register User?
Login and booking with OTP

rauV ) rauV|

—» Clickon'Plan My Journey’

IRCTC RAIL CONNECT
Dashboard t;':::l:s Last Transaction

= B @

Plan My My Bookings  PNR Enquiry Refund History
Journey

Show Maore

Personnel Branch-TVC Division



—» Click on‘Railway Pass Concession’
check box

440

From To
—
TVC - CLT
Trivandrum Cntl Kozhikkode
Class Quota
All Classes GENERAL

Leparture Dale . 20 Jan [ 21 Jan }

Wed 19 Jan Friday |
Flexible with Date Divyaang Concession
Trains With Available Connecting Journey
Berth Booking

Railway Pass Concession

SEARCH TRAINS

Click on avaliable Tickets and Enter Passenger Details
and select pass booking

440

MANGALORE EXP(16347)

20:50 06:05
Trivandrum Cntl Kozhikkode
(TVQ) (CLT)
Fri, 21 Jan Sat, 22 Jan

Availability update 15 min ago

Sleeper(SL) | GENERAL(GN)

CHANGE BOARDING STATION Trivandrum Cntl

Select Passenger

+ Add New + Add Infant + Add Existing

Personnel Branch-TVC Division



12:17 B —

PASSENGER DETAILS

TVC TO CLY WED, 19 JaAN 2022

ADD PASSENGER DETAILS

Name

Age
Gender

() Male O Female () Transgender
Nationality India

Berth Preference Select Berth Preference

Special Concession Pass Booking

Pass UPN

Pass Booking Code

Enter the OTP received in your Mobile Number
registered with HRMS.

Personnel Branch-TVC Division



APAR Module
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View uploaded APARs

Click on ‘click here to access APAR Module’

gk here to access APAR Mod:
Welcome to HRMS Application — =
for Indian Railways

sk Ploase Note : There are changes in HRMS Helpdesk

Version: 24,82 < Host : hemsapgr
Languages : Englich =
Copyright & 2018 Contre For Raibway Information Systorns. All Fights Reservod. This application works best in Google

> Login by using Same User id and Password

4 Management
System
Login to APAR
Legin ta your Account
noed Help for Logir Fargot Pasvword?

Welcome to APAR Application

for Indian Railways

Wersion: 2485 - Host | pophrmeapp0dl. dood crisin
Languages : Englsh sl
Copyright @ 2016 Centre For Ry inbormabion Systems. All Raghis Reserved. This spplication works best in Google,

Personnel Branch-TVC Divis




> Click on APAR -> View APAR

> Select APAR Fin Year in the dropdown
> (lickon'GO’

IR-APAR = B Wraeocveo @ Help Orao =

Home / APAR f View APAR

B apar - & View APAR

VIEW FILE

XCRXLX_L2_2019-20_051.pdf

SOUTHERN RAILWAY

APAR for Stall working in ‘Grade Pay Fs. 1900/ and Grade Pay Rs 2000+
Far the period snding 2020-2021
PERSONNEL Offca

PART-A (PERSOMAL DATA)

BRUN.C

Pl i

2 Dute of Brth 1908-04-27

1 CalagerSCETIORC Gy oBe

4 Dnsigration ot which wemghpeet JUNICR, CLERK CUM TYPIST
Stasion 11 which smpicryed TRAVANDRUM CENTRAL [TVC}

[ T T Suisbistive Pay 20500 e Seaie R 2
e e Oficiatesy Pay ] ot . Seale R

Duta of apponiment i tarvce
Duin of connucus appoinimant
0 the pemsars grde pay
‘Winather permanantemearary
Edducational. Profssacnsl and
Tactrics Cusitications
Patiular of exnmanation|inchtng
Doparmnceal szamnuon) cavsed dung B

year
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Personal Data correction in APAR and Filling
SelfAppraisal through HRMS

Once Employee
employee will reg
initiated.

1. If employee
by the DC, e
changes

2. If Personal D

» Cdlickonro

) Clickon AF

) Enter Brief
submit by ¢

IR-HRMS

Personnel Branch-TVC D



ESS Module
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ESS Module to raise change requests in the
details filled in Employee Master and
e-SR modules of HRMS

Raising change request for Basic Info/ Current Tab

> Click on IRHRMS-ESS v2.0 -> View/Edit my details
> Select the tab to be edited

IR-HRMS

Personnel Branch-TVC Divi



> C(lick on’Raise Change Request’

B W € B ﬂ-‘n-'.-m =

IR-HRMS =

© RHRMS-ESS v3.0 i

F Employes 1 ARUNC (NIRELX) | DT SOBHAA [DSWRPM] | WA | ELSAMMA VARGHESE (FGEFWJ) | AA | LAVANYA B {ESGCRG)

i g

i1

o
’ diting’
> Enter the 'Reason for editing
IR-HRMS W Wroervoo € Qe O o LG
= Reazan RO
O irHRMS-ESS v3.0 =
u fil 19 Employes I * 16428001373 HAMS Emplayee 1D KRN
My L I
Employes Nami AU e Name As in Aadhaar ARUN.C
Aadhaar Nismber Aadhaar (i FOF T
= Adrmin Secton - Employes First Mame ARLIN
e = G Empioyee Hame Hindi T
R Couniry of Birth ™

Choose File

o file chasen upions Gender * MALE -

Mother Mame

Father's Name ARABUGHAN V. SUGHATHA PK.

Personnel Branch-TVC Divi



> C(lick on the check box beside the field to be
edited and edit the data

IR-HRMS

Personnel Branch-TVC Divi



SOLUTION ~\ KNOWLEDGE

ANSWER

SUPPORT

If any queries contact :
HRMS Helpdesk Personnel branch

Thiruvananthapuram Division

mob: 9746769604
e-mail: tvcgrievanceadalat@gmail.com




