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1. GENERAL INFORMATION

1.1  Purpose and Scope

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

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

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

Through the Awards module of HRMS, the administration can process for different
activities of Railway Week Awards viz issuing of award notifications, recording remarks
of controlling officers, forwarding recommendations to Railway Board, constituting
Screening Committees, finalization of awardees etc.
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7o FOR OFFICE USE

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

2.1 Granting Permission Access : Authorised Personnel

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

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

For Admin Use :

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

. Modify Notification (Extension of Timelines)

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

a. Create

b. Verify

¢. Approve

Image:1

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

The process of Uploading Notification or Issuing Corrigendum will again be 2 step process. The
employee whose HRMS ID is entered under the column “Proposal Initiated By” will initiate the
proposal after entering basic details and uploading the notification and the employee whose
HRMS ID is entered in the column “Proposal Approved By” will approve the proposal
submitted to him.
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T
it et Raik Sown g ———— “ . ] “ Hame ” s [N
Furmnar (VRS Uesiguation DEFUT Depaigastian Dasigrwtioe: ACTOUN!
Lo Seade: ASSISTANMT/AA
Grrde Deparzmant Grade ¢
Gepssiment: Brimary Usit: Gupariuast ACCOUNTS
INE2A [
Primacy dnit; 25
Rail Sevs Purashnr (255 View Mominations rromae . ] =TT Hiame i s - T
Desighusen: DEPUTY Dargraran Tesbgraptiea A0 CUNTS
2bc R Gemde: S TANT/A
Grade Dz et G ©
Bepariment Prisaary inix: Department N
ADSHN /TS RA Primary Yt 75
Prmary Gme ¢
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
Railway Board is a 3 step process. The proposal for the same needs to be initiated by one
authority, verified by one authority and approved by one authority. The HRMS IDs of respective

authorities needs to entered here.

2.2 Uploading Award Notification

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

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

system.

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

1. Authorised Personne 4. Report on Contro

ing Officer’s Remarks

2 Notification View Nominations

5
a. Upload initial Notification 6. Nemination by Admin (For Pasthumous cases
7

b. Approve Initial Notification . Award Statistics
¢ Modify Notification (Extension of Timelines
d. Approve Notification (Extension of Timelines)

3. Screening Commitizes
a. Create

{ b. Verify

c. Approve

Image: 5

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

Upload MNotifications

niokid Pekfieaine Dot Choose Fbe | No Fle chosen
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Image :6

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

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

selected.

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

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

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

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

Last Date for shortlisting of candidates and forwarding to Railway Board by Zonal / PU
Committees : Every Zonal Railway is required to finalise and forward the list of employees
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recommended for AVRSP to Railway Board. Last date for forwarding the same needs to be

entered here.

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

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

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

authority.

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

For Admin Use:

1. Authorised Personnel 4. Report on Controlling Officer's Remarks
2. Notification 5. View Nominations
a. Upload Initial Notification 6. Nomination by Admin (For Posthumous cases)

-~

{ b. Approve Initial Notification | . Award Statistics

¢. Modify Notification (Extension of Timelines}

d. Approve Notification (Extension of Timelines)

(5

Screening Committees
a. Create
b. Verify

c. Approve |

Image:7

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

nomination.
2.3 Modify Notification (Extension of Timelines)

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

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

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

2. Notification 5

a. Upload [nitial Notification 6. Nomination by Admin {For Posthumous cases)
7

7. Award Statistics

. View Nominations

b. Approve Initial Naotification
Ec‘ Modify Notification (Exterision of Timelines) !

o. Approve Notification [Extension of Timelines)
3. Screening Tommittess

a. Create

b. Verify

¢ Approve

Image: 8

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

Corrigendum To Notification : 2024

l Ati Vishisht Rail Seva Puraskar (AVRSP)

Date of Notification ‘ Last Date of Submission of Notfication of List of View Notification

upload j Self-Momination Awardees Date

2024 31/01/2024 i 10/08/2024 ] 01/10/2024 [AClick to View Issue
| Corrigendurn

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).

z Ati Vishisht Rail Seva Puraskar (AVRSP) E
Coigendum - 5
Existing Information [Previous) Modified Information (Current)
Description AVRSE 2604
Last Diste for Submission oESeif -
10-08-2024 dd-mm-yyyy
Nomimation il i & i ﬂ.m = 1
Last Date for Committee Shortlist 22.09 2024 dd-mm-yyvy
Notification of List of Awardees 01-10-2024 - mm vy B,
Date i
LU:had Docunent Choose File %NE} file chosen
s s Gt e e
7 23
Image: 10
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Once the proposal for extension of timelines is initiated, the same needs to be approved by
accessing through the link “Approve Notification (Extension of Timelines)” (Image : 11).

For Admin Use :

1. Autharised Personnel Report on Controlling Officer's Remarks

[ I -8

2 Notification . View Naminations

a. Upload Initial Notification
b. Approve Initial Notification 7. Award Statistics

Momination by Admin (For Pasthumous cases)

4o

¢, Modify Notification (Extension of Timelines)
F:i. Approve Notification (Extension of Timeiines)
3. Screening Committees
a. Create
b. Verify
. Approve

Image: 11

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

force.

2.4 Screening Committees

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

needs to be clicked upon (Image: 12).

For Admin Use:

1. Authorised Personnel

2. Notification
a. Upload Initial Notification
b. Approve Initial Notification 7. Award Statistics

4. Report on Controlling Officer's Remarks
5. View Nominations
6. Nomination by Admin {(For Posthumous cases)

<. Modify Netification (Extension of Timelines)

d. Approve Notification (Extension of Timelines)

3. Sereening Committees

a, Create
b, Verify

<. Approve

Image: 12

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

be made (Image : 13).
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Image: 13
In case of AVRSP, there are 2 types of screening committees that are required to be made

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

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

Screening Committee

Vs 2024
Zone: e Primary Uit - REO
Avearid ATIVISHISHT RAIL SEVA PURASKAR v | [Comminee Zonat Recommendation ~

Type : Type

HEMS W ! Add/Remoave
| Row

Bapartment:
Pripary Unit:

Submit for Appruval

Image : 14

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

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

Second type of committee that is required to be made. This committee is to be formed by
Railway Board, separately for every award category in AVRSP. The members of this
committee will be able to view all the recommendations forwarded by all Zonal
Railways for a particular award category of which they are member. Also the convener
of this type of committee will be able to enter the priority number in the list of
recommendations received by Zonal Railways.

In order to create committee for selection of Awardees, the user at Railway Board needs
to select the award type as AVRSP and committee type as Selection of Awardees and a
particular award category and click on Proceed (Image : 15).

Screening Committee

Year 2024

L - Frimary Unit ; RED

Award AT VISHISHT RAIL SEVA pumss:prz.l L e Selection of Awardees ] ¥
ype : P

Categary ||

t5. leading {0 national/internatonal recognition

. Qustanding performance in any other field

Image: 15

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 ID of the member is entered, system
will automatically fetch all his details and will display alongside.

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

Screening Committes

Yext g4 Prmas Unit: EEO

dusnect ATHVISHISHT RAIL SEVA PURASKAR w  Committcs Type Selaction o Awardues
e z ;

Awind Category Exemplary work done (& imigiove opalsthons, security and safoty, better mantenance and utllization of asseis

Procead

Wershan ¢ ¥
6 Ho. HAMS & Employee Guiails | AddRemove Row
j s ;
| Designation: =
Grades
Duportehénts
Primary Uit
Image: 16
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Once the proposal for creation of screening committee is submitted duly entering the names of
all the committee members, the same needs to be verified and approved by accessing the link
“Verify Screening Committees” (Image : 17).

For Admin Use :

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

2. Notification 5. View Nominations
a. Upload Initial Notification 6. Nomination by Admin (For Posthumous cases)
b. Approve Initial Notification 7. Award Statistics

¢. Modify Notification (Extension of Timelines)

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

a. Create

¢. Approve

Image: 17

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

Commithes Trpe

AT VESHISHT RAIL SEVA PURASKAR Zora! Recomimerdition s

Screening Committee

Wty 2024 Priary Ul : RBO

Awvard Type © ATEVISHISHT RAR SEVA PURASKAR Committas Type ! Zonal Recommendanon

Ermphuyes Dutaihy
tresigration: JOINT DIRECTOR
Grader |7
Departmient; ACCOUNTS
Primary Uniw 985 ;

EEa e

Dasigrntiom: SE0TI0M OF RS
Grade:
Dipartiment; ADAH GENERA
Prisrary Unlt 100

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

2.5. View Self Nominations

The self nominations submitted by employees and remarked upon by their controlling officers
can be seen by administration for finalisation of final list of employees to be recommended tp
Railway Board for AVRSP.
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In order to see the list of self - nominations, the user needs to click on the link “View
Nominations” (Image : 19)

For Admin Use :

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

2. Notification 5. View Nominations ;
a, Upload Initial Notification ) 6 Nomination by Admin (For Posthumous cases)
b. Approve Initial Notification 7. Award Statistics

<. Madify Notification (Extension of Timelines)

d. Approve Notification [Extension of Timelines)
3. Screemng Commuttees

a. Create

b. Verify

¢. Rpprove

Image : 19

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

View Self Nominations

Year: .374 e Award ,‘.H"\."s“.%.ﬁhf‘ F.ﬁ;l. SEVA PURASKAR u
§ Type : i :

Zone: %,w. '.-.nv. -_;,{.mRﬁ. S 7 *

Award Category : Selact & v

— ﬁdy G.:id(,-. e

{Recommendation limit (Nos) 2 15

Image; 20

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

Against every nomination, the remarks of the controlling officer can also be seen. The individual
self nomination form of an employee can also be seen by clicking on the form icon under the
action column. Also the detailed list can be exported into the excel format by clicking on excel
button given on top right corner (Image : 21).
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Image: 21

2.6. Submission of Recommendations for AVRSP - By Zonal Railways

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

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

Ati Vishisht Rail Seva Puraskar (AVRSP) Vishisht Rail Seva Puraskar Rail Seva Purashkar (RSP)

(VRSP)

. Selection of Final Awardees

1. Submission of Recommendations - By Zonal 1, Selection of Final Awardees

1
Railways 3 a. Initiate a Initiate
g, Initiate . Verify b, Verify
b. Verify <. Approve . ¢ Approve
. Approve d. Publish d. Publish
2. View Recommendations submitted by Zonal 2. View Published Awardees List 2. View Publishad Awardees
Rd!!way'z List

3. AVRSP Priority Entry
4. View Finalised Priority Entry
5. Selection of Final Awardess
a. Initiate
b. Verify
<. Approve
d. Publish

2}

View Awardee Details

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

23)
; Submit Recommendations for AVRSP i
Zone: e Year : 2024
i
Awnrd Type : AT VISHISHT RAL SEVA PURASKAR } Forward To Ratheay f.C-ﬂ-'(f-}
'_Rmmmadntionﬁmh {Nos): 1B !

Stabas: Pending lnitiatior

HRMS 1D Maimve  Designation  Unit | Depariment Pay Lovel | Geoder  Last | Award Category | Citation | View Form Nontination Type
§ oot

Bate

DEAR Vigilance, Choase Fie | Mo file chosen

Clearance’ :

Dacument 2 : Choase Fie | No fite chosen

Document 3 : Choose File | Mo file chosen

Remarks:

ln&zlll Proposal

Image: 23

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

employees can be added.

After creating the list of recommendations, the user then needs to upload the D&AR/Vig
clearance document for all the recommended employees. Provision is also made for Zonal

Railway to upload any other document in the proposal if they wish to.

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

Once the proposal of list of employees recommended for AVRSP by Zonal Railways is approved,
it will automatically start reflecting with the Railway Board. These recommendations can be
seen by clicking on the link “View Recommendations Submitted by Zonal Railways” clicking

on which will open up the following interface (Image : 24)

Ati Vishisht Rail Seva Puraskar (AVRSP) Vishusht Rail Seva Puraskar Rail Seva Puraskar {(RSP)
} (VRSP)
- 1. Submission of Recommendations - By Zonal - 1. Selection of Final Awardees - 1. Selection of Final Awardess
Railways i a Initiate a. Initiate
| a initiate k. Verify i b, Verify
b3, Verify ¢ Approve & Hparc» e
c hj' prove d. Publish
2, View Recommendations submitted by Zona 2. View Published Awardees List blished Awardaes
Raﬂwavs Lis

#\VRS:’ P or uy Entry

4 View Fina .—*c'F;ns!,Prry

L5 Se scton uf Final Awardees
Loz initiate

b. Verify

«. Approve

d Pu h!i,x

6 View Awardee D:i aile

Image: 24

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

View Recommendations for National Award

Zone : Salect All wl Awviard Type : At Vishishi

2 Award ﬂa‘!g#'? Sefect Al >

Year: 2024

¥, impost substitubon eic

Image : 25
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Image: 26

2.8. Priority Entry for AVRSP

For all the recommendations forwarded by Zonal Railways for AVRSP, the screening committee
for selection of awardees is required to enter their priorities for all the employees

recommended in individual award categories.

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

(Image : 27).

1.

3. AVRSP Priority Entry

4, View Finalised Priority Entry

5. Selection of Final Awardess

o
¥
o
n
@

ubmission of Recommendations — By Zonal Railways

2. View Recommendations submitted by Zona

Ati Vishisht Rail Seva Puraskar (AVRSP)

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 Railways with the provision to take input for Priority numbers

ETTo7 PTIOHTY Fod AVRSP
Rovptiedf Yyps ir ~eant
Yowr 2004 - Baned Categary ategory 7 Ouistinding perioemance in any othes g v
npored

Avrned Covegary : Category . Outtaming performance in any other Seid

BHAGVANT WARDDE

S
] i
1

I EEEE
il

i

|

L E%:
=
£
o
[

Image : 29

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

2.9. View Finalised Priority Entry

Once the proposal for entering the priority numbers is submitted and digitally signed by the
convener, it becomes final and can be seen by the authorized personnel through the link View
Finalised Priority Entry (Image : 30).

HRMS | User Manual on AVRSP —for administration '19'I Pma”g 2
20

GEnerateq Trom eurrce 57 AYA KOMAR G, DOPC-VITUK], DOPC-VT, Fay LOMMISSTon Dte On 2670772028 U333 pm



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

1833744,/2024/PC-VIl SECTION

Ati Vishisht Rail Seva Puraskar [AVRSP}

. Submission of Recommendations ~ By Zonal Railways

a. Intiate
k. Venty
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o

View Recommendations submitted by Zonal Railways

AVRSP Priority Entry

o

4. View Finalised Prionty Entry

Image: 30

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

assigned to them

—— s vikhed

Yaar {2004 - ! Sward Catagacy | Cateqgory 1. New Innovations/proceises/pracedure v

Awvard Category ; Catagary 1. ew inncvations/ prossssee/precedunes leuding 10 sconemies i spandiue. imorovement In productvity, import substitution stc
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FEAMS AT

£ SUTHANT DANGA CARFNE AINIOR CLEBE QUM PERITNMNEL i TR SOUTH EASTERN 2 B
TymsT F AY /), i AL Y

£ flr, DHRUZAVOT AL SENIOR CLEFK CLd PERSTMMEL SAITH EASTERN SOUTH EASTERN 5 =
BHUNA TSt HALNAY /MO | RANVAY
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Image: 31

2.10. Selection of Awardees for AVRSP

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

The declaration of final awardees for AVRSP through the system is a 4-step process wherein the
proposal for final awardees is initiated, verified, approved and then published.
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In order to initiate the proposal for selection of final awardees, the user needs to click on the
link Initiate Selection of Final Awardees (Image :32)

Ati Vishisht Rail Seva Puraskar (AVRSP) ' Vishisht Rail Seva Puraskar | Rail Seva Puraskar (R5P)
{(VR5P)
1. Submission of Recommendations - Ey Zonal 1. Selection of Final Awardees 1. Selection of Final Awardess
Raniways a. Initiate a. iritiate
. & Initiate b. Verify ¢ b, Verify
b. Verify : . Approve ¢. Approve
¢ Ay :pmm d Publish : J ﬂv;himh
- 2 View Reco mmewdamor s submitted by ?wai 2. View Publ sr"efi Awardees List 2. View Pu bl'sned rsvrardeas
Railways List

a f“\‘.a"'?SP Frnor-zy Entry

fk View Finalised Prl.m'{y Entry

5 Selectlcm of Final Awarf:fees
a. Initiate
b. Verify
<. Approve
d. Publish

b V ew Hev.dldt’* Dafasix

Image: 32

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

Submit Awardees fur AVRSP

Zore %8
exz : 2w Asward Type s ATHPISHRSHT RAIL SEVA FURASKAR
[ T MO RN Sharthlsting Hralt (est 108
Status J

Image : 33

Once the required number of awardees are entered into the system and the proposal is
submitted, the same needs to be verified which can be done by clicking on the link verify
Selection of Final Awardees (Image : 34)
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Ati Vishisht Rail Seva Puraskar (AVRSP)
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¢. Approve
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' 3. AVRSP Briority Entry

4. View Finahsed Friority Entry

E. Selection of Final Awardeesl
a. Initiate

¢. Approve
d. Publish

6. View Awardee Details

Vishisht Rail Seva Pouraskar Rail Seva Puraskar {RSP)
{(VREP)

1 Selection of Final Awardees 1. Sefection of Fmal Awardees
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a, |nitiate

b. Verify b. Verify
¢ Approve ¢, Approve
d. Publish

d. Publish
1 2. View Published Awardees List 2. View Published Awardees
List

Image: 34

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

Selection of Awardees for AVRSP

Zone : RE
Yaar: 2024 Award Type: Vismar ! KAl SEVA PURASKAR
Employess on Roll: ICOODOLONL Shortiisting Hmit (Nos): §

Statur: Pending Verification

Saearch
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¢ HICY

Award Category

HOHIZE

DHIRA] BARIA | CHIEF STAFF 8 WELFARE
INSPECTOR

7. Gutsanding pésformance In

Ay ot fpld

Showing 1 tn % of 1 antries

! ammittes Sharthst Docurnent

[y .J[

Image: 35
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On similar lines, the proposal needs to be approved and finally published to make the final list of
awardees available to all employees and make appropriate entries into the e-SR of final
awardees.
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3. DISCLAIMER

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

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

discrepancy please contact helpdesk.

--- End of Document ---

o
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USER MANUAL
ON

Vishisht Rail Seva Puraskar

(VRSP)

SYSTEM : HRMS
MODULE : RAILWAY WEEK AWARDS

Version 1.0
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1. GENERAL INFORMATION

1.1 Purpose and Scope

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

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

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

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

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

2.1 Granting Permission Access : Authorised Personnel

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

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

l For Admin Use :

! 1. Authorised Personnel I 4. Report an Controlling Officer's Remarks
2. Notification 5. View Nominations
a. Upload Initial Notification 6. Nomination by Admin (For Posthumaous cases
b. Approve Initial Notification 7. Award Statistics

. Modify Notification (

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

a. Create

i), “\:"‘“"HL)'

¢. Approve

Image: 1

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

AABorizrties tar Hammation
440 Vistight Raid Sews View Naasinstiens " n--z- “ Faasee: - sasee (T
Puetnsbine (AVRSS) On-m-w'- Dmsapramtisss Drisigantigan ACTOUNTS
Grade: ASSESTANT /A4
Grade: 1 Dupasnisi Benbe. 0
Bepartment Brienary Ui Daparbimens: ACTOUNT
i Gl A Primary tnit 79
’ Pn-m LLLEE
frmni s Lo— o e [
Purasier (VRER) Desigaagon: DIFUT Desigaton Deasignatina ACT0UN"
DRICICR Seade; 1SRN AR
Grade | Wwparusent Gragiy &
Depurvment Primaty Yt Bapartsmaess ACCOUNTS
M GENER Peimary Lintt 25
Privmacy Gair: 110
R Sewd Pucnanr (RSP Vebw Naeviaxtions [Resiinid Mm kel Hame ” o LSRN
:mm i Designatign: Mwmun ACCOUNTS
Corneps
treay Bipparionent &n‘-
Deporrmant Pramary Unit Bepartment e
ST NERA Prisacy Unit: 2%
Priwary Unet
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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into those links and view the nominations.

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
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Frimaasy Vst R0 Primary Unik FL0 Prisxey st 220
Image: 4

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

2.2 Uploading Award Notification

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

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

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

it}
)]
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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 notification needs to be filled in.

Uplaad Motifications

For Crbendi T o ¢ e Ts KR VISHISHY RAR SEVA PURASKAR.
F-o RARWAY BOARD Peintary Uaik RALWAY BOARDY RS
e
MO FRRCID ey + | Cheose File | o Als chosen b Ugiosd
Lot dhta syt sen of numinstion -y o 4 dety for sty didotes e o mem ey "j
: v Boat '
=5t dite For shorthating by Rmiway Board Commitien e Iy ¢ Fc = R, o
Image :6

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

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

Award Type : Here the Award type (AVRSP/VRSP /RSP) for which the Award notification is being

issued needs to be selected.

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

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

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

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

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

here.

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

committee is to be entered over here.

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

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

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

2 For Admin Use :
i f. Authorised Personnel 4 Report on Controlling Officer’'s Remarks
! 2. Notification 5. View Nominations ‘
I a Upload Initial Notification 6 Nomination by Admin (For Posthumous cases) E
I'b. Approve Initial Notification | 7. Award Statistics
¢. Modify Notification (Extension of Timelines)
d. Approve Notification (Extension of Timelines)

3. Sereening Committees
a. Create
b. Verify

¢ Approve

Image : 7

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

2.3 Modify Notification (Extension of Timelines)

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

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

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

<. Notification 5. View Nominations
& Upload Initial Notification 6. Nomination by Admin {For Posthumous cases)
b. Approve Initial Notification 7. Award Statistics

[ Modiy Fo
d. Approve Notilicaton (Extension of [imelines)

ication (Extension of 1imelines) ]

3. Screening Committees
a_Create
b, Verify

| ¢, Approve i

Image: 8

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

Corrigendum To Notification : 2024

Vishisht Rail Seva Puraskar {VRSP}

Year Date of Notification tast Date of Submission of  Notification of List of | View Notification
upload Solf-Nonunation Awardees Date

2024 31012024 17/05/2024 Elick to View

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).

|
’ Ati Vishisht Rail Seva Puraskar (AVRSP) ]
Corrigendum - 5
Existing Izformation (Previous) Madified Information (Current)
Deseiptien AVRSP-2024
Last Data for Subsmission of Seif ; : 3
N:“mmm: b 10082024 dd-mrm vy [ @
Last Date for Comemittee Shortlist 22-99-2024 ded-mm-yyyy
St & 0’! U“Of e 4, :
01-10-2024 -
Date e
Uptoed Document l Lhoose Fille Sh‘c fite chosen
Image: 10
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Once the proposal for extension of timelines is initiated, the same needs to be approved by
accessing through the link “Approve Notification (Extension of Timelines)” (Image : 11).

For Admin Use:
1. Authorised Personnel 4. Report on Contralling Officer's Remarks

2 Notification 5. View Nominations

a. Upload Initial Notification

. Approve Initial Notification

¢ Modify Notification (Extensian of Timelines)

rd. Approve Notification (Extension of Timeisnes}j

3. Screening Committees

a. Create

b. Verify

c. Approve

6. Nomination by Admin (For Posthurmnous cases)

7. Award Statistics

Image:11

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

force.

2.4 Screening Committees

In order to scrutinize and finalise the list of awardees, in case administration wants to create

committees, same can be done. In order to do so, the link “Create Screening Committees” needs

to be clicked upon (Image : 12).

For Admin Use :

o

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

o

2. Notification View Nominations

‘a, Upload Initial Notification
b. Approve initial Notification

(Extension of Timelines)

. Nomination by Admin (For Posthumous cases)

~1

Award Statistics
¢. Modify Notification
d. Approve Notification
3 Screening Committees

{(Extension of Timelines)

a. Create
b. Verify
<. Approve

Image: 12

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

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

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

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

Screening Committer

st 2524 Ty LNt RBO
ATIVISHISHT RAIL SEVA PURASHAR = Comimktee Type : Selection of Amardees -
Exarmplary work duse 10 improve aperations, security and safety, better maintenance and wilization of ases v

Verslonz 1
St M. RS i Employes Detalls Adkd/Resnove Row
Daslgnatizn: . =
Grade:
Department;
Prhmary Urilt

Subwnit for Apprasa

Image: 14

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

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

AT VISHISHT RAIL SEVA PURASKAR Zonal Recrrmendation

Yo © e PR Primaey Linit o

AT] VISHSHT RARL SEVA PURASKAR Commlttes Typa

Award Typa
5¢. Mo, HEMS 14

x [T ton:
Designation: JOINT DEECTOR
Grader 12
Departamant: ACLOUNTS
Primary Unit: 590

; e e
 Dasignation: SECTION OFFCER
Grade; 2
Departeeint AOMMGINERRL
Privtory Unle 100

Screening Cominittee

-

RBO
Tonal Rscommandation

Empliayms Detaity

2.5. View Self Nominations

can be seen by administration for finalisation of final

(Image:17)

HRMS | User Manual on VRSP —for administration
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Once the committee is verified, it needs to be approved following the same process.

The self nominations submitted by employees and remarked upon by their controlling officers

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”
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c. Modify Notification (Extension of Timelines)

d. Approve Notification (Extension of Timelines)
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b. Verify

c. Approve
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Image:17

the details in the filter for which the nominations need to be seen (Image : 18).

Once clicked upon, the following interface will open up wherein the user will be required to enter

following interface will open up displaying the entire list of self - nominations.

given on top right corner (Image : 19).
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View Self Nominations

Year: 2034 . Award | ATIVISHISHT RANL SEVA PURASKAR -
Zone:: RAILWAY BOARD *

Award Category © Setect A “
Sert by Pay Grade #

Proceed
Recommendation Himit (Nos) ©
Image: 18

After setting the appropriate values in the filters, once the Proceed button is clicked upon, the

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

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

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

Rail Seva Puraskar {RSP)

Vishisht Rail Seva Puraskar

Ati Vishisht Rail Seva Puraskar (AVRSP)

{VRSP)

©1 Submission of Recommendations — By Zonal 1. Selection of Finat Awardees 1. Selection of Final Awardees

| Railways
| a: Inttiate
b. Verify

¢. Approve

2. View Recommendations submitted by Zonal

Railways

3. AVRSP Priority Entry

14, View Finalised Pricrity Entry

5. Sslection of Final Awardess
a nitiate
b Verify
¢. Approve

d Publish

i 6. View Awardee Details

2 Initiate
b. Ve

<. Approve

f!J‘,’
d. Publish

2. View Published Awardees List 2

List

a. Initiate
b Verify
¢. Approve

4. Publish

View Published 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 IDs of final awardees of AVRSP

Subrmit Awdrdees for VRSP
Tone:

Year

Hwvard Typs - e T —
Eeg loyeits on Rult EMEMEIN

Sty it vig Homdt et 0

L

Statuy Pancing s

Gender Arvand Ctegory

Lot Maminaion Type
Aanrd
e

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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i 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 ---

HRMS | User Manual on VRSP —for administration 16|Page
41

Generated Irorm eontice by JATA ROMAR G, DOPC-VITOK), DOFC-VIT, Fay Commission Dte Gh Z26/07 72024 U333 pm



File No. PC-VIl/2024/HRMS/17 (Computer No. 3469766)
1843797/2024/PC-VIT SECTION

USER MANUAL
ON
Rail Seva Puraskar

RSP

SYSTEM : HRMS

MODULE : RAILWAY WEEK AWARDS

Version 1.0

HRMS | User Manual on RSP —for administration 1|Page

42

SHerated Trom eounice by JATA RUVMAR G, DOPC-VII{JR], DOFPC-VI, Pay commission Ote on 2e/07/20£4 U3:33 pm



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

1833791/2024/PC-Vil SECTION

P e )

- o
Py e b Sr——"
£y BaEET = TR
e P e
E I O
TR At | A L R

Table of Contents

CSENa R e R e
11 Purpose&Scope
e B

22 Uploading Award Notification

23 Modify Notification (Extension of Timelines)

3
3
4
R T ?é;rébnnel' el ) S B T —
6
8
1

24 Screening Committees

2.5 View Self Nominations 12

2.6 Selection of Awardees for AVRSP 14
3. - Disclaimer 16

HRMS | User Manual on RSP —for administration 2|Page

43

Generated 1rom eurnice by JATA RKUMAR G, ODPC-VIT(JK], DOUPC=VIT, Pay Lommissioh Dle on 2670772024 U333 pm



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

1843791/2024/PC-VII SECTION

e e e T

1. GENERAL INFORMATION

1.1  Purpose and Scope

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

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

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

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

o
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2 FOR OFFICE USE

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

2.1 Granting Permission Access : Authorised Personnel

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

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

For Admin Use :

; 1. Authorised Personnel I 4. Report on Controlling Officer’s Remarks
2. Notification 5. View Nominations
a. Upload Initial Notification 6. Nomination by Admin (For Posthumous cases)
b. Approve initial Notification 7. Award Statistics

¢. Modify Notification (Extension of Timelines)

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

. Create

b V.T-’H“}'

¢. Approve

Image: 1

Clicking on the link “Auhtorised Personnel” will open the interface as shown below (Image 2).
The interface will require user to enter the HRMS id of the employees who have to be granted
access for a particular activity related to a particular award type which are explained as follows
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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 ID is entered under the column “Proposal Initiated By” will initiate the
proposal after entering basic details and uploading the notification and the employee whose
HRMS ID is entered in the column “Proposal Approved By” will approve the proposal submitted

to him.
Avtirorgatins ter Nom@Ivas = . " ]
A Vistiistt Rad Sen Vimw Namematame - < - Nrmmr Hawsa
Purnsine |AVESPY Dasagrawtions DLAUT — Dargartern “ Ousignation: ACTOUNTS
10 Grade: ASSISTANT/AL
Sesde | Baparisnenc Grade: §
Depsrsmans Frimary Unit: Bapartaneny ACCOUNTS
DA T RA Promaey Unit 78
Primary Wt <40
Venkiakt Rt v View faminytions waee S Hamy ; e NN
Pursios (VREP) — Designation: DIFUT - Devgratmn - Dualynatisn: ACCOUNT
oRECTOR S e
Grade: | Craptmisnt Grndar 6
Tsasremene : Brimaey Unst: Dapariment ACCOUN
Al Trbaa Brimary Unit: 5
Brimary Geit: ‘
Rl Sava Pusasine (39) View Nansinktions v o M e Hama
Dealgrugpe: DT Sesignaven: Dawigmation ACTOUNTS
Besds Dt Grnatu
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AN CENERA Priamary Urit 0
Princpry Gact
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 1Ds. 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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Image: 4

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

authorities needs to entered here.

2.2 Uploading Award Notification

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

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

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

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

2 Notitication 5. View Nominations
a. Upload Initial Notification 6. Nominatian by Admin (For Pasthumous cases
b. Approve Initial Notification 7. Award Statistics

¢. Modify Notification (Extension of Timelines)

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

a, Create

b. Verify

. Approve

Image: 5

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

Upload Notifications
¢ ol Tew 2004 vl i Tpe: AT VISHISHT RATL SEVA PURASIAR, »
Zana: RALWAY BOARD Privaary Pnik RARAVAT TOARDY RE
e ccaphon:
et HSUNCAI08 Decwran Choote File | va Ale choses Updosd
it dste submissen of nzmivate dd-mm -y e Lot e - mim: e
wd sting by Reheay Boare dd o ol » dee 3d-mm -y n
Image :6

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

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

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

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

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

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

Last Date for shortlisting of candidates and forwarding to Railway Board by Zonal / PU
Committees : Every Zonal Railway is required to finalise and forward the list of employees
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recommended for AVRSP to Railway Board. Last date for forwarding the same needs to be entered

here.

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

committee is to be entered over here.

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

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

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

For Admin Use:
1. Authorised Personnel 4. Report on Controlling Officer’'s Remarks
2. Notification 5. View Nominations
a, Upload Initial Notification 6. Nomination by Admin (For Posthumous cases)

| b. Approve lnitial Notification ] 7. Award Statistics

¢. Modify Notification (Extension of Timelines)

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

a. Create

b. Verify

¢. Approve

Image : 7

Once the notification is approved by the approving authority, the form for self - nomination for
thataward 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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d. Approve Notification [Extension of Timelines)
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a. Create

b. Verify

¢. Approve

Image: 8

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

1Corrigendum To Notification : 2024 I

I Ral} Seva Puraskar (RSP) ;

Date of Notification upload Last Date of Submission of Motification of List of Awardess | View Notification
Self Momination

2024 3170172024 11/05/2024 ‘ 070742024 BxClick 1o View 58

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).

| At Vishisht Rait Seva Puraskar (AVASP) |
Corrigendotm - 5

Existing Information (Previous} Madified Information (Curentd | Select
Ermsriptin AVRSP-2024 ‘
Last Date for Submission o Self o s aro R "
Nomination -
Last Date for Committer Shoetlist 27.09.7024 | dd-mm-yyyy
Notification of UstsFAwardees o 1 on5y ' dd-mmovnyy
Date
Uieadt Bosimen Choose File | Mo file chosers
o S A

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

For Admin Use:

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

2 Notification 5. View Nominations
a. Upload Initial Notification 6. Nomination by Admin (For Pasthumous cases)
b. Approve Initial Notification 7. Award Statistics

¢. Modify Notification (Extension of Timelines)
Id. Approve Notification (Extension of Timelines)
3 Screening Committees
a. Create
b. Verify
. Approve

Image: 11

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

force.

2.4 Screening Committees

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

to be clicked upon (Image : 12).

For Admin Use :

1. Authorised Personnel Repart on Controlling Officer's Remarks
2. Notification View Nominaticns
" a Upload Initial Notification

b. Approve Initial Notification

<. Modify Notification {Extension of Timelines)

d. Approve Notification (Extension of Timelines)

Nornination by Admin (For Posthurnous cases)

~ O W

Award Statistics

3. Screening Committees
a, Create
b. Verify

<. Approve

Image: 12

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

(Image:13).

HRMS | User Manual on RSP —for administration 10|Page
51

GEBRerated rom eonice by JATA RUMAR G, DOPC-VIIURY, DOFC-VIL, Pay Lommission Dte on 2670772024 U333 P



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

18313?91/2024/?C-VH SECTION

e e

=R s e
= S e
e BN B e W
R
E:feﬁ.ning Committee
st 2024
Zon=; RE Frimary Uit RRO
Award AT VISHISHT BAIL SEVA PURASKAR il Sommesee . v
Type * 8 a5 Tpe &
Zonal Racommy
Selction of Aw

Image:13

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

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

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

Screening Committes

Yeur: S04 Srhmary Unit s RBO
A ATI VISHISHT RAIL SEVA PURASKAR uf  Commitee Type: Sefection of Awandess -
SmiCamgonys Exemplary work dose 1o imiprove operations, security a3 salety, better maintenarice and Gtlization of sssets -

Werston 1
Sk Ne. HRMS td Employae Details BRemo v Pow
1 + Nairet -
| pesigration: .=
Grade:
Depariment;
Pelimasy Unlt

Subenit lor Apgroval

Image: 14

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

1. Authorised Personnel

2. Motification
a. Upload Initial Notification
b. Approve Initial Notification

4. Report on Controlling Officer's Remarks
5. View Nominations
6. Nomination by Admin (For Posthumous cases)
7. Award Statistics
¢. Modify Notification {Extension of Timelines}
d. Approve Notification (Extension of Timelines)
3. Screening Committees
a. Create

c. App@'e

Image: 15

Once the Verify button is clicked upon, the following interface is opened up (Image

: 16) through
which the user can verify the proposal for committee formation.

Tommittes Trpe

Category

RAIL STVA PURASIAR Zong! recommendition

Screening Committes

Yane: ek Primary Unit © RBO
Zward Typa FARL SEVA PURASICAR Commi‘tm Typas Zanal Rernmmandation
56 No. HRMS i

' B Hama
Destgnation: JOINT THRECTDR
Grade: 12
Department ACCTUNTS
Primary Unit: 4202

L g acre: IR
Mm; SECTION O ICER
Gradae
Department; AOMIN/CENERAL
Primery Univ 410

Employes Detally

3=

Image: 16
Once the committee is verified, it needs to be approved following the same process.

2.5. View Self Nominations

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

In order to see the list of self - nominations, the user needs to click on the link “View Nominations”
(Image: 17)
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For Admin Use:

1. Authorised Personnel

2. Notification
a. Upload Initial Notification
b: Approve Initial Notfication

c. Modify Notification {Extension of Timelines)

d. Approve Netification (Extension of Timelings)
3. Screening Committees

a. Create

b. Verify

¢. Approve

4. Report on

I 5. View Nominations !

Controlling Officer's Rermarks

6. Nomination by Admin (For Pesthumaous cases)
7 Award Statistics

Image: 17

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

View Self Nominations
Year: 2024 v Award
T Type .
Zara RAILWAY BOARD -
Award Catsgory @ Select A
Sarthy v
Recommendation limit (Nos) ¢

| ATIVISHISHT RAIL SEVA PURASKAR

Image : 18

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

Against every nomination, the remarks of the controlling officer can also be seen. The individual
self nomination form of an employee can also be seen by clicking on the form icon under the action

excel format by clicking on excel button
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2.6. Selection of Awardees for RSP

Image: 19

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
proposal for final awardees is initiated, verified, approved and then published.

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

s

o

i d. Publish

Ati Vishisht Rail Seva Purasikar (AVRSP)

- 1. Submission of Recommendations ~ By Zonal
. Railways

a. [nitiate
b. Verify

<. Approve

View Recommendations submitted by Zonal

B

Railways

AVRSP Priority Entry

I

. View Finalisad Priority Entry

Selection of Final Awardees
& initiate
b Verify

<. Approve

Vishisht Rail Seva Puraskar

1 Selaction of Final Awardees

2 Initiate

2. View Published Awardees List

Rail Seva Puraskar (RSP)

1 Selection of Final Awardees
a. Initiate

2. View Published Awardees
List

b. Verify
¢. Approve
¢l Publish

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

Subimit Awardess for VRSP

Zone | kg
Yene M #mard Types ASHESHT RAIL STVA PURASEAR
Employsss o Batl SO EY N Shurtlatog fmit (Hesl L 100
Stshuw Panc g ik

RIS 10

Image : 21

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

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

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

discrepancy please contact helpdesk.

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

1.1  Purpose and Scope

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

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

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

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

Screening Committees, finalization of awardees etc.
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2. FOR EMPLOYEES’ USE

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

Railway Week Awards

Ati Vishisht Rail Seva Puraskar (AVRSP}

Year | Date ot lssue of Nolification Last date of appliicaton submission | Notitatnng Sert Nomination Submitted Application | List of Awacdess

2024 1IP2/2023 31/01/2024 ACtick to View Homination Done Click to view Qoming Soon

Vishisht Rall Seva Puraskar (VRSP)

Year | Date ol issce of Notification Last date of appficotion subrassion | Notlication Saif Homination Submitted Appiication List of Awardess

2024 1841242023 1082024 ACHek 15 View Homination Done | Click o view your appication Clitk to view Coming Soon
Withck aw applicelion

Rail Seva Puraskar (RSP)

Year Date of lysun of Notification Last date of appheation submission Hotification Solf Momiration Submitted Application I List of Awardees

Mo notificarion for this award has beern issued by the compatent Autharity -

Image:1

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

Authority”.

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

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

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

Date of issue of 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 employee will be allowed to submit their self - nomination
for that particular award type.

Notification : This field will display the link of the detailed award notification which has
been issued and uploaded by the administration. On clicking upon the link, the
notification uploaded by the administration will get opened up.
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Self Nomination : This field will display the link through which the employee can
submit his self - nomination for that particular award type. The link for submission of

self nomination will be

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

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

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

2.1 Submitting Self Nomination

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

Calendar Year: 2024
Motification Link: 3 ho i Vies Application Status 1t

Award Category Select Awand Category v

Empioyes Basic Details

e e

Name in Hindi:
Zone : CORE
Zone in Hindi: Fam T R de T wiea

Unit ¢ ALLAHABAD CORE / SPu

Unit in Hindi:

Designatian - DFFCE SUPERINTENDENT

Designation in Hindi

Image: 2

Award Category : This field needs to be filled in case of Award type AVRSP only and is not
required to be filled in case of other award types (VRSP and RSP). Here the employee is required
to select the category (out of 7 categories) in which he wishes to self - nominate himself. (Image

:3)
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Proforma for Nomination Application For AT] VISHISHT RAIL SEVA PURASKAR
Calendar Year: 2024
Norifleation tiak © (D0ci e Ve Application States (Dot
]Pmin( Categury !
Employes Hasic Detarls
Name :
Name in Hindi - .
& e i L
Zone: ¢ perfermance in 2ny
Zone in Hindi: ity v T HnEa
Unit: ALLAHARAD CORE / SP1
Unit ins Hindi: ﬁ

Image:3

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

concerned establishment dealing Clerk, Verification Authority and Approving authority, will
start reflecting over here.

Photo : Photo of the employee is mandatory for submission of self - nomination form. In case
the photo of the employee is missing, the same may be uploaded or updated in the employee

master by the employee by raising a service request through Employee Self Service (ESS)
module.

Designation in Hindi : The employee is required to enter his designation in Hindi.

E-Mail Id : Here the employee is required to enter his email id.

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

i
Ennlmiling Gfficer Pleass Salact

Search Range CORF- ALLAHABAD CORE [SPLY- STORES Wodify Search Range
HRMS D fame

Zons: Unit:

Dasignation Mobile No :

Image : 4

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

Past Awards

Whathes ary Ratlway Week Award received earler? L yag

Please Provide Details .

Description

Type of Award

- GM AWARD v Test data for GM award
¢ DRM / CWMAWARD v | 2015 Test data for DRM sward]
Tha chancier fimit for each doscrigtion is 500 daaacte
Image:5

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

Fay Lovel Geade From Date To Date Add/Remove

. SeClutk . thansi T NER 5 v | GROUPC v | 22-01-2017 B ¢ od-64-2021
C thansi | NCR il e v GROUPC v | 01012021 [ i 22.07-2024

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)

Work Dane / Citation*] -

Detlaratisn =
b I 5o UaGER OF SN VVOR4ING AS OFFICE SUPERINTENDENT I ALLAHABATICORE / SPU 00 SERFEY DECLARE THAT DIRING MY ENTIRE
FAILWAY SERVICE .

§ HAYE RECEIVEDVSELECTED N PAST FOR RAJLWAY WEEK NATIOMNAL AWARD/NATEONAL RAILWAYS AWARD DURING 2019. 2015

| DECLARE THAT THE ABOVE INFORMATION 15 TRUE TO THE BEST OF MY XKMOWLEDGE AND NOTHING HAS BEEN CONCEALED THEREOF AND IN FUTURE. IF THE ABOVE
INFORMATION IS FOUND TO BE FALSE. NECESSARY ACTION AS DEEMED FIT MAY BE TAKEN AGAINST ME.

EEER)
HAKS 10: I
OFFICE SUPERINTENDENT
ALLAHABAD CORE / 5PU
Image : 7
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Declaration : Before submission of application form, the employee will be required to check the
appropriate declaration being shown by the system and then submit his self - nomination form.

(Image: 7)

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

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

2.2 View Self - Nomination

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

Railway Week Awards

Award Year s 2 »

Ati Vishight Rail Seve Puraskar [AVRSP)

Bane of 1ue of Nottkation Last date of application tHiotfication

8|Pa
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View Nomination

HRMS | User Mznual on Railk

Award Type : ATl VISHISHT RAIL SEVA PURASKAR

Calendar Year; 2024

Award Category ory 7 Outstanding performande in any other feld
Employee Basic Details
Name in Hindi
Zone: BR
Zone in Hindi ; ST i
Unit: RALWAY BOARD / &g
Unit in Hindi : taddrd
Desighation : SO DIRECTOR
Designation in Hindi © i Pws
vos: G s
Gazetted / Nan- GAZETTED Grade {only for
Gazetted : Gazetted) :
Basic Pay: IEF00 Pay Level :
Mobile Number : 1234567450 E-Mail 1D : e
Department/ ADMIN/GENERAL
Directorate :
HRMS 1D : o Name : TR
Zone : R Uit : RBO
Designation : ADDITIONAL MEMBER Mobile No : 234567530

ailway Week Awards — For employees
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Whether amy Railway Week Award received earlier? No

Posts Held

lesignation Pace of Fosting Organiration / Zone Pay from Date

Level

O1-00-2024

¥ . JdintDirector DELHI RAIEWAY BOARD 2 WUNIOR 01-01-2020
ACMINISTRATION
GRADE
Work Done / Citation

A very diligent parson abways pat her trest offores in wark
Declaration :

| AN <CN/OAJGHTER OF BN, V/ORKING AS JOINT DIRECTOR N RAILWAY BOARD / RB DO HEREEY DECLARE THAT DURING MY ENTIRE

RAILWAY SERVICE «

THAVE NEVER RECEIVED/SELECTED 1 PAST EOR RAIGYAY WERK NATIONAL AWARDY NATICHAL RAIINAYS AWARD

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

Employee Name:
HRMS 1D:
Designation: JOINT DIRECTOR

Image: 9

2.3 Withdraw Self - Nomination

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

Image: 10

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

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

HRMS | User Manual on Railway Week Awards — For employees  10|Page
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and submit fresh self nomination application provided last date for submission of self
nomination is not over yet.

2.4 Recording Remarks by Controlling Officers

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

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

-

Image: 11

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

Calendar Year : 2024
Zose| Primacy Epleyes Kame HAMS 1D | " % " Bward Type
I LW ALAY EUMAR SRARMA PTIRN STORES DEFICE SLPERNTENDENT 5 a”::‘;- AL CovR Caiciy v 'F 0 Cae
] < ) 0% | ;7 THinE A » SONKELFEON 1 ‘e
: L NEES 2 R g ]
W HPRASA 30U g R CLERK CU Categony ‘..
t - £ 090 ®
5 i ABOUL KrEtAR RN A - O PILOT GOODS (RLECTRICA v Category &
A AL VBAL  A0M EHERA DEPUTY DIRES Catagesy 1 L
w2 BAMABAMBIKA § 0o A AL ASSISTANT 6 E teg ®
ASHA EA | PER i shegon -
Rz e o % BN neg B ®
Image:12
In order to record the remarks against any application, the controlling officer needs to click
upon the Edit button given under the Action column, clicking on which will open up the
following interface as shown below (Image : 13):
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WAVE RECEIVED/SELECTED IN PAST FOR RRILWAY WEEK NATIONAL MWARD/NATIONAL RAILWAYS AWARD DURING 2010 2012
1 DECLARE THAT THE ABOVE INFORMATION 15 TRUE TO THE BEST OF MY KNOWLEDGE AND NOTHING HAS BEEN CONCEALED THEREGF AND IN FUTURE i THE
ABOVE INFORMATION 15 FOUND TO BE FALSE, NECESSARY ACTION AS DEEMED FIT MAY BE TAKEN AGAINST ME.

Fmployes Mame
RS 10; I
Designativn: OFFICE SUPERINTENDENT
Units CHITTARANIAN LOCOMOTIVE WORKS / PU
Submitted Onc 18/01/2024

Remarics 1

TO ME, HENCE FORWARDED

Upload Supporting Choose filo | No file chosen
Bﬁtﬂm 119 - —_

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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