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RBE No: 95 /2022

Amrit Mahotsav
WW Southern Railway
WY g B D SR ST Ffad
Office of the Principal Chief Personnel Officer

U©I Hrafead, Siite fAUrT, 97-600003
Headquarters, Personnel Department, Chennai-600003

T/No: P(R)676/P/Vol VI faqi®/Dated: 16.08.2022

All Concerned

fdwad/Sub :Implementation of Transfer Module in Indian Railways.

*edek

A copy of Railway Board’s letter No.PC-VII/2022/HRMS/15 dated 11.08.2022
on the above subject is enclosed for information, guidance and necessary action.

Encl. 33 Pages Digitally signed by

M SENTHIL KUMAR
Date: 2022.08.16
18:30:26 +05"30

Deputy Chief Personnel Officer/ Co-ordn
For Principal Chief Personnel Officer

Copy to: The General Secretary/SRMU
The General Secretary/AISCTREA
The General Secretary/AIOBCREA
The General Secretary/NFIR
IT Section/PB/HQ - to upload in the SR website.



GOVERNMENT OF INDIA (HRd H{HR)

Ministry of Railways e HIATY)
Railway BoardRerd a13)

PC-VII No. 186 RBE No : 95 /2022

File No. PC-VII/2022/HRMS/15 Dated: { | .08.2022

Principal Chief Personnel Officers,
All Indian Railways
(As per standard mailing list)

Sub: Implementation of Transfer Module in Indian Railways

On successful completion of the development of the Transfer Module of HRMS by
CRIS and completion of entry of legacy data, it has been decided by Railwaa/ Board that the
Transfer Module of HRMS shall be launched across Indian Railways on 15" August, 2022,
With this, all the new as well as existing transfer requests (Inter Railway & Inter Division)
shall henceforth be received and processed only through HRMS. Detailed guidelines
regarding use of Transfer Module are placed at ‘Annexure-A’.

2. All the field Units shall endeavour to give due publicity to the change in process of
the Transfer applications and also ensure functioning of Helpdesk to ensure that employees
are not inconvenienced in submitting the Transfer applications through HRMS during the
initial period. Feedback on the Transfer Module and suggestions for improvement, if any,
shall invariably be brought before the notice of Railway Board for taking up with CRIS.

Encl: As above

‘LJG a Kumar G)

Deputy Director, Pay Commission-VII & HRMS
Railway Board

e-mail: java.kumarg@gov.in

Ph. No: 011-47845125

File No. PC-VII/2022/HRMS/15 Dated: 1 .08.2022
Copy forwarded to :-

PFAs All Indian Railways, PUs, NFR(Const})

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

The Director General, RDSO, Lucknow,

The General Manager and FA&CAO, Metro Railway

The CAO and PFA, COFMOW/New Delhi

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

The CAO(MTP(R) Chennai

The Director, CAMTECH/Gwalior

*

R N



10. The Director (a) IRIEEN, Nasik, (b} IRICEN, Pune (¢} TRIMEE, Jamalpur (d)
JRISET, Secunderabad

11. The Managing Ditectors RITES, IRCTC, IRCON, CRIS, IRFC, CONCOR, RVNL,
DFCCIL, KRCI..

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

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

14, The General Secretary, IRCA/New Delhi.

15. The Commissioner, Railway Safety, Lucknow.

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

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

18. The Chaizman, RRT, Chennai.

19. The Chairman, RCT.

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

21. The Editor, ‘Bhartiya Rail’.

22. The Editor, ‘Indian Railways’.

23, The Chairman, Passenger Services Commitiee.

24, The Chairman, Passenger Amenities Committee.

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

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

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

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

29. The Liaison Officer, VII CPC, All Indian Railways and PUs/RDSO/Tig. Institutes
Metro Railway/COFMOW/COREMRSC efc.

30. The Director (Movemeat) Railways/Calcutta.

(J umar G)
Deputy Director, Pay Commission-VII & HRMS
Railway Board

e-mail; jaya.knmarg@gov.in
Ph. No: 011-47845125

File Neo. PC-VIL/2022/HRMS/15 Dated; 1 { .08.2022

Copy forwerded to:-

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

2, The General Secretary, NFIR, Room No, 256 E, Rajl Bhawan {with 35 spares)

3. Copy to all members of the National Coungil, Departmental Council and Secretary
Staff Side, National Couneil, 13-C, Ferozshah Road, New Delhi (with 40 spares)

4. The Secretary General, Federation of Railway Officers’ Association,

5. Al India 3C/ST Railway Employee’s Asscciation, Room Ne. 7, Rail Bhawan.

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

7. The Secrstary Genersl, AIRPFA, Room No, 256-D, Rail Bhawan.

8. The Secretary General, Indian Railway Promotee Officers Federation

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

10. The Secretary, RBSS Group ‘B’ Officers Association.

11. The Secretary, Railway Board Ministerial Staff Association.



12. The Secretary, Non-Ministerial Staff Association (Railway Board).

/N

L ' Ju*.ﬁ.,.“"u"u"v"i_
For Secretary, Railway Board
Copy to:-

Advisor/MR, OSD/MR, OSD/Co-ord/MR, Addnl. PS/MR
PSOs/Sr.PPSs/PPSs/PSs/PAs to:-

MR, MoSR(J), MoSR(D), Addnl. PS/MoSR(J), DPG/MoSR(J),CRB & CEQ, MF, MI,
M(T&RS), M(O&BD), DG/RHS, DG/RPF, DG (Safety), All Additional
Members/PEDs/Advisors/Executive Directors/Joint Secretaries.

Cash - I, 11, & III, Budget, E(P&A) 1 & II, E(G), E(NG) I & 1I, PC — III, PC-1V, PC-
V, PC-VL, E(LR) I & 11, F(E) - I, II & III, F(E) Special, Security (E), Accounts II1,
ERB - I, IL, I, IV, V & VI, G(Pass), G(Acc), RB(Welfare), E(SCT) I & II, E(O) 1, II
III & III{CC), E(GR) I & II, E(GP), E(GC), PR, branches of Railway Board.



Annexure-A

Transfer Module - User Manual

1. Administrative Transfer

Administrative Transfer Flow

&=  Department raises request and forwards to DC

!

DC can upload documents {if any) and forward to VA

l
Return to Department \ | VA forwards to AA
M l
AA will forward to placement Committee or Returns
to department

R
| Member 1 Member 2 | Member 3

l
< - AA forwards to DPO/ Sr. DPO

i
DPO/Sr DPO forwards to TAA or returns to
Department

l
TAA sign and returns to Sr DPO

!

E f Sr DPO returns to AA or Department

l
AA return to DC or department

!

DC marks to issue order

1. Go to HRMS application https://hrms.indianrail.gov.in/HRMS/ and login using HRMS ID &
Password
2. Enter OTP received on registered Mobile No.



Creation of Transfer Cell - For Unit Admin
1. Go to ‘Admin Section > Change Role’

2. Assign role of ‘Transfer Cell Member’ to required employee.

Creation of Placement Committee - For Transfer Cell Member

1. Go to ‘Transfer > Manage Placement Committee’ Page.
m icdistiial Relatior -

= Transfer -

Manage Placement Committee

-

2. To create new Committee enter committee name, HRMS IDs for three members of the
committee and upload relevant approval document (if any)

W o Hheg Commmans * Commmes Approval Chooss Fia | Hio s choss
Documans

Committee Validity Perigd
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3. To fetch list of active existing Committees, click on ‘Load Committee List’.

4. Click on Committee ID to view details.

Placement Committees for JODHPUR WORKSHOP/ W5H

5. Click on ‘Mark Inactive’ button to mark committee as In-Active



Committee Jodhpur Workshop 2

Ceemmitas I 2 104 hpprovdl Decumrt < HE
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Member Details
Member 1 : BASANT SENGH PURELA / SPO
Mermber 2 : ASLAM KHAN RALRH ¢ AODITIONAL CHIEF MIDICAL SUSIRINTINDINT
Member 3 : HARIMNDRA PRAKATH MATHUR / ADMLCAW

Creation of Transfer Proposal - for Gazetted Officers of Department
1. Go to ‘Transfer > Transfer Proposal’ Page.

2. To create a new proposal select New Proposal option and provide the name for the
proposal and click on ‘Go” button,

to edit Existing Draft/ Returned proposal, select it from the dropdown and click on ‘Go’

button
Transier -
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Flacen Cigamar K ir
i =
(BT A
e \I.Ql-- ; B Tranader
Placement Commithes L L R I e B . §

3. Click on ‘+ icon to add employees in the proposal, select dealing clerk id in Forward to
option to forward proposal to personnel department

Transtes Proposal ID Will be generated Once Proposal 4 Saved

Propadal Nusibe * TEST-FPROPOSAL- 202 106220001 Propodal Date 2206000

Trasifer Te

Dresigradtion J Deparimast

Forwaed 10" Flense malect -

Pav=aria”

4. Inthe pop up enter HRMS ID of the employee, current details of the employee will be
fetched and shown to officer

5. Enter the proposed transfer details for the employee and click on ‘Save’ button.
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6. Enter more employees by clicking on ‘+’ icon

7. Click on ‘Submit’ to forward proposal to Personnel Branch

Processing of Transfer Case - For Personnel Department
1. Login with Dealing Clerk’s ID
2. Go to ‘Transfer > Forward Transfer Requests’

3. Listof all received transfer proposals will be shown, select 1 proposal to work upon.
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So— o Br: I £
e55 Tra
) Selest & Teanaler Propodal from the 21 1o vew [he Propossl raied by Depariment and ek on "Go' Bubton
ranisfer Proposal
ﬁ] Setthament -

4. Select ‘Forward’ for requests which need to be forwarded to VA and select VA to forward
to
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Click on ‘Submit’ button to submit the remarks

Similarly VA needs to submit their remarks and forward the case to AA from the same menu.

Assignment of Transfer Case to Placement Committee - For APOs
1. Go to "Transfer > Forward Transfer Requests’

2. Listof all received transfer proposals will be shown, select 1 proposal to work upon.

= Transter -
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3. Select ‘Forward’ for requests which need to be forwarded to placement committee and
select committee to forward to from the drop-down
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4. Click on ‘Submit’ button to submit the remarks.

Record Meeting of Placement Committee - Committee Members
1. Go to ‘Transfer > Record Committee Meeting’

2. Select one committee. List of assigned proposals to that committee will be shown. Select a
proposal and click on ‘Go’ button to fetch details.

0 i1 5 Plackrsant Committee i Transfer Progedsl 1o me 10 "
Lag prra] Coimmitted Py e ting CEreatie ‘|
..... et Propoisl w

List of requests of individual employees included in the proposal will be shown.

4. Members can send the proposal for query to personnel branch using ‘Return for Query’
option. They need to enter their query and then select the employee from dropdown

AL it fRaT &

5. Members need to provide their remarks individually for all requests & digitally sign to save
meeting details and recommendations.

R CO00DO0O0nI0 W Laaiy ) FelledD) e WhE L Sl SRR
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6. Once signed by all members requests will be sent back to personnel branch.



Forward Transfer Case to Transfer Acceptance Authority - By Personnel Branch
1. Login with Acceptance Authority (APO )'s ID
2. Goto ‘Transfer’ > ‘Return/Process Transfer Requests’

3. Listofall received transfer proposals from placement committee will be shown. Select 1
proposal to work upon

m . A W icewa

e
w== Transfar
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4, The AA can either forward the request to Establishment Officer for approval or return it to
department based on remarks received from the committee.

| Subymit I

To send to Establishment Officer, the user needs to start typing their name in the input box and
select from the list shown and click ‘Submit’ button

5. Login with Establishment Officer’s ID

6. Establishment Officer has to forward the request to Transfer Acceptance Authority for final
Acceptance, using the same menu option

7. After selecting relevant options, click on Submit button to save details.

Transfer Case acceptance - by Transfer Acceptance Authority (TAA)
1.  Go to ‘Transfer’ > 'Accept Transfer Proposal’

2. List of all received transfer requests will be shown. Select 1 case to work upon.

plect Tranple Sppou
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3. Select ‘Yes/No’ for Approval and provide detailed remarks.
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4. Click on ‘View & Accept By Digital Sign’ button. A pdf file will be generated with proposal
details and will shown for Digital Signature.

5. Digitally sign the pdf and it will sent back to DC for further process

VIEW FILE
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Mark Transfer Case to Issue Order - By Personnel Branch

1. Login with Establishment Officer’s ID

2. Goto ‘Transfer’ > ‘Forward/Return Transfer Requests’

3. List of all received transfer proposals received from accepting authority will be shown.
Select 1 proposal to work upon

4
o
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4. Forward request to APO for order issuance or return to department based on TAA remarks

5. Click on ‘Submit’ button to save changes
6. Login with APO’s ID



Go to ‘Transfer’ > ‘Forward/Return Transfer Requests’

8. Listofall received transfer proposals received from Establishment Officer will be shown.
Select 1 proposal to work upon

9. Forward request to OS for order issuance or return to department based on Establishment
Officer’s remark

10. Login with 0S’s ID

11. Go to ‘Transfer’ > ‘Forward/Return Transfer Requests’

12. Mark to issue Order (Draft office order will be created on submission} or Return to
department based on Accepting authority remarks

13. After selecting relevant options, click on Submit button to save details

14. Once submitted a draft order will be created. To proceed with order generation, dealing
clerk needs to go to ‘Office Order > Promotion/Transfer Order’. Order will be available in
drop down.



2. Mutual Transfer

Basic Flow

Mutual Transfer Process

| Employee 1 Fills form |

| Employee 2 Fills form |

Supervisors of both employees fill their remarks

R —
and forward to respective Branch Officer
I
Initiating railway v
1 Branch Officer forwards request to their
Personnel Branch
T‘H 0S forwards to Ch. 05 & uploads DRM approval |
| Retumn |":—| Ch. OS forwards to APO |
t&—- APO forwards to Personnel branch of other Unit N
,];—-ﬁ or to HQ (for HQ controlled posts)
| <— APO HQ 'Fomrf:rds to Personne-ﬁl E)rfanch of other | [ =
Unit or returns to Division

Other Railway

W

| BO forwards to 0S | S
T—ﬁﬂ 0S forwards to Ch. OS ;.lplcads DRM approval |
| Retum |<—| Ch. 05 forwards to APO |
» APO approves or rejec'; the case or to HQ (for ——
T 1 HQ controlled posts)
| Return |:: | APO HQL Accepts cn: returns to Division | 5

v




1. Go to HRMS application https://hrms.indianrail.gov.iin/HRMS/ and login using HRMS ID &
Password
2. Enter OTP received on registered Mobile No.

Request submission by 1** Employee
1. Login as Employee in HRMS
2. Go to TRHRMS-ESS' -= "Mutual Transfer Request’

3. (Click on ‘New application’ button to raise hew application.

O rHAMsEsS - {8 Mkl Tranalae Foguast

Raguest Applic

Mutual Transfes tions

Py AppaCaBOn

Received Application

Ernipdonpes ) mployea t Emspbirgesd Empleryesd Emuhiryed E mspplingesd

Fons Suburadtivad (i RS Maar fone Sabangied (n Agpplicatican

List Of Pravious Applcation

4. Fill all relevant details and upload scanned copy of signature and photograph. Provide
HRMS ID of the employee against whom mutual transfer is sought, all their details will be
fetched and shown automatically

5. Enter HRMS ID of the officer (supervisor) to whom the application should be forwarded to
in the department and submit the application.

Pincode IS

Separvivor Hrmald ~

Declaration

Rriarkd

Request submission by 2" Employee
1. Login as 2" Employee in HRMS
2. Goto TRHRMS-ESS' -= "Mutual Transfer Request’



3. Application pending for the employee will be shown. Click on ‘Edit’ button against it.

B rHRMsESs - 1 il Trasadee Fsrs!

Ect My Doty Mutual Transfer Request Applications

A atio List Of Previous Application

4. Fill all relevant details and upload scanned copy of signature and photograph.

5. Enter HRMS ID of the officer (supervisor) to whom the application should be forwarded to
in the department and submit the application.

Approval of Request by Supervisors
1. Login with 1* Supervisor
2. Click on "Transfer > Process Mutual Transfer Requests’

3. Listof pending applications for action will be shown. Select 1 request for action and click
on ‘Go’ button, details of the request will be shown to them

— Transfer -

5 Eocaard Mut Trarekos P i
Creste Trantder Proposal B Forward Mutual Transfer Requests

Forward Transfer Proposal

Transfer Reguest *

Process Inter Radway Transfer

Frocess Mutual Transfer

Requests

Frocess Lhange UT Lalegory

tecord Committes Mestmg
4. Supervisor will provide their remarks and will either

a) Forward to the branch officer for further process, or

b) Reject the request

it O b ™ CEMTIA WAEERA BASKASAN /(W CPQ (ROUTHERN SAILALY)




5.

This process needs to be followed by both supervisors

Processing of Request by Branch Officer

1.
Zel
3.

Login with any one of the Branch Officer HRMS ID
Click on ‘Transfer > Process Mutual Transfer Requests’

List of pending applications for action will be shown. Select 1 request for action and click
on ‘Go’ button, details of the request will be shown to them

Branch Officer will provide their remarks and will either
a) Provide their remarks & forward to their personnel branch for further process, or

b) Reject the request

Processing of Request by Personnel Branch

1.
2.
23

Login with dealing clerk
Click on ‘Transfer > Process Mutual Transfer Requests’

List of pending applications for action will be shown. Select 1 request for action and click
on ‘Go’ button, details of the request will be shown to them

DC will check and forward to the Verification Authority.



5. Similarly the Verification Authority will forward to the Acceptance Authority

6. After this, AA will either forward the case to Zonal Headquarter ( for HQ controlled posts)
or to Branch Officer of other division.

e

Processing of Request by 2" Branch Officer
1. Login with 2nd Branch Officer
2. Click on 'Transfer > Process Mutual Transfer Requests’

3. List of pending applications for action will be shown. Select 1 request for action and click
on ‘Go’ button, details of the request will be shown to them

4, Branch Officer will provide their remarks and will either
a) Provide their remarks & forward to their personnel branch for further process, or

b} Reject the request

Processing of Request by Personnel Branch
1. Login with dealing clerk
2. Click on ‘Transfer > Process Mutual Transfer Requests’

3. List of pending applications for action will be shown. Select 1 request for action and click
on ‘Go’ button, details of the request will be shown to them



4. DC will check and forward to the Verification Authority.

B instructiont
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Similarly the Verification Authority will forward to the Acceptance Authority

6. After this, AA will either forward the case to Zonal Headquarter ( for HQ controlled posts)

or will finalize the transfer request. On Finalization, a two draft office orders will be
created, 1 each in both Dealing clerk’s ID

Remarks *

ACton

Please Select

Finalize and Draft Crder

Forvward To Head Duarter

Rgtwin Ty Deabing Clék




3. Own Request Transfer

Basic Flow

Own Transfer Process

| Employee Fills form |
|

[ Supervisor forward to Controlling Officer ] mm—

|

Employee's unit W
|Euntrolling Officer forwards to DC of their unit| e

T-——:-| DC fnrwar::ls to VA |

| Return | <1 | VA fnrwarEIs to AA |

| AA can fill his remarks and forward to DRM | -1

DRM/CWM can approve and return back to |—{
AA or Reject

i
<11 AAcanfill his remarks and forwardto |

Head Quater .

—;-| DC forwards to VA |
14.- W

[ Return | <—{ VA forwards to AA | Rejected

| M

T{——"—l AA forward to Personnel branch of transfering| —

Transfering unit W
v—p | DC forwards to VA |
|
[ Return | “—1— I VA forwards to AA |

I AA can fill his remarks and forward to DRM ]——:'-

DRM/CWM can approve and return backto | +—>
AA or Reject

|
— | AA can mark for order generation |

|
v

Order is Drafted




1. Go to HRMS application https://hrms.indianrail.gov.in/HRMS/ and login using HRMS ID &
Password
2. Enter OTP received on registered Mobhile No.

Request submission by Employee
1. Login as Employee in HRMS
2. Goto'IRHRMS-ESS' -> ‘Own Request Transfer request’

3. Click on ‘New application’ button to raise new application.

IR-HRMS = il
FSS | Owm Feonesd Tramsiy ADDEcalion
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Ay
Owen Request Transfer Applications

© Stk Descpbon
+ 5 - Subsmitied Tor Approval

el

4. Fill all relevant details and upload scanned copy of signature and photograph.
5

Enter HRMS ID of the officer (supervisor) to whom the application should be forwarded to
in the department and submit the application.
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Processing of Request by Supervisors
1. Login with Supervisor
2. Click on ‘Transfer > Inter Railway Transfer Requests’

3. Listof pending applications for action will be shown. Select request for action and click on
‘Go’ button, details of the request will be shown to them

6. Supervisor will provide their remarks and will either
a) Forward to the controlling officer for further process, or

b) Reject the request

Processing of Request by Controlling Officer
1. Login with any one of the Branch Officer HRMS ID
2. Click on ‘Transfer > Inter Railway Transfer Requests’

3. List of pending applications for action will be shown. Select request for action and click
on ‘Go’ button, details of the request will be shown to them

4. Branch Officer will provide their remarks and will either
a) Provide their remarks & forward to DC of Employees unit

b) Reject the request

Processing of Request by DC, VA, AA of Employees Unit
1. Login with dealing clerk



Click on ‘Transfer > Forward Inter Railway Transfer Requests’

List of pending applications for action will be shown. Select request for action and click on
‘Go’ button, details of the request will be shown to them

DC will check and forward to the Verification Authority.

Similarly the Verification Authority will forward to the Acceptance Authority or will return
back the request to DC.

After this, AA will either forward the case to DRM/CWM or return to DC of their unit or
Reject the application

Once approval received from DRM/CWM, AA will either forward the case to Head Quarter
DC or Transfer unit DC.
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Processing of Request by DRM/CWM

1.
2.
3.

Login with DRM/CWM
Click on ‘Transfer > Forward Inter Railway Transfer Requests’

List of pending applications for action will be shown. Select request for action and click on
‘Go’ button, details of the request will be shown to them

DRM/CWM will either accept or reject the application.

Processing of Request by DC, VA, AA of Headquarter

.5
2.
3.

Login with dealing clerk
Click on ‘Transfer > Forward Inter Railway Transfer Requests’

List of pending applications for action will be shown. Select request for action and click on
‘Go’ button, details of the request will be shown to them

DC will check and forward to the Verification Authority of headquarter.

Similarly the Verification Authority will forward to the Acceptance Authority of
headquarter or will return back the request to DC headquarter.



6. After this, AA will either forward the case to Transfer unit DC or return to DC headquarter
or Reject the application.

Processing of Request by DC, VA, AA of Transferring unit
1. Login with dealing clerk
2. Click on ‘Transfer > Forward Inter Railway Transfer Requests’

3. List of pending applications for action will be shown. Select request for action and click on
‘Go’ button, details of the request will be shown to them

4. DC will check and forward to the Verification Authority of transferring unit.

5. Similarly the Verification Authority will forward to the Acceptance Authority of transferring
unit or will return back the request to DC transferring unit.

6. AA will either forward the case to DRM/CWM or return to DC of their unit or Reject the
application

7. Once approval received from DRM/CWM, AA will Accept the application.

8. Officer order will be generated once the accepting officers of transferring unit accepts the
request.



4. Change of Category

Basic Flow

Change of Category Process

| Employee Fills form |

| Supervisor forwards to DC |

T —t—¥) DC I’urw?rds o VA |
| Return | < | VA forwards to AR |
T.E._ AA forwards to Cadn:: Controlling Authority :
of Employee's Unit
| CCA approves and;returns back to AA

—

| AA sends to CCA of Transfer Unit |

|CCA of Transfer Unit Accepts & returns to AA| ——>

v
Rejected

| AAsends to Fstabilishment Officer | ~

Estabilishment Officer forwards to

DRM/CWM

| DRM/CWM approves & order is drafted | ——>
Order is Drafted

1. Go to HRMS application https://hrms.indianrail.gov.in/HRMS/ and login using HRMS ID &
Password
2. Enter OTP received on registered Mobile No.

Request submission by Employee
1. Login as Employee in HRMS
2. Goto 'IRHRMS-ESS' -> ‘Change of Category’

3. Click on ‘New application’ button to raise new application.
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4, Fill all relevant details and Enter HRMS ID of the officer (supervisor) to whom the
application should be forwarded to in the department and submit the application.
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Approval of Request by Supervisors
1. Login with Supervisor ID
2. Click on ‘Transfer > Process Change of Category’

3. List of pending applications for action will be shown. Select 1 request for action and click
on ‘Go’ button, details of the request will be shown to them

#= Transfer

I
Process Changs OF
Category

4. Supervisor will provide their remarks and will either

a) Forward to the dealing clerk for further process, or

b) Reject the request
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Processing of Request by Dealing Clerk
1. Login withany DCID
2, Click on ‘Transfer > Process Change of Category’

3. Listof pending applications for action will be shown. Select 1 request for action and click
on ‘Go’ button, details of the request will be shown to them



4.

DC will provide their remarks and will forward to VA for further process

Processing of Request by Verification Authority

L
2.
3.

Login with any VA ID
Click on ‘Transfer > Process Change of Category’

List of pending applications for action will be shown. Select 1 request for action and click
on ‘Go’ button, details of the request will be shown to them

VA will provide their remarks and will forward to AA for further process

Processing of Request by Acceptance Authority

1.
2.
3.

Login with any AA ID
Click on ‘Transfer > Process Change of Category’

List of pending applications for action will be shown. Select 1 request for action and click
on ‘Go’ button, details of the request will be shown to them

AA will select name of Cadre Controlling Authority of Employee’s unit, or to CCA of transfer
Unit or to Establishment Officer and will forward to them for further process
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Processing of Request by Cadre Controlling Authority of Employee’s unit

1.
2.
3.

Login with CCA of employee’s Unit
Click on ‘Transfer > Process Change of Category’

List of pending applications for action will be shown. Select 1 request for action and click
on ‘Go’ button, details of the request will be shown to them

CCA will either approve or reject the request. On approval the request will be forwarded to
AA
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Processing of Request by Cadre Controlling Authority of Employee’s unit
1. After AA forwards to CCA of Transferring Unit, login with CCA’s ID
2. Click on ‘Transfer > Process Change of Category’

3. Listof pending applications for action will be shown. Select 1 request for action and click
on ‘Go’ button, details of the request will be shown to them

4. CCA will either approve or reject the request. On approval the request will be forwarded to
AA

Processing of Request by Establishment Officer of Employee’s unit
1. After AA forwards to EO, login with EO’s ID
2. Click on ‘Transfer > Process Change of Category’

3. Listof pending applications for action will be shown. Select 1 request for action and click
on ‘Go’ button, details of the request will be shown to them

4. EO will either forward the request to DRM/CWM or reject the request.
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Processing of Request by DRM/CWM
1. Login with DRM/CWM’s ID
2. (Click on ‘Transfer > Process Change of Category’

3. List of pending applications for action will be shown. Select 1 request for action and click
on ‘Go’ button, details of the request will be shown to them

4. DRM/CWM will either approve the request or reject it. On approval a draft order will be
created in DC’s ID under ‘Office Order > Promotion/Transfer Order’.

Remarks



5. Express Interest /Search List For Mutual Transfer

1. Go to HRMS application https://hrms.indianrail.gov.in/HRMS/ and login using HRMS ID &
Password
2. Enter OTP received on registered Mobhile No.

Express Interest/Search List
1. Login as Employee in HRMS
2. Go to TRHRMS-ESS’ -= '"Mutual Transfer request’

3. Click on ‘Express Interest / Search List For Mutual Transfer’.
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4. Upon clicking you can click on Express interest and proceed with filling the form and
submit.
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5. Youenable or disable any of your request by clicking the enable/disable button.

6. Inorder to search list click on the search list button.
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7. Select all the fields as seen above and click fetch .

8. All the records will be shown in the table.



Own Request Transfer Priority Entry for old records

1. Go to HRMS application https://hrms.indianrail.gov.in/HRMS/ and login using HRMS ID &
Password
2. Enter OTP received on registered Mobhile No.

Previous Priority Register entry
1. Login as Employee in HRMS
2. Go to ‘Transfer’ -> ‘Priority Register Entry’

3. Enter HRMS ID of the employee and transfer details

4. Click on '+ or -’ icon to add or remove rows.

5. Click on ‘Submit’ button to submit details.

Verify Priority Entry List

Login as Verification authority in HRMS

Go to ‘Transfer’ -> ‘Verify Priority Register’

List of priorities pending for verification will be shown.

Select the entries which are correct and leave those which should be returned to DC
Click on ‘Verify’ button

Similarly the entries needs to be accepted by Acceptance Authority
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The records will appear in Priority Register only after acceptance by Acceptance Authority

Update Priority Entry List

1. To update status of entry made, go to ‘IRHRMS ESS’ > ‘Priority Register Entry’

2. Click on ‘Load Priority List’ button to fetch list

3. List of old entries made will be fetched. Click on ‘Update’ button. A pop up will open



Priarity Register Entries for JODHPUR WORKSHOP/ WSH

4. Select the new status from the list and click on update button.

FREORITY REGITTER DETAILS
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5. This entry updated by DC needs to be verified and accepted by the VA & AA respectively



Own Request Transfer Priority Entry for old records

1. Go to HRMS application https://hrms.indianrail.gov.in/HRMS/ and login using HRMS ID &
Password
2. Enter OTP received on registered Mobhile No.

Previous Priority Register entry
1. Login as dealing clerk in HRMS
2. Go to ‘Transfer’ -> ‘Priority Register Entry’

3. Enter HRMS ID of the employee and transfer details

4. Click on '+ or -’ icon to add or remove rows.

5. Click on ‘Submit’ button to submit details.

Verify Priority Entry List

Login as Verification authority in HRMS

Go to ‘Transfer’ -> ‘Verify Priority Register’

List of priorities pending for verification will be shown.

Select the entries which are correct and leave those which should be returned to DC
Click on ‘Verify’ button

Similarly the entries needs to be accepted by Acceptance Authority
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The records will appear in Priority Register only after acceptance by Acceptance Authority

Update Priority Entry List

1. To update status of entry made, go to ‘IRHRMS ESS’ > ‘Priority Register Entry’

2. Click on ‘Load Priority List’ button to fetch list

3. List of old entries made will be fetched. Click on ‘Update’ button. A pop up will open



Priarity Register Entries for JODHPUR WORKSHOP/ WSH

4. Select the new status from the list and click on update button.

FREORITY REGITTER DETAILS
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5. This entry updated by DC needs to be verified and accepted by the VA & AA respectively



