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<& Y9 / SOUTHERN RAILWAY
T /U/P.568/CP/HRMS/e-211798 HedBIT@d/ Divisional Office,

PIFHB RGN/ Personnel Branch,
TG/ Madurai- 625 016,

f&. /Date: 30.08.2023.
All Concerned / MDU Division

fawa/ sub: Operationalization of Leave Management Module of HRMS in
Indian Railways — Reg.
Tay/ Ref: 1. RB Lr. No. PC-VII2023/HRMS/11 Dated 27.7.2023 circulated vide
PBC 153/2023.
2. This office letter dated:03.08.2023.
3. PCPO Office’s Ir. No.P(COMP)465/HRMS/Vol. dt. 24.08.2023
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The leave module of HRMS came into operation w.e.f 01.08.2023 and necessary
instructions in this regard were already given to all units for implementing the same in time
bound manner vide reference cited above.

In order to facilitate the employees for applying leave through HRMS Leave Module,
a chart how to avail Leave on HRMS Leave Module in trilingual form is enclosed for
reference and the will be displayed at Units/Stations. In this regard, employees may contact
their section welfare inspector for further assistance / clarification and demos on the above
subject will be arranged by section welfare inspectors during their section visits. Further,
Supervisors of all departments particularly in field units are advised to render all possible
assistance to the employees for applying for leave through HRMS. The leave sanctioning
authorities at field level may also be advised for checking their inbox in HRMS for
processing the pending leave application at the earliest.

If any clarifications/assistance on HRMS Leave Module, employees can posts their
grievance through existing WhatsApp (9003160810) based grievance redressal system.

Encl: Flowchart T Digitally signed

by T SANKARAN
SANKAR Date:

2023.08.30
AN 10:58:01 +05'30"

(&1 RIHR T. Sankaran)
Hed B SHABRIAGI

Divisional Personnel Officer/MDU

Ui Copy to: PS to DRM/MDU for kind information of DRM please.
PS to ADRM/MDU for kind information of ADRM Please.
All Branch Officers for kind information please.
DS/SRMU, DS/AISC&ST/REA., DS/AIOBC/REA.,




HRMS - LEAVE MODULE
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HRMS -&v ai®Giy aupiapbasran anflwpanmsat

HRMS vwadmumtipHas (hrms.indianrail.gov.in/HRMS/)
aaim wsafldgasdim [IRMS eunp (1D) wihHpnbd
sLaFaFmo@al (Password) LUSTULGSS 2 aBIdPUanND

uSay QUL ADTEIUD SANND AUDUULL
OTP-m2 P avaiiLalb

AlBuy aAawanimbd :
4¢ Leave Management eidwuans Click aFinuanb

4¢ Select New Leave Application menu @@iuans Click @Finuaud

€¢ Nature of Leave etéim Menu-alldh aadm a1bs
aanswian Leave (CL, CCL, LAP, LHATD, PL ctc.,)
aaduas Bria aFinuepb

¢¢ varant Screen-eb ABMunDd STsvamLme aiBiny
Grapamiu@Gid GaBaw GHTay Agdiupb.

¢ SNBHBHE HQ Leaving Permission required erddim Menu aficd
asarm (BGiy CoranuGd Gssuieo 11Q & QaafGu
AFOASTS SBIHHBTE Yes aanmid Sewana adipmso No
aaipb daild asiim Capiray asinuapi.

¢ oBhHsm s Enter the reason for applying leave erdim
Menu @ido QFdin aAGUY aGUUSDDTH STTDIHDSD
Sl anb.

¢ S1BHEHSE Upload Supporting Document exdim Menu aflep
QFam CsmanUGBGID SyaanmisEman uBZGabHDID
aFiiuand (Csaauplh urssion)

¢ NBHHH0S Forward Leave ardim Menu afdo aaadiml
Immediate supervisor Name = Enter Qauiajayid

¢o @mBaraan  (supervisor]  Bicpuniaaiwnsnial  Quuart
BLbsaloMmE aaImnd, CGHLE Q@mbous BHeHSH
(Modify Search Range) aratm aipliubanss Salld Qs
gimauds (Department) @ Bsia) Qs Asvigaqib
aaiuasd Sald @Fuuaqb

€ 8piwns Click Submit Application erdim Menu-anay
dafld asinuanb
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SOUTHERN RAILWAY MADURAI DIVISION

Steps to avail Leave on
HRMS Leave Module

Go to HRMS application
(hrms.indianrail.gov.in/[HRMS/) and
login using HRMS ID & Password.

Enter OTP received
on registered Mobile No.

Leave Application :

+ Leave Management > Select New Leave
Application menu.

# Select Nature of Leave in dropdown menu>
Enter date Leave from Leave upto. (Click the
option of Add another leave if necessary).
(CL, CCL, LAP, LHAP, PL etc.,)

+ HQ Leaving Permission required >
Select Yes/No.

# Enter the reason for applying leave. Upload
Supporting Document (In case of Ex.India
Leave, Maternity, Paternity, CL etc.)

¢ Forward Leave> Enter the name of Supervisor
who is in charge of Depot/Station/Unit. (If the
name of Supervisor is not available, click the
option of Modify Search Range and choose the
department then click proceed).

# Click Submit Application.

For any assistance, Contact

Welfare Section / Personnel Branch,

@ Rly No.72714 /9003160810
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STEP BY STEP PROCEDURE TO APPLY LEAVE ON HRMS (EMPLOYEE)
STEP 1: Click on Leave Management option under left pane menu

STEP 2 : Click on New Leave Application

. —
$role.nccrD @ O Help OFAQ =

IR-HRMS =

Home / Leave Management
@ Dashboard

&\ Cadre Management
Leave Management

' Leave Management » New Leave Application = My Leave Balances
» My Leave Applications » My Leave Record
O Employee Self Service (ESSY - Holiday Calendar
;h Workflow v
For Office Use :

= Admin Section « Manual Leave Entry » Leave Records

Update Initial Balance

(]
'&' Employee Master ¥ " Leave Balances
» Update Leave Balances
-
= &SR v
é) Pass ¥

STEP3: Select Nature of Leave from the list box



IR-HRMS Yok @ Wroencetio @ OHelp Oraa =

Home / Leave Management / Leave Application
@ Dashboard Please Select

CASUAL LEAVE (CL)
...
&8 Cadre Management B Niww Luwwe Appicaton RESTRICTED HOLIDAY (RH)
oot LEAVE ON AVERAGE PAY (LAP)
‘&8’ On Boarding LEAVE ON HALF AVERAGE PAY (LHAP)
o CHILD CARE LEAVE FOR SINGLE FATHER (CCLSF) IOR CLERK CUM TYPIST
& Leave Management
""""""""""""""""""""""" L/ DIV, SCR

e Employee Self Service (ESST CHILD ADOPTION LEAVE(FATHER) (CALF)

Employee Basic Details COMMUTED LEAVE (COL)
fzi Workflow b COMPENSATORY CASUAL LEAVE (COCL)

Employee Type : R EXTRA ORDINARY LEAVE (EOL) held at : GTLD
= Admin Section v . FAMILY PLANNING LEAVE (FPL) .
. Date of Joining : 0 HQS LEAVING PERMISSION ON HOLIDAYS (LVHQ) of Retirement : 30-06-2044
‘&8 Employee Master v JOINING TIME (JT)
= JOINING TIME ADDED TO LAP (JTLAP)
= e-5R = View Past Sanctioned | LEAVE NOT DUE (LND) = View My Leave Balances = My Leave Under Approval
@ . - PATERNITY LEAVE (PL)
ass

Current Application SPECIAL CASUAL LEAVE (SCL)

é Office Orders S i 3 STUDY LEAVE (SL)
= WORK RELATED /ILLNESS AND INJURY LEAVE (WRIIL)

EH CareerEvents Update ¥ Nature of Leave : * Please Select v Current Leave Balance: *
« Grievance w

Leave From: * DD/M Y FN v Leave Upto : * DD/MM/YY AN v
(8] settlement b
,@_ Traafar - 4+ Add another leave
Willingness for Posting (Rly, HQ Leaving Permission NO .
Bd.. RDSO, CTls, CRIS) -

equired : . -



STEP 4: Select type of leave you want apply from the list (Example here Casual leave (CL) is selected)

IR-HRMS

@ Dashboard

Cadre Management

e
%

& On Boarding

L

a0
"' Leave Management
9 Employee Self Service (ESSY

521 Workflow v

= Admin Section

Sa®

'&' Employee Master o

-

= e-SR -

@ Pass -4
S -

E Office Orders g

@ Career Events Update -

*\ Grievance o
Settlement bd
Q Transfer v

Willingness for Posting (Rly,
Bd.. RDSO, CTls, CRIS)

Home / Leave Management / Leave Application

[# New Leave Application

Employee Basic Details

Employee Type:

Date of Joining : 0

= View Past Sanctioned

Current Application

Leave 1

Nature of Leave : *

Leave From : "

=+ Add another leave

HQ Leaving Permission
Required : *

Yk @ ¥ rote-Dc/GTID ®°He.lp OFAQ =

Please Select
CASUAL LEAVE (CL)

RESTRICTED HOLIDAY (RH)

LEAVE ON AVERAGE PAY (LAP)

LEAVE ON HALF AVERAGE PAY (LHAP)

CHILD CARE LEAVE FOR SINGLE FATHER (CCLSF)

CHILD ADOPTION LEAVE(FATHER) (CALF)

COMMUTED LEAVE (COL)

COMPENSATORY CASUAL LEAVE (COCL)

EXTRA ORDINARY LEAVE (EOL)

FAMILY PLANNING LEAVE (FPL)

HQS LEAVING PERMISSION ON HOLIDAYS (LVHQ)

JOINING TIME (JT)

JOINING TIME ADDED TO LAP (JTLAP)

LEAVE NOT DUE (LND)

PATERNITY LEAVE (PL)

SPECIAL CASUAL LEAVE (SCL)

STUDY LEAVE (SL)

WORK RELATED /ILLNESS AND INJURY LEAVE (WRIIL)
r

GTLD

held at :

of Retirement : 30-06-2044

= View My Leave Balances = My Leave Under Approval

Please Select v
FN v
NO L2

Current Leave Balance : *

Leave Upto : * C | \ AN v



STEP 5: for the very first time enter CL available to you (for open line staff 10, ministerial staff 8 like wise) in Current Leave Balance Text Box.

IR-HRMS =

Employee Basic Details

® Dashboard
Ll Employee Type :

:ﬂ" Cadre Management

Date of Joining :

Py
%% On Boarding

Current Application
Leave 1

Nature of Leave : *

Leave From: *

4 Add ancther leave

HQ Leaving Permission Required : *

Ground on which leave applied : *

Upload Supporting Document :

03 Service Request -
Forward Leave

Forward Application to *

Search Range :

Regular in NPS Scheme

02-02-2013

fiew Past Sanctioned Leave Details

CASUAL LEAVE (CL) v
FN ¥
NO v

oose file | No file chosen

Please Select

SCR- GUNTAKAL (DIV)- PERSONNEL

Lien held at :

Date of Retirement :

i= \iew Forthcoming Holidays

Yk B Wroencernn @ @hep @Fraa

GILD

30-06-2044

Tew My Leave Balances

i= My Leave Under Approva

Current Leave Balance : *

Leave Upto: ~

Modify Search Range

Submit Application



STEP 6: Enter from date in Leave from and to date in leave Upto text box
STEP 7: select HQ leaving permission required ( if you want leave HQ select YES and follow step 8, if you don’t want leave HQ select No and follow Step 9)
STEP 8: Enter from date in HQ Leave from and to date in HQ Leave Upto dates and Ground on which leave applied to leave HQ.

STEP 9: type name or HRMS id of leave sanctioning authority in forwarded Application to text box ( if you are not aware of your leave sanctioning authority you can
select by clicking on Modify search range link)

STEP 10: click on submit application button.



Employee Basic Details
Employee Type:

Date of Joining :

Regularin NP5 Scheme

02-02-2013

I8 iew Past Sanctioned Leave Details

Current Application

Leave 1

Nature of Leave: *

Leave From: *

+ Add another leave

HQ Leaving Permission Required : *

HQ Leave From : *

Forthcoming Holidays

Yrirdy B Wroenwed € @Help OFAQ

Lien held at : GTLD

Date of Retirement : 30-08-2044

I View My Leave Balances

1B My Leave Under Approval

CASUAL LEAVE (CL)

04/08/2023 FN v Leave Upto: * 04/08/2023
YES v Going for Ex India Leave? : * NO
04/08/2023 FN v HQ Leave Upta: * 04/08/2023

AN

AN

Ground on which leave applied : *

personal work

Address :

Upload Supporting Document :

Forward Leave

Forward Application to *

Search Range:

_/

M. SELVAKUMAR (CISBGM) / DPO

SCR- GUNTAKAL (DIV)- PERSONMEL

Maodify Search Range




