
GOVERNMENT (OF INDIA 
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Sub: Guidelines for e-Privilege Pass/PTO Module of HRMS 

With a view to promote digital/paperless ticketing, E-Privilege Pass/PTO Module of HRMS has been launched on 10.08.2020 and the same has been operationalised across all Indian Railways. In order to facilitate the same, data entry in two modules of HRMS. 
Employee Master and E-SR has almost been completed across all Zonal Railways. 

The salient features of E-Privilege Pass/PTO module are as under: 
E- Privilege Pass/PTO module shall be available initially to all serving employeesof Indian Railways w.e.f. 24.08.2020 and privilege pass/PTO generatedthrough digital mode can be utilised for booking physical tickets across PRS/UTS
counters and online tickets through IRCTC.

(i) 

(ii) The user guidelines and SOP of this module provided by CRIS are enclosed 
herewith.

No convenience fee shall be levied by IRCTC in case of online booking of tickets using E-Privilege Pass/PTO. 
(111) 

The provision of physical passes shall also be there upto 31.10.2020. Employeeswho wish to avail privilege Pass/PTO in the physical form can avail the same during this period. However, from 01.11.2020 onwards. Privilege Passes/PTOswill be available only in the digital form. 

(iv) 

The Complementary passes for retired employees in digital mode will be available tentatively wef 1.10.2020. The details of the scheme will be circulated in due 

(V) 

course. 

Those employees who have once switched to E-Privilege Pass/PTO module shall not be able to avail physical passes. 

(vi) 

There will not be any restriction on using the physical pass availed till 31.10.2020for booking the tickets through PRS/UTS counters till the validity of physical privilege pass/PTO. Since as per extant instructions validity of privilegePasses/PTOs is five months, w.e.l. 01.04.2021. there shall be no booking on physical 
(PRS)Unreserved Ticketing(UTS) counters. 

(vii) 

computerised Passenger Reservation passes across 
System 

. 



(1)or reserved journey. ticket should be taken from PRS counter/1RCTC website 
tor unreserved journey, ticket should be taken from UTS counter/TS Mobile 

App 

(IN) ules pertaining to booking of ticket. revalidation, usage. charging etc 
regarding privilege pass/PTOs in case of physical passes/PTOs shall remain same 
n e-privilege passes/PTO. with minor operational amendments. where ever 

required. 

3. Necessary instruetions may be issued to all concerned. The user guidelines and the 
SOP ot this module may please be eirculated amongst all concerned through all possible modes including e-mail. Notice Board etc. to create awareness. 

4. This 1ues in consultation with the Establishment and Traffic Commercial 

Directorates of this office. 

The above instructions along with enclosures have been uploaded in website 

http: wWwindianrailways.gov.in/railway board Corporate Overview Directorates 

Pay Commission Pay Commission-VII. 

Annexure : E-pass - User Manual/Consolidated guidelines 

(Mahendra Kumar Gupta) 
Executive Director/PC-II| 

Railway Board 

No PC-VI/2020/HRMS/6 New Delhi, dated. lL08.2020

Copy forwarded to 

1. PFAs All Indian Railways. PUs. NFR(Const) 

2. The Principal. National Academy of Indian Railways. Vadodara. 
3. The General Manager, CORE/Allahabad
4. The Director General. RDSO, Lucknow. 
5. The General Manager and FA&CAO. Metro Railway
6. The CAO and PFA. COFMOW/New Delhi 
7. The CAO(Const). MTP(R)Mumbai 

8. The CAO(MTP(R) Chennai 
9. The Director. CAMTECH Gwalior 
10. The Director (a) IRIEEN. Nasik. (b) IRlCEN. Pune (c) IRIMEE. Jamalpur (d) 

IRISET. Secunderabad 
11. The Managing Directors RITES, IRCON. CRIS, IRFC. CONCOR. RVNL. DECCIL. 

KRCIL 
12. The Chairman-cum-Managing Director, Konkan Railway Corporation. New Delhi. 
13. The Pay & Accounts Oficer. Railway Board, Rail Bhawan, New Delhi. 
14. The General Seeretary. IRCA/New Delhi. 
15. The Commissioner, Railway Safety, Lucknow 
16. Executive Director (Finance). RDSO. Lucknow. 
17. The Chairman. RCCLok Sabha Secretariat. New Delhi. 
18. The Chairman. RRT. Chennai. 
19. The Chairman. RCT 



20. The Chairman RRB/Ajmer. Ahmedabad. Allahabad. Bangalore. Bhopal 
Bhubaneshwar. Chandigarh. Chennai. Calcutta, Jammu, 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 Committee. 

24. The Chairman. Passenger Amenities Committe. 

25. The C.A.0. (A) MTP (G)/ Mumbai (B) MTP (GChennai. 
26. Office of the Chief Project Administrator (Telecom), Indian Railway Central 

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/Trg. Institutes 

Metro Railway/COFMOW/CORE/RSC etc. 
30. The Director (Movement) Railways/Calcutta. 

(Mahendra Kumar Gupta) 
Executive Director/PC-II 

Railway Board 

No PC-VII/2020/HRMS/6 New Delhi, dated./4,08.2020 

Copy forwarded to: 
1. The General Secretary, AlRF, Room No. 253, Rail Bhawan (with 35 spares) 
2. The General Secretary, NFIR, Room No. 256 E, Rail Bhawan (with 35 spares) 
3. Copy to all members of the National Council, Departmental Council and Secretary 

Staff Side. National Council, 13-C, Ferozshah Road, New Delhi (with 40 spares) 
4. The Secretary General. Federation of Railway Officers Association. 
5. All India SC/ST Railway Employee's Association, Room No. 7, Rail Bhawan. 
6. All India O.B.C. Railway Employee's Federation, Room No. 48, Rail Bhawan 
7. The Secretary General, AIRPFA. Room No. 256-D, Rail Bhawan. 

8. The Secretary General, Indian Railway Promotee Officers Federation 
9. The Secretary, 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). 

For Seeretary, Railway Board 
Copy to: 

OSDs/PSOs/Sr.PPSs/PPSs/PSs/PAs to:- 
MR, MSR(S), MSR(G), CRB, FC. MS. M(TR), ME, M(RS), MT. M(S&T). M(MM). DG(HR),. 
Members/Advisors/Executive Directors/Joint Secretaries, Directors/JDs/DS/DD/US Railway Board. 

DG/RHS, DG/RPE. Secretary/Railway Board. Al Additional 

All Branches Railway Board 



e-Pass Implementation Process 
1. Unit Admin ( Sr DPO in Division and Dy CPO/ SPO in other units) has to 

assign roles of Pass Admin (Branch Officers) 

2 Pass Admin has to assign access role of Pass issuing Authority (PIA) and 

Pass Clerk to concerned staff. Pass Clerks are then tagged to PIA. 

3 Pass Admin has to assign Employees to PIA . Both group and one to one 

assignment provisions are available. 

Pass Clerk has to enter already availed Manual Pass data of employee. 4 

S. Availed manual pass data is available to Employee for confirmation 

Employee can accept/return Manual Pass data to pass clerk for 

rectification. It needs final acceptance of employee. 

Declaration in Family tab of Employee master is available to employee. 6 

Taking help of this Employee will submit family deciaration for pass. 

7. Pass Clerk may accept/reject family declaration for Pass submitted by 

employee. It has to be finally accepted by Pass clerk. 

8. Employee can submit his e-Pass application. SMS will be sent to Employee 

and his/her PIA on submission of application. 

9. Any Pass Clerk under employee's PIA can process employee's pass 9 

application. If found correct it is forwarded to PIA. 

10. PIA issues the e- Pass. SMS will be sent to employee on pass generation.

11. Employee gets the generated e-pass and can use it for ticket booking at 

counter or online. Employee has to generate an OTP which is to be given 

as input /provided to ticket issuing authority while booking ticket. 

12. For both Reserved/Unreserved journey tickets are to be booked 

13. At the time of booking ticket by employee, details of pass / earlier bookings 

are verified from HRMS system and ticket is booked. 

14. Employee can also apply for cancellation of pass/ split pass online. 
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Pass Module- User Manual For Employee, Pass Clerk & PIA 

1. Go to HRMS Web Application URL and login using HRMS ID & Password 

2. Enter OTP received on registered Mobile No. 

For Employee 
Declaration of Manual Passes & Pass Family: 

1. Contact your Pass Clerk for entry of manual passes 
2. One entered by Pass Clerk, click on Pass > Pass Set List menu 

ASHO 

3. Click on 'Confirm' button if the entered information is correct. If there is some discrepancy, click on 

Return to Clerk' button to return it for modification to Pass Clerk. 
4. Once Confirmed, now Family Declaration needs to be completed. Click on Pass Set List menu. A 

pop up will appear to prompt user to complete family Declaration. 

ASH 
ON EOR EAMII 

ectted 1in depencent el e 1th the le 1Pi 

5. Select the members for Pass Family Declaration and click on 'Submit' button. This declaration will 

now be forwarded to the Pass Clerk for further action. Once Accepted by Pass Clerk, employee can 

now apply for e-Pass. 
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e-Pass Application: 
1. Click on Pass > Pass Set List menu. 

2. Select Pass Type: Privilege Pass and click on 'Go' button. "The entitled & available, full/half Pass 
sets will be shown. 

Home Pas Pes set tit 

ccns 
St the lype f Pass & chck on Go butror to fetch entled and avillable Dass er 
Cnce Pass sets 32 fetchd successfuly cicK on the cOunt unzer 3v3ilable 3ss sets to proceet itf35, 200 cat 0 PASS 

3. Click on 'Available-full set- count'. You will be redirected to Pass Application Page 
4. If there are any previous existing applications(not submitted yet) for this year, then they will 
appear in the list. They can be edited by clicking on edit icon shown beside the application. To create a 

fresh application, click on 'New Application' button. 

List of Full Set Pass Applications for the year 2020 

New Appicattonen to edit sxstni Pasy arplts! o 

Sation 

2 apuicator apFeCE ass Clek 
-25 3pp eerec t, Pars Clerk 
a 

5. Page for new application will open. Details of employee and list of members will be shown to employee. Fill in the travelling details and select the family members to be included in Pass. 



ttPas fr AHU KUMAK NIMES 

repernt ddreon 

netal 

Add 

ape ndento & Farmily emberg 

Reltive 

Submit 

6. According to Pay Level and pass usage "Upgraded Pass" option shall be displayed on screen. 
7. Click on 'Save as Draft to save details and on 'Submit' to forwari the anplication to Pass clerk for further approval. 
8. On submitting pass application, a SMS is sent to employee's registered mobile number having into 

about pass application and it PIA. A SMS is sent to PlA having details of pass application of employee 
9. To Check Berth Entitlement, click on 'Check Berth/Seat Entitlement' shown beside application 
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Pans Applieation 

ppliation for Pass for: OM PRAKASH SHARMA 

ea Pass 9020 

Fuill-a Set F SET Y,pe DRIVLEGE PASS 

Information of berth entitlement will be shown as shown below 
OM PR 

BERTH/SEAT ENTITLEMENT 

Hom 

Raidhani/Duronto Express Type Train Shatabdi Express Type Train MailyExpress Train 

1-Ac2AC ACS 2sAC 
AE E aft AM 

erds 
AEM A Egible Members indluded in the pass e self family rnembers & cependent relatives as definec under Rule 

Cal and subject to other conditicns stipulated in the extant rails ay ser:ants (acc Rules 
NE nttie 

RE e.tr 1ec Ert.tiement 

RET Extra berths tor other eligible members included in the Pass on payment c 1,3rt d*erence t tare beeem 
class ancAC Clss of respective train 

RE-I One extra berth for any other eligible member inciuded in the Pass cn payment c rd dirrerence or tare 

Defiwee as5 an2 A Ciass of respectvetrain 

RE II 3eths or E on paymert of 1/3ra drference o1 fare betv:een 1 4C Llass and 2-4T Class et r=spective tiain 
RE IV e oerth for self or any other eligible member includec in the Pass on pa,/ment of 1/3rd aifferance ot fare 

Lt 1 AC Ciass an AC Class o iespective train 

RE V PEThe for aEM on p3,ment o tll differance of fare between this Class and the 19xt ioer Class of r2spect 

Close 

Application for Split Pass: 

1. Login to HRMS application. 
2. Go to Pass > My Issued Passes menu. List of all issued passes will be shown. 



HRMS 

3. Click on Apply' button beside the pass number against which split pass needs to be applied 
APPLY FOR SPLIT PASS 

10191 

ranm taticn 

taticn 

S m. le umarts eae merce 3l 

mer ts 3cther up.cad sir gle por ileE 

at 

prolicaticnctspit pas 

tsat 'actiu ch pas5 iisung authority 
an Ecendent relaties tor issue c 

nimeruat on of competent authorit, 

AL 

pe ortaning appr 

Apply Carcel 

4. Select From & to stations of travel and upload the necessary documents(approval from competent authority). Also enter the reason for applying split pass and click on Apply button. 'The applheation will be forwarded to Pass Clerk for further action. 
5. To view status of your request, click on Applied and details of your application will be shown 

Appiaion piry Attengant d Dae 

SMS 



STATUS OF SPLIT PASs APPLICATION 

Detz 3p catie 

10191 -

20/05/2020 3e 

Status 

ALL mStation LUCKNOW (LKO) 

Tc St:1ion PATNA JUNCTION (PNBE) 

0prval Documert 

Send RemarkKs EmpirKTam unable te tra.elwth m tarl ir cil Pass Application 
15SLE SDt p3ss Approvaf is attached ytn tne recuest Set No 

SMS 

Pass Cancellation Roqnest 

1. Login to HRMS application 

2. Go to Pass > My Issued Passes menu. List of all issued passes will be shown 

F 11y Issued Pa.ses 

Seleut Pass Tpe 

Pass 

entre 
picat 

APRY 
for 

Sued -asses 

Unigue TO Appl catio 

3. Click on 'Cancel' against the UPN which needs to be canceled. Enter reason for cancellation, upload 
the approval document form competent authority and click on 'Submit' button. The request will be 

forwarded to "s clerk for further action. 

Last OTR Atedantt 
Pass No 

piry rom 
Senereded Satbon Sution 



APPLICATION FOR CANCELLATION OF PASS 

detoloving detai's to appy or cancellationct pass 

10191 

Choose 1le.C 1echSE 
e 

in case ct mult ple cdocuments plaase merge a 
diocuments and then upload SIngle paf file 

ancelat.or 

Send 
oTP 
SMS 

19144 
Send a5s once s5ued is'ecerneried vrdurGeofretepr m veryspeciar 

tanes en suimg 3utherit, 2tstiec abot tecesSIty o cariceling 
he DEs Jdtil be scr: orl ir .ey limited circumtanes likE non sparing 

ertt catec conip etert autmorit, sickness suPported C 
or reicae eat 1en in tamil, cr 1a..r3 alamit, Gue te 

10144 
Seni 

ir r3I se ces 3re suSperdect 3nc ail Such cases shruld De acccmpan ed 

i 1 CLf theorsement an ecomrnendstion of 
7petet autricrt, egardirg the reAsors mentiore *or cancelaticr Please 

LiCad the req.i20 doc 

Submit Cancel tems Al Rigts Re 

4. To view status of your request, click on 'Applied' against the pass for which cancellation request 
was submitted. A pop up will appear with request details 

A dnt Lat OTP Cc 
de 

Ssion 

Ha ON PRA STATUS OF PASS CANCELLATION REQUEST 

19191 

20/05/202 

Kemarks 

Laut OTP 

SMS 

5. If your request was Rejected, you can apply again by clicking on Apply Again' button on the same 
pop-up Screen 
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HRMS TATUS OF PASS CANCELLATiON REQUEST 

ota 

10191 

20/05 2020 

Pajee1e 

Remark 
ieriher 1 
ubre 

Apply Again 

Generate OTP for ticket Booking 

1. Go to Pass'> "My issued Passes' 

2. Click on 'Generate 0TP' against the pass for which ticket needs to be booked 

3. Click on Send O7P and an OTP will be sent to your registered mobile number 

ARE YOU SURE? 

019t 

Send OTP 191% 
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For Pass clerk: 

Employee on Digital Pass 

1. Login To HRMS application 
2 Go to Pass > Employee on Digital Pass menu 

IR HRMS 

3 

4. Enter HRMS ID of the employee and click on 'Go' button 

5. Employee's Basic detail and date on which employee come on digital pass system. 

SMT NIDE ASWAL 01 352414 3a5.41s 25352416 c R HRMS 

SM 

Manual Pass Entry 

1. Login To HRMS application 
2. Go to Pass > Manual Pass Entry menu 



anua5S 

PASS 

rued Fa: Fer r 
T 

aAPpiita 

Famil DeclaatcnE 

e Fami 

3. Enter HRMS ID of the employee and click on 'Go button. 

Sas 

4. Enter the count of Full Set & Half Set Passes for the employee. If passes were surrendered for 1.TC, 

the check the checkbox against that year. Enter the count of passes deducted as penalty(if any) and 

click on 'Submit button. 

Entitled Passes 

Full Set: 3 Ha Set 6 PP 

Set: Fu Set 4 PTO 

Count of 
Avaled Ras 

ISe 

Submit 

5. On submitting, a SMS is sent to employee about its manual data entered in the system. 

Acceptance of Family Declaration 
1. Click on Pass > Accept Pass Family menu 

2. Enter HRMS ID of the employee and Click on 'Go'button. Details of family members declared by employee will be shown. 



eme 

-zrciuif 
-arc3o caregay 

nauec uetr t 

en 

3 

Accept ehin 
3. Click on Tabs to review all family members of the employce. 
4. Enter your remarks and click on Accept'button if declaration is correct, click on Return'if there is 

some discrepancy. 

Accept Pass Application 

1. Click on Pass > Accept Pass Application menu. List of Pass applications & Split Pass Applicationswill be shown to the clerk. Under Pass Applications click on pass application number to review it. 
PASS 

PASS APPLICATIONS 

Fro on 

2. Review the application for journey & family details. Enter your remarks & click on Accept'if pass can be forwarded to issuing authority. If there is discrepancy, click on Reject and the application wil be rejected. 



'I6 

nward Journcy Detaiis 

staticn To 
JODHPUR 1UNCTION (uU) 

NAS CHENNAI CENTRAL (MAS) 
Station Srom 

MAS SC 
Break journe Stations 

Dependents & Family Members 

Dee Deite of r 

SARDA /E 

198 
HIMA 

emar 

ACCept Keect 

3. To check for available passes of employee, click on 'Check entitled Pass sets' Accept Pass Appication 

Acrept Pass Application for : OM PRAKASH SHARMA 

FUl.Hal Set HALS SET 

List of available and entitled pass sets of employee will be shown 

SAN PASS SET ENTITLEMENT 

Entitled PRIVILEGE PASS for OM PRAKASH SHARMA 

piec 
Pa Pas Y 

fse 
2019 PRVILEGE SS 
20 RVLECE 2SS 

2021 

Close 

Employee Name 
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Accept Split Pass Application 

. Click on Pass > Accept Pass Application menu. List of pass applications & Split Pass Applications will be shown to the clerk. Under 'Split Pass Application' click on unique pass number to review it. 
PASS APPLICATIONS 

SPLIT PASS APPLICATIONS 

PASS 

From Staia 
D 

2. Split pass application details along with original pass application will be shown 
Spit Pass applicatior Detais 

20/05/2020 

PATNA JUNCTION PNEE UCRNOW LRO 

Accep 

3. Enter your remarks and click on 'Accept' icon to forward it to Issuing Authority, or on 'Reject' button to reject the application 

Accept Pass Cancellation Request 

1. Login to HRMS application 
2. Go to Pass> Accept Cancellation Request menu. 

3. List of Pass cancellation Requests will be shown. Click on UPN 1o ¢howeteile f cairllationrequest 
Accept Pass Cancelation Request 

Unige P Applicntion 
Mmber Number 
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4. Enter your remarks and click on 'Accept'button to forward request to Pass Issuing Authority 
Pass Request Cancellation Details 

20 05/2020 
191 

ppre 

Emp (YYKNTI). Please cancel this pass 

emarks 

Ac pt 
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.For Issuing Authority 

Issue Pass 

1. Clhck on Pass > Issue Pass menu 
List ot Pass applications & Split Pass Applications will be shown to the Issuing authority. Under 
Pass Applications click on 'pass application number' to issue Pass. 

PASS APPLICATIONS 

3. Application will open showing all the details. Click on 'Issue Pass' button to issue pass. 

sON R 

D 

4. Once successfully issued, a SMS will be sent to the employee with the Pass details. 

Issue Split Pass 

1. Click on Pass > 1ssue Pass menu 

2. List of Pass applications & Split Pass Applications will be shown to the Issuing authority. Under 

Split Pass Applications click on 'Unique Pass number' to issue Split Pass. 
PASS APPLICATIONS 

PASS 
SPLIT PASs APPLICATIONS

Employee 
Name 

Ermployee
Deignation
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3. Split pass application details along with original pass application will be shown. T'ick the check box for declaration sid tien elick on issue Pass' button to issue Split Pass 
Split Pass appl cation Details 

20/05/2C20
13191 

PATNA JUNCT ON (PNBE 
LUCKNOVW (LKO) 

iese tck he ceckbox b=iow be'cre s5uIg c3s Drt check *he bcy In 3se re Pcti the spit pass aK3tIO 

eect 

Once successfully issued, a SMS will be sent to the employee with the issued Split Pass details. 

Pass Cancellation Request 

1. Login to HRMS application
2. Go to Pass > Cancellation Request menu. 
3. List of requests for Pass Cancellation will be shown. Click on 'unique Pass number' to show details of the request. 

Pass Cancellation Request 

3ss atustior es's 

ploye From Saton 

wwww.sS088 ett.ement 

4. Check the checkbox for declaration (if canceling pass, not required if rejecting the request). Enter 
your remarks and click on 'Cancel Pass' to cancel the Pass or on Reject' to reject the cancellation 

request 
Pass Request Cancellaticn Dotaits 

20 05/20020 10191 

Emp YYKNT). Pleaye cancet this pass 
PC (DOOHYS) Forwarding to PiA for further action 

enmaiks 

he acs rtek the bO Ir case reectirg 'e 5> a 
ne 

Cancel Pass Reject 
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Pass Module- User Manual for Unit Admin and Pass Admin 
1. Go toHRMS Web Application URI. and login using HRMS ID & Password 2. Enter OTP received on registered Mobile No. 

Unit Admin 
A. Pass Admin user creation 

1. Login To HRMS application with Unit Admin's ID 
2.I the user is not already created for IRMS application, go to ACmin Sertion> ((rea I,ser. 3. Enter the IPAS ID/ IRMS 1) of the user and cick on 'Go button . Enter the mobile number of the employee and select user type as 'Pass Admin' trom the drop-down and click on 'Create User'. 

5. If user already exists in lIRMS application, Go to Admin Section > Change Role. 6. Add role of "Pass Admin' to use 

IR HRMS 

LIST OF USERS IN SECUNDERABAD/ DIV 

Pass Admin 

B. Pass clerk& Pass Issuing Authority creation 

7. Login To HRMS application with Pass Admin's ID 8. If the user is not already created for HRMS application, go to Admin Section > Create User. 
9. lEnter the IPAS ID/ HRMS ID of the user and click on 'Go'button 10. Enter the mobile number of the employee and select user type as 'Pass Clerk'/PIA' from the drop-down and click on 'Create User'. 
11. If user already cxists in HRMS application, Go to Admin Section> Change Role. 12. Add role of Pass Clerk'/PIA' to user. 
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MSIat hs 's Develog me it 
IR HRMS 

Se 

LIST OF USERS IN SECUNDERABAD/ DIVN 

C. Pass clerk Assignment to PIA 

1. LoginTo HRMS application with Pass Admin's ID 
2. Click on Pass > Assign Pass clerk 
3. Select Fass ivsuung Autliority fron1 the list to which pass clerks needs to be assigned and click on Go' button. List of already assigned pass clerks (if any) will be fetched and shown. 

Ass gn Pass Clerk 

pASS 
Se *he P35 Ir a r *ran the rcp- 3d cck 1t alre3 3s3 a3 

Crk AT r cuten te ieve tre cnanaes mace 

Pass sng Ltncr 

3e celg 

4. Select the pass clerk to be assigned from the drop down list. If more than one Pass clerk needs to be assigned, click on '+ icon to add more Pass clerks. To remove any incorrect assignment click on' ICon to remove pass clerk 

sNa 

Assign 

5. Click on 'Assiyu duttoi. 0 Savc the changes madle. 
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D. Employee assignment to PIA 

1. Login To lIRMS application with Pass Admin's ID 

2. Click on Pass > Assign Employees 
3. Select Pass issuing Authority from the list to whom Employees needs to be assigned and click on 

Go' button. 
AsSigr employ ees 

DASS 

Go 

UNIT: JODHPUR WORKSHOP/ WSH 

Click to To9gle between Bulk Assignment and One to One assignment 

4. For bulk assignment, select the billunit, department & designation combination. The count of to 

be assigned employees and those employces which are already assigned to some PIA will be shown. 

Add more rows by clicking on '+" and remove rows by clicking on'- icon 
UNIT. JODHPUR WORKSHOP/ wSH 

Cick te Toggle between Bulk Assignment and One to One assignment 

De as 

678 

To be Aredy leged to 
Bal Unit Department Designation agned some PUA 

Assign Employees 

5. Click on Assign Employees button to assign selected employees to the PlA. 
6. For Assignment based on employee 1D, click on the icon shown in below image 

UNIT: JODHPUR WORKSHOP/ WSH Toggle between Bulk 

Assigginenit and Qpe to One 

Click to Toggle between Bulk Assignment and One to One assignmer t 

tmertS eSIGr3ticns ethe emelcyeesrom the arOpaownhicheestece sSTyTeuTOesS0g t, ad n 
e continatr eected 3re 3re30. 2sigred to scme cther ssuing authont, then the preicus assigrment l te sersunt 

7. Fnter the HRMS ID/1PAS Employee ID of the employee and press "Tab' key
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Click to Toggle between Bulk Assignment and One to One assignment 
Enter 9S Dtemplcyee whicn reeds to be assigre to te a:s ssuing Authorit Add multiple r b. ciickira or 3SS SSUIng thorty then the preicus assignment wl be Overuritten selectec eme , e 

1678 

IPAS E D dsio Eployee Name Department Designation Agned to PA 

CAssign Employees Un Asign Emplayees 

8. Add more rows by clicking on '+' and remove rows by clicking on'- icon. 9. Click on 'Assign Employees" button to assign the employees to the selected P1A and "Unassign Employees' button to unassign employees from the PlA( if any assigned to them). 
Note: If employee who is being assigned to a PlA is already assigned to some other PIA, then the previous aseigTnt wil be overwritten automatically. There is no need to first unassign the employee from the cuiient PiA and then assign to new PlA. 

10. To see the list of all employees assigned to PlA, click on 'Load List button. List of all assigned employees will be fetched. 

Assign Employees 

Total users assigned to BASANT SINGH PURBIA (OOLUZR) : 184 

List of users assigned to Pass issuing Authority: BASANT SINGH PURBIA 
(OOLUZR) Load List 

PASID ErmployN 

11. To unassign all employces from PlA, click on "Unassign Al/. All the employees will be removed from select IA 
Total users assigned te BASANT SINGH PURBIA (0OLUZR): 184 

List of users assigned to Pass Issuing Authority: BASANT SINGH PURBIA 
(OOLUZR) Loed Lst 

Click to ur assign all assignod enipioyces of PIA Un-Assign Al 
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