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applications. By clicking the links (in blue) user can see the notification
the time of entry of notification. 
 
The next step will show how the employee can apply against the notification. 

2)Application against the Notification by the Employee 
 
When an employee logs in to HRMS, the list of notifications which has been published by his 
lien railway will be displayed in the home screen and notifications section . 

 
 
The employee will click on notification to apply.  
 
Once done, a screen opens up which shows the current working details of the employee and his 
lien details. It is important for the employee to check whether these details are correct or not. 
The employee should not proceed ahead if he sees that the lien details are wrong. In such 
cases, the employee should get the details corrected by contacting his dealing clerk  and then 
only apply. 
 
 
The screen also shows the list of notifications which has been published by his lien railway.The 
employee can apply against any notification by clicking on the ‘Apply’ button. He should check 
the eligibility condition as per notification before applying. Mere display of all notices 
does not entitle any one to claim eligibility. 

    CANNEXURE-B
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Once the employee clicks on ‘Apply’ button, the page for application opens up.  
 
“If the employee belongs to a reserved community, then the caste certificate of the same should 
be available in Employee details. If the certificate is not available, the system prompts him to 
upload. This can be done by raising a ESS request by employee himself.” 
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The employee can upload the same from Self service tab on the left menu and get it approved. 
 
The system also doesn't allow the application to be submitted if the photo and signature are not 
available in the system. In such cases, the employee has to go to employee self-service option 
and get the Photo and signature uploaded in the system. 
If the employee’s details are correct, then he can click on ‘Apply’ button which will take him to 
the application page. 
 

 
 
 
The first few blocks of the application form show the details of the application including his 
photo, signature, the current working details, lien details and personal details.  
 
 
In the subsequent sections, employee will have to check the details before he can apply. 
 

a) Employee will have to check the details of initial appointment and if they are wrong , he 
has to enter the data manually. 

b) If the employee is on deputation, the details of the same has to entered in the form after 
selecting the ‘Yes’ Radio button 

c) Employee has to enter the details of promotion i.e date of past promotion and the length 
of service in each grade. 
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d) In case employee has joined the current unit on mutual or one way request transfer, the 
details of the same has to be entered. 

e) If the employee is medically decategorised, the details of the same has to be entered. 
f) The details of disability, if employee is identified as PWbD by the system. If employee is 

PWbD, and system is not reflecting the same, pls get it updated by raising ESS request 
before submitting the application. 

 
After furnishing the above details, the employee will see the option for pre promotional training 
(If employee belongs to reserved community, he can choose option to attend or not, if not, the 
employee will not make any entry here as it is not relevant. 
 
The employee will then be able to enter the remarks and submit the application. Before 
submitting, he has to give declarations through Checkboxes . once done, the employee can 
submit the application. 
 
The submitted applications can be seen in the same screen as below. 
 

 
 
 
 
This completes the employees’ part of submitting an application. 
All the applications submitted by the employees will now be seen by the custodian of the unit as 
was set by the GZA during notification issue. 
 


