Metro Railway
33/1,J.L.Nehru Road,
Kolkata-700071.

No. MRK-HQOPERS(AWRD)/5/2023 (Computer No.7766). Dated: 23.08.2024

To, ,
All Concerned,
Metro Railway,

Kolkata.
Sub: Calling of e-self nominations through HRMS Award Module for Ati

Vishisht Rail Seva Puraskar (AVRSP)-2024.

Ref: Railway Boards’ Letter. No.2023/0&M]/12/4/AVRSP-2024 dated
14.08.2024

1. Every year, Railway Week is celebrated from 10th to 16th April. During the
Central Function, awards are presented by the Hon'ble Minister of Railways to
selected Officers/staff for their exemplary, outstanding and meritorious
performance.

2. The entire award eco-system conferred by Ministry of Railways (Railway Board)
was revised and the revised norms were circulated to All Indian
Railways/PUs/Other Units/RB vide Board's Letter No. 2023/0&M/12/4 dated

11.04.2023.
3. As per the revised norms, it has been decided to call e-self nomination for 'Ati

Vishisht Rail Seva Puraskar-2024' at Ministry of Railways level through HRMS
Award Module from Railway Officers/Staff.

4. The salient features for AVRSP-2024 are as under:

Name of Award: 'Ati Vishisht Rail Seva Puraskar-2024'

a)
Jfar fafrg Yo Jar RaR-2024'
b) Number of awardees: Quota of nomination is restricted to 01(One) from Metro
Railway/Kolkata.
c) No Cash component except in posthumous cases, which would be

Rs.50,000/- per case.
d) Silver Medal & Merit Certificate will be presented to the awardees.

E-self nominations of Officers/Staff for grant of ffa faRe Y& dar P 'Ati
Vishisht Rail Seva Puraskar’-2024 from Metro Railway/Kolkata are invited
through HRMS Award Module for further consideration by Board as per the

guidelines enclosed.
6. The last date for forwarding of e-self nomination through HRMS Award Module

is 06.09.2024.
7. Details regarding the schedule, venue, and other specifics of the presentation

ceremony will be communicated separately.
8. HRMS Award Module may be accessed through the internet link

(https:/ /hrms.indianrail.gov.in/HRMS/login).
This issues with the approval of PCME/Metro Railway/Kolkata.

Encl: Detailed guidelines. :
, (P. %ﬁs )

( Senior Personnel Officer/T )
for Principal Chief Mechanical Engineer




ANNEXURE-I

Guidelines for sending e-self nominations through HRMS Award Module for Ati Vishisht Rail
Seva Puraskar (AVRSP), 2024 (For Railways/PUs & Other Units)
1.  Category under which e-self nomination to be sent:-

Category
New Innovations/processes/procedures leading to economies in expenditure,
improvement in productivity, import substitution etc.
Meritorious acts even in disregard to personal safety leading to protection of life
and property on Railways
I | Special efforts made to increase earnings and to tackle ticketless travel, thefts, etc.
v Exemplary work done to improve operations, security and safety, better
| maintenance and utilization of assets
-V | Completion of projects etc. in'record time
VI Outstapc'iing performance in the field of sports, leading to national/international

recognition :

VII| Outstanding performance in any other field

II

Note: Nomination of official/staff may be restricted to any one of above seven categories.

2. E-self nominations for the Ati Vishisht Rail Seva Puraskar (AVRSP) should be submitted
via HRMS Award Module. When filling the form, it should be ensured that information related to
Name, Zone, Unit, and Designation is accurately provided in Hindi also. The form must include
details regarding employees’ current post and maximum up to the last five posts held. The applicant
must also fill the details (HRMS ID/Name) of his/her controlling officer in the relevant field. The
applicant is also required to fill his/her active E-mail ID.

3.  Before filling e-self nomination through HRMS Award Module, applicants are advised to go
through the User Manual available at HRMS Award Module dashboard.

4. A citation or write-up of up to 1000 characters, specific to the category under which the
nomination is being made, must be entered in the designated section of the e-form within HRMS
Award Module. Nominations are to be made for the work done up to the 31st December 2023. The
citation should indicate the exceptional points with respect to category for which nomination is being
made.

5. It is dadvised that officers/staff working in the field and have done exceptional work may
submit e-self nomination through HRMS Award Module. Officers/Staff working in Offices may
also submit e-self nomination provided they have done exceptional work in real sense, so that, only
truly deserving employees meriting recognition at the National level may only be selected for the

Award.

6. Group ’C’ and erstwhile Group ‘D’ categories of Railway staff may normally submit e-self
nomination, In exceptional cases, Officers upto JA Grade/Selection Grade, who have done
exemplary work, may also submit their e-self nomination. However, officers above the Selection
Grade may not submit e-self nomination as scheme does not cover officers above the level of
Selection Grade. However, Selection Grade officers in non-functional SAG are also eligible
provided they remain in SG till 16™ April, 2024.

7. No recommendation for Group Award be sent as Group Awards are neither considered nor

given during the Central Function/Ati Vishisht Rail Seva Puraskar (AVRSP) Presentation.
Contd.




-1 2:-

8.  Ati Vishisht Rail Seva Puraskar is a life time award, as such those officers/staff who have
received the award (Railway Week National Award/National Railways Award/AVRSP) once in the
past, should normally not submit e-self nomination again except in case where some exemplary
commendable performance has been shown by them. An undertaking must be filled by the employee
in the e-form confirming whether he/she had previously received or been selected for the MR Award,
National Railways Award, or AVRSP.

9.  In the forwarding letter from Railway, a summary sheet, as per Annexure-Il, indicating name,
designation, deptt., category, pay level, mobile number and email-id may invariably be attached and
be clearly indicated that no D&AR and/or Vigilance case(s) is/are pending against the concerned
employee. Details for each nominee are indicated separately. It is also clarified that if there is any
change in the Vigilance/D&AR status of the nominee in the intervening period between the date of
sending nominations to the Board and the date of award, the same may also be intimated to this
office. If no report is received in this regard during the intervening period, it will be presumed that
the status indicated earlier remains same. '

.10. No abbreviations should be used and no column be left blank while filling in the e-self
nomination form by employees on HRMS.

~ 11.  Contact Details viz. Mobile number of the concerned employee(nominee) and his/her next

immediate higher official should invariably be indicated in the Annexure-II so that the employee
may be contacted/informed in case his/her name is selected for award or in case any information is
required in connection with processing of award.

12. Maximum number of noniinations is to be forwarded within the quota fixed for different
ZRs/PUs/Other Units as mentioned in the letter.

13.  The details regarding forwarding of e-self nominations by ZRs/PUs/Other Units through
HRMS Award Module are provided in the User Manual (available at HRMS Award Module
dashboard). Only e-self nominations have to be forwarded to Board’s office, no hard copy of
nominations is to be sent.

14. If any details like name, photo, zone, designation, etc. of the employee on HRMS portal are not
correct/up to date, the employee needs to get it corrected in his Employee Master by raising a request
through Employee Self Service (ESS) module.

15. Detailed guidelines for users and admins for AVRSP, VRSP and RSP are issued vide Railway
Board’s Letter No. PC-VII/2024/HRMS/7 dt. 31.07.2024.

16. Last date for forwarding e-self nominations through HRMS Award Module in Board’s
Office is 14.09.2024.

heedkdek
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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.

HRMS | User Manual cn AVRSP ~ for administration 3|Page
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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 :

I 1. Authorised Personne I
2 Notification
a. Upload Initial Notification

Raport on Controlling Officer’s Remarks

View Neminations
Nomination by Admin (For Posthumous cases)

~Nown N

b Approve initial Notification 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

HRMS | User Manual on AVRSP —for administration 4|Page
5

Generated 1Tom eoTmce DY JATA RUMAR G, DDPC-VINK], DOPC-VIT, Fay commission Dte on 2670772024 03:337pm




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

2 1813744/2024/PC-VII SECTION
Authorized Personnel
Zome ap Primary Unit 30

Yeur 2024 -

versian  Cusrunt Sama *
Awth o g T Mool b

A Vianight Bad Seva Purssaar Lisd Mot e st Eme S R [ —— Ee ]
(AVRED) Update Timatnes Desigastion 45T Dasignation ! HICTOR
€1 70N Gende:
Grade 1Y Dupartments 20N SINTL
Deparwaent Lr 0 1 taa Prmary Ung 5
Puimary Uan it
Vishitht Ba0) Seun Purssaar (VRSP B ey L I e ) ey ]
2 Srdase Temuinas Designation. L7 7 Desigaavin; 041 DBSLT08
DRRCTOR Grade
Geade kAL M N
Department Primary U 10"
Poimmary Uit 25
Rad Gevn P mabias (955) Ugiond Narhcarsa P v oo I ETEEDE . SR
2 update Temeines Oesignatien: (17, 7 Desgraven | N A8
DRI TD Grudde: 15
Grade Dupartmeny, 200 H
Cepwrtmen Primury Unit T7
Prmary e
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.
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DIRACTR Sade + EISTAMTAA
Gade Departmans Grade
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P Bromary Usir
Peonary dnt
Rail Seve Purasiar (57) Vien Naminations i ] ame -
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I ® e AT TANT A,
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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.

HRMS | User Manual on AVRSP —for administration S|Page
6

GENETaTey TTonT SUMCe By JATA RUMAR G, DUPC-VIJK), DDPC-VIT, PAy COMmMISSIon D& ONn 2670772025 U3:33 pm



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

1833744,/2024/PC-VIl SECTION

IS, N S

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 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 Persorinel 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 Notificaticn (Extension of Timelines)

d. Approve Natification (Extension of Timelines)
3. Screening Comimittees

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 Motifications

bt Ve 2004 v  Rewd e A1 ASHISHT RARL SEVA PURASIA

Zane RANWAY BOASD Primary Unit. QALWAT HOARDY RS

ant dais susraRen of MY er - me- Y o) Last uals ‘o= shorib e of aedhdates ave forwading e O -y n
Mesnay Board by Zund ; ¥ Comnaron

ast date bor shorhang by Baie vy Bosrd Commin 3=y - Uitte 0 ot Feater of meardans S a

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

HRMS | User Manual on AVRSP - 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).

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

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 Report on Controlling Officer's Remarks

2. Notification
a. Upload Initial Notification
b. Approve Initial Notification
11:, Modify Notification (Extension of fimelines)
d. Approve Notification (Extension of Timelines)

View Nominations
. Nomination by Admin (For Posthumous cases)
. Award Statistics

NV b

3. Screening Committees
a. Create
b. Verify

c. 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

Ati Vishisht Rail Seva Puraskar (AVRSP)I

Date of Netification Last Date of Submission of Notification of List of View Notfication Action
upload Self-Nomination Awardees Date

2024 31/01/2024 10/08/2024 01/10/2024 [BXClick to View Issue
Corrigendum

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).

L Ati Vishisht Rail Seva Puraskar (AVRSP) i
Corrigendum - 5
Exssting lnformation (Previous) Modifed Information (Cus rent)

Deion AVRSP-2024
::'m:":'::' Submission of Saf || 45 13 2008 7 o
List Duts for Comumittas Shorthit || ) 0 200 ad-mm-yyyy
Notification of List of Awardees o 00, e
Date
Remarks

Sudwnit

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
2 Notification

a. Upload Initial Notification

b. Approve Initial Notification

¢, Modify Notification (Extension of Timelines)

[d‘ Approve Notification (Extension of Timelines)

3. Screening Committees

a. Create

b. Verify

¢. Approve

4. Report on Controlling Officer’'s Remarks

5. View Nominations

6. Nomination by Admin {For Pasthumous 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 :

1. Authorised Personnel
2. Notification
a. Upload Initial Notification
b. Approve Initial Notification
¢. Modify Notification (Extension of Timelines)
d. Approve Notification {Extension of Timelines)

4. Report on Controlling Officer's Remarks

5. View Nominations

6. Nomination by Admin (For Posthumous cases)
7. 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).

10|Page
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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

b 2024
Jone ! Primary Unit -
@ RB y un RBO
Aveardd AT] VISHISHT RAIL SEVA PURASKAR ~ | |Commitae Zona! Racommendation v
Type : Type

HRMS W Employee Details

Subrmt for Approval

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

Zone: RE Primary Unit RBO

Award I ATI VISHISHT RAIL SEVA Fuk-\sm:’«I ot . i thcio i
Type P

Wl rls -
Award Categary Select One -

mprovement in productivity, impart substitution ere

Category 1. New innovations/oracesses/procedures leading 1o economias in expenditur
Category 2 Meritonous #cts even in disregard to personal safety leading to protect e 3 propeity on Railways
Category 3. Special efforts made 10 incease eanmvngs and (o tackle tcket'ess avel thefts, efc

Cateqory 4. Exemplary work done 10 improve operaticns, security and safety, better maintenance and utlization of assers

Category 5. Compiletion of projects et in record time

Category 6. Quistanding perfoimance i the field of sports. kading to national/internatonal recognition
Category 7. Outstanding performance in any other freld
Image: 15

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 : 16).

Screening Committae

Yeur 2024 Primacy Linit a0
fanid ATHVISHISHT RAIL SEVA PURASKAR v Committes Typr Swbection of fwadees 3 -
Tree
Awimd Category i Exemplary work done U impeove 0pt athong, sedunity v safety. better manienance and utzation of asseis v
Warsion : 1
$¢. No. HRMS & tmplayes Cetals Add/Remcve Row
1 Marme: .
Designation: =
Grade:
Depastinent:
Primary Urit

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 :
4. Report on Controlling Officer's Remarks

5. View Nominations
6. Nomination by Admin (For Posthumous cases)

7. Award Statistics

1. Authorised Personnel
2. Notification
3. Upload Initial Notification
b. Approve Initial Notification
¢. Modify Notification (Extension of Timelines)
d. Approve Notification (Extension of Timelines)
3. Screening Committees
3. 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.

Commities Type

A

AT VISHISHT RA( SEVA PURASKAR Zorw Recommendation

Screening Committee

Yaar: 2024 Prismary Unlt « R8O

Jona Racommendinon

Award Typa: AT VISHISHT RAR SEVA PURASKAR Committas Typa :
e

' Eor -
Designation: \0NT DRECTOR
Grader |0

Department. ACLOUNTL
Primary Univ 580

Name:

Designation: 500N OFFCE%
Grade: ©

Deepartments A0 GENEHA,
Primary Unit: 00

e

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 l 5. View Nominations I
a. Upload Initial Notification & Nomination by Admin (For Posthumous cases)
b. Approve Initial Notitication 7. Award Statistics

¢. Modify Notification (Extension of Timelines)
d. Approve Notification {Extension of Timelines)

[57]

Screening Committees
a. Create
b. Verify
c. Approve

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: 2024 v Award | ATLVISKISHT RAIL SEVA PURASKAR v
Type:

Zone : RAILWAY BOARD ~

Award Category : Select Al v

— p,ﬂs',m EaESS

Recommendation limit (Nos) ¢ 13

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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. App | Name  Designatson Department Pay Unit Gender Last Award Gitation Comtroling Officer Remarks
No. D | HRMSID Level Award  Category -
Date

Remark Type Remarks Supporting

Document

AAYUSH JOINT i
tEKXKG ~ DRECTOR ENGINEERING

Categary Clabion
?

2 437 | ABHISHEK JOINT v 12 B0 MALE  N/A Category A very hardworking person
IAGENAT - DIRECTOR ENCINEEUNG r
TASIRG
3. 192 AKER JONT ADMINAGENERAL 12 RBOC FEMALE N/A  Category A very diligent person shaays
TIRKEY DRECTCR 7 put hat bost efforts in wak
HEMTED ‘
|
2 438! ANAND SECTION  ADMIN/GENERAL 8 RBO  Malk N/A  Category A very laboricys snd scilful |
KRISHNA  OFFICER 7 serson Shays e his Ltnost I
SSHOQO eiforts in every offidal work
5 1230 AMODD  SICTION ADMINAGENERAL 8 REC MALE  N/A | Category Citation [ oot e | =
KUMAR  OFFICER ’
HHYNCP S0}
& 113 BALER SECTION ADMIN/GENERAL B8  REO MALE N/A  Cotwegory ciatien m =
SINGH OFFICER L

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 Puraskar (RSP)
(VRSP)

1. Submission of Recommendations ~ By Zonal 1. Selection of Final Awardees 1. Selection of Final Awardees
Railways a. Initiate a Initiate

a. Initiate b. Verify . Verify

b. Verify ¢. Approve ¢. Approve

¢. Approve d. Publish d. Publish
2. View Recommendations submitted by Zonal 2. View Published Awardees List 2. View Published Awardees
Ratlways List

3. AVRSP Priority Entry
4. View Finalised Priority Entry
5. Selection of Final Awardees
a. Initiate
b. Verify
€. Approve

d. Publish

6. 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 J
Zone : "5 Year: 2324
Award Type : AT VISHISHT RAIL SEVA PURASKAR I Forward To = Railvway Board I
Recammendation limit (Nos) : 1 ]

Award Category  Citstion  View Form  Nomination Type

HRMS D Name Oesignation Unit Depertment Pay Level | Gender  Last
Award

Date

DHAR Vigitance Choase File | No file chosen u
Clearance” :

Document 2 : Choose Film | No fite chosan
Document 3 : Choose File | Na file chosen
Remarks:

Intiate Proponal

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 Board. 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.

HRMS | User Manual on AVRSP - for administration
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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) Vishisht Rail Seva Puraskar Rail Seva Puraskar {RSP)
(VRSP)
' 1. Submission of Recommendations - By Zonal 1. Selection of Final Awardees 1. Selection of Final Awardees

Railways a. Initiate a. Initiate

a. Initiate b. Verify b. Verify

b. Verify . Approve ¢. Approve

c Approve d. Publish d. Publish
2, View Recommendations submitted by Zona 2. View Published Awardees List | 2. View Published Awardees
Railways List

3 AVRSP Prior ty Entry
4. View Finalised Priority Entry

5 Selection of Final Awardees
a. Imtiate
b. Verify
¢. Approve
d. Publish

6. View Awardee Details

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
ToneT Select All v Award Type : o Tho: ]
Year: 2024 v Award Category : Select Al &
ding to economies i expenditure, improvement in product nity, import substitubon etc
standing performance in the fie ports, leading to national/intemational recogniton

Image: 25
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View Recommendations for National Award

Zone; Select Al v l_ Award Typs : Al Vishisht [

Year: 004 - Award Category : Category 1. New Innovations/processes/s v

I mlnn

Zone kmployee Name HRMS Designation Departonerd Primary  Pay Awased Category View
n Unit Leved Application

forms

SER |51 AJOY RAJAK  EWNCER ACOUNTS ACCOUNTS L€ 0] ’ Category 1, New Innovations/processes/ procedures leading =
CLERKVAC to aconomies in expenditure, improvement in productivity

mport substitution stc

SER | Sri DEBABRAIA  LGOBEX JUNICH CLERK PERSONNEL KGPD 2 Category 1 Naw InAcvatons/processes/procedures leading =
NASKAR CUM TYPIST {0 economies i1 expendd ure, imgrovement in Droductivity,
nport substtubion el
SER S ANKI PSCOXN HUNIOR (| ERK PERSONNEL KEeD } Category 1. New Innovations/procm sse/procedures keading =

KUMAR SHAW CUM TYPIST 10 dconomies in expendRure, improvenent in productivity

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
!

. Submission of Recommendations — By Zonal Railways

5

a. initiate
b. Verify
C

. Approve

View Recommendations submitted by Zonal Railways

o

AVRSP Priority Entry

(4]

4. View Finalised Priority Entry

5. Selection of Final Awardees
3. Initiate
b. Verify

Approve

a o

Publish

ew Awardee Detad

o

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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Category 7. C .-.'ta.ri perionmance in iy other belg

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

TRTe7 Prioiny Tor AVRSP

Vour 2004 - Awued Categary ategory 7 Outtanding perioemance in sny sthas el ~

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).
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Ati Vishisht Rail Seva Puraskar (AVRSP)

1. Submission of Recommendations — By Zonal Railways
a. Initiate
b. Venfy
C. Approve

View Recommendations submitted by Zonal Railways

[

3. AVRSP Prionty Entry

4. View Finalised Prionty Entry

elaction of Final Awardaes

ny
@ v

6. View Awardee Details

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

[Awlfﬁ!)vyll M ‘.-.-.-:;

Year: 2004 ~

Category 1. New Innovations/processes/procedurs v

Imma

10 SCONEM s i eependiture FMOICwment I productviTy.

Award Category 1 Categary 1. New Inncvationy processen/urctedures lesding mpcr substinion sic

Seach

Py Laved

Vimw Apphcatian

Farm

SOUTH EASTERN 2 [ =

S SUBEANT DANJA CREFN ANIOR CLES K CUMA FERSONNEL
TYONST Ay / + RA Y
2 e, DHRUEAIYOT FRMAG SENIOR CLERX QU2 PERSONNEL SOUTH EASTERN SOUTH EASTERN 3 =
BUNA TYPST RALNAY 7 1O RANLWAY
y Bz, ABHINT SARA NYZESE LEMICR CLEAY CUM SERSTNNE OUTH EASTERM | SOUTH BASTERN 5 =
TYRIST RARLNAY / WG RALWAY
4 M, RAJORER RANA 15¥ SEMSOR CLERK CUM FRECINNE {EASTERM | SOUTH EASTERN =
AL R VaAY
UL EUMAR MENTY SENIOR CLERX CUR RSONNE SOUTH EASTERN o
“vp RARAA
] s S Di v SEra0R Ci L SERSONMEL =
v
Ae Skt JEau LAl EREOME " V. SACYIR m

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)

Vishisht Rail Seva Puraskar Rail Seva Puraskar (RSP)

Ati Vishisht Rail Seva Puraskar (AVRSP)

(VRSP)
1. Submissior: of Recommendations - By Zonal 1. Selection of Final Awardees 1. Selection of Final Awardees
Railways a Initiate a. initiate
. aInitiate b. Verify b. Verify
b. Verify ¢. Approve <. Approve
¢ Approve d. Publish d. Publish

2. View Published Awardees List 2. View Published Awardeas

2. View Recommendations submitted by Zonal
List

Railways
3. AVRSP Priority Entry

4. View Finalised Priority Entry

5. Selection of Final Awardees
a. Initiate
b. Verify
¢ Approve
d. Publish

6. View Awardee Details

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 for AVRSP

Tone | e
Year: P Award Type : ATI VIEHIGHT RRUL SEVA PYBASKAR
Enpioyes on Rull . X ] Shartdist ng liwil (Mes:

HRMS WD

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) Vishisht Rail Seva Puraskar Rail Seva Puraskar {RSP)

(VRSP)

1. Submission of Recommendations — By Zonal 1. Selection of Final Awardees 1. Selection of Final Awardees
Railways a. Initiate a. Initiate

a. Initiate b. Verify b. Verify

b. Verify c Approve ¢. Approve

¢ Approve d. Publish d. Publish
2. View Recommendations submitted by Zona 2. View Published Awardees List 2. View Published Awardees

Railways List

3. AVRSP Brionty Entry

4. View Finalised Frionty Entry

I 5. Selection of Final Awardees'
a. Initiate
. Approve
d. Publish

6. View Awardee Details

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 : R
Year: B4 Award Type : ATIVISHISHT RAIL SEVA PURASKAR
Employees on Roll: L0000 Shortlisting limit (Nos) : L

Status: Pending Verfication
Siow 50 v anules Search

Award Category

Department Pay

Primary Unit
Lovel

64100

HIRAT BARIA  CHIEF STAFF & WHIFARE PERSONNEL
INSPECTOR Ay otveer foid

HCHIZG

NESTERN RAILWAY
MO

Shawing 1 10 1 of 1 entries

( Cammaites Shorthst Document B :}

Image: 35
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Committee Shartlis Docunsent |
Last Rermnark
24/06/2028

Remarks By

S No
vetiaton

e chamcter lim® for remanes i3 200 characters

Image: 36

awardees.
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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
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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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