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4-Step Operation(Pass Admin)

1

Access
Authorisation

* Unit Admin creates Pass Admins

Pass Admin
Create Pass Issuing Authority
(PIA) and Pass Clerk (PC)
Give Access Authorisation to
Pass Clerk
Tagging Pass Clerks to PIA
Tagging Employees to PIA

2

Updating
Legacy Data

Recoding of details of Pass
issued Manually by Pass Clerk
Verification of recorded Manual
Pass by Employee

Update Employee’s Family
Details

Acceptance of Family Details

3

Online
Issuance of
Pass

Apply for Privilege Pass/ PTO
Accept Pass Application
Issue of Privilege Pass/ PTO
Split Pass Application
Cancellation Request




Creating Pass Admins
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Access Authorisation by Pass Admin

1. Provide Access Authorisation to Pass
Issuing Authorities one by one

Pass Issuing Authority Pass Issuing Authority

2. Provide Access Authorisation to
Pass Clerks one by one

v

N
Pass Clerk

—>

Pass Clerk

3. Tag Pass Clerks to their respective
Pass Issuing Authority

v

4, Tag Individual Employee to her/ his respective
Pass Issuing Authority

0
) 5. Group of Employees may also be
Employees Employees tagged to their PIA




Create User and Assign Role
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Pass Set List

PASS Application
Issued Pass Report
PTO Application

Issue Pass

[# Assign Pass Clerk

@ Instructions:
» Select the Pass issuing authonty from the drop-down and dick on 'Go” bution. List of already assigned pass clerks (if any) will be fetched anc
s Click on E3 icon to assign more pass clerks to the PiA and on & icon to remove pass clerk from assigned list
» (lick on 'Assign’ button to save the changes made

Assign Pass Clerk

Azsign Employees

Settlement s

Pass Issuing Authority * -- Please select -- a

m
BASANT SINGH PUREIA [OOLUZR)

1 —Please select-- TRILOK CHANDRA SUTHAR (SAIHNEK)
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Tagging Pass Clerks to their PIA
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Pass Set List S.No.

PASS Appication
I SAMIAY KUMAR SINGH (DOOHYS)

I3aiead Fase Hapor
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Tag Group of Employees to their PIA

UNIT: JODHPUR WORKSHOP/ WS5H

Click to Toggle between Bulk Assignment and One to One assignment m
Select Billunit, department & designations of the employees from the dropdown which rieeds to be assigned to thePass Issuinfg Authority. Add multiple rows by chicking on *+" icon. i
employees present in the combination selected are already assigned to some other issuing Authonty then the previous assignment will be overaritten.
Total Employees in unit : 1678 Total Employees in range for BASANT SINGH PURBIA (OOLUZR) : 24

1 3307002 - ALL - ALL - B 2 {Click on Count to un-
3ssign)

E 3307427 v MECHAMNICAL v ALL | 19 O (click on Count to un-
3ssign)

Assign Employees



Tag Individual Employee to PIA

Click to Toggle between Bulk Assignment and One to One assignment

Enter IPAS ID of employes which needs to be assigned to the Pass Issuing Authority. Add multiple rows by dicking on *+' icon. If selected employees are already assigned to some other
Pass Issuing Authority then the previous assignment will be overwritten,

Total Employees in unit : 1678 Total Employees in range for BASANT SINGH PURBIA (OOLUZR) : 2

Employee Name Designation

SAMIAY KUMAR

SINGH

PERSOMMEL E SUPERINTENDENT

[

YYEMNTI OM PRAKASH MECHANICAL | Sr. 5EC. ENGINEER(WORKSHOP- BASANT SINGH PUREBLA
SHARMA CIVIL) (OOLUZR)

Assign Employees @ Un-Assign Employees eset

YYEMTI




Updating Legacy Data

1. Pass Clerk enters past Pass-Records
into the E-Pass System

Manually Issued Pass Record O
e 2. Employee accepts the recorded past
m Pass-Records if found correct
........ =" Employee 3 Employee returns the recorded past
Pass-Records if found erroneous

4. Family details of employee is
retrieved from HRMS database

5. Employee updates/ confirms her/
his dependant family members

6. Pass Clerk accepts revised Family
details of employee

Employee’s Family Detail

HRMS Database



Recording Manual Pass by Pass Clerk

Emtitied Passcs

e Fusl Sak 2 Hall' Sat: &
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Privilege Ticket Order T a a

Privilege Ticket Order




erification of Recorded Pass by Employee

DECLARATIOMN OF MAMNUAL PASSES

Please review the number of manual passes issued till date commesponding to pass type and year, If this information is not updated,

then yvou will not be able to apply for Pass online.
Pass Type
PRIWILEGE PASS
PRIVILEGE PASS
PRIWILEGE PASS
Privilege Ticket Order

Privilege Ticket Order
Privilege Ticket Order

i

If the number of passes enteraed by Pass clerk is correct, kindly click on "Confirm' button. If there is some discrepancy i count kindly
enter your remarks and click on 'Return to Clerk’ button to return it to the Pass Clerk.

Return To Clerk




Declaration of Dependent in Family

DECLARATION FOR FAMILY %

* Declared family & dependents of employee with the Dealing clerk.

Please select the family members for family declaration of Pass

S5.No Name Relation ‘ Date of Birth Age Gender Relative Flag ‘ For Pass

1 SHARDA MNIMESH WIFE 01-07-1965 54 F Famdily D
2 HIMANSHI NIMESH DAGHTER 1T1-08-71938% 30 i FamILy D

[:] | declare that the particulars of my family members shown above are correct to the best of my knowledge.




Acceptance of Family Details of the Employee
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Issuance of Privilege Pass/PTO & Split Pass

- o 63

Employ Pass Clerk
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Selecting Pass Type

Home / Pass / Pass Set List

@ Dashboard
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= csp - 0 (nstructions:
i * Salact the typeof Pass & dlick on "Go' butten to fetch entitled and available Pass sets.
' PASS - & (Once Pass sets are fetched successfully, click on the count under available Bass sets to proceed with Pass application

Pass Set List

Select Type Of Pass
PASS Application P PRIVILEGE PASS ¥ ‘
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Selecting Pass Application

List of Full Set Pass Applications for the year : 2020

Click on #* icon to edit existing Pass application(s) or fill EREVENTETEGOE here.

Show 25 ¥ entries Search:

Delete Pass Pass From To Station
Type Year Station (Outward)
. (Outward)

No data available in table
Showing 0 to 0 of 0 entries Previous = Next




Pass Application

Outward Journey Details

Station From = esoripiic
=== jefatal Add

Break journey Staticns

Station To ™~

Kindly enter the stations in order of trawvel

Inward Journey Details
Station To =

Station From =

Break journey Stations

Dependents & Family Members
Select the family members to be included in Pass. Please note that maximurm two dependents are allowed in a single Pass. Also, if Dependents are included in the Pass then maximum 5 total members are allowed.

M SENTHIL KUMAR 19/11/1983 FAMILY
2 |{.i\\.-' THAE WIFE 24/10/1986 33 F FAMILY D
MOTHER 26/06/1956 G4 F DEPENDENT D

M PUSHPAVALLI

Check the applicable boxes below:
(] Attendent Traveling

|

Copyright @ 2018 Centre For Railway Information Systems, Al

ights Reserved. This application works best in Google Chrome 70.0 and above



Accept Pass Application by Pass Clerk

= i Sectien Break journey Stations * MB,CINB PNBE
[ =]
& Employee Master i Distance Via Opted Route: 117244 km
= -
EER MIS Reports = Inward Journey Details
A& Quarter v Station From * MFP MUZAFFARPUR JUNCTION (MFP) aponTo* NDLS NEW DELHI (NDLS)
' e - Break journey Stations PNBE CNE VB
Pass Set List

PASS Application
Dependents & Family Members

My lssued Passes

PTO Application

M SENTHIL KUMAR 19/11/1983 FAMILY

Family Declaration o S I " '_
2 KAVITHA E WIFE 24/10/1936 3 B FAMILY [:.]
Accept Pass Application | 3 M PUSHPAVALLI MOTHER 26/06/1956 64 F DEPENDENT

Accept Cancellation Request
Manual Pass Entry
Accept Pass Family
Remarks =
Employee On Digital Pass
(8] Settlement L

B Career Bvents Update 7 -

E Office Orders i



Issue Pass by PIA
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My lssued Passes

PTO Application
Dependents & Family Members

Family Declaration

Accept Pass Application

M SENTHIL KUMAR SELF 19/11/1983 FAMILY _

Accept Cancellation Request T T

2 KAVITHAE WIFE 24/10/1986 3 F FAMILY
Manual Pass Entry 3 M PUSHPAVALLI MOTHER 26/06/1956 64 ; DEPENDENT
Accept Fass Family
Employee Cn Digital Pass
Issue Pass
Cancellation Request Remarks from PCOWSIFNO) : k

(8] settlement >
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E Office Orders 3



Apply for Split Pass by Employee

APPLY FOR SPLIT PASS

Please fill the following details to apply for split pass

Unique Pass number 110184

From Station * --Please Select--

To Station™ --Please Select--

Upload Approval
Document *

Choose File | Mo file chosen

In case of multiple documents, please merge all
documents and then upload single pdf file,

Justification for
spplication of split pass

*

@ You have to upload evidence to the satisfaction of pass issuing authority
about your inability to accompany your family/dependent relatives for issue of
split pass containing approval and recommendation of competent authority




Accept Split Pass by Pass Clerk

Dependents & Family Members

1 M SENTHIL KUMAR SELF 19/11/1983 36 M FAMILY
2 KAVITHAE WIFE 24/10/1986 33 F FAMILY o
3 M PUSHPAVALLI MOTHER 26/06/1956 64 F DEPENDENT

Split Pass application Details

Unique Pass number 10814 Date of Split Applicaton 28/07/2020
From Station AMBALA CANTT. JUNCTION (UMB) To Station JAMMU TAWI (JAT)
Approval Document [ View
Remarks Emp (EYKOEY): f

Remarks *



Issue Split Pass by PIA

Split Pass application Details
Unigue Pass number 10814
From Station AMBALA CANTT. JUNCTION {(UMB)
[ View

Approval Document

Remarks Emp (EYKOEY): f
PC (WSIFNQ): s

Remarks *

# Please tick the checkbox below before issuing pass. Don't check the box in case rejecting the split pass application

D | am satisfied with the uploaded evidence that employee is unable to accompany his family/dependent relatives and has submitted proof of the same along with approval of competent authority.

Date of Split Applicaton

To Station

28/07/2020

JAMMU TAWI (JAT)



Pass Cancellation Request

APPLICATION FOR CANCELLATION OF PASS

Please fill the following details to apply for cancellation of pass

Unique Pass number : 10748

Uplaad Approval Choose File | Mo file chosen
Document *
In case of multiple documents, please merge all

documents and then upload single pdf file.

Reas cancellation
of Pass *

© Pass once issued is not cancelled without debit except in very special
circumstances when issuing authority is satisfied about necessity of cancelling
the pass, and it will be done only in very limited circumstances like non sparing
from duty (with certificate of competent autherity), sickness supported by
railway doctor certificate, death, accident in family or natural calamity due to
which train services are suspended and all such cases should be accompanied
by proper documentary proof wr ment and recommendation of
competent authority regarding the reasons mentioned for cancellation. Please
upload the required documents.




Acceptence/Rejection of Pass Cancellation
Request
















































