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User Manual for Group B Notification - 30% and Application 
processing facility in HRMS 

 
 

This manual details the steps to be followed for  
1) Issuing Group B notification-30%  by HQ 
2) Application against notification of Group B- 30% by eligible applicants 
3) Processing of applications by Units and HQ. 

 
 

User roles involved. 
 

1) Role GZA - Officer of Personnel Department in HQ - This user role performs following 
functions 
    a) Issuing Notification 
 b) Creating Custodians for individual Units in the zones 
 c) Creation of HQ recipients 
 

2) Applicant - The eligible employee who applies for the notification issued. 
 

3) Unit Custodian - He is created by Officer of Personnel department in HQ. He will have 
the role of GZV. 
  He scrutinizes the applications pertaining to a unit he/she is mapped to 

     
4) Role GZV - HQ recipient - He / She is the gazetted clerk/Verification authority. 

 He / She process/distributes the applications received at zonal HQ for further 
checking or processing. 
 
 

Stages of the program 
 
Various stages pertaining to the facility are given below 

1) Creating a Notification 
2) Application by emplyoee 
3) Processing of Applications 
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1) Creating a Notification - User role GZA 
 

The role of GZA is created by Unit Admin (UA). This can be given to a gazetted officer of 
personnel department in HQ.  
 

The user GZA logs in and follows the path as 
 

Login → Establishment Functions → UDIP → Group B applications → Group B notification 
entry. 
After going through above path, the screen looks as below. 

 
 
This screen has four sections in it.  
 

The first section as seen above is the place where the user enters the details of notification like 
the year, the department for which the notification is being created for assessment period, last 
date of notifications and type. In the ‘Type’ dropdown, the user has to select appropriate values. 
 

The user also has to enter the date of eligibility and upload the pdf of the notification. 
 

The second section deals with adding the cadres who are eligible for this particular notification. 
 

In this screen, the user - GZA selects the cadre and the pay levels who are eligible for the 
notification. At present based on pay level, employee can see the notification. Later in 2nd 
phase, based on Cadre codes and levels that are mentioned in this section only will be able to 
see the notification and apply against the same. The other levels will not be able to see the 
notification. 
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The screen looks as below. 
 

 
 
Once the eligible cadres are entered the user GZA moves to next section where she / he 
creates the unit custodians for the application. These users will receive all the applications for 
the selected notification. 
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` 
Here, for each of the units available in the zone as per HRMS database, the GZA will be able to 
create a custodian. As mentioned above this custodian will receive all the applications for 
processing in his inbox. Once this step is done, the user will designate a user as GZV or the HQ 
Recipient who will initiate the wokflow for the  applications received from Units for the scrutiny at 
HQ. 
 

 
 
Once all the sections are completed, the GZA clicks on submit entry. This is a single step 
process.By doing this, a new notification is created.  User will not be able to create a same 
notification again. 
 
There is another table below the submit button which shows the details of all the notifications 
created through this module. This is for the information of the user. 
 
 

 
This is how a notification can be created by GZA. Along with creation of notification, he has now 
created the roles of unit custodian for individual unit and GZV for HQ who will be processing the 
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applications. By clicking the links (in blue) user can see the notification and details recorded at 
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. 
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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. 
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3)Processing of Application 
 

The process of applications is done in two stages. One at the Unit level and secondly at the HQ 
level. 
 
The Unit custodians defined by the GZA would be able to view and scrutinize the applications. 
He can send the application to appropriate authority for scrutiny to concerned section. Once 
Scrutiny is completed by unit , any gazetted officer can send the application to HQ.  
 
The HQ recipient or the GZV then receives the applications and process for re scrutiny (if 
required) by initiating the workflow. 
 
1)Process at Unit level 
 
All the applications submitted by the employees will be available for scrutiny at the level of unit 
custodians who have been designated as such by GZA. 
Once the unit custodian logs in to HRMS, the following path has to be navigated. 
 
Login → My inbox → Other pending tasks → Group B applications. 

 
 
 
After navigating to above path, the screen looks as above. He will see the application details, 
the pdf of the application. the user clicks on ‘Action’ button to process further, 
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On clicking on ‘Action’ button, the user will see the following screen 
 

 
 
 
 
Here, the user will be able to act on the application.  
For the purpose of ensuring a thoroughness in checking and forwarding the application, two 
indicative flags have been given. 

a) Has the file movement started - This flags the movement of application- whether it 
started or not. 

b) Has Chief OS remarked - This flag ensures that the application has been scrutinized by 
a senior official from personnel department/Concerned person. 

 
At this stage, after receiving the application, the custodian can forward the application to anyone 
similar to a workflow after adding the remarks. 
 
Once the application is forwarded, application will be available to recipient in his inbox for 
processing. 
 
 
All the users who receive the application for processing will be able to  
a) View the application in their inbox. 
b) Edit the application and offer remarks and  
c) Mark the eligibility/non eligibility of the application and 
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d)forward the application to another user. 
 
Processing of applications (whenever eligibility is ascertained) has been authenticated with a 
transaction password to increase the security. The Transaction OTP needs to be entered on 
such occasion. Once section remarks on eligibility and send the application to concerned APO 
for final Decision, APO can agree / disagree and send the application to HQ or can return the 
application for reexamination or clarification. Once he finalizes the eligibility and send the 
application to HQ, workflow ends at Unit level. 
  
The workflow ends only when a Gaz officer marks the eligibility of the application and forwards it 
to HQ. 
 
With this the role of unit custodians end. The applications will now be available for process in 
HQ with GZV login. 
  


