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USER MANUAL FOR VIEW, ADD AND UPDATE STAFF AT LOCO SHED 
 
 

1. INTRODUCTION-  
 
Section Incharges of Loco Shed have authority to View and Update Staff. Admin can 
Add Staff. 

 
2. User management Module            Staff 

 
a) View Staff 

 
i. Login though Section In charge.  

 

 
 

ii. Click on HRMS Pie chart on section dashboard or, 
 

iii. Click on Staff under User management Module. Managing staff page displays. 
 

iv. Select Section, Employee, Token, Status, Designation and HRMS ID Status from 
drop down menu. Click on ‘Go’. 
 

v. Staff details will display.  
 

vi. Details of Unverified staff can be viewed by using filter of ‘HRMS ID Status’. 
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b)    Add Staff 
 

i. Login through Admin 
 

ii. Click on ‘Add Staff’ Link to add New staff Details. 
 

 
 

iii. Enter HRMS ID and click on ‘ Get HRMS Details’  
 

iv. Staff details will be automatically fetched 
 
v. OTP will be send on mobile number linked with HRMS ID. Click on ‘ Verify 

OTP’. 
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vi. Enter OTP and fill mandatory fields viz. Qualification, Blood Group, Category, 
Access Type, Section & Status.  
 

vii. Click on ‘Save’. ‘Saved Successfully’ message will be displayed. 
 

c) Update Staff 
 

i. Login though Section Incharge.  
 

ii. On ‘View Staff’ page, details of Unverified staff can be viewed by using filter 
of ‘HRMS ID Status’. 

 
iii. Click on Employee name Link on to update the staff details. 
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iv. Click on ‘Get HRMS Details’  

 
v. OTP will be sent on mobile number linked with HRMS ID. Click on ‘Verify OTP’. 

 
vi.  Status of staff can be updated as shown below. 

 

 
 
vii. Edit required fields. Click on ‘Save’. ‘Saved Successfully’ message will be 

displayed. 
 

d) HRMS Staff verification Report : 
 

Section incharges and shed admin to check report no 15.5 to check unverified 
staff as shown below. 

 

 

Verify these staff. Click on hyperlink for details 


