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STEPS  
FOR  

UPDATING 
CURRENT 

ADDITIONAL 
CHARGE 

 



 
 Access HRMS portal i.e. https://hrmshry.nic.in/  

 
 
 Login through Checker ID & Password 

 
 
 
 
 



 The following screen will appear :- 

 
 
 Select “Update Current Additional Charge” option under  “Transaction”   Menu. 

 
 
 
 
 



 The following screen will appear :- 

 
 
 
 Select Employee Name (who is to be given additional charge) 

 
 
 
 
 



 After selecting the name of employee, system will display the office name (where 
employee has hold main charge)  

 
 
 
 
 



 Select/Enter the details under the “Add more Current Additional Charges”  like select 
Department Name, Treasury (in which particular office is situated),  office, Group , 
Designation, Rule, Date of joining  & Time of joining ( Fore Noon / After  Noon) etc.  as 
mentioned in the following screen:- 

 
 
 After entering details, Click on “Submit” Button”  

 
 
 



 
 After Clicking on “Submit” button, System will display the following message :- 

 
 
Note:- If system display the message “ There is no vacant post to give additional charge for 
this office” after clicking on “Submit” button , it means someone has already been given 
additional charge for this office and same is required to be removed (steps for removing 
additional charge are defined below”)   
 
 



 
 We can check the office detail of Main Charge & Additional Charge  assigned to 

employee by selecting Employee Name as per following screen :- 
 

 
 
 
 
 



 STEPS  
FOR 

REMOVING 
CURRENT 

ADDITIONAL 
CHARGE 

 
 
 



 Select “Remove Current Additional Charge” option under “Transaction” Menu as 
appearing in following screen:- 

 

 
 
 
 



 The following screen will appear:-  

 
 
 Select “Employee Name”  in the above screen. 

 
 
 
 



 After selecting Employee Name, System will display the office name of which employee 
has been given additional charge as per following screen 

 

 
 
 Click on “Remove Additional Charge” link .  

 
 



 Enter the required details (like Order No., Order Date, Relieving Date , Time of Relieving 
etc.) and upload the copy of office order (optional) as per following screen:- 

 
 
 
 After entering the required detail, Click on “Submit” button. 

 
 



 The following screen will appear for OTP verification:- 
 

 
 
 
 Click on “Sent OTP on Above Mobile No.” button, System will send an OPT on the Mobile 

No. of Checker (whom details have been mapped with Checker ID) 
 
 
 



 Enter “OTP” (received on Checker’s Mobile No.) in the following screen:-  

 
 
 Click on “Verify OTP” button. 

 
 
 



 The following message will appear on screen :- 
 

 
 
 Click on “OK” button. Thus, additional charge details of  particular employee will be 

removed.  
 
 



 
 We can check the Additional Charge detail by selecting Employee Name as per following 

screen :- 
 

 
 
 
 



  

 


