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Welcome to IR-WCMS

After typing of above mentioned URL in the address bar of Web Browser, the IRWCMS main screen
appears as:

After logging into the application by existing user credentials, the user is taken to Home Page as
shown below:
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1.1. Correspondence Menu on Home Page of IRWCMS

1.1  Standard Correspondence

1.1.1  7 Days' Notice

• After login ◘ Go to menu :
• Correspondence → Standard Correspondence → 7 Days' Notice
• Now,  pop-up window will open up. In this pop-up all the LOA will get automatically

listed on the pop-up.
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• Select appropriate LOA from the list by clicking upon the checkbox or current row.
• Now select the Reference Correspondence no and select the Reference Correpondence

no 2 as shown in the below image.

• Now,  click upon button provided against  "Reference Correspondence no"  option.
• Now,  pop-up window will open up. In this pop-up all the "Reference Correspondence"

of selected will get automatically listed.
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• Select appropriate Reference Correspondence from the list by clicking current row.

• Now , click upon button provided against   "Reference Correspondence no2" option.
• Now, pop-up window will open up.  In this pop-up all the "Reference Correspondence"

of selected will get automatically listed as shown in below image.

• Select appropriate Reference Correspondence from the list by clicking current row.
• Now the screen will look like below  image.
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• Now, fill all required fields and provide the remarks.

• After saving Correspondence we will get draft Correspondences in Draft
Correspondence pop- up .

• Click on the draft Correspondence.
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• Now, Draft Correspondence pop-up window will open up. In this pop-up all the "Draft
Correspondence" of selected will get automatically listed.

• Select appropriate Draft Correspondence from the list by clicking current row.

• Now the Screen will appear with previously  filled data and showing uploaded
documents.
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• To Generate the Proforma click on the Generate Proforma letter.

• When you click on the Generate Proforma letter a pop-up window will appear.
• On the pop up there is button named Generate Pdf , Click on Generate Performa Letter

to generate the Proforma.
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• Sign digitally the PDF file by clicking on the button before sending the
Correspondence.
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• Select the signature and click on the sign button

• Now PDF will be downloaded automatically with digital signature.

• Now click on send button.
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 After click on the send button correspondence will be send.

1.1.2  48 Hrs. Notice

• After login ◘ Go to menu :
• Correspondence → Standard Correspondence → 48 Hrs. Notice
• Now, pop-up window will open up. In this pop-up all the LOA of selected will get

automatically listed.
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• Select appropriate LOA from the list by clicking upon the checkbox or current row.
• Now , click upon button provided against " Reference Correspondence no" option.
• Now,  pop-up window will open up. In this pop-up all the "Reference Correspondence"

of selected will get automatically listed.

• Select appropriate Reference Correspondence from the list by clicking current row.
• Now, fill all required fields and give the remarks.
• Now click on save button.
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• After saving the correspondence click on the draft correspondence button to get the
saved Correspondence.

• Click on edit button to edit.
• Click on the view button to view.

• Click on the view button to view.
• Click on the button for sign PDF to add the digital signature on the documents.
• Click on the Generated Proforma button to Generated Proforma.
• Click on the Button for sign Pdf to add the signature on the Performa Document.
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• A pop-up will appear when you click on the Generate Proforma button as displayed
below.
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Click on the Generate PDF button to generate PDF.

• After sending  it will be shown in the Correspondence Bank and it will  not show in the
Draft Correspondence.
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1.1.3  Termination Notice

• After login ◘ Go to menu :
• Correspondence → Standard Correspondence → Termination Notice
• Now, pop-up window will open up. In this pop-up all the LOA of selected will get

automatically listed.
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• Fill the data in required fields remarks and according to 7 days notice.

• Fill the data in each fields remarks and according to 7 days notice in Termination Screen
and click on the save button

• Click on the button to Sign PDF to add signature on the PDF before send.
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•

• Pop up will appear  of Termination Notice.

• Click on the button to Sign PDF  to add signature on the PDF before send.
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• Cris signer Pop Up will appear.
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• Click on the button to sign PDF to add signature on the PDF before send.
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• After that click on the send button to send .
• After send it will be shown in the Correspondence Bank and it will not show in the

Draft Correspondence.

Correspondence Inbox

• Click on the Correspondence Bank in Report Module.

• Correspondence bank screen shows draft Correspondence.
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1.2  General Correspondence

• After login ◘ Go to menu :
• Correspondence → General Correspondence
• Now, pop-up window will open up. In this pop-up all the LOA of selected will get

automatically listed.



Indian Railways Works Contract  Management System

IRWCMS: User Manual for Correspondence Module                                                                      23 | P a g e

• Select appropriate LOA from the list by clicking upon the checkbox or current row.
• Now , click upon button provided against " Reference Correspondence no" option.
• Now, pop-up window will open up. In this pop-up all the "Reference Correspondence"

of selected will get automatically listed.

• Select appropriate reference correspondence from the list by clicking current row.
• Now, fill all fields and give the remark.
• Now click on send button.
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• Click on the button to sign PDF to add the signature on PDF before send.
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• Click on the button on Generate proforma before send .
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• Fill the data in the General Proforma.
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• Click save button to save details which is entered.
• After that click Generate PDF button to save details which entered.
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• Click on the button sign to PDF to add the signature on the Proforma PDF before send.

Click on the button sign to PDF to add the signature.
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• Click on the button  to send

Correspondence Inbox

• Correspondence send by the other officer will be display in Correspondence Inbox on
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Dashboard.

• Click on the view button to View Correspondence .

• Click on the reply button to Reply Correspondence .

• Screen will opened and after the fill all details and send.
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1.3  Correspondence Categorization

After login ◘ Go to menu :

• Correspondence → Correspondence Categorization

• Screen will be open which showing the Correspondence Categorization.
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• Click on the save button after add remarks to save the data.
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