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Transfer and Posting Module - Help

1.  Introduction                                                        /

The objective of the Transfer and Posting Module of Raj-Kaj is to automate the processes and procedures
of Transfers,  right  from  submission  of Transfer  Application  by the  Employees,  preparation  of transfer
proposals, preparation and issue of transfer Order, reliving and joining process.

Major Stakeholders of this module are:

•      All Employees of the department

Key features/functionalities

•      Online submission of Transfer Request

2.   UserRoles

A description of various user roles is provided below. Based on the below mentioned user roles, access
rights will be given.

Sl.           User Role

1.             All Employees

3.  Accessing Raj-Kaj

All Employee of the department can submit their Transfer
Request.
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®            Transfer and posting Module -Help

Using the credentials (SSO Username & Password) user is required to login on SSO portal
httDs//ssoraiasthan.sov.in/simin. The `Raj e-Office' icon will appear as under:

4.   Features and Functionality for the employees

On clicking Raj e-Office, user reaches the Raj-Kaj page as under:
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.               Transfer and posting Module -Help

To access the Transfer and Posting, user clicks on the following:

Path:: Raj-Kaj i> Applications +  Transfer and Posting
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4.1. Transfer Request

Path: Raj-Kaj  + Applications + Transfer and Posting + Transfer Request- Self

New Reouest

1.    On the Transfer Request-Self page, user clicks on New Request.
2.    Select and fill the Request for ITransfer/Mutual Transfer).
3.    Check your details such as Name, Office, Post and Designation.
4.    Select the District, Department and office as an option
5.    If more options are to be added click on add row.
6.    Select the Reason forTransfer
7.    If Reason for transfer is not available , select other and specify the reason
8.    Mention Remarks (if any, in case your desired Location, Department, office is not found in list please

mentlon).
9.     Supporting Document: Attach your supporting documents.
10.  Click on Save to save the application.
I I .  To submit the application click on Submit.
12.  Select group name and submt, your application submitted now. ®
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