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Transfer/Relieving/Joining Module to send the service record of transferred

officer/staff to a new office has been prepared and made live now. Help document for the same
is also enclosed herewith. It is requested to check and send your comments and suggestions
within stipulated time. As it is mandatory for all offices to send their comments or “Nil”

report, as case may be, on or before 31* March, 2021.
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Help Document

FOR

TRANSFER/RELIEVING/ JOINING
MODULE
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Click on the Transfer order link on the left side menu, below screen will open
Search the employee from office list and Click on
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1.Transfer Order entry
1. Select reason of transfer

Select Transfer to Office level

Select Office

Enter Office Order No.

. Enter Office Order date

Upload Transfer Order

DR W

Now click on the Bl =" | to save record and to lock the record click on
| record gets locked, record not is available for modification.

After that application will submit for the approval.
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2.Transfer Order Approval

Once Transfer order gets saved it will appear in the HOO login for the approval.

To approve the Transfer order, First HOO will login in to portal, He will have a
list of employee whose transfer orders are pending for approval {as shown in
below image)

If HOO wants to approve the Transfer order than he has to click on
button.

If HOO wants to reject the Transfer order than he has to click on
button.

& B Janabhilekh | Approve Transfer Order Sesson imeaut n 2851 Minutes & (@) oo+
nlape D el ifies g
Search By EmpiD ++Selact Qfice Level - - v -~ ALL Offices+« v u |
FErpioyes Daiad ietim
"M MY HUMARY2085),Chéef Medical Offcer, Ssrveyer General Offce Debradun nsd b S 4 &?{g

If HOO wants to view the Transfer Order than he has to click on
button, order details will appear on the screen.

Transfer Detail

Empiyee Detallz MTAJAY KLMGR Curent Desginasion; Chief Medical Dfkcar
Transfer from :Survayer General Dffce Tranafer Ta s Cenizal Zane Offka, jabeiar

Dehrdon
Transfer Order Nisviber : ASDYGSD312 Fransfer Ovder Dare : 18032021
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3.Entry of Relieving Order
Establishment user of concerned office where employee was posted will login
with his login credentials to do entry of relieving order.

Click on Relieving Order link

DashBaard v ¥ - ‘]
E] )anabhilekh Session Timeout In 2:50 Minutes (250 JK® (@) Establishment User *
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Janabhilekh | Reliving Order Session limeout In 25:57 Minules Establishment Entry =
| Pendlng for issuing Refiving Order Transfer Order Pending For Approval I
|
Fe | | Refieving Crdarks Locked. Pending For Approval L
Neme{EmpiD].Desgn. Transter Crder Date |
Wt AJAY KIMAR(2045} Chisf Modicol Officer 18/03/202F swct Emplopes B AJAY SUMAR{Z045) ,Chiel Modica Officer i
| Trorster Groer Number & Date: P045.2-10/03/2021 -8 19/0342021
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i
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1. Enter Relieving Order No,
2. Enter RelievingOrder date
3. Upload RelievingOrder

4. Select Relieving Date

Now click on thel to save record and to lock the record click on

& Save & Lock . .
- buiton. Once record gets locked, record not is available for
modification.

After that application will submit for the approval.

4.Relieving Order Approval
Once Relieving order gets saved it will appear in the HOO of concerned office,
HOO will login for the approval.

To approve the Relieving order, First HOO wili login in to portal; He will have a
list of employee whose transfer orders are pending for approval {as shown in
below image)

If HOO wants to approve the Relieving order than he has to click on
button.

If HOO wants to reject the Relieving order than he has to click on
button.

: : i : ool
& [ Janabhilekh | Approve Reliving Order Sesion et 2835 iwtes 9 oo

Search By EmplD

RaneEryi; Desg.
o B AR5 it e Offce | 10032001

#
-
pz
5

Fol
Do

matted: Right, None, Space Before: 0 pt,
't keep with next, Don't keep lines together

7 | National Informatics Centre, Uttarakhand+”




Janabhilekh Ver 1.0 Survey of india

If HOO wants to view the Relieving Order than he has to click on
button, order details will appear on the screen.

|
Retieving Details

P M A KUIEAR wrEinetion : Chisf MLda? Officar
Fearsfas From :Surveyor Genersl Offics  Transfor Ta ;Cencral Zars OHes.
Cehradun Falbipur

Haleving
View Upleaded Crder-[2)

+IRi0347001

\ 5.Entry of Joining Order
Establishment user of concerned office where employee got transferred will
login with his login credentials to do entry of joining order.

Click on the “Joining Order” link

Geshpoard
Session Timeout In 28:50 Minutes 5" l. @ Establishment User
s Dashboard
Kew Empioyee
Update Employee
Recorded Raport Anamolies
Bispostion Lint
Trarafer Order
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Juining Ordar
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Janabhilekh | Joining Order Session Timeout In 29:54 Minules a&;@ Establishment Enry =
Pending for Joining Refiving Order Jolning Crder Pending For Approval I
|
|
 § [ ey e 2 ;
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. Enter Joining Order No.
. Enter JoiningOrder date
. Upload JoiningOrder

TR TSR N B Y

. Select joiningDate

Now click on the BESESEEN to save record and to lock the record click on
| record gets locked, record not is available for modification.

After that application will submit for the approval.

6.Joining Order Approval
Once joining order gets saved it will appear in the HOQ of concerned office,
HOO will login for the approval.

To approve the Joining order, First HOO will login in to portal; He will have a
list of employee whose transfer orders are pending for approval (as shown in
below image)

if HOO wants to approve the loining order than he has to click an
button. " 7

If HOO wants to reject the Joining order than he has to click on
button.

A
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® ] Janabhilekh | Approve Joining Order Session Timeout in 2939 Minutes B (§) Hoo -~

Search By Empl0

{Name{EmplD} Dasgn.
e AEY KUMARYZ06S) Chief batlcal Offcer

button,

If HOO wants to view the Joining Order than he has to click on
order details will appear on the screen.

Empiayen Drrail : Fr AJAY KUMARZ065} CHef Medieal Officer
Transfer From : Surveyor General Gffice Transfar Tn : Central Tore Office.

Detragdon JsbaTpur
Joining Crder Humiber - YUGHE] 123 Jolnltng Crdar Date : 1/GU1621

‘View Upcaded Orders 3
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7.View History

Survey of India

SGO establishment user can also view the transfer history. To view the history,

click on the button

Janabhilekh | Transfer Entry
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