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Transfer Request Process

Department Transfer 
Request

Inter Department 
Transfer

Transfer of 
Employee/CFMS Admin

Intra Department 
Transfer

Transfer of 
Employee/CFMS Admin

• The Department Transfer Request Process is used to change the department of any 
employee/CFMS admin.

• The transfer can be from one department to another or between different offices of 
the same department.



Inter/Intra Department Transfer of 
Employee
A Quick Walkthrough



Workflow Highlights 

• Initially, the system admin will check if the office code for the transfer of employee is present in the system.
• The system admin will submit an application for the inter/intra department transfer of an employee.
• The submitted application is then forwarded for approval by the department head.
• After approval the employee gets transferred and the employee details are displayed under the respective 

department as mentioned in the application request.
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Search/Verify office Code



How to Check/Verify the Office 
Code?

• User can search for the office code of any office present in the particular department.
• The transfer of an employee/CFMS admin within or between the departments can be done only 

for those whose office codes are present in the system.



Select the name of the 
employee, Type, Department, 

etc… for transfer 

Click here to submit 
the populated details.

• On submission, the transfer request is 
reflected in the transfer out request list in 
the system.

• The status of the request on submission 
remains “Pending”.

How to Raise/Submit the 
Department Transfer Request?



Click here to accept the 
submitted request

Acceptance of the Transfer Request 
on the Web Application

• The department head will click on the “Accept” button to 
accept the transfer request submitted by the system admin. 



Populate the transfer 
details of the 

employee

• The department head accepts the transfer request.
• On acceptance, the status of the request changes to 

“Approved”.
• Finally, the employee gets a transfer.

Click here to accept 
the transfer request

Department Transfer 
Request Accepted.

Accept & Approve the 
Request for Transfer.



Inter/Intra Department Transfer of CFMS 
Admins
A Quick Walkthrough



Workflow Highlights 

• Initially, the system admin will check if the office code for the transfer request is present in the system.
• The system admin will submit an application for the inter/intra department transfer of CFMS admin.
• The submitted application is then forwarded for approval by the department head.
• After approval, the CFMS admin gets a transfer and the CFMS admin details are reflected under the new 

department associated with him/her and as mentioned in the application request.
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How to Check/Verify the Office 
Code?

• User can search for the office code of any office present in the particular department.
• The transfer of an employee/CFMS admin within or between the departments can be done only 

for those whose office codes are present in the system.



Select the name of the employee, 
Type, Department, etc… for transfer 

Click here to submit the 
transfer request details

How to Raise/Submit the 
Department Transfer Request?

Select the CFMS Admin and 
enter his/her login id & 

password

• On submission, the transfer request is 
reflected in the transfer out request list in 
the system.

• The status of the request on submission 
remains “Pending”.



Populate the transfer 
details of CFMS 

Admin
Accept & Approve the 
Request for Transfer.

Click here to accept the 
department transfer 

request of CFMS admin

• The department head accepts the transfer request.
• On acceptance, the status of the request changes to 

“Approved”.
• Finally, the CFMS admin gets a transfer.

Department Transfer 
Request Accepted & 
Approved.

• After approval, the CFMS 
admin will login to the system 
as the new office head.
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