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Transfer Request Process

* 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 Department Transfer of
Transfer Employee/CFMS Admin
Department Transfer |l
Request
Intra Department Transfer of
Transfer Employee/CFMS Admin
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Inter/Intra Department Transfer of

Employee
A Quick Walkthrough
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Workflow Highlights

e 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.

Transfer of Employee

Transfer Request Approval

Transfer Request Submission

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.
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Science and Technology Department

| Science & Technology Department SCIi4 DISTRICT LEVEL | YES PATHA 0
MIT MUZAFFARPUR SCI218 State Level YES MUZAFFARPUR 1]
BAKHTIYARPUR COLLEGE OF ENGIMNEERING,
BAKHTIYARPUR COLLEGE OF ENGINEERING BAKHTIYARPUR. SCI373 State Level YES PATNA 0 | BAKHTIYARPUR, PATLIPUTRA PATNA,PATMA, PATH
SADAR, Bihar
KATIHAR. ENGINEERING COLLEGE KATIHAR SCI6R9 State Level YES KATIHAR 0
MOTIHARI COLLEGE OF ENGINEERING MOTIHARI SCIGB4 State Level YES PUREI CHAMPARAN 1]

SNPM +2 MODEL HIGH SCHOOL CAMPUS

B P MANDAL COLLEGE OF ENGG MADHEPURA SCIGES State Level YES MADHEPURA 0 MADHEPURA,KOSHI, MADHEPURA, MADHEPURA, M
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How to Raise/Submit the Connect
Department Transfer Request?

Select the name of the
employee, Type, Department,

etc... for transfer
Transfer Request Process /
Transfer Details
Employee Name * From Office
|DeepakMa|viya(9601] v GOVT POLYTECHNIC JEHANABAD ° On SmeiSSion, the transfer request iS
Type * Department * pistrct * reflected in the transfer out request list in
|Inter v| Science and Technology Department ‘GAYA v|
the system.
To Office Code * To Office Name * Designation * . .
[sciasss | [covT PoLvTECHNIC GAYA | [Accounts Officer -] * The status of the request on submission
. o H ”
Transfer Request Date * Transfer Reliving Date * Transfer Joining Date * remains Pendlng :
|01-1ul-2023 [] |20—Ju|—2023 | v| ‘02—Aug—2023
Welcome : Reena £
® Submit i Kumari ﬁ E

Administrator Services  Reports

Transfer Out Request

Click here to submit
the populated details.

SNo ;:;twee Office From Department District Office To Designation ;’;nuf:{ Date ;:::f:gr Date Joining Date Status 2
1 Deepak Malviya { ... |G ... |Science and Techn... GOWT POLYTECHNI... | Accounts Office 20 2-Aug-2023 Pending

2 PAWAN KUMAR ( 2... | GOVT POLYTECHNI... | General Administ... |PATNA District Magistrat... | Accountant cum §... |27-Jul-2023 03-Aug-2023 06-Aug-2023 Approved

3 Kundan Kumar ( 1...| GOVT POLYTECHNI... | Agriculture Depar... | BEGUSARAI ASSISTANT DIRECT.. | Binding Jamadar  |19-Jul-2023 22-Jul-2023 26-Jul-2023 Approved

4 Abhishek Kumar ... |GOVT POLYTECHNI... | Science and Techn... | MUZAFFARPUR GOVT POLYTECHNI... | Accounts Executive |01-Jul-2023 13-Jul-2023 31-lul-2023 Approved

5 Dr.Sarwdaman K... |GOVT POLYTECHNI... | Science and Techn... | SAMASTIPUR GOVT ENGINEERIN... | Accounts Inspector |01-Aug-2023 02-Aug-2023 04-Aug-2023 Approved

[ Premlata Sinha (... | GOVT POLYTECHNI... | Home Department | NAWADA DISTRICT JAILNA... | Additionz| Chief E... |01-Apr-2023 01-Jun-2023 28-Jul-2023 Approved




Acceptance of the Transfer Request
on the Web Application

.%ﬁ Government of Bihar

TRANSFER REQUESTS

Report Date : 02-Aug-2023

& DOWNLOAD DOCUMENTS

. 08045686957

HELPDESK i

Connect

SA ~

Total Records : 39

SNo| Employee Name Re;al::ﬂ Office From Department District Office To Designation Joining Date Status | Action
GOVT Science and GOVT
1 |DEEPAK MALVIYA ( 9601 )|01-Jul-2023| POLYTECHNIC Technology GAYA POLYTECHNIC | ACCOUNTSOFFICER | 02-AUGUST-2023 |PENDING| Accept
JEHANABAD Department GAYA
PATNA MEDICAL
2 | PANKAJNAYAN ( C103) [12-Jun-2023]  COLLEGE& | Health Department PATNA STENO CLERK CLASSII|  14-JUNE-2023  |PENDING| Accept
HOSPITAL PATNA e |
GOVT Science and GOVT
3 Rﬁifﬁf%ﬂg@?} 01-Ju-2023| POLYTECHNIC Technology MUZAFFARPUR POLYTECHNIC |ACCOUNTS EXECUTIVE|  31-JULY-2023 APE';OV
JEHANABAD Department MUZAFFARPUR
GOVT Science and GOVT ADDL_CHIEE

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

Click here to accept the
submitted request
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Please Enter Transfer Details of Employee!

District*
GAYA

Populate the transfer
Department* details of the
Science and Technology Department
employee

Office™ S5CI3659 - GOVT POLYTECHNIC GAYA
GOVT POLYTECHNIC GAYA v

Designation®

Accounts Officer

* The department head accepts the transfer request.

P Click here to accept * On acceptance, the status of the request changes to
: the transfer request

“Approved”.
~X pp

Cancel Finally, the employee gets a transfer.

GOVT Science and BAKHTIYARPUR
ANIL KUMAR SINGH COLLEGE OF APPROV
g ( |a7-u2023| PoLYTECHNIC Technology PATNA STENO CLERK CLASS Il 27-JULY-2023
10517335 ) ERANABAD e ooy ENGINEERING ED
P BAKHTIYARPUR
CHIEF ENGINEER
ASHUTOSH KUMAR Building Construct APPROV
Department Transfer 10 28-Jun-2023| BSBCCL PURNEA | - oind ~-onstruction PURNIA NORTH BCD BIHAR|  ACCOUNTANT 30-JUNE-2023
(05/08/1985) Department ED
Request Accepted. PATNA
DISTRICT LAND
CHANDRA DEEP SINGH ACQUISITION | Revenue and Land DCLR APPROV
1 (15/03/1959) 16-Jun-2023 OFFICE, Reforms Department PATINA NAUGACHHIA ADM 01-JuLy-2023 ED
BHAGALPUR
GOVT Science and GOVT APPROV
12 |DEEPAK MALVIYA ( 9501 )|01-Jul-2023| POLYTECHNIC Technology GAYA POLYTECHNIC | ACCOUNTS OFFICER | 02-AUGUST-2023 o
ACCG pt & Approve the JEHANABAD Department GAYA
GOVT Science and GOVT
DIGWANT KUMAR ENGINEERING A.O.(ACCOUNTS APPROV
RequeSt for Tra nSfe r. 13 24-Jul-2023| POLYTECHNIC Technology GOPALGAN ( 26-JULY-2023
MAHTO ( 30000995 ) COLLEGE OFFICER) ED
JEHANABAD Department GOPALGAN.
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Inter/Intra Department Transfer of CFMS

Admins
A Quick Walkthrough
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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.

Transfer of CFMS
Admin

Transfer Request Transfer Request

Office Code
Verification

Submission Approval




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.
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Science and Technology Department

| Science & Technology Department SCIi4 DISTRICT LEVEL | YES PATHA 0
MIT MUZAFFARPUR SCI218 State Level YES MUZAFFARPUR 1]
BAKHTIYARPUR COLLEGE OF ENGIMNEERING,
BAKHTIYARPUR COLLEGE OF ENGINEERING BAKHTIYARPUR. SCI373 State Level YES PATNA 0 | BAKHTIYARPUR, PATLIPUTRA PATNA,PATMA, PATH
SADAR, Bihar
KATIHAR. ENGINEERING COLLEGE KATIHAR SCI6R9 State Level YES KATIHAR 0
MOTIHARI COLLEGE OF ENGINEERING MOTIHARI SCIGB4 State Level YES PUREI CHAMPARAN 1]

SNPM +2 MODEL HIGH SCHOOL CAMPUS

B P MANDAL COLLEGE OF ENGG MADHEPURA SCIGES State Level YES MADHEPURA 0 MADHEPURA,KOSHI, MADHEPURA, MADHEPURA, M




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

How to Raise/Submit the
Department Transfer Request?

N —
Transfer Request Process
Transfer Details
Employee Name * From Office
|Smt. Abhilasha ( 10826367 ) ~ GOVT POLYTECHNIC JEHANABAD
Type * Department * District *
|Inter v| Science and Technology Department |GAYA

To Office Code *

-|[Select

To Office Name *

Designation *

the CFMS Admin and

entar his/her login id &

Connect

|sCI3659 | |GOVT POLYTECHNIC GAYA | IAA.O.(Assistant Accounts Officer) v Passwo rd

Transfer Request Date * Transfer Reliving Date * Transfer Joining Date * /

01-Apr-2023 [] |07-Jul-2023 [ 02-Aug-2023 [+]

coMS Admin * Login1d * password * * On submission, the transfer request is

Jay Raj Jain (9100) v ljayjain | Admin@12] . ..

reflected in the transfer out request list in
. Submit ‘ Cancel ‘ the SyStem *
* The status of the request on submission
. "« . ”
remains “Pending”.
Click here to submit the
transfer request details Transfer Out Request | Add
SHo Employee 4« (Office From Department District Office To Designation Transfer T"‘T's_*e' loining Date Status
Name Reguest Date Reliving Date
I

3 Smt. Abhilasha ( GOVT POLYTECHN General Administ District Magistrat...  AAQ[Assistant A... |01-Apr-2023 07-Jul-2023 01-Aug-2023 Pending
8 Anil Kumar Singh ... | GOVT POLTECHNI... | Science and Techn... | PATHA BAKHTIYARPUR CO... | Steno Clerk class Il | 27-Jul-2023 27-Jul-2023 27-Jul-2023 Approved
1 Deepak Malviya (.. | GOVT POLYTECHM! ... Science and Techn... | GAYA GOVT POWTECHNI... |Accounts Officer | 01-Jul-2023 20-Jul-2023 02-Aug-2023 Pending
14 Digwant Kumar M... | GOVT POWTECHNI... | Science and Techn... | GOPALGAN) GOVT ENGINEERIN... |AO.(Accounts Offi.., | 24-Jul-2023 25-Jul-2023 26-Jul-2023 Approved
5 Dr. Sarwdaman K... | GOVT POLYTECHNI .. | Science and Techn... | SAMASTIPUR GONT ENGINEERIN... | Accounts Inspector | 01-Aug-2023 02-Aug-2023 0d-Aug-2023 Approved
16 Jayram Prasad 5i... |GOVT POLYTECHNI... | Science and Techn... | PURBI CHAMPARAN | MOTIHARI COLLE... |Accounts Inspector |19-Jul-2023 20-Jul-2023 21-Jul-2023 Approved




Transfer Details of CFMS Admin!
District*
GAYA

Department”
Science and Technology Depariment

Office”
GOVT POLYTECHNIC GAYA

Designation™

AA D (Assistant Accounts Officer)

Date of Joining
02-Aug-2023

CFMS Employee Name™

Mitesh Malviya

Login ID*

jay jain

Password”
Admin@12

SCI3659 - GOVT POLYTECHNIC GAYA
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Department Transfer
Request Accepted &
Approved.

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

Populate the transfer
details of CFMS
Admin

Connect

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.

GOVT Science and GOVT
32 SM: 0A882l-eil3L:78)HA( 01-Apr-2023] POLYTECHNIC Technology GAYA POLYTECHNIC A(? Cg&g?g%i?ggm 02-AUGUST-2023 AP:EOV
JEHANABAD Department GAYA
DISTRICT LAND
SUBRAT KUMAR SEN ( ACQUISITION Revenue and Land DISTRICT JAIL APPROV
3 10783752) FleMEZl OFFICE, Reforms Department Lt NAWADA A Ll ED
BHAGALPUR
DISTRICT
GOVT Science and
K| PUMIT MUV SE 24-Jul-2023| POLYTECHNIC Technology AURANGABAD EHSG N AS| 26-JULY-2023 AERON
201801006073 ) JEHANABAD Department OFFICE ED
AURANGABAD
GOVT Science and GOVT APPROV
35 SUNIL ( 10826367 )  |01-Jul-2023| POLYTECHNIC Technology GAYA POLYTECHNIC ADM. 02-AUGUST-2023 £D
JEHANABAD Department GAYA
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