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GENERALIZED TRANSFER POSTING APPLICATION: USER MANUAL

_ TABLE OF CONTENTS

 MANAGEMENT SUMMARY ...... I
ABOUT THE PROJECT: PURPOSE
APPLICATION USERS ROLES................ et e e et ereeverererenes
USER ROLES MATRIX ovcvvvvvrvessetscsctsssasssmsasaisssmssssesssses oo s ssssssss s s
APPLICATION INTERFACE ....cecvtueeureverioserasasssescasscsssessnsastasasasasassnssssssossssnssasastsssssatasestasesassssesasesssmnsessnsosisosenssessssassariens 6
IMANDATORY FIELDS ...oovoveiiietiteteeiieertetesssestosasessesessessasssssstossasesessessssasasassssesssssssesesssssestassasasessassssensessssessnsssnsstessonsoss 10
STEPS TO GENERATE THE TRANSFER & POSTING ORDER..........cocovtiiieuriaieeanteesaeaareesessensstsssissessesssesssssssssesssnsanss o |
APPLICATION SCREEN SHOTS .ooeteetieeieeretre e te e et et et te et st e s e e sar e ebes et eamesearaeemeesaees et mtee s at e et seaannsearastastanansasnssessarens 12

Page 2 of 17



GENERALIZED TRANSFER POSTING APPLICATION: USER MANUAL

Transactions

Pay Scale

Qualification

Ofﬁcer
Master »

Employee

Generate Order
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Part 1: Logo of the Department.
Part 2: The Menus

Part3: Title Bar

Part4: The Toolbar

Part4: The Input Section

We will detail each part in the following chapters.
Logo of the Department

This section shoWé the Name of the department.
The Menus

This section of the interface contains the list of menus associated with the respective
activities/transactions in the system. User can access the menus and perform the i
activities/transactions as per their roles & privilege. The Menus sections have the following menus &
sub-menus.

1) Masters: - Facilitate to manage the various application masters are used to perform the
certain activity.
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Government of Rajasthan envisaged Integrated Raj e-Office project to develop integrated next
generation IT platform to enhance office productivity and streamlining internal processes associated
with service delivery to end-users. The overall objective of the Integrated Raj e-Office Project is to
facilitate improved decision-making and operational efficiency by automation of the common
functions of all Departments and Agencies of Government of Rajasthan. Keeping in view of the
same, Department and IT & C has initiated the process of developing comprehensive application.

As part of the overall Integrated Raj eOffice application, generalized Transfer-Posting module has
been developed which can be used by Line Departments/Appointing Authorities for transfer-posting
related activity pertaining to their department. The major functionalities covered are as under:

e Managing Desire/request [or transfers

e Preparing Transfer proposals

e Validating and finalizing the proposals

e Generation of Order based on finalized proposals

Page 3 of 17
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By default application provides the three major roles. Each role has given the access rights as per
their responsibilities. However, super admin can add multiple roles into the system as per their
requirements. Following are the roles defined in the application:

L)

1. Super Admin: - User who has accesses the application administration features and all other

application features.
2. Department Admin: - User who has accesses to all department level administration features.

3. Department Users: - User who has accesses (o all application transactions.

The role wise actions/responsibilities details are given in the subsequent sections.

Sr. No User Role Type Actions

Create/Modlfy/Delete Department Sub—Admm User
Create/Modify/Delete Department.Users
Create/Modify/Delete all masters except Common
Masters.

Create/Modify the Employee Profile

Configure Workflow

Configure Order Print Template, Hindi word,
Enclosure, Search Rules

v Vlew/Prmt Repons for own department only

2 DepartmentyAdmm ]

AN

AN
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Post Master

o Empioye{ .

Use; Setun k o

Master Menu’s & Sub-Menus are as under’

s

Common Masters

Application has common masters which are

used throughout application. Only Super

Admin is responsible for Add/Modify the

values of common masters. Department may

send the request to system admin for any

modification required in the common master.

Country
State
Division
District

Geography Master | Tehsil
Block
Panéhayat Samiti
Gram Panchayat
Village

Pay Scale

Service Master

Department L

Reference

Approving

Authority

List of Values

Designation ,

Qualification Code
Qualification Qualification Category

Qualification Type
User Setup User ROI?

User Login
Department Level Master _

Department Admin and Sub-Admin is

Office responsible for Add/Modify the values in
Post Master Post department level masters.
Cast

Category
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Employee Master
Employee H1st0ry

Employee Master

Order Print Templates
Hindi Word
Enclosures

Search Rules

Configuration

2) Tranpsactions: - Allow user to add the “Desire, Proposal, Finalize Proposal, Generate Order
and updated the Services”.

CPropossi

Finalise Propasat

Service Update ®

. Desire: - Provision to add/modify desires for employees that is initiated from
Department Admin/Department User/ CMO user. User can enter multiple posts &
multiple references for an employee in the same desire 'entry screen.

b. Proposal: - Allow user to create a proposal for an employee for his transfer &
posting. User can also create the transfer & Posting proposal by converting the desired
into the proposal. Multiple desires can be convérted into the proposal.

c. Finalize Proposal: - Allow user to finalize the Transfer & Posting proposal. .

d. Generate Order: - Allow user to generate the T ransfer & Posting orders.

3) Reports: - Allow user to view the various kind of reports for the concern department.

<< Mo pending tasks > >

Report Group v ) List f Rep orts
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The Title Bar

List of all desires
- Department wise desires
Reference wise desires

This section of interface displays the “Title” of the activity/transactions being performed.

The Tool Bar

Each web page/window consist the tool bar for perform the IUD operation into the system.

Following are the icons/buttons used in application:

ICON

Name of
Button/Icon

R

Use of the Button/Icon
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y Views Display the report basis on tﬁe‘ﬁ“ltr & layout stored
nto system

¥ 3 e RS
Collapse Collapse/ Hide Tab
g screen

LY

%

Implement | To imi)lenient Order which is already generated
Order & approved s

The Input Section

This section displays various Forms/ Input Screen as per the activity/transactions being performed.

All the mandatory files are marked as RED*. It is mandatory for user to enter all the information
which is mandatory fields. System will display an error message in case user will save the
information without inputting the data into the mandatory fields.
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Department Admin

1. Login into the system with valid login credential.
2. Add the values applicable to department in the following master tables using the “Master

option”:
a. Post master
b. Employee Master
¢. Employee History
d. User Login
e. Order print Template
f. Hindi Words
g. Enclosures
h. Search Rules
L 3. Create a login for department users and assign roles.

Department User

Login into the system with vahd login credential.
Create desires into the - system.

Create proposal into the system.

Finalized (Validate) the proposal.

Generate Order. '

Implement Order.

AN e
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Post Scale

CAfce
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Post Hame il
Distrct

Post Creation Detasls
Post {reahon Date

Ermployee Name”
Emplayee KameiHind
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Father Kame

Fathes Name [rindii
Date o Birth”
Appontng Aunority
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Employee History

Szrvice Tote

Dffces Mave

Pt Lot l -

Poat pinpme

Past Name #Hnsi;

Ditcer Suae Marre -
Tistna risme -

Sub Dvingn Kame
e Oate
Joiring Date
Reveving Detz

Efective Date o T Htory Type

Referzrie Detais

Raraks

s
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Order Print Template

Jeopiartiame 1 e

Order Text o E k -

Line Mumbetd

Line furmber? T N I e

tine Moraoes3 R R - -
Line Bumbers {Wsie} e ~ R — I
Line Mesmband [Femaies

Lne Nombers = = s s =
e feorober 11 fvazant Tshery

Line Number 6 [Retiemerii;

Line faumber 7 (Revirmoard Bge;

VaantPest
Officer Appieond By
ot

Hote Sheefd

Note Sheet2
Hate Sheet3
Piote Sneetd

Craer Shavt 1

Order Sreet 2

And

Desire Expiry Tays
Daawe Maure Omys
Oroer

Ueder Trarser

Fil Post

Dont tenster
Carce Trans'er
Rectve brors Host
Hrad Quoter
Desire 4P MLA Repost Heacar
APG VR Dy
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Search Rules

L8 stare Service
B Subordinate Service
: weistens Senvice

Fomt Dstrict

ADC IO HON
BF D,
LBSENT FROM DUTY

Desgrotion

b4
Q0
n
*1
S
&
7
X
@
H

3L LOV

Past Ty0e

Sexmer Comavon

Desires

Desue No™
Refecence Typa”

Reference Name

Proposat Mo Avto i Proposal Date® Deswe FromDase’ ‘
. SevceTpe T beedon Desie To Dot
' Proposal Tile Deswe For™
Zaet Dept” -
Searcn Rute Code Ty

Search Suie Name
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Proposal Details List

Proposal Details

g s % ) R W b oo

HEI LR N

parment |

CHicer Name™*

Desive Mo
Desired Post
Post Cadse
% Kotw Same koaetoen :
Parent Dapenment” :
Fropused Post

Pregent OFicec

Remarks

RS R o

Finalize Proposal

|

R B A A 8

Trensiar
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Generate Order

Proposat from Date
Proposel To Date
y & Show Rewarks

Sigring fathority (Rotesheed)
Servica File No[Hindij

Ocder Validation Smus Drder Kot Vatidated




