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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 Employées of the department

Key features/functionalities

*  Online Submission of Transfer Request

2. User Roles

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 All Employee of the department can submit their Transfer
Request.

3. Accessing Raj-Kaj
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Transfer and Posting Module - Help

Using the credentials (SSO Username & Password) user is required to login on SSO portal
https://sso.rajasthan.gov.in/signin, The ‘Raj e-Office’ icon will appear as under:

RAJASTHAN SINGLE SIGN-ON (SS0) vsa
GOVERNMENT OF RAJASTHAN

stk S

e Yo i
BSEY DRRD E-LIBRARY
.
29 ITH
&
Y
PANCHAYAT RAAS RAJ E-OFFICE

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

Wiorkiust

Applcations

Communigue Monitoning

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

Path:: Raj-Kaj > Applications > Transfer and Posting

“ilter - itra nsfer request - self

[=] # Transfer and Posting
I'- iy Transfer Request - Self

L. Transfer Admin
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Transfer and Posting Module - Help
4.1. Transfer Request

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

New Request

On the Transfer Request- Self page, user clicks on New Request.

Select and fill the Request for (Transfer/Mutual Transfer).

Check your details Such as Name, Office, Post and Designation.

Select the District, Department and Office as an option

If more options are to be added click on add row.

Select the Reason for Transfer

If Reason for transfer is not available , select other and specify the reason
Mention Remarks (if any, in case your desired Location, Department, office is not found in list please
mention).

9. Supporting Document: Attach your supporting documents.

10. Click on Save to save the application.

11. To submit the application click on Submit.

12. Select group name and submit, your application submitted now.

XN R WD

394 : s rafatad o Office. Post, Desigaation 376 comect. i case any rectification is squiced, R

Request Fot Transfer w
Employee Details
Emgloyes Name Emgicyes i€ RJJF231516020843
Designaicn Infosmatic Assistant Present Fost ljn;%umlaiic Assictant iDepartment of Infornsaticn Technoiogy and Communicstion, |
Wk
Postad Distict Jaipur Category CRC
i Home Digtict Jaipar Cualfication
Emsi id - hiobiie No 9785536131
Reguest Details

Pimase viick o add tow link Jo sniey the pualtiple options. Masiy

5 N
Information Technaiogy and Com ¥ Department of Information Techt r

Reason ” Homa Town Request Wi

- oy - ﬁ are request to transfer me in Jaipur at
RemarksiMax 1000 Craracters) tedical and Heakh Department) )

Supperting Dotumants & Avach Fierss ax 50MB!
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Transfer Posting Module — FAQ

What is Online Transfer posting module?
User/Employee can apply for transfer request online through RajKaj.

Before Applying transfer request online what things to be ensure?
Your profile must be mapped on RajKaj, Your Posting details should be updated on RajKaj.

My profile data is not updated or not correct?
To update your profile e-mail your details to your department Computer Cell.

How to apply for Transfer?

e Login to SSO portal using the credentials (SSO Username & Password).

e In case user is not created you will get fetch details and enter your SSO id, fill the form
correctly (Correct appointment department and other details).

e Once successful login, Click on the ‘Raj-Kaj’ icon click.

e Click on Application.

e -Search Transfer request - self click/open this option fill the details and submit.

| did not find option of Transfer request- self in RajKaj.
Send e-mail with your Employee id and SSO Id to your department Computer Cell.

How to apply for more than 1 district/office for transfer.

User/Employee can add more preferences from Add Preference option to choose more than
one preference. In case your desire block / office not available in list mention your details in
remark option and / or attachment.

How can | submit Desire/supporting documents through this portal?
There is option of supporting Document you can attach your documents. (File size limit: 50MB)

Required block/office name not available in form, for which | want to apply for transfer.
Mention your details in remarks option and/or attachment.



