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Employee ConversionManual
g from other service)

(For onboarding employees who have joined services after resignin

Employes

ntenance

approver

| = Check Whether

| intormation Are Correct

Forward Request 10

approver i |
| « Fill The Mandatory Fields :
|« Eorward Request to Checker {

i

be forwarded 10 employee’s current office. \
itto |

{  Once Appointing Authority has approved the request, it'll

Employee Maintenance Approver will accept if that erployee belongs 10 that office and send
iy - S

s34

1. Activity before making then inactive
a) Please check of the employee is s user of not If yes then move the pending task if any
b) Please ensure that salary and other dues are | rocessed till last working day.
¢) Deactivate the user id by the office admin fron the office.




In - Active Process in Previous Office / Relieving Office

1. Log In with Employee Maintenance Maker of office where last salary is drawn.
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3. Choose the name of Employee who is eligible for service conversion.
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4. Check the Details of Employee. Note - In new office employee will be searched with PAN.
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5. Choose the Reason in Drop Down as “Employee Conversion”
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6. Fill the Order number, Order Date and In-Active Date With their Order Issuing Authority / Office
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7. Verify the PAN, click on Save as Draft and Confirm to Proceed.
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8. Forward this request to Employee Maintenance Checker / Approver,
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9. Get that request approved

After following Above mentioned steps, Employee Details get In-Active from the office where last salary is Drawn T

He will be Eligible for “Employee Service Conversion™

On Boarding Process in Joining Department

10. Log in as Appointing Authority Maker of New Joining Department / Office
11. Select “Employee Conversion” option
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12. Search the Employee with PAN number.
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Following is a brief description of the fields available on the tab:
Section 1: Employee Personal Details

e Prefix: Mr./ Ms. / Mrs./ Dr./ Prof.
First Name: Employee’s first name.

e Middle Name: Employee's middle name.

e Last Name: Employee’s last name.

* Gender: Employee’s gender.

e Date of Birth: Employee’s date of birth. ;

e Date of Birth in words: Employee’s date of birth in words. | Will be auto populated)

e Height (CM / Feet-Inch): Employee’s height in cm / fest-inch.

e Identification Mark: Identification mark on employee’s facz or body

e Father's Name: Employee’s father’s name.

e Mother's Name: Employee’s mother's name.

e Marital Status: Employee’s marital status.

e Spouse Name (Husband/ Wife): Employee’s husband or wife’s name.

e Disabled (Yes/ No): Select either one Yes/ No.

¢ Type of Disability: Select Type of disability if “Yes' is selected under ‘Disabled’. (Dropdown available)
e Percentage of Disability: Percentage of disability if ‘Yes' is selected under ‘Disabled’.
e Blood Group: O+ A+/ B+/ AB+/ O-/ A-/ B-/ AB- (Dropdown available)

e Personal Email: Employee’s personal email.

e Personal Mobile Number: Employee’s personal mobile number.

e Official Email: Employee’s official email.

e Official Mobile Number: Employee’s official mobile number.



e Nationality: Employee’s nationality.
e Social Category: Employee’s social category. (Dropdown available)
e GPF/PRAN Type: Employee’s pension scheme.

s PAN No.: PAN number of employee.
Aadhaar Ref. No.: Enter Aadhaar number of employee and search. (System will populate Aadhaf Ref. No.)

Section 2: Employee Official Details

¢ Employee Type: Select Employee type. Regular / Probation

e Service Type: Select Service type of the employee. (Dropdown available)

e Cadre: Employee’s service cadre. (Dropdown available)

e Parent Department: Employee’s parent department. (Dropdown available)

e Current Department: Employee’s current department (Dropdown available)
e Current Designation: Employee’s current designatian. (Dropdown available)
e Current Office: Employee’s current office. {Search Office List available)

e Appointment Order No.: Enter Appointment Order No. of the employee.

e Appointment Order Date: Enter Appointment Order Date of the employee.

e Order Issuing Office/ Authority: Select order issuing authority’s office. (Search Office List available)
e Source of Recruitment: Select source of recruitment for the employee.

e Joining / Charge Taken Date: Select joining date.

e Joining Time: Forenoon / Afternoon

e Superannuation Date: Will be auto calculated from DOB.

14. Click on “Save Personal Details” to save the request created with reference number.
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15. Fill all the necessary fields in Address details page.
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16. Add Additional Information.
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17. Forward this request to Employee Maintenance Checker/ Approver
Actiom.
Sond 100 pigane Saac -
18. Get the request approved
19. Once Appointing Authority has approved the request, it'll be forwarded to employee’s current
office. Employee Maintenance Approver will accept if that employee belongs to that office and send it to
maker and follow the normal onboarding process.

Note: After New service On-Boarding User Have 0 Enter Bank details from Joining Office by
Using “New Payee Creation” From i:mployee Maintenance Maker ~




