
 

Charge Certificate Manual on Transfer/Promotion –For AE equivalent Post  & Above 

 

Transfer/Promotion Order:  

HR Department will issue Transfer/Promotion order. Once the transfer/promotion  action has 
been run by HR Department on SAP, employee needs to follow the below steps on ESS: 

i) Log in to ESS. Go to General Requests-->Click on Charge Certificate as highlighted 
below,  in case of Transfer and Promotion order 

 

ii) The below screen appears: 



 

iii) Click on Create button. The below screen appears. Select Transfer/Promotion in Request 
Type: 

 

 

For Relieving from current position on account of Transfer/ Promotion 

iv)  After the Request type is selected, the below screen appears. Fill in the details and submit 
the request for approval: 



 

Note: After you have submitted the request and wish to Change/delete/display the request, it 
can be done through the other buttons on the screen. 

 

v) After the request is submitted, Approver need to approve the same. In Mss, Go to Personal 
Administration-->Approve Charge Request 

 

 



 

Select the request and Click on Details. 

The below screen appears. Fill in the details such as Approved Relieving Date, Additional Charge 
Details if any and Approver Comments and Click on Approve button: 

 

 

After approval from approver, establishment admin of concerned site will verify the 
relieving date  and run the Relieving action from SAP. 

 

 



x) After the relieving action has been run by establishment admin , HR Deparartment, dehradun 
will process the record. After processing the record by HR Department, charge certificate 
will be sent on E-mail id of concerned employee and its approver. 

 

 

 

 

 

 

 

 

 



For Joining on new Position via ESS 

 

i) Log in to ESS. Go to General Requests-->Click on Charge Certificate as highlighted 
below,  in case of Transfer and Promotion order 

 

ii) The below screen appears: 



 

iii) Click on Create button. The below screen appears. Select Transfer/Promotion in Request 
Type: 

 

 

 

 

 

 

 

 



iv) After the Request type is selected, the below screen appears. Fill in the details and submit 
the request for approval: 

 

Note - Please make sure that you fill the correct details. The request will be sent to 
the appover which is to be filled in this screen. 



 

 

)After the request is submitted, Approver need to approve the same. In Mss, Go to Personal 
Administration-->Approve Charge Request 

 

vi) Select the request and Click on Details. 
 

 



After approval from approver, establishment admin of concerned site will verify the 
relieving date  and run the Relieving action from SAP. 

 

x) After the relieving action has been run by establishment admin of concerned site, HR 
Department, dehradun will process the record. After processing said record by HR 
Department, charge certificate will be sent on E-mail id of concerned employee and 
its approver. 

 

 

 


