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
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ii) The below screen appears:
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iii) Click on Create button. The below screen appears. Select Transfer/Promotion in Request
Type:
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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:
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Detail View
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Kindly Approve |
Reqguestor Comment:

Approver Comment:

|« Submit

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

; o s
2 =

(THEE TR W T
UJVN Limited

(A Govt. of Uttarakhand Enterprise)

A Emee famn, VwpmoqmRt, weE wweEt, FEEA - 248001 (W)
Human Resources Department, "Yamuna Bhawan", Yamuna Colony, Dehradun - 248001 (Uttarakhand)

FHRIYR THUT Td - Wﬂi?m“ﬁﬁaﬁ élal T
Reference No. 100000000000048

yaifora faan mar ¢ & Senior Personnel Officer |, godiar fafies,
Yamuna Bhawan,Dehradun, & ug =1 sy ABCD/1234/UJ &
arqurer # fEAre: 05-01-2021 & Forenoon # g&iwafia famar Simr g |

VL

FEUR GEAT=IC0T & TS T0T 1 Ioeia q1sa & 2ifdd g1

FRYR 4 39qad 21 ard st
HTHR G EEEC-
I am:- Rajesh Chandra
HIHR GEITILT Designation - Senior Personnel Officer
ot & 05-01-2021 qw0E10 Eo:- 00098008

Approver ID:- 00930505

Approver Name:- Ashish Kumar Jain PRIR T FA dret el

Designation - Dy General Manager (Perso BEIET-




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
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ii) The below screen appears:
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iii) Click on Create button. The below screen appears. Select Transfer/Promotion in Request
Type:
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iv) After the Request type is selected, the below screen appears. Fill in the details and submit

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