
jktdkt ’EIS - Previous Posting Details’ dkfeZd }kjk Lo;a la/kkfjr djus dh izfØ;k  
 
         dkfeZdksa }kjk jktdh; lsok esa izFke dk;Zxzg.k ls vkt fnukad rd 
fofHkUu dk;kZy;ksa esa inLFkkiu dk fooj.k SSO ds ek/;e ls jktdkt lkWQVos;j esa 
ntZ djus dh lqfo/kk gSA blds fy, dkfeZd Lo;a ds SSO ID ls login dj viuh 
lwpuk Hkj ldrk gS rFkk mlds }kjk ntZ lwpuk dk lR;kiu orZeku inLFkkiu 
dk;kZy; dh laLFkkiu 'kk[kk }kjk fd;k tkosxkA 

 
 lwpuk ntZ djus ls iwoZ dkfeZd ;g lqfuf’pr dj ysosa fd jktdkt 

,Iyhds’ku esa mlds orZeku inLFkkiu dh lwpuk lgh gksA lwpuk lgh ugh 
gksus dh fLFkfr esa fu;qfDrdrkZ foHkkx dh jktdkt ih,e;w Vhe ls lEidZ dj 
lwpuk viMsV djkosaA 
 

 Previous Posting Details ds lR;kiu ds fy, dkfeZd vius orZeku 
inLFkkiu dk;kZy; esa inkuqØe ¼Hierarchy½ esa lR;kiu ,oae vuqeksnu ds 
fy, lEcfU/kr vf/kdkfj;ksa@deZpkfj;ksa dk p;u Lo;a djs D;ksafd dkfeZd dh 
lsok iqfLrdk mlh dk;kZy; esa jgrh gS tgka mldk inLFkkiu gSA 

 
1- dkfeZd lfoZl fjdkWMZ lR;kiu gsrq Hierarchy fuEu izfØ;k vuqlkj cukosa%& 
 
Path : Utilities >> Manage Hierarchy >> Manage Hierarchy- self >>Add 
 

 
 



 Employee Name: dkfeZd Loa; dk uke] in ,oa inLFkkfir dk;kZy; dk 
fooj.k tks fd vkidh orZeku jktdkt izksQkby ls Lor% p;fur gksxkA 
lwpuk xyr gksus dh fLFkfr esa fu;qfDrdrkZ foHkkx dh jktdkt ih,e;w Vhe 
ls lEidZ dj viMsV djkosaA 

 Process: dkfeZd search icon ij fDyd dj Previous Posting details 
vkWI’ku dk p;u djsaA 

 Verifier: lR;kiudrkZ deZpkjh dk p;u djsaA¼Emp ID/ SSO ID ds ek/;e 
ls½ 

 Approver: vuqeksnudrkZ vf/kdkjh dk p;u djsaA¼Emp ID/ SSO ID ds 
ek/;e ls½ 

 Mark to: laLFkkiu 'kk[kk dk og dkfeZd tks fd vkidh lfoZl cqd esa 
lwpuk ntZ djrk gSA 

 
2- dkfeZd }kjk lsok&fjdkWMZ la/kkfjr djus dh izfØ;k%& 
 
Path : Employee Corner >> EIS >> Previous Posting Details 
 

 
 

 bl LØhu ij deZpkjh viuh leLr inLFkkiu lwpuk,a ntZ dj Save cVu 
ij fDyd dj lR;kiu@vuqeksnudrkZ vf/kdkjh dks HksstsaA 

 
 dkfeZd dks iwoZ esa la/kkfjr fd;s x;s inLFkkiu fooj.k dh lwph ¼;fn ,UVªh 

dh xbZ gks rks½ ;gka fn[kkbZ nsxhA u;k MkVk izfo"Vh ds fy, Add cVu ij 
fDyd dj fuEukuqlkj QWkeZ esa inLFkkiu fooj.k Hkjdj Save cVu ij fDyd 
djsaA 



 
 

 



 
 From date: dkfeZd dh fdlh dk;kZy; esa inLFkkiu dh vof/k ¼Joining 

Date½ 
 To Date: dkfeZd dh dk;kZy; ls dk;ZfoeqDr dh frfFkA ¼Relieving Date½ 
 Is APO: vxj dkfeZd inLFkkiu dh izfr{kk esa gks rks bl psdckWDl dks 

fDyd djsa rFkk vius fjiksfVZax dk;kZy; dk fooj.k HkjsaA 
 Appointing Department: dkfeZd mDr vof/k esa vius fu;qfDrdrkZ foHkkx 

dk p;u djsaA 
 Service type: dkfeZd mDr vof/k esa viuh lsok ds izdkj dk p;u djssaaA 
 Posted Department/Office: dkfeZd mDr vof/k esa inLFkkfir dk;kZy; 

dk p;u djsaA 
 Cadre: dkfeZd mDr vof/k esa vius dSMj dk p;u djsaA 
 Designation: dkfeZd mDr vof/k esa in dk p;u djssaaA  
 Post Name: dkfeZd mDr vof/k esa inLFkkfir in dk p;u djssaaA¼dkfeZd 

;fn fdlh Against post yxs gS rks ;gka Against post dk uke HkjsaaA½ 
 Posting Type: dkfeZd mDr vof/k esa iksfLVax Vkbi ¼Regular charge/ 

Against Post½ dk p;u djssaaA 
 Posting Reason: dkfeZd mDr vof/k esa Posting reason ¼ Transfer/ 

Promotion etc½ dk p;u djssaaA 
 Posting Order No: dkfeZd inLFkkiu ds vkns’kksa dk Øekad ntZ djsaA  
 Posting Order Date: dkfeZd vius inLFkkiu ds vkns’k tkjh gksus dh 

frfFk ntZ djsaA  
 Relieving Order No: dkfeZd vius dk;ZfoeqDr vkns’kksa dk Øekad ntZ 

djsaA  
 Relieving Order Date.: dkfeZd vius dk;ZfoeqDr ds vkns’k tkjh gksus dh 

frfFk ntZ djsaA  
 Order: dkfeZd vius inLFkkiu vkns’k dh dkWih viyksM djsaA 
 Office Absence: dkfeZd mDr vof/k ds nkSjku ;fn fdlh vof/k ds fy, 

dk;kZy; esa fcuk lwpuk fn, vuqifLFkr jgk gks rks bl psdckWDl ij fDyd 
djsa rFkk ml vof/k dk p;u djsaA 

 
mijksDrkuqlkj lwpuk Hkjdj Save cVu ij fDyd djsa ftlls dkfeZd }kjk ntZ dh 
xbZ lwpuk Verification/Approval ds fy, fu/kkZfjr inkuqØe ds vuqlkj 
vf/kdkjh@deZpkjh ds buckWDl ds EIS Tab esa fn[kkbZ nsxh tgka ls 
vf/kdkjh@deZpkjh lwpuk dks Verify/Approve djsaxsA 



 
 
 

 

 

 


