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Instructions for

Employee Transfer Module

Steps for Transfer Employee in EMIS:-

Transfer Employee in EMIS is divided in two parts.
A) Relieve Employee from Old Institute

B) Accept Employee in the New Institute.

Here old Institute means working office of employee before transfer and
" New Institute means workmg office of employee after Transfer. - oe

How to start procedure?

1)' First Relieve all Employees who are transferred from your Institute in
year 2024-2025.

2) Then check Vacancy Table/Post Details. If there are any mismatch in post
count then contact DTE for correction in post count.

Please refer following steps for RelieVing employee from institute.




1) Go to Employee list and then click on relieve employee button (green
color arrow),
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Please fill the details accurately and Click on Submit.

Note: - Please make sure that you are filling right data for right employee, once you click on
submit you are not able to make any changes if form.




B) Accept/Join Employeé the Institute

Once the employee relived from the old institute, it will be available in for

joining new Institute.

To Ac ept EMponee, Click on Home -> Then click on Transfer Management.
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In Transfer Management Click on Join Empioyee option.

After Clicking on Join Employee option you will get Relieved Employee List.
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Here you will get list of employees who relieved from their previous institute.

Search the employee name which you want join and click on Join button (in action column),




After Clicking on Join button Join Employee form will be open,
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Kindly feel all details mentioned in form also select post on which employee will work and
click on submit button.

After Successful submit you will redirect to Employee List.

Cross check new employee is present in the list or not. Also Ask the employee to login on
EMIS using their credentials_and confirm the details (Confirm my profile).

Possible Issue and Troubleshooting Steps for Both Relieving and Accepting the employee:-

1) Wrong Employee relived from post.
-> Contact DTE IT Cell for reverse process.

2) Employee Not Showing in Relieved List. -> Please contact previous institute of the employee
and make sure they have relived the employee. :

3) Employee Added but not showing in employee list/ wrong employee joined / wrong details.
->Contact DTE

In case of any issue/trouble please feel free to reach out us. We are happy to help you.
contact No :- 8355870544

Email:- dtemis@dtemaharashtra.gov.in




