
A. REQUEST TRANSFER 

 
1.1. INTER- AREA TRANSFER 

 

1. Workflow by default-  

 

              HoD → APM → AGM → GM (EE), Subsidiary 

 

2. If required, GM (EE) may forward the application to D(HR) by manually entering the EIS 

number and initiating the forwarding process. D(HR) can record remarks and return the 

application to GM (EE) by entering the relevant EIS number. 

 

GM (EE) will approve or reject the application based on the decision of the competent 

authority. 

 

3. The approvers, as defined in the above workflow, will be populated automatically. 

However, there is also a provision to manually enter the EIS number of any additional 

approver at any stage, in case the standard workflow does not meet the requirement. 

 

4. The options to approve or reject the application will be available exclusively to GM (EE). 

 

5.  Pre-requisite - Please maintain following relationships between position ID & org unit Id 

 

• HoD - Default from org structure 

• GM (EE) Subsidiary - Z37 in PP01 

• AGM- Relationship Z07 IN PP01 

• APM- Relationship Z40 in PP01 

 
Approval Process 
 

1. Executive applies in ESS portal 



 

 

2. Transfer submitted 

 

 

3. Transfer approval through HOD 

 

 

 

 

Automatic display of APM name 



 

 

4. Automatic display of AGM in APM screen 

 

 

5. Automatic display of AGM2 in AGM1 screen 



 

 

6. Automatic display of GM (EE) name in screen of AGM2 

 

 

7. GM(EE) SCREEN- Forwarded to D (HR) manually 



 

 

8. D(HR) SCREEN – Again forwarded to GM (EE) 

 

 

9. Again GM (EE) screen 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



1.2. INTER-UNIT TRANSFER 

 

1. Workflow by default  

 

HoD -> APM (AZ40) -> AGM (AZ07)   

  

2. The approvers, as defined in the above workflow, will be populated automatically. 

However, there is also a provision to manually enter the EIS number of any additional 

approver at any stage, in case the standard workflow does not meet the requirement. 

 

3. The options to approve or reject the application will be available exclusively to AGM 

 

Process 
 

 

 

1. APM display 

 

 

2. AGM display 

 



  

 
 

3. AGM screen 

 

 

 

 

 

 

 

 

 

 



 

B. Mutual transfer 
 

1.3. Inter area 

 

1. Workflow by default  

 

Applicant -> Mutual Executive (a pop to agree the transfer application will appear in 

Mutual ESS screen, upon accepting the workflow will trigger) -> HOD of applicant -> 

APM of applicant -> AGM of applicant -> HOD of mutual -> APM of mutual -> AGM 

of mutual > GM(EE) Subsidiary  

 

2. The approvers, as defined in the above workflow, will be populated automatically. However, 

there is also a provision to manually enter the EIS number of any additional approver at any 

stage, in case the standard workflow does not meet the requirement. 

 

The options to approve or reject the application will be available exclusively to GM(EE),    

subsidiary 

 

 

PROCESS 

 

1. Applicant applies for mutual transfer 

2. Mutual will accept it through Approve mutual transfer request ‘transfer’ application 

tab in ‘My services’  



 

3. If mutual does not accept the application, Hod cannot forward it 

 

 



4. Select Inter-area from dropdown in transfer type. Rest process will be as per 

workflow 

 

 

 

 

 

 

 

 

B.1 Inter unit 

 

Applicant -> Mutual Executive (a pop to agree the transfer application will appear in 

Mutual ESS screen, upon accepting the workflow will trigger) -> HOD of applicant -> 

HOD of mutual -> APM-> AGM  

 

The options to approve or reject the application will be available exclusively to AGM. 

 

 

1. In approver screen, select inter-unit from dropdown of transfer type to choose all 

inter-unit applications 



 

 

 

 

 

C. Transfer status 

Status of transfer application can be seen from ‘transfer status’ tab from t-code zhcm_nex_transfer 


