
From : Regional Director <rd-karnataka@esic.gov.in>
Subject : Fwd: [All AC-cum-RDs/Directors/JD Incharges] User Manual of Option

Window for Inter Region Transfer of Gr. C Paramedical Cadre
To : Administration Branch Karnataka <admn-karnataka@esic.nic.in>

Email Administration Branch Karnataka

Fwd: [All AC-cum-RDs/Directors/JD Incharges] User Manual of Option Window for Inter Region
Transfer of Gr. C Paramedical Cadre

Mon, Mar 24, 2025 10:25 AM
1 attachment

From: "JIV JHA" <jivnath.jha@esic.nic.in>
To: "rd esic-list" <rd.esic-list@lsmgr.gov.in>, "ms esic-list" <ms.esic-list@lsmgr.gov.in>, "dean esic-list"
<dean.esic-list@lsmgr.gov.in>
Cc: "MEDICAL BR. VI HQRS." <med6-hq@esic.gov.in>, "Dr Amit Kumar, CMO ICT" <dr.amit.kumar@esic.nic.in>,
"anup singh" <anup.singh@presto.co.in>
Sent: Monday, March 24, 2025 10:14:57 AM
Subject: [All AC-cum-RDs/Directors/JD Incharges] User Manual of Option Window for Inter Region Transfer of
Gr. C Paramedical Cadre

Sir,

Please find attached herewith the User Manual of Option Window for Inter Region Transfer of Gr. C Paramedical
Cadre. Please circulate it to all concerned in soft copy only.

Regards,

Jiv Nath Jha
Assistant Director (ICT)
ESIC HQ

_______________________________________________
Rd.esic-list mailing list -- rd.esic-list@lsmgr.nic.in
To unsubscribe send an email to rd.esic-list-leave@lsmgr.nic.in
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Inter-Region Option for Request 
Group C – Paramedical



Agenda

Overview

Workflow

User Roles under User Management Module

Creation of Option for Request Group C – Inter Region (Paramedical) 

Process flow for verification and approval of transaction with Screen Shots
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Overview – Option for Request (Inter-Region Group C) Paramedical 

Transfer is a process of placing employees in positions where they are likely to be more effective or where
they are to get more job satisfaction. There is no change in the responsibility, designation, status or salary. It is 
a process of employee’s adjustment with the work, time and place. Transfer may also be made as a
disciplinary action. There is a well-structured transfer policy in organizations where an employee may be 
transferred either because of the needs of the organization or at their own request.

• The user manual is to guide for user on new transfer policy by making provision to ESIC Employee for 
submission of ‘Option for Request’. This user manual will show the process/ workflow of ‘Option for 
Request’ Inter-Region Group C (Paramedical).

• Employees can request for transfer to their choice of Region subject to approval of competent authority. 

• This module is appliable for Inter Region Group C - Paramedical Cadre.
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Workflow - ‘Option for Request – Group C (Inter Region)
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User Roles for ‘Transfer Request – Self’ under User Management Module

Click on check box to grant roles

Click on HRMS
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Click on Submit

Click on check box to 
assign roles 



Master Screen to Enable/ Disable Option for Request

(Inter Region – Group C Paramedical)

Version 1.0  Created on : 23-03-2025 6



Enter User Name and 

Password in Text Box

Click on Log IN Button

Employee Login through myesic.esic.gov.in or gateway.esic.gov.in
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http://www.myesic.esic.in/
http://www.gateway.esic.in/


Go to ERP Application HRMS 2.0

Click on HRMS 2.0
Click on HRMS 2.0
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Master Screen to Enable/ Disable Option for Request
Path : HRMS 2.0 Administration Transfer Module Option / IRT RequestManage Transfer Enable 
for Nursing / Paramedical Grp. A,B,C

Click on “Manage transfer Request 

Self” under Transfer Module
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Click on Manage Transfer Enable for 
Nursing / Paramedical Grp. A,B,C



Master to enable/ disable call for options

Click on Submit

User select cadre and 

enter dates for Call for 

Options & Request 

withdraw Options
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User can upload the Document and 
select Cut– off date.



Creation Option for Request by Employee 

(Inter- Region)
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Enter User Name and 

Password in Text Box

Click on Log IN Button

Employee Login through myesic.esic.gov.in or gateway.esic.gov.in
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http://www.myesic.esic.in/
http://www.gateway.esic.in/


Go to ERP Application HRMS 2.0

Click on HRMS 2.0
Click on HRMS 2.0
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To Enter Transfer Details
HRMS 2.0 ESS Option for Request (Inter Region Paramedical Group C )
Create New
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Click on Create New under Option 

for Request (Intra Region)

Click on Create New



Enter Location Details

User can Request for Retention

User can select Accounting 

Unit & Location through the 

dropdown list.
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1. User can Select the Choice of Region 
from the dropdown 

2. Enter Reason



Enter Location Details

User can Request for Retention

User can select Accounting 

Unit & Location through the 

dropdown list.
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Click to Upload 
Supporting Document 



User will upload the document by click on

browse.(File will be in PDF format and size

will be 5 MB maximum)

Upload Transfer Request Documents

After then click on upload
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Enter Location Details

User can Request for Retention

User can select Accounting 

Unit & Location through the 

dropdown list.
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Click on Checkbox, Enter noting 
& click on Submit



Transfer Request No. gets  submitted Successfully
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Verification of Transaction
Role: Local Vigilance DA
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Enter User Name and 

Password in Text Box

Click on Log IN Button

Local Vigilance DA Login through myesic.esic.gov.in or gateway.esic.gov.in
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http://www.myesic.esic.in/
http://www.gateway.esic.in/


Go to ERP Application HRMS 2.0

Click on HRMS 2.0
Click on HRMS 2.0
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Click on Task List

Click on Task List
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Option for Request - Pending For Approval
Path: HRMS 2.0 Task List Option for Request(Para Medical Group C
Pending for Approval

Click on Pending For Approval

under Option for Request
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Click on Pending for Approval



Click on Transfer Request No.

Note: -

1. Get Details – To fetch the record from selection criteria

2. User can search the Request through search criteria

Click on Transfer Request No.
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Click on Transfer Request No.

User can view, with whom 
the transaction is pending.



Enter Noting then 

click on Submit

Submit Transfer Request from
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Enter Noting &   
Click on Verify

User will Select Yes/ No, Enter File 
No. , Note Sheet No., Date & 
Approved By details manualy



Transfer Request Approved Successfully
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Approval of Transaction
Role: Transfer HOB
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Enter User Name and 

Password in Text Box

Click on Log IN Button

Transfer HOB Login through myesic.esic.gov.in or gateway.esic.gov.in
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http://www.myesic.esic.in/
http://www.gateway.esic.in/


Go to ERP Application HRMS 2.0

Click on HRMS 2.0
Click on HRMS 2.0
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Click on Task List

Click on Task List
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Option for Request - Pending For Approval
Path: HRMS 2.0 Task List Option for Request(Para Medical Group C)
Pending for Approval

Click on Pending For Approval

under Option for Request
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Click on Pending for Approval



Click on Transfer Request No.

Note: -

1. Get Details – To fetch the record from selection criteria

2. User can search the Request through search criteria

Click on Transfer Request No.
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Click on Transfer Request No. 



Enter Noting then click

on Approve/ Reject

Approve/ Reject Transfer Request by Transfer HOB
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Enter Noting &  Click on 
Approve / Reject/Back



Transfer Request Approved Successfully
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Approval of Transaction
Role: Transfer HOA (Parent Region RD)
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Enter User Name and 

Password in Text Box

Click on Log In

HOA Login through myesic.esic.gov.in or gateway.esic.gov.in
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http://www.myesic.esic.in/
http://www.gateway.esic.in/


Go to ERP Application HRMS 2.0

Click on HRMS 2.0
Click on HRMS 2.0
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Click on Task List

Click on Task List
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Option for Request - Pending For Approval
Path: HRMS 2.0 Task List Option for Request(Para Medical Group C)
Pending for Approval

Click on Pending For Approval

under Option for Request
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Click on Pending for Approval



Enter Noting then click on 

Approve/ Reject

Forward to RD - Transfer Request by Transfer HOA
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Enter Noting &   Click on Forward 
to RD/ Reject/Back

Select Yes/No from 
dropdown and Enter 

Recommended Remarks



Transfer Request Approved Successfully
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Approval of Transaction
Role: RD (Receiving Region)
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Enter User Name and 

Password in Text Box

Click on Log In

RD Login through myesic.esic.gov.in or gateway.esic.gov.in
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http://www.myesic.esic.in/
http://www.gateway.esic.in/


Go to ERP Application HRMS 2.0

Click on HRMS 2.0
Click on HRMS 2.0
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Click on Task List

Click on Task List
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Option for Request - Pending For Approval
Path: HRMS 2.0 Task List Option for Request(Para Medical Group C)
Pending for Approval

Click on Pending For Approval

under Option for Request
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Click on Pending for Approval



Click on Transfer Request No.

Note: -

1. Get Details – To fetch the record from selection criteria

2. User can search the Request through search criteria

Click on Transfer Request No.
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Click on Transfer Request No. 



Enter Noting then click on 

Approve/ Reject

Transfer Request forwarded to HOA
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Enter Required 
Details

Enter Noting &   Click on Forward 
to HOA/ Back



Transfer Request Approved Successfully
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Approval of Transaction
Role: Transfer HOA (Parent Region)
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Enter User Name and 

Password in Text Box

Click on Log In

HOA Login through myesic.esic.gov.in or gateway.esic.gov.in
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http://www.myesic.esic.in/
http://www.gateway.esic.in/


Go to ERP Application HRMS 2.0

Click on HRMS 2.0
Click on HRMS 2.0
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Click on Task List

Click on Task List
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Option for Request - Pending For Approval
Path: HRMS 2.0 Task List Option for Request (Para Medical Group C)
Pending for Approval

Click on Pending For Approval

under Option for Request
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Click on Pending for Approval



Click on Transfer Request No.

Note: -

1. Get Details – To fetch the record from selection criteria

2. User can search the Request through search criteria

Click on Transfer Request No.
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Click on Transfer Request No. 



Enter Noting then click on 

Approve/ Reject

Transfer Request Forwarded to HQ
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Enter Required 
Details

Enter Noting &   Click on Forward 
to HQ



Transfer Request Approved Successfully
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Check Existing Transfer Request Record from 
List Page

Role: ESIC Employee
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Enter User Name and 

Password in Text Box

Click on Log In

Employee Login through myesic.esic.gov.in or gateway.esic.gov.in
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http://www.myesic.esic.in/
http://www.gateway.esic.in/


Go to ERP Application HRMS 2.0

Click on HRMS 2.0
Click on HRMS 2.0
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To View Transfer Details
HRMS 2.0 ESSInter Region Para Medical Group C  List
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Click on List



Click on Transfer Request No.

Search and Select Transfer Request No.

User can check the status of 

Transfer Request.
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Click on Transfer 
Request No. 



Thank You


