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USER MANUAL ON 

UPDATE ATTACHED OFFICE 
 
MENU >> OFFICE WISE UPDATION  

Purpose:- When the HR Software was first launched, the ROs, SROs, ZTIs and 

NATRSS were listed as these only were releasing the salary and maintaining the 

service books. 

However there was no way to handle the posting of an officer in the Office of the 

ACC, Zonal Office, Zonal Vigilance Directorate, District Offices, NDC and Vigilance 

Directorate. 

The new function that will be required for one time entry only has been provided 

to update the current posting of the officers in any attached office. This function 

is available only to those offices where there is an attached office.  

For the previous and subsequent postings updation of the service book, the 

required facility to record the transfer from and to an attached office is already 

provided as explained in the respective User manuals. 

 
About this function: This functions comes under Service Book Role.  This 

function will enable the user to update posting of the employee from main office 

to the attached office and vice versa. 

Before using the function: Before the user uses this function, the list of all the 

officers that are posted in an attached office may be collected from that office and 

then the data entry will be easy and fast. In case the EID is not generated, the 

same needs to be generated. 

Process: To update the attached office details, the User has to click “Update 

attached office” button from the main menu under Service Book Role. The 

following screen (Screenshot 1) will be displayed:- 

 

Screenshot 1 

 

 Enter the EID or name (part or full). The software will display the matching 

result(s) as per the screen (Screenshot 2) given below:- 
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Screenshot 2 

 

 Now click the EDIT button in the last column. The EDIT button will turn into 

UPDATE button and the SELECT button Attached Office column will be 

enabled. Now click the SELECT button. The list of available attached and 

main office(s) will be displayed as per the following screen (Screenshot 3) 

given below:- 

 

Screenshot 3 

 

 Now from the drop down list, select the attached/main office in which the 

employee is posted. Now click the UPDATE button.  

Action on Update:- Upon clicking UPDATE, the posting of the official will be 

updated from main to attached office or vice versa.  The following screen 

(Screenshot 4) will be displayed:- 
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Screenshot 4 

 The updated details can be checked again by searching the details of the 

employee. 

 

THE PROCESS OF THIS FUNCTION IS COMPLETE. 

 

 

 

 


