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Objective of the Module
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Create New Office Order or 
Pick an existing Office Order saved in Draft Mode

Fill-in:
Office Order Number and Date, Type of Order

Fill-in for each Recruit/ Probationer/ Substitute :
Personal detail, Appointment detail (for 

Appointment), Recruitment/ Other detail (for 
Direct Recruits), Training detail (for Training Order)

Add a Recruit/ Probationer/ Substitute

If want to add more Recruit/ 
Probationer/ Substitute

Pick a Template for Office Order
(Modify the template if so wish)

Click ‘Submit’ Button and then clicking ‘Yes’ button on 
confirmation dialogue

(Can click ‘Save Draft’ to save working copy of the office order 
for revising further later)

Fill-in:
Transactional OTP received through SMS on 

registered mobile of the user.

Click ‘Submit’ button to Save the Office Order

Stop

Start

How to Create an Office Order

X

X

Yes

No



First Appointment
of a) Direct Recruit, b) Probationer, c) Substitute



Process Flow for First Appointment of 
Direct Recruit

Joining at First 
Place of Posting

Office Order for 
First 

Appointment of 
Direct Recruit

1



First Appointment of Direct Recruit and 
Joining at First Posting

Stage-1

Issuing Office 
Order to Direct 
Recruit for First 
Appointment

Dealing Clerk

Drafts Office Order 
for First 

Appointment of 
Direct Recruit

Verifying Authority

Verify draft Office 
Order prepared by 

DC

Accepting Authority

Approves Office Order 
with Digital Sign for 

First Appointment of 
Direct Recruit

Joining-1

Joining of Direct 
Recruits as per 
Office Order on 

First Appointment

Dealing Clerk

Recording Joining of 
Direct Recruits on 
First Appointment

Verifying Authority

Verify Joining 
Report entered by 

DC

Accepting Authority

Approves Joining 
Report of Direct 

Recruits

Data Update

Data is Updated to 
Employee Master & 

e-Service Record

Data Pushing to IPAS

Data pushed to IPAS 
for Salary 

Processing



Process Flow for Regularisation of 
Probationers or Trainees

Joining as  
Trainee/ 

Probationer

Joining as 
Regular 

Employee

Office Order for 
Undergoing 
Training or 
Probation

1
Office Order for 

Regularisation of 
Trainee/ 

Probationer

2



Direct Recruit to Undergo Training/ Probation

Stage-1

Issue Office Order 
to Direct Recruit to 
Undergo Training/ 

Probation 

Dealing Clerk

Drafts Office Order 
to Undergo Training 

or Probation

Verifying Authority

Verify draft Office 
Order prepared by 

DC

Accepting Authority

Approves Office Order 
with Digital Sign for 

Direct Recruit to 
undergo Training

Joining-1

Joining in Training 
or in Probation as 

per Office Order to 
undergo Training

Dealing Clerk

Recording of Joining 
to undergo Training 

or Probation

Verifying Authority

Verify Joining 
Report entered by 

DC

Accepting Authority

Approves Joining 
Report of Trainees/ 

Probationers

Data Update

Data is Updated to 
Employee Master & 

e-Service Record

Data Pushing to IPAS

Data pushed to IPAS 
for Stipend 
Processing



First Appointment of Trainee/ Probationer

Stage-2

Issue Office Order 
First Appointment 

to Trainees/ 
Probationers 

Dealing Clerk

Drafts Office Order 
for First 

Appointment of 
Probationers

Verifying Authority

Verify draft Office 
Order prepared by 

DC

Accepting Authority

Approves Office Order 
with Digital Sign for First 

Appointment to 
Probationers

Joining-2

Joining of Trainee/ 
Probationer as 
Office Order of 

First Appointment

Dealing Clerk

Recording Joining of 
Trainees/ 

Probationers on 
First Appointment

Verifying Authority

Verify Joining 
Report entered by 

DC

Accepting Authority

Approves Joining 
Report of Trainees/ 
Probationers as per 
First Appointment

Data Update

Data is Updated to 
Employee Master & 

e-Service Record

Data Pushing to IPAS

Data pushed to IPAS 
for Salary 

Processing



First Appointment of Substitute to Level-1 
Post through Absorption 

Joining as  
Substitute

Joining with 
Temporary 

Status

Joining as 
Regular 

Employee

Office Order for 
Engagement of 

Substitute

1
Office Order for 
Absorption of 
Substitute to 

Regular Level-1 
Post

3
Office Order for 

Granting 
Temporary Status 

to Substitute

2



Engagement of Substitute to Level-1 Post

Stage-1

Issue Office Order 
to Engage 
Substitute 

Dealing Clerk

Drafts Office Order 
for Engaging 
Substitutes

Verifying Authority

Verify draft Office 
Order prepared by 

Dealing Clerk

Accepting Authority

Approves Office Order 
with Digital Sign to 
Engage Substitutes

Joining-1

Joining as 
Substitute as per 
Office Order of 

Engagement

Dealing Clerk

Recording Joining of 
Substitute Engaged 
against Level-1 Post

Verifying Authority

Verify Joining 
Report entered by 

Dealing Clerk

Accepting Authority

Approves Joining 
Report of Substitute 

Engaged against 
Level-1 Post

Data Update

Data is Updated to 
Employee Master & 

e-Service Record

Data Pushing to IPAS

Data pushed to IPAS 
for Stipend 
Processing



Granting Temporary Status to Substitute

Stage-2

Issue Office Order 
Granting 

Temporary Status 
to Substitute 

Dealing Clerk

Drafts Office Order 
for Granting 

Temporary Status to 
Substitutes

Verifying Authority

Verify draft Office 
Order prepared by 

Dealing Clerk

Accepting Authority

Approves Office Order 
with Digital Sign to 
Grant Temporary 

Status to Substitutes

Joining-2
Joining as 

Temporary Worker 
as per Office Order 

granting 
Temporary Status

Dealing Clerk

Recording Joining as 
Substitute with 

Temporary Status 
against Level-1 Post

Verifying Authority

Verify Joining 
Report entered by 

Dealing Clerk

Accepting Authority

Approves Joining of 
Worker with 

Temporary Status 
against Level-1 Post

Data Update

Data is Updated to 
Employee Master & 

e-Service Record

Data Pushing to IPAS

Data pushed to IPAS 
for Stipend 
Processing



Absorption of Substitute to Regular Level-1 Post

Stage-3
Issue Office Order 
for Absorption of  

Substitute to 
Regular Level-1 

Post

Dealing Clerk

Drafts Office Order 
to Absorb 

Substitutes to 
Regular Level-1 Post

Verifying Authority

Verify draft Office 
Order prepared by 

Dealing Clerk

Accepting Authority

Approves Office Order 
with Digital Sign to 

Absorb Substitute in 
Regular Level-1 Post

Joining-3
Join to Level-1 
Post through 

Absorption as per 
Office Order of 

First Appointment

Dealing Clerk

Records Joining in 
Regular Level-1 Post 
through Absorption 
as per Office Order 

Verifying Authority

Verify Joining 
Report entered by 

Dealing Clerk

Accepting Authority

Approves Joining 
Report to Regular 

Level-1 Post 
through Absorption

Data Update

Data is Updated to 
Employee Master & 

e-Service Record

Data Pushing to IPAS

Data pushed to IPAS 
for Salary 

Processing



Transfer Posting & Promotion Posting



Relieve from Last Place of Working on 
Transfer/ Promotion Order

Stage-1

Issuing Office 
Order for Transfer 

or Promotion 
Posting

Relieve-1

Relieve from Last 
Place of Working 
as per Transfer/ 

Promotion Order

Dealing Clerk

Drafts Office Order 
for Transfer or 

Promotion Posting

Verifying Authority

Verify draft Office 
Order prepared by 

DC

Accepting Authority

Approves Office Order 
with Digital Sign for 
Transfer Posting or 
Promotion Posting

Dealing Clerk

Recording Joining of 
Transferred/ 

Promoted 
Employee

Data Update

Relieve Data is 
Updated to 

Employee Master & 
e-Service Record
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Joining at Place of Posting on Office Order of 
Posting

Stage-2

Issuing Office 
Order for Posting 
on Reporting of 
Person in Transit

Joining-1

Joining at Place of 
Posting as per 

Office Order for 
Posting

Dealing Clerk

Drafts Office Order 
for Posting on 
Reporting of 

Person-in-Transit 

Verifying Authority

Verify draft Office 
Order prepared by 

DC

Accepting Authority

Approves Office Order 
with Digital Sign for 

Posting

Dealing Clerk

Recording Joining of 
Transferred/ 

Promoted 
Employee

Verifying Authority

Verify Joining 
Report entered by 

Dealing Clerk

Accepting Authority

Approves Joining 
Report Transferred/ 

Promoted 
Employee

Data Update

Data is Updated to 
Employee Master & 

e-Service Record

Data Pushing to IPAS

IPAS is shared with 
change in Billing 

Unit/ Pay Fixation 
information
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Exit on Superannuation or other Separation 
Events and 

Relieve Reporting



Exit on Superannuation & on Separation Events
and Relieve Reporting

Stage-1

Issue Office Order 
for Exit Cases of 

Superannuation & 
other Events

Relieve-1

Relieve Reporting 
on Exit Cases

Dealing Clerk

Drafts Office Order 
for Exit Cases

Verifying Authority

Verify draft Office 
Order prepared by 

Dealing Clerk

Accepting Authority

Approves Office 
Order with Digital 
Sign for Exit Cases

Dealing Clerk

Recording Exit Case 
Reporting

Verifying Authority

Verify Exit Case 
Reporting entered 

by DC

Accepting Authority

Approves Exit Cases 
Reporting

Data Update

Relieve data is 
updated to 

Employee Master & 
e-Service Record

Data Pushing to IPAS

IPAS is shared with 
Exit Case Reporting 

to stop Salary 
Processing



Demonstration of 
Entry, Transfer, Promotion & Exit Modules…


