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User Manual for the Mutual Transfer Portal

1. Introduction

Swagata Satirtha is a user-friendly online platform designed to facilitate mutual
transfers for government employees in Assam. The portal simplifies the
application process, making it easy to manage and track transfer requests. This
guide outlines the features and steps needed to use the portal effectively.

2. Home Page
The Home Page is the entry point to the portal. It provides:

o Mutual Transfer Process: A brief overview of the steps involved in
completing a mutual transfer.

e Quick Links: Access important sections like login, registration, FAQs, and
support.

« Notifications: Displays updates, important announcements, and alerts
related to transfers.

3. About Us

This section explains the purpose of the portal, the goals it aims to achieve, and
the government authorities responsible for its management and operation.

4. FAQ Page

The FAQ Page answers common questions about the portal and transfer process,
including:

e Who can apply for transfers.
« Steps for registration and profile verification.

o How to resolve technical or procedural issues.

5. Registration Process



To use the portal, you must first create an account. It is mandatory to read the
Standard Operating Procedure (SOP) available in English, Assamese, Bengali, and
Bodo before registering to the portal and proceeding with the registration
process.

Step 1: Register Your Account

o Fill in your personal and contact details.

o Complete OTP verification sent to your registered phone number.
Step 2: Obtain Your Registration ID

o After successful registration, the system generates a unique Registration ID
for future use.

6. Login Process
Log in to your account using:
e The phone number registered during the sign-up process.

e The password created during registration.

7. ldentity Verification

Verify your identity by submitting your PAN number registered with FINASSAM.
This step ensures that only eligible employees can access the portal.

8. Profile Completion
Once your PAN is verified, complete your profile by providing essential details:
Enter Details:

o Personal Information: Name, Date of Birth, Contact Information, etc.

o Employment Information: Department, designation, and employment
history.

o Preferences: Indicate up to five transfer preferences based on
location(district).



Document Upload:
1. Photo (Passport size)
2. Signature
3. Valid PAN Card
4. Department ID Card

5. Additional Supporting Documents (if any)

Note: All fields marked with an asterisk (*) are mandatory.
Save Progress:
Save your progress anytime and return later to complete the remaining sections.
Review and Submit:
o Double-check all entered details for accuracy.

o Itis mandatory to read the Standard Operating Procedure (SOP) available
in English, Assamese, Bengali, and Bodo before final submission.

9. Profile Verification
o Authorities will review your submitted profile.

o Ifanyissues are found, you will be notified to make corrections and
resubmit.

o Once certified, the applicant becomes eligible for the mutual transfer
process.

10. Transfer Request Process
Step 1: Check Eligibility

o Use the Recommended by Preference section to find other employees
eligible for transfer based on your preferences.

Step 2: Send a Request

o Select a suitable applicant and send a mutual transfer request.



Step 3: Manage Requests
e Only one active request is allowed at a time.

o Cancel a request manually if needed, or it will be cancelled automatically
after 15 days of inactivity.

Step 4: Joint Application

« If the other applicant accepts, a Joint Application is created and sent to the
authorities.

e Once submitted, cancellation is no longer allowed.

11. Approval Process
o The Head of Department (HOD) reviews the application.

o If approved, the HOD can generate the transfer order and the transfer
moves forward to the final stage.

o If rejected, the applicant will be eligible to request another mutual transfer
with other applicants.

o The HOD may also block the applicant from participating in the mutual
transfer process if deemed necessary.

12. Notification and Transfer Order

SMS Notifications:
Applicants will receive SMS notifications at key stages of the process, including:

« Profile Verification: Notification upon successful profile verification.
o Transfer Approval: Notification when the transfer is approved.

o Order Generation: Notification when the transfer order has been
generated and is ready for download.

Approval Notification:
o You will also receive an approval notification on your portal dashboard.
Transfer Order:

e The HOD issues the transfer order.



e You can download the transfer order from the portal.

13. Additional Notes

« Editing Profiles: If your profile is rejected, update the necessary details and
resubmit it.

o Active Request Limit: You can only have one active transfer request at a
time.

o Cancellation Policy: Requests inactive for 15 days are automatically
cancelled.

14. Support
For assistance:
« Visit the FAQ section for quick answers to common questions.

o Use the helpdesk phone number and email in the top of the portal to reach
the support team for further help.



ASSEMESE




TIF Fufer THAT INT TSOF G EFA

S. Arefa
TTNT 5IFNT FAGIRT TFHEE IO (Fae T QENE T Jorx
TF Tz (@ew At TRIFT TTRAME e FA @@l 92 TOE
@ AfFAT TFAFIT F TUEF AES  AFIT TN IR AT
IqET el fife ST WIS I gfiml 93 7T FHESeE
RS IO WG QRN A@EEE e F91 @&
R. T (TS
RECHE! ¥ R TEHIS F@EEI o GEe [ETTmR SEy F4
(R |
o TfAF FoFE FAFW : B ToE WO IFIF @ TESAR
e Wy [
o ORHAF WA : ToRA, THIA, FFNR TS RET TTTR
(FAQ) 9§ W2I¥ ey o¥ FIE @IsHE|
o TS : FUE NFRIT APNGH, SIFYA @R IF TP Afowed
A
©. I A
R ¥3T TEIT ST, 2 A@ FRI (O TR A§ R SAFEEAAT
A TIAS AME@ 93T% bIF1N FoUSS [TAF Fofer 311 @I
8. 9% 4 f&FT (o7
oo TEN I TATPRE 4§ TOHT AF IuER [ES I STEEd
749 T8 9% 4 fFT (/e (T IF|
o U @ (FIE@ AMEwa FEF ANS|
o THIT AF ITRT NOUTSIFIMT IMF T IAAIAT TIFT|
o FMFS I FRAEY TS TN (@F@E T FEF
¢. 78T afEFar
THAGT TIIF FRAE AP I BT AFNGG 8 FEI AEE| T TS
THTT FIT A THINT FIR AHAT ASRER AT PE RIS, SOq3q,




IRA] AF FO] BT TFAMd Wy I AfReeen [y At @En
TSRS |

AT S : AEANE IFTGE THTT FI5
o NN Tfeste A FNIBR ©FF I3 FIF|
o JACINT FHFe (HF TIT (I I o & 7 f¥q@ e
FIP
T 2 ACTAR TEIT R e F99
o %9 FARNay fme SR ofdwe IJ9RET @ 961 [ew 98y
a2 S e I

Y. 797 3 afFar

ACTAE 9FODbw 5T 2 FIP :
o RRA-IAMT A FIF IS TAIF FIT (FF 97
o AT TTe ¥ FI TF6I SI©|

9. eI Feyvey fagoa

FINASSAM & T&8I39 1] T J99 willd Ff oo {637 Tomies
fa 3991 92 e [Gfee 3@ T @9 @5 FACRER TG
IR BT MfEF

Y. THIRT S FAT
ST T FHFT F9 e TSN [Egr @ e o%ie sy
PP
g fazs:
o TGO O : AW, T ©IfFY, FEMIABET O el
o @I By : [For, WAl g FEFEE THe|
o IMEFETR : FIN(F)T fofee s IM@  A®BET AMMEFIT
AT |
Y- Ta AETS:




S, BET M AF1F)

2. IS

v, @Y AT FIE

8. fIerE afssy-a

¢. AfelNe FARE (I 3AM®)

®TFT : o 3 o (*) (T fofre 331 FICN (Fa IWORFEF| IATfS
R9 PP
REE STEE AeTNE Jie (Re $3F A JEH TRTR - T
IR e Tofe R |
AETEN 99 A oo 07
o fAgeR @ A1 TFE [T [@FRE _F I35
o TR WRER FF RIGI, T, IR A IS SRS SFH
ey F ARG [ A6 (G IEerEe
>. THIRA AT
o ALY TR FAT THRT FONFE AL FR|
o I FI@ Y (TR IF, (0@ MM {99 WET FIE &
AT JITe FT TF
. TR Woy TTe REE fRe AEmSRT AMTHEE Tuler HfFIR
AE @5 [{@Efce T
So. IuferE STy AfFaT
AT S ¢ (@ T NS FIF
o AT IAAMEFEY fofge Fug @ @F o= FHEET {Fof
ST FIEFIFT 715 FEIfae TG TR F99F |
T X : BT SqE FIEF
o AT IQTRE @I IR FIF AF NFAEF T A&
(T FIF|
T © : IAEE ATEEAAT FIF
o AT WF© @ IB VFT TS Fopife 3 27|




o I FIABH W (0@ IAqqEN famR Ffed FIF 7@ s¢ fTas
fiffTeT ffire 3 smfFreE@ Jifed 2T
T 8 : JOII AEue
o I IFTRF AEEHIRF T2 FEF (0@ 39 IO @ IS
3] A 3R FONHE (979 I 2F|
o 9FF WRT FIF fAme F Ffods Ipife AT 9771
SS. ST AfFAT
o T JFRT (HOD) AETTT “AEN6AT FE|
o I IENe 2T RENT JFRPEFFT FufF [QuT JE FET T
o4, I AT HOW AT A e FF|
o I IqIMe T2F AEEAFISSEF AF AEIFNT 6 AT BT
MTHEF Ui IE AJENT IE@ FE6 [Ece T3
o I dEEEEer R@ew  FE 0 Refily IR
AEAFISTRE AN TF Ul afFIe RTRd I {7
Ff¥T ME|
Y. S Ag Iwfera T
a7 AY 9% SEI© FEA
o SEN F TRE TN AFIF T ATPRE AMEEFRE a7 957
%9 SRIA© T TS FF
o THRAT VOIS fAFd : ITRAS AoyMes G Tud XER Pee
T TS FEA|
o U AWM : Fuf IAENG (T TS TS FRA|
o T i} : ST Tl @ YR g TICAEGT IME 9] =J
(efoql Sl Mo FET|
AT ST
o ACTAR THT (TbTE® IGEWAT A3 TAAS TS FIIF|
Fafeg fqw -
o FOINT JFREIIET Fufer" fawT sy F==7
o I THAT = FuEF AT TIOAENS F¥F A




so. Afsfas G1FT
o TTRA FHEWAT : IM IJACNNT FHRAGI TP FI TR (OF
TIENT IR T N 97 Wi I35
o ST IqEIHT AT : IF[O ACINT F@ 957 NHF FulT TR
V|
o FfoeE dife : s¢ s @ [T ® 33 SqEe IRkfFIeE
e 2|

8. AT
HRIAS qdI[ :
o NHET T¥Y o God AE(T FAQ I BI3F|
o JMF TEF I =7h BT e @A FEIE THIT AFTAE
3799 TS AP RIGH (FF q95 A 2-(RF (IR F9F |




BENGALI



TMFAEF FEAEI ACTEOTACT Sy 2OF MTIT

S. gfrsT

AT TIPS FACET MFES ITERET (Fac: IS Te o’
THF IJaRT goTeHAb [INE@I ST IE@ o FAT IJ®| 92
Fobod AT AFIE 99 FE JuEd @0 A FmAT TG FIF
PN SEwecd SEafed fifed RA@ sombols T8 F(EF @a|
9% F@boT FHAFIIE TIRF FA© TWe@  [AEIAEd TEe  FAT
A

. (T (TS
@ENCOHBe T a3 AeHo™od A@EFEl A [Gere [RTsen ey
F4] TA®|
o TTHET TARET FFI : 93 TART T IFA@ AXSAT
TEsed Ny [{aqer
o OIRFfAF WIS : A-3d, fdIwa, SWeawIT SNFE TT (FAQ) 8
TR eV oM@ FIE FSHA|
o T : FUT FTFe aIGE, ST (@I 3 oSl Afewelcs
F(A|

©. AATWE fa

R Ren WohorEd SEN,E N TN A FA© 3me 3 AF
SEACTAAT 992 FAFAF T TG NIFNH POTHF @ Il 741
A=

8. 9% 4 fF3S (&
i-":{(b \Tﬂ(ﬁqar 9T TI3ET HR 9[(-:::-]‘1?-:::-1?1' 3 <1"1i-°\1.<| SIGEIR ﬁ'ﬂ'(‘q’ NS
T Tod 9% A S (/= MSIT (S|




o FH[AF Ty F(& AME@US FA@ TFQ@A|
o fATmT 8 ATHRT ICRFFCET (F@ TIGAT T TR
o FfFofd a1 sfEE Fags s FeE@ THE 47 IF|

¢. forgsa afFan

FoboThfe TIE FA© AEACTE  J¥H  AF6] TWFO6 (o FA©
[l A@boe FaEa Fa1 8 [Aemaces afFar aff@ ScesIE @
RAME, ST, TRAT 3 FOT ST Tofeld [ Wg A= S Howere
A =T (@ IR |

T S : AFAE MPISG [ATFHS Fapel

o AR TfETe 8 FMEST ©NF FTT FPel|

o I fddfe FW FHE T IFRFo 3H (FFT FA1 &I
T 3 ;AN fATET 3 e T

o NHe fyTmE@a w1 fCoac ofd e IJ[IRE@T S 9Fofr [HOH

fJaaa o & ofF =

Y. T7-3 AT
JATT MIFIGG( AT-e PP
o WRF-IAT AfFIE Y 37 FI1 T 999

o fATFET T (OfF FAT ANIIGI

q. AfTETCT AETRFIT

FINASSAM-4 foq@a a1 M9 97 & @ fFoed FfFe3oq IERFIT
PPl BY K FMCER T A@GoEefs 9 Fa@ MEIET 93
TG -2 faffee @ |

Y. ACHTHIRT o FIT



SN AN TABR FAT o FFONT IR T rTNT AR svepef
PPA :
IEEGRMEGE
o JfET® O : AW, TW ©IfFY, FEMIE(T O Fevf|
o fa@msIcE B : [ReE, WA 8 f[A@sied e
o IAMEFETR : T (S(=e) fofed Fulerd ey BT AMMEFE TEN
FF
Y- Ta AETS:
(0 2 (€1 OO | £ S )
. THF
©. @Y TH FIG
8. eI AfET-*a
¢. Sfefae TRe J9(IM )

8y : o f6F (*) Tl fofee Fa1 794 (Fa IrerFE| JATfe oo
PPA :
(FET S AN Ao (o FPa 3 e ALISEN T FA©
RGNS @ S|
A FFd 8 S 0
o PO T TuE FAT NI [I970T -IF FE TS I
e LUREIR I (W3FF T ANy, SwwfoFy, Io ¢ IO SFF
Toferd fofUg sty FX AHeT & T (7] RS
. ACSTHIRT ATETRFIT
o IMTNCTE HAT (WA A(THRT FOTF N6 FIEA |
o IM @FET W V@, @ WCMEA 3 JFF SN FAF )
SATAR(: ST 2
. IF9F FOiFe RBIEF TF AN@UAPE] TEHES Jufd A3 T
@ fAEfbe zqd|




So. FUfeTF @Y AfFaT
T S ¢ (FETS] IR FHA
o IAPHE IMEFIF fofgw(s Fuferd Tey (T o FHCET & [FH
F0 IAMEFUFT T IAqEfve N6 TIRT F4 |
T X : 936 AN T
o IFOW JRPE ANEEIE IRE FP 3 NFTHS Iuferd Se(AN
(T FFA|
T © : AN SHHACTTA Fe
o IFANG W@ AF6(e NPT AYRHCT e w3 AJ|
o I TS W ©@ AN fA@R Ifed FFa qRE S¢ fewF
fAfETem 7@ aft IwiFTerT Tifesd =zac:|
T 8 : AN @A
o I IFT W@ TS T @ 9F0 @V AE@WS (ofd FAT I
8 @ IOTHCH FI® (FAT FAT F|
o IFIEF I FAE AT AF AfecioT FAephe WA T |

SS. ST AFFAT
o TSMT I (HOD) IMEWAG AT FAETI

o I SEENte zW, Ry gy IufFw QET o Fae MEa 8
e A (O A WS

o M IEENME Fol 2, AEWASIE O STAPIRIT BT S5 A5
TGP Jafeid S(FINCT Hely (ST fEfbe 23|

o YIGH @Y FAE [OPNT FNF AEEFAGE TEHEF  Jufe
AFTT AR FA (AF [TT0 FA© NS

3. fResfy 8 gwfarg faodT

A a4 av-F AN {6y -

o Swafie fT9w s afFaE F7 THESE Wd aEnaE 9y 9%
aY-g N [l e FAES



o HCTHRT FGCRFTT : HHRT IGRFTT THd I8TF 9T %Y
e PIEA|

o TN TP : AR Ao X[ [eafy Mo FIE|

o AT FHFT : TG IuEF fA0T IHNFT @ 3 TIOAEG(T Tl
off YFE oy WY Mo FIE|

Sepemeed fFesfy
o I AT SIPTENE Te[EIme(cds a5f6 Sy (7@ AT |

Fufag W :
o RO e Fufera T R FREw|
o A ATHOTT (WF Fuled AT TIENES FH© NG|

vo. AfefIs 583y
o F(THIRA WWAT : I IATAE  H(THREAGE: FAP6 I W ©OF
TENT R THe F@ [FNF o foa
o NHT @M T : AFIAME APAE AFofe W@ A{HF Iufrd
ST SR 2|
o FfSAIT Mo : st faed o [AFT Yo SqEy TnfFTerE
e AF|

v8. e
HRAW[d &4y :
o SN If(oF o T8F (Mo FAQ T (M|
o JNF WRFOIT T WONG LAt SO @A Fd©  M(oboEed
APFNE 3A(dF 9RME: TR RIIGH (3l 9499 8 3—(34301 BISEAG
I







