
Off boarding and generating the relieving order through the vhse portal _guideline

Note: Only Principal/Approver can generate the order. Off boarded principal cannot generate the 

order of others. Any technical issue faces during the order generation may use manual copy. Also for 

the Principal in charge may use the manual RTC. 

Steps: 

1. Login as Approver and select the employee management 

2. Select the transferred employee and off board

 

3. Enter the off board details correctly



4. Save details and select the relived employees list from main menu

5. Download Relieving order

Note: Those employees retained (retained and 3 year not completed and not got transfer 

cases) are no need to update in the portal.

6.   Joining to the post

             Menu>> Manage sanctioned post >> Select Post>> menu>>Joining>>Select 

Employee>> update details>>Verify >>Approve

               Please ensure that the employee had been off boarded from parent school  

Note:         Do not create new post without the permission from Directorate.



 


