
 



Annexure-I 

 



Annexure-II 

Steps to Add SMAP Event for Updating the Paycharge Location and Sanctioned Designation of the Employee  

Step 1: Click on Career History 

Step 2: Click on ADD Event 

 
Step 3: Select SMAP Event from the Dropdown List of Events as shown below: 

 

 
 

Step 4: In order to search pay charge location, Type initials letters of pay charge location  

Example 1: For DS Division Commercial East Amritsar Type div com amr  

Example 2: For DS Sub-Division West technical Patiala Type div west pat 

Note: Please ,don’t type location code like LC 424,567etc. 

      

 

 

 



 

Step 5: click on the Sanctioned designation and you will get a dropdownlist of sanctioned designation as shown 

below: 

 

Step 6: Click on Save Button 

Step 7: After the Approval of DDO, Sanc Designation and Pay Charge Location will get displayed as shown below: 

 

 

Note:  

1. In case of Transfer/Promotion, you can directly add the pay charge location and sanctioned designation in 

career history with the following events: 

 CTRP for transfer event in public interest 

 CTRO for transfer event in own interest 

 CPRO for promotion event  

 JNEW for the joining of  new employee 

In the above cases, there is no need to add SMP event separately in career history of the employee. 

 

 


