
USER MANNUAL FOR GENERAL TRANSFER APPLICANT LEVEL(PRIMARY) 

 

The applicant go to ‘https://osms.wbsed.gov.in’ and get the ‘Teacher Transfer’ menu to submit his application for 

transfer. As mention Fig 1 – 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

The steps required to login to the system mentioned below – 

 OSMS Type – PRIMARY for primary school teacher. 

 After selecting OSMS Type then the applicant selects his/her school’s district and circle from drop down 

menu. 

 Then he/she can enter his/her unique ‘8 Digit’ employee code. 

 After that the applicant will be able to give his PAN number. 

 He/ She will enter the captcha code for security reason. 

 After verifying all the data, he will get an OTP. 

 After submitting the OTP (as per Fig 2) to the system, the applicant will successfully logged into to the 

system for transfer. (For login, applicant must have to update their email and mobile no in i-OSMS portal) 

 

 

 

 

 

 

 

 

 

 

Fig- 1 

 

Fig- 2 



 After successfully login, Applicant can view dashboard as per Fig 3 -  

 

 

 

 

 

 

 

 

  

 Into Dashboard, Applicant got mutual transfer & self transfer menu along with his details such as – i-OSMS 

code, Gender, School Name, School Category, District Name and Circle Name. 

 

 Self-Initiated Transfer: - 

 There are two type or transfer – (1) Inter District and (2) Intra District 

 The procedure of these two types of transfer quite similar.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Fig- 3 

 

Fig- 4 



 

Inter District transfer (Other District): - 

 At first applicant can download guideline for teacher transfer, read and follow the instruction carefully. 

 Then applicant can choose transfer type – Intra / Inter District transfer. 

 Applicant can add preferred District (maximum 3) and circle (maximum 3) and school (maximum 3) 

 Applicant can also check PTR of the selected school. 

(DEFICIT - There is less teacher than what is supposed to be, SURPLUS - There is more teacher than what is 

supposed to be, NORMAL - There are same teachers as there are supposed to be) 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Fig- 5 

 

Fig- 6 

 



  

 

 Into this form teacher review the selected district from applicant end, it will be update one or more than one 

time until finalize the application. 

 Applicant can select a proper reason ("MEDICAL REASON SELF","MEDICAL REASON OTHERS","OTHER 

S","PHYSICAL HANDICAPPED"," FEMALE TEACHER SERIOUS INCONVENIENCE","TEACHER OF AGE 57 AND 

MORE AND WILLING FOR HOME DISTRICT POSTING") from drop down menu. Ex – if applicant choose 

‘MEDICAL REASON SELF’ then he/she select disease from drop down menu and upload necessary supporting 

documents for that.  

 Applicant can select proper option from drop down for – previously he received any transfer order in present 

school and present post or not. 

 Applicant can select proper option from drop down for – is he/she got any suspension from department or 

court case pending against him/ her or not. If it is YES then this application will not be processed further. 

 Applicant can select proper option from drop down for – spouse’s working place. 

 Applicant can clarify distance in-between school and permanent address with supporting documents.  

 Applicant can select proper option from drop down for – previously he received any refusal under general 

from department or not. 

 Children details and “FEMALE TEACHER SERIOUS INCONVENIENCE” reason only for female applicant. 

 

 TEACHER OF AGE 57 AND MORE AND WILLING FOR HOME DISTRICT POSTING this reason only for 57 years 

applicant.  (Upload necessary supporting documents for that) 

 
 

 

   (Fig-8 : MEDICAL REASON OTHERS)                                                                         (Fig-9 : MEDICAL REASON SELF) 

Fig- 7 



 

             (Fig-10 : PHYSICAL HANDICAPED)                                                                          (Fig-11 : FEMALE TEACHER SERIOUS INCONVENIENCE) 

 

 

              (Fig-12 : OTHERS)                                                                                                      Fig-13 

 Fig 13 shows – if ‘Whether Received Transfer Order While in Present School and Present Post’ option is yes, 

Applicant will have to mention her/his Transfer Memo no, Transfer Memo Date with supporting document. 

 If ‘In case applicant is under order of suspension, or disciplinary proceeding or judicial proceeding is pending 

against the applicant or contemplated against, the transfer application will not be proceeded with’ option is 

yes, Applicant couldn’t apply for transfer.  

 After successfully fill up with proper data applicant procced the form. Applicant can update it multiple times 

until finalize. 

  



             

  

 

 

 

 

 

       Fig-14 

 After successfully finalize the data, it cannot be edited further. Teacher can view his/her entire form with 

details, uploaded documents along with unique self-transfer proposal id. Status is shown as ‘SELF TRANSFER 

FINALIZED’ 

 Applicant can also download the Self Transfer Application form. (Fig-15) 

  

 

 

 

                                           Fig-15 

 A confirmation email is automatically sent to SI and applicant through the system. 

 

Intra District transfer (With in the District): - 

 Firstly, Applicant have to choose Transfer type as ‘INTRA DISTRICT’ and remaining process as same as INTER 

DISTRICT Transfer. (Fig-16) 

 Applicant can add preferred District (same) and circle (maximum 3) and school for Intra District transfer. 

 Checking PTR for each and every school. 

 Into this form teacher review the selected district from applicant end, it will be update one or more than one 

time until finalize the application. 

 Applicant can select a proper reason ("MEDICAL REASON SELF","MEDICAL REASON OTHERS","ANY OTHER 

REASON","PHYSICAL HANDICAPPED","FEMALE TEACHER TRANSFER GROUND","TEACHER OF AGE 57 AND 

MORE AND WILLING FOR HOME DISTRICT POSTING") from drop down menu. Ex – if applicant choose 

‘MEDICAL REASON SELF’ then he/she select disease from drop down menu and upload necessary supporting 

documents for that.  

 Applicant can select proper option from drop down for – previously he received any transfer order in present 

school and present post or not. 

 Applicant can select proper option from drop down for – is he/she got any suspension from department or 

court case pending against him/ her or not. If it is YES then this application will not be processed further. 

 Applicant can select proper option from drop down for – spouse’s working place. 

 Applicant can clarify distance in-between school and permanent address with supporting documents.  

 Applicant can select proper option from drop down for – previously he received any refusal under general 

from department or not. 

 After successfully fillip with proper data applicant can update it until finalize. 

 After successfully finalize the data, it cannot be edited further. Teacher can view his/her entire form with 

details, uploaded documents along with unique self-transfer proposal id 

 A confirmation email is automatically sent to SI and applicant through the system. 

 

 

 

 



 

 

 

 

 

 

 

 

 

 

 

 

        

 PTR CHECK SCHOOL WISE AS SHOWN IN Fig-17 

 

 

 

 

 

 

 

 

 

 Remaining process are same as described above for INTER DISTRICT TRANSFER. 

 Applicant can select a proper reason ("MEDICAL REASON SELF","MEDICAL REASON OTHERS","ANY OTHER 

REASON","PHYSICAL HANDICAPPED","FEMALE TEACHER TRANSFER GROUND","TEACHER OF AGE 57 AND 

MORE AND WILLING FOR HOME DISTRICT POSTING") from drop down menu. Ex – if applicant choose 

‘MEDICAL REASON SELF’ then he/she select disease from drop down menu and upload necessary supporting 

documents for that.  

 

 

 

 

 

 

 

 

 

 

  

 

 

Fig- 17 

Fig- 16 

 

Fig- 18 



 TEACHER OF AGE 57 AND MORE AND WILLING FOR HOME DISTRICT POSTING this reason only for 57 years 

applicant.  (Upload necessary supporting documents for that) (Fig-19) 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Fig- 20 Fig- 21 

Fig- 19 

 

Fig- 22 
Fig- 23 



 

 After successfully fill up with proper data applicant procced the form. Applicant can update it multiple times 

until finalize. 

  

 

 

 

 

 

 

 After successfully finalize the data, it cannot be edited further. Teacher can view his/her entire form with 

details, uploaded documents along with unique self-transfer proposal id. Status is shown as ‘SELF TRANSFER 

FINALIZED’ 

 Applicant can also download the Self Transfer Application form. (Fig-25) 

 

 

 

 

 

 

 

 After successfully finalize, click on ‘VIEW SELF INITIATED TRANSFER STATUS’ from menu. 

 Applicant can see the transfer status. Applicant can also view transfer eligibility marks from below button (as 

per Fig- 26 & 27). 

 

 

 

 

 

 

 

 

 

 

 

 

Fig- 24 

Fig- 25 

 

Fig- 26 



 

 

  

Fig- 27 


