HOW TO APPLY FOR BY TRANSFER
USER MANUAL
PRE-REQUESITIES

» Refer notification, qualification and user manual thoroughly

before applying.

» SMS enabled unique mobile number (One Mobile

Number can be used for one applicant only).

» Valid email id.

» Scanned copies in pdf format with less than 100 kb of the
following:
+ Service certificate in prescribed format.
*» Probation order.

L)

* Advice and appointment order(as a single pdf file).

R/
0‘0

‘10 year service as HST’ Certificate.

R/
0‘0

Master’s Qualification ( mark lists , certificate and
Equivalency certificate(if necessary) as a single pdf
file).

+ Other Qualifications(mark lists , certificate and
Equivalency certificate(if necessary) as a single pdf
file).

% Other Eligibility Certificates.



STEPS FOR SUBMITTING APPLICATION

The By Transfer Application Entry link is available in the BY TRANSFER Tab in the hsCAP

website (www.hscap.kerala.gov.in).
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It is the supreme art of the teacher to
awaken joy in creative expression

and knowledge.
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Brought to you by

ICT Cell, Directorate of General Education (Higher Secondary), Govt of Kerala, www.dhsekerala.gov.in

At first the Applicant has to

register(via link APPLICANT REGISTRATION) with his/her

PEN, Date of Birth, Mobile No & Email Id to create Username & Password by using the OTP

received in the registered mobile.. The registration page is shown below:

ByTransfer User Registration | Forgot Password

PEN

Date of Birth
Mobile No
Confirm Mobile No
Email Id

Type the Code Shown in the Box

After submitting the above

generation page is shown below:

Enter the PEN

Enter the Date of Birth
Enter the Mobile No
Enter the Mobile No
Enter the Email Id
Enter the Captcha

494 0

details OTP generation page will be displayed. The OTP



ByTransfer User Registration | Forgot Password OTP Generation

ApplicationNo 1000009
PEN 123457
Mobile No 978XXXX439

By clicking the Send OTP button, OTP submission page will be displayed. The user has

to enter the OTP received in the registered mobile number. The Submit OTP page is shown

below:
ByTransfer OTP Entry
Application No 1000009
PEN 123457
Mobile No 978XXXX439
Enter the OTP Sent to Registered Mobile No OTP. »

You need to wait 272 Seconds to Resend OTP

After submitting the Submit OTP button, the page to Create New Password will be
displayed. The user has to enter the new password & re-enter the new password to confirm it.
The Create New Password page is shown below. The password must be more than 8
characters long and must contain at least 1 lowercase character,1 upper case character ,1

number and 1 special character



ByTransfer Create/Change Password

Application No 1000009
PEN 123457
Mobile No 978XNXX439

New Password

Type in New Password

Confirm Password

Confirm new password

Password must be more than 8 characters long & must contain at least 1 lowercase character, 1 uppercase character, 1 number &
1 special character

By clicking the Update button a new password will be created & the Username will be
displayed. Then the user can login by using the link ByTransfer Login as shown below or
APPLICANT LOGIN

ByTransfer Create/Change Password

&  ByTransfer Login Credentials successfully Updated!

You can login with Username (1000009) and Password.

ByTransfer Login

After clicking the By Transfer Login link, the By Transfer Login page will be displayed.
The user has to login by entering the Username (Application Number) and password. The By

Transfer Login page is shown below:



ByTransfer Login

Username

Enter your Application Number

Password

Enter your Password

Type the Code Shown in the Box
Enter the Captcha

Forgot Password
11611

After submitting the Login button the home page will be displayed. The user can apply
for By Transfer by using the link By Transfer Application. The home page is displayed below:

Your IP Address is 117.207.68.254. You are closely monitored

User: 1000009 Last login: 6th February 2021 at 11:08pm

Failure login attempts: 0
Comm. Address: Complaints and Suggestions : Email to
Phone No

Circular

Links

® ByTransfer Application

After clicking the By Transfer Application link, the ByTransfer Application page will be
displayed. The page consists of four parts that is part 1.Personal Details part 2. Employment
Details, part 3.Post Applied and part 4 .Qualification.

The By Transfer Application page is
displayed below:



Application No:
PEN:

Name as in Service Records:

Date of Birth
Mobile Number
Email ID

Present Post:

Present working District:

Educational District:

Present Working School / Present working Office:
Date of Joining in the present Post:

Date of Probation declared in the present post:
Probation Order No:

Probation Order Date:

1000009
s

‘ | TEACHER NAME

01011083
1234367890

test@test.com

| SELECT

| SELECT DISTRICT

| SELECT EDU DISTRICT

| SELECT

|Joining Date to Current Post.

|Date of Probation Declared

| Probation Order No

|Date of Probation

Appointment Mode:

|‘5ELEC[

Whether Taken LWA during probation period: | O Yes O No*

Applied for the Vacancy in the year:

Whether exempted from SET:

| ‘ select

[seaf+

Applied Post

s ;

Click here for Qualification Norms

Qualification Subject Registration No Year Pass Percentage University Study Type Delete
SELECT 1 | SELECT 1 \ \ | 1] SELECT o ]




Personal Details

Application No:
PEN:

Name as in Service Records:

Date of Birth
Mobile Number
Email ID

Present Post:
Present working District:
Educational District:

Present Working School / Present working
Office:

Date of Joining in the present Post:

Date of Probation declared in the present
post:

Probation Order No:

Probation Order Date:

users employment.

1000009
123457
TEACHER NAME

01-01-1985
1234567890

test@test.com

HS5T

SELECT DISTRICT

SELECT EDU DISTRICT

SELECT

Joining Date to Current Post

Date of Probation Declared

Probation Order No

Date of Probation

) L L

*

*

*

*

The image given below shows all the fields required in the employment details according to the



Employment Details

Teacher with Inter District Transfer: Yes :I*
Date of joining in the present district: -
Whether Probation declared in the Present Dist: Yes :l*
Date of Probation: ud
Probation Order No: Probation Order No e
Probation Order Date: .
Appointment Mode: By Transfer :| *
Appointment Order No: .
Appointment Order Date: i
Appointment Order SINo: i
Whether Taken LWA during probation period: O ves Mo * Date of Rejoin *

Applied for the Vacancy in the year: Select :l *
Whether exempted from SET: Yes :l . 10 Year Service as HST:I*

Date of completion of 10 year service(excluding Iwa "
period):

After submitting all the above details Certificate Upload page will be displayed. The user has to
upload a single scanned copy of each certificate in pdf format not exceeding 100 kb in size. The
Certificate Upload page is displayed below. The user can upload the certificates one by one by

clicking the Browse button and then clicking the Submit button

Certificate Upload
Application Number :- 1000009
Certificate Details Upload Update View
Service certificate Browse...  No file selected. m Not Uploaded
Probation Order Browse...  No file selected. Not Uploaded
Appointment Order Browse... | Nofile selected. Not Uploaded
10 Year Service as HST Browse... | Nofile selected. Not Uploaded
M.Sc - Geography Browse...  No file selected. m Not Uploaded
B. Sc - History Browse...  No file selected. Not Uploaded



After submitting a certificate the uploaded certificate can be viewed by using the View

Certificate button. If any changes the user can upload the certificate again.

o Uploaded Sucessfully!!!

Certificate Upload
Application Number :- 1000009

Certificate Details Upload Update View

Service certificate Browse... | Nofile selected. m View Certificate
Probation Order Browse... | No file selected. m Not Uploaded
Appointment Order Browse... | Nofile selected. m Not Uploaded

10 Year Service as HST Browse... | No file selected. Not Uploaded
M.Sc - Geography Browse... | No file selected. m Not Uploaded

B. Sc - History Browse... | Nofile selected. W Not Uploaded

After uploading all the certificates click on the Next button. The view page will be displayed.

The

user can view his application. After checking all the details and if any correction is needed the

application details can be edited by using the Edit button, else the user can check the

declaration checkbox and click on the Final Confirmation button. After final confirmation further

modifications are not possible. The View page is shown below.



APPLICATION VIEW

Application Number 1000009
PEN 123457
Name of Applicant TEST
DOB 01.01-1985

Mobile Number 1234567890

Email 1d test@test.com
Present Post HST

Present Working District THIRUVANANTHAPURAM
Educational District Neyyattinkara

Present Working School / Present working Office G.H. S. S. Bangra Manjeshwar

Date of Joining in the Present District

Whether Probation Declared in the Present District

Date of Probation

Probation Order No

Probation Order Date

Mode of Appointment in the Present Post
Appointment Order number

Appointment Order Date

Appointment Order SINo

Whether Taken LWA during probation period

Date of Joining in the present Post 01012015 WA ReJoin Date
Date of Probation declared in the present post 01012017 Applied for the Vacancy in the year
Probation Order No 123 Whether exempted from SET
Probation Order Date 15-01-2017 Exempted from SET
Teacher with Inter District Transfer Yes Date of ion of 10 year Iwa period)
EDUCATIONAL QUALIFICATION
Qualification Subject Registration No Year Pass Percentage University
M.Se Geography 12345 2012 60 test
B.Sc History 12345 2010 80 test
POST APPLIED
SINo. Post Name
1 Geography
2 History
Deglaration

I TEST. do hereby declare that all the information fumished above are true and that | will be personally responsible if they are found to be incorrect.

Final Confirmation / Edit

| Edic W Final confirmation

01-01-2017
Yes

02-01-2017

123

15-01-2017

By Transfer

123

01-01-2017

123

Yes

01-01-2017

2015

Yes

10 Year Service as HST

01-01-2018

Study Type
Regular
Regular

After Final Confirmation the print out of the application can be downloaded by using the

ByTransfer Filled Online Application Printable Format link as shown in the image below.

ByTransfer Final Submitted Online Application Form

APPLICATION NO : 1000009

7 ByTransfer Filled Online Application Printable Format

Bl Go back to the Login Page

s of the Paper



GOVERNMENT OF KERALA

DIRECTORATE OF GENERAL EDUCATION (HIGHER SECONDARY WING)
APPLICATION FOR BY TRANSFER APPOINTMENT HSST(Jr)

Apolcation Number 1 00000E Date of Joining in the Pressnt Disirict o-0n-2M 7
PEN 123457 Whesher Probation Declared in the Present | Yes
District
Mame af Applicant TEST Date of Probation e-m-2my
DOBE 01-01-1885 Probation Order Mo 123
Mobils Murmber 1234567680 Probation Order Date 150127
Email id {esti@S=sicom Appointmesnt Mods By Transfer
Present Post HET Appointment Order Ma 123
Present Warking District THIRUWANANTHAPLIRAM Appointrmem Order Daie om-0n-2m 7
Educatianal Disfrict Neyyattinkara Appointment Order SiNo 123
Present Warking School / Presemt working | G. H. 5. 5. Bangra Manjeshwar Whesher taken LWA during Probation fes
Oice Pericd
Date of Joining ini fhe pressm Post 01-01-215 LWA Relon Dat= o-01-2M 7
Oate of Probation declared in the presemt [ 01-01-2017 Applied for the Vacancy in the Year 2015
pasi
Probagicn Order Mo 123 Whesher exempizd from SET Yes
Probation Order Dage 1501-2n7 Exemied from SET 10 Year Service as HST
Teaches with Imier District Transiesr Yas Date of Completion of 10 year servioe on-0n-2 e
(=nzhuding LWA Period)
EDUCATIONAL QGUALIFICATION
Qualification Subject Registration Mo Year Pass Percentage University Study Type
M.Sc Geography 12345 2m2 B0 imst Regular
B 5o History 12345 200 BO a5t Regular
POST APPLIED
SiNo Paost Hame
1 Geography
2 History
DECLARATION

I TEST. do hereby declare that all the information furnished above are true and that T will be personally responsible if they are

found to be incorrect.

Signature of the Applicant
Place :
Date : 06-02-2021

CERTIFICATE FROM HEAD OF INSTITUTION
CERTIFIED that, the details furnished by the applicant have been verified with reference to the relevant records and found
comect. His/Her Application for By Transfer to the Newly created post is recommended.

{Dffice Seal)
Dated Signature of the Head of Institution
Flace :
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