






 

 

Process flow Submitting District preferences and Online Mutual Reappointment 

Application   Submission” for NHM Staff in eHRMS Manav Sampada (ehrms.upsdc.gov.in) 

With reference to MD NHM letter dated 15-10-2024 regarding mutual reappointment for NHM 

Staff will be initiated from  05.12.2024, 11.30 AM to 05.01.2025, 11.59 PM.  

NHM staff (as per the eligibility mentioned in the letter) district Preferences will be submitted 

online in e-HRMS (Manav Sampada) https://ehrms.upsdc.gov.in/ . 

Through this option employee can view the district preferences submitted by the other 

employees by which they can apply for mutual district reappointment. (Only one District 

Preference is allowed) 

Section 1: Process flow for Submitting District preference 
 

STEP 1: Employee to self-login (https://ehrms.upsdc.gov.in/ ) with user ID as e-HRMS Code. 

 

STEP 2: Select “View Employee Preference” to get the list of other NHM Staff district preferences 

 

 

https://ehrms.upsdc.gov.in/
https://ehrms.upsdc.gov.in/


 

 

List of District preference submitted by NHM Staff 

`  

STEP 3: On the basis of district preferences submitted by other NHM staff the applicant can decide 

the district preference for Mutual reappointment. To submit district preference for Mutual 

Reappointment, select “Preference Submission” and Proceed 

 

STEP 4: Select “Interested Districts” from the dropdown and submit (Only one District Preference 

is allowed) 

 

Once Preference/Interest submitted cannot be changed further 

 



 

 

Section 2- Process Flow for Submitting Online Mutual Appointment 

Request 
 

Step-5: In order to apply for Mutual Reappointment select “Apply/View request” and proceed 

 

Step-6: Select/View “Reporting Officer” Mark “YES/NO” in Pending Court Case and select Ground 
for request from dropdown if any. Fill the e-HRMS code of NHM employee Within Same 
Designation, Same Program and Sub program and click on “View Details” to get the details of 
employee seeking Mutual Reappointment. 

 

 Check the details of Employee seeking for Mutual reappointment, provide consent and submit 

Note: Only one request for mutual reappointment is allowed. If Request if withdrawn by requester 

or rejected at any level, you will not be able to submit another request 

 

 

 

 

 



 

 

 Pop-up will appear in screen once your request has been successfully submitted 

 

 

Step: 7 In order to accept the request received from another NHM Staff for Mutual Reappointment 

select “Apply/View request” and proceed 

 

 



 

 

Check the details of employee seeking for Mutual Reappointment and click on “Accept/Reject”. 

Note: After accepting this request for mutual reappointment other request will be automatically 

rejected 

 

 

 After successfully submitted/Accepted the Mutual Re-appointment request Employee may 

View/Track the submitted request 

 

 



 

 

Section 3 - For CMO the process flow for accepting submitted request 

and Forwarding to State is detailed below: 
 

Step 1: CMO to self-login (https://ehrms.upsdc.gov.in/ ) with user ID as e-HRMS Code 

 

 

Step 2:  Go to “Mutual Reappointment”, select “View/process Received Request”, and Click on 

“View Button” and proceed 
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 Step 3: Validate the information, select “Yes/NO” from dropdown, provide remarks if any and 

forward the Mutual Reappointment request to state for further action. 

 
 Pop-up will appear in screen once your request has been successfully submitted. 

 


