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How to Login ?
1

1. Enter Email Address & 

Password

2. Click on “I’m not a robot” 

verification box

3. Click on Sign in Button
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Adding 
Officer/Official 
Post

2

1. Click on Posts Button in the 

left pane

2. Click on Add Posts List
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Adding 
Officer/Official 
Post

2

1. Click on Add Post Button
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Adding 
Officer/Official 
Post

2

1. Enter Officers’/Official post 

details as required

2. Click on Save Button
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Adding 
Officer/Official 
Post

2

1. All post list will appear on 

screen where you can see 

your created post
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Adding New 
Officer/Official 
& Assigning its 
Post

3

1. Click on Officers Button in 

the left pane

2. Click on Add Officers 

button

8



3

1. Add Officers’ details as 

required carefully

Adding New 
Officer/Official 
& Assigning its 
Post

9



3

1. Assign the respective post in 

Current Post field

2. Click on Save Button

Adding New 
Officer/Official 
& Assigning its 
Post
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Search Newly 
Appointed 
Officer

4

1. Click on Global Search 

button in the right pane

2. Click on desired check box 

and enter name of Officer in 

Name box

3. Click on Apply Filter
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Search Newly 
Appointed 
Officer

4

1. List of desired searches will 

appear

2. Click on specific Office name 

to view its profile
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Search Newly 
Appointed 
Officer

4

1. The desired 

Officers’/Official’s profile will 

appear on screen
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Edit Officers’ 
Details

5

1. Click on Edit Button
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Edit Officers’ 
Details

5

1. Apply the required changes 

and click on Save Button

2. Be careful on clicking on 

Delete Button 
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How to Apply 
for Transfer & 
Posting ?

6

1. The relevant Assistant 

Director will login to 

transfer/post the respective 

officer/official
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How to Apply 
for Transfer & 
Posting ?

6

1. Click on Transfer & Posting 

button in left pane

2. Click on New Transfer & 

Posting
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How to Apply 
for Transfer & 
Posting ?

6

1. Click on Vacant Posts
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How to Apply 
for Transfer & 
Posting ?

6

1. Select the desired option in 

search bars (Department 

and Grade)

2. Click on the desired post to 

appoint the suitable officer 
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How to Apply 
for Transfer & 
Posting ?

6

1. Click on Fill button against 

the Suitable officer from the 

list
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How to Apply 
for Transfer & 
Posting ?

6

1. Select the desired filters and 

click on Submit Button
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How to Apply 
for Transfer & 
Posting ?

6

1. Fill the necessary details

2. Either Supersede to desired 

level or Forward it to the 

immediate higher authority 
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Approve & 
Forward the 
Transfers/Postings 
to Next Level

7

1. Deputy Director or Above will 

login from his/her own profile
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Approve & 
Forward the 
Transfers/Postings 
to Next Level

7

1. Click on Transfer & Posting 

button in the left pane

2. A list of applied 

transfers/posting will appear

3. Fill the field accordingly and 

click on Submit Button
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Approve & 
Forward the 
Transfers/Postings 
to Next Level

7

1. The transfer order will keep 

moving by following these 

steps to the next level till 

DG’s Approval 

25



Viewing/Issuing 
Approved 
Transfer/Posting 
Orders

8

1. The Relevant AD will login 

from his/her profile
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Viewing/Issuing 
Approved 
Transfer/Posting 
Orders

8

1. Click on Transfer & Posting 

Button in the left pane

2. Click on All Transfers & 

Postings button

3. The List of Approved Orders 

will appear

4. Click on Details Button or 

desired order
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Viewing/Issuing 
Approved 
Transfer/Posting 
Orders

8

1. The Order will appear on 

screen

2. The AD will be able to 

proceed with the order
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Retirement 
Module

9

1. The Officer/Official will login 

from his/her own profile to 

apply for retirement

29



Retirement 
Module

9

1. Click on Retirement & 

Pension Button from left 

pane

2. Click on Retirement Button

3. Fill the details accordingly

Only the Authorised Users will be able 

to apply for retirement
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Retirement 
Module

9

1. Upload the required 

necessary documents and 

Click on Submit Button

2. The Application will appear 

in relevant AD’s profile
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Retirement 
Approval

10

1. Relevant AD will login from 

his/her profile
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Retirement 
Approval

10

1. Click on Retirement & 

Pension Button in left pane

2. Click on Applications 

button

3. The list will appear on the 

screen

4. Click on Details Button
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Retirement 
Approval

10

1. Fill the action field and click 

in Submit button
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Retirement 
Approval

10

1. The Application will keep 

moving to the next level by 

following these steps till 

DG’s Approval
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Retirement 
Approval

10

1. This order will be generated 

in the relevant AD’s profile
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How to Apply 
for Pension?

11

1. The Officer/Official will login 

from his/her profile to Apply 

for Pension
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How to Apply 
for Pension?

11

1. Click on Retirement & 

Pension button in Left 

Pane

2. Click on Pension Button
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How to Apply 
for Pension?

11

1. Click on Apply button
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How to Apply 
for Pension?

11

1. The form will appear on your 

screen

2. Select your desired Pension 

Category

3. Fill the form as required 

carefully

4. Upload all the required 

attachments, i.e., Photo, 

CNIC, Signature, Service 

Book, etc.
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How to Apply 
for Pension?

11

5. Select the Competent 

Authority accordingly

6. Click on Submit Button

7. The Respective ADs and all 

above Officer will approve 

the case one by one till DG’s 

Approval 
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Help &
Support

Mines & Minerals Department
Government of the Punjab

1 Mr. Umair Anwar
Manager IT, Mines & Minerals Department Punjab

0305-5844000

2 Mr. Asif Nadeem
HRIMS Specialist, PITB

0321-6885947

3 Mr. Muhammad Kashif
Computer Programmer, Mines & Minerals Department 
Punjab 

0316-5038878
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