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Charge Report & Joining Report Submission Process in SAP 
(In case of Transfer/ Promotion/ Additional Charge) 

 

1. Transfer/ Promotion Initiation Notification: 
 

a) Log in to SAP FIORI 

 

 

b) Click on My Inbox Tile to check notification 
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2. Charge Report submission: 

 

A. Charge handover 

 

a) Log in as employee  

b) Go to charge handover tile 

 

 

 

The following screen will open. 
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Relieved employee details 

c) Search drop down Reference ID 

d) Select “Position to Handover” from dropdown 
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Relieving employee Details 

e) Select employee ID from drop down to handover the charge 

 
 

f) Click on attach document to upload documents related to Charge Handover 

 
 

 
g) After successfully filling all the details, Click on Initiate button (top right corner) to 

submit the Charge Handover process 
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B. Charge take over (Relieving Officer) 

 
a) Relieving employee shall Log in SAP-FIORI and click on “My Inbox” Tile to view the 

charge handover details initiated by the Relieved Employee. 

 

 
 

 

 

b) Click on the above Link Icon and select Accept Button to “Take Over” the charges. 
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C. Charge Report Approval by HOD 

 
a) HOD shall Log in SAP-FIORI and click on “My Inbox” Tile to view the charge report. The 

following details will be shown: 

 

 
 

 

b) Click on Relieve Button to relieve the transferred out employee. The relieve date of the 

employee shall be the system date and cannot be changed. Therefore, relieving in SAP should 

be done on the same date. 
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c) After successful approval of Charge Report, the employee shall be relieved from his/ her 

current place of posting and employee will receive a notification in the My Inbox Tile. 
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3. Joining Report Submission 

A. Joining Report initiation by Employee 

When the employee reports to the new place of posting, he/she is required to submit the Joining 

Report in SAP only (both the main & additional charges) 

Log in SAP-FIORI and click on “Joining Report” Tile to submit the Joining in the new place of posting. 

 

 

 

 

Below screen will appear 

Go to dropdown “reference ID” select the SAP ID (In case of multiple orders, appropriate ID may 

be selected).  
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All other fields shall be filled up after selecting the Ref ID. 

 

 

Click on Initiate Button (Top Right Corner) to submit the Joining Report 

 

B. Approval of Joining Report by HOD of new Org unit 

HOD shall Log in SAP-FIORI and click on “My Inbox” Tile to view the Joining Report submitted by the 

employee. The following details will be shown 
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Click on the Link Icon to view the details 

 

Joining date: The HOD may accept the joining date submitted by the employee or he/she may 

change the joining date as per employee’s actual date of joining. 

The submit button shall be enabled only in case where the position is vacant. In case, if any employee 

is posted/ not relieved in the position, his/ her details shall appear under EMP ID/ Emp Name. 

The HOD may relieve the existing employee first and then accept the joining report of the new 

employee or the HOD can select any other vacant position by clicking on the “New Position” button. 

If no position is displayed, HOD may contact Establishment for the same. 

Click on Submit button to accept the Joining Report of the new employee. 

 

--------------------------------------------------------------------------------- 

 

 

 

 

 


