
How to Transfer Users 
in e-GP 

Procurement Unit, LGED 



Backgrounds 

 Existing user is transferred, so system need new user to fill the 

vacancy. 

 While we edit the user’s profile, then system only updates the 

profile. All the previous documents are updated with the edited 

profiles. 

 So, we need to perform on Transfer. After transferring action, 

the system will recognize the different users according to their 

employment periods. 

 Only PE Admins will manage the users in the system. 

 Step 1-5 are for PE Admin’s & Step 6-8 are for the user’s to 

whom the transfer will taken into action. 
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Login: PE Admin 
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1. View Government User 
2. Click on Transfer 
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3. Write e-GP ID of the User to search from System 
4. Click on ‘Retrieve User Profile’  
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If User ID Transfer 
is not required, 
Leave this Step 

05-May-15 Procurement Unit, LGED 



System will find the New User to fill the Vacancy 
5. Write applicable comments (Basis of transfer, 
etc.) before Transfer to Activate 

System will 
Automatically 

send a Message 
to Transferred 

User’s Mail Server 
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Apply only this 
Portion to fill for 

Person’s Transfer 
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Open LGED Web-mail & Login using 
mail Password (Supplied by MIS) 

Step 6: 
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Passwords has given to PE-Admins only. If someone need LGED Web-mail Password, use 
one of the followings. Other Govt.  Users will conduct to relevant PE-Admin. 

1. PE-Admin (Upazila):   e-Mail to xen.procurement@lged.gov.bd 

2. PE-Admin (District):  Call 02-9128405 (Md. Zashidul Islam Dipu, MIS Unit) –  Office Hours only. 

05-May-15 Procurement Unit, LGED 



Open Message from Inbox 
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This Verification Message Sometimes may not Work. 

If no Message found then; 
Communicate with e-GP Help Desk (CPTU) 
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Copy the Password &  
Go to the e-GP web-site Step 7: 
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This will be the 1st Login of  
New User (Transfer in) 
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Change Password…..&  
Keep Privacy Step 8: 
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Enjoy New Responsibilities 
Be Watchful to Use Password in e-GP System 
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Login: User 
View the transfer History 
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User Transfer History 
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Thanks To All 
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