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ANNEXURE

Manual for Teacher /Lab Assistant Details Entry

For Government and Aided Schools

Login as Admin User->Click on Teacher Details Entry->Enter the consolidation details and

1)
submit it. Be careful, the details once confirmed cannot be modified.

STAFF DETAILS CONSOLIDATION

Number of Permanent Teachers including Principal Number of Lab Assistants
Number of Permanent HSST including Principal Number of permanent HSST (3r)
Number of Guest HSST Number of Guest HSST (Ir)

2) HITC user can enter the details of the teachers as well as lab assistants.

hsCAP

Single Window System for Higher Secondary Admission, DHSE, Govt of Kerala
Edit Profile Change Password Logout

1087 - ST XAVIER S HSS,PEYAD, TRIVANDRUM

User: 1087 _hitc Last login: 28th January 2017 at 4:08pm Failure login attempts: 0

Links
® Teacher/ Lab Assistant Details Entry EE0

MNATIONAL INFORMATICS CENTRE - KERALA

3) For Teacher Details Entry, Click on ‘Teacher Details Entry’ link.

4) Lists of teachers are displayed. Click on the’ Edit’ button to complete the details of

displayed entries.

List of Teachers

Post wise count of Teachers Entry Status Back to Index

51 No Name of Teacher Teacher ID PEN Post DOB Edit View Verify Forway
1 PRABHAKARAN.T 20208 448524 HSST Malayalam 20-05-1968 0 ] Werifiad Forwarded
2 VELAPPAN. 1 13775 450253 HSST English 20-05-1959 a @ Verified Forwarded

5) Click on ‘Add a Teacher ‘link to add a new teacher, whose name is not displayed in the list.

d




Personal Details

PEN:

PEN Confirm:
Aadhaar No:

PAN:

Name of Teacher:
Gender:

Post Type:

Post:

Teacher Type:

Date of Birth
(dd-mm-yyyy)

Physically
challenged type:

Religion
Category
Sub-Category

Caste

Contact Details

Permanent Address

PIN Code
Email ID

Mobile Number

PEN

PEN Confirm.
Aadhaar

PAN

TEACHER NAME
SELECT
SELECT

----SELECT POST - - -

O Principal in Charge
() souhride Guide

[CJ NSS Co-ordinator
) ASAP Co-ordinator
]

= F¥gion

Date of Birth

SELECT

----SELECT RELIGION ---

----SELECT CATEGORY - - -

SELECT SUB CATEGORY

Phone (Current School) with STD Code

jw

j* ) Check If principal

O warre
L] career Guide
L NCC Officer

O Conditional Posting

O twa

PERMANENT ADDRESS
PERMANENT ADDRESS
PERMANENT ADDRESS
Pincode

Email ID

Mobile No

Phone (Current School)

[ECEI S| Tl T
L ]

*

Employment Details

Appointment Mode:
Appointment Date:
Appointment Order No:
Appointment Order SINo:
Joining Date to Current Post:
Joining Date to Current School:

Whether regularised in current post:

‘Whether probation declared in current
post:

Qualification [*Qualification and Subjects are not linked together, so please select subject carefully!]

Qualification

SELECT

Actions

Subject

SELECT

Other Description

Add More

ED =N T

SELECT APPOINTMENT MODE j *
Appointment Mode Date *
Appointment Order No

Appointment Order SINo

Joining Date to Current || SELECT j"‘
Joining Date to Current || SELECT j *
O Yes © No*

O Yes @ No*

Delete

6) Enter all the essential details and submit it. Once HITC submit the details, the list became
appended with that particular entry. HITC can edit the details if necessary. For that click on




the ‘Edit’ button corresponding to an entry. Click forward button to forward the details to
the ‘Admin’ user.

12 SUMA B 15633 453596 HSST History 31-05-1973 o @ Verified Forwarded

»

13 TEST 37300 159951 HSST History 25-05-1975 & a Mot Verify m

7) Click ‘Back to Index’ button to go back to’ TEACHER AND LAB ASSISTANT ENTRY MODULFE’

8) Details forwarded by the HITC user are available to the Admin user for verification.

9) Admin need to verify all the entries forwarded by the HITC. For that login as admin user ->
click on “Teacher Details Entry’. From ‘TEACHER AND LAB ASSISTANT DETAILS ENTRY
MODULE’, select the option.

List of Teachers
S| No Name of Teacher Teacher ID PEN Post DOB View Verification Status
Status
1 TESTER 42620 174232 HSST English 09-09-1980 a Not Verified

10) Admin can view each forwarded entry by clicking view button. Option is available either to
Verify or to Reject. Rejected entries are reverted to the HITC User.

! Teacher Details

If all details are found correct, click on VERIFY button. If any corrections found, click on REJECT button.

VERIFY REJECT Back to Detalls

PEN 159159 Appoinment Mode Management
Aadhaar No 800442887092 Appoinment Date 01-01-2010
PAN BGTPD3150] Appoinment Order No
Name of Teacher TEST Appoinment Order SINo 0.00
Gender Female Joining Date To Current Post 01-01-2010
Post HSST Computer Science Joining Date To Current School 01-01-2010
Date of Birth 01-01-1969 Teacher Type Principal in Charge
Physically challenged type Whether regularised in current post No
Religion Christian ‘Whether probation declared in current post No
Category General Mobile Number 34534534534
Sub-Category Not Applicable Phone (Current School) 45345345345
Caste NADAR Email ID
Permanent Address TEST
PIN Code 453453

Qualification

i SINo Qualification Subject Other Description
1 M.S5c Electronics&Communication
Actions




11) The process of forwarding an entry is completed by the verification done by the admin
user.

For Un-Aided Schools(Un-Aided/Residential/Special/Technical)

1) Login as Admin User->Click on Teacher Details Entry->Enter the consolidation details and
submit it. Be careful, the details once confirmed cannot be modified.

STAFF DETAILS CONSOLIDATION

Number of Permanent Teachers including Principal MNumber of Lab Assistants
Number of Permanent HSST including Principal Number of permanent HSST (jr)
Number of Guest HSST Mumber of Guest HSST (Ir)

2) ADMIN can enter the details of the teachers as well as lab assistants.

TEACHER AND LAB ASSISTANT DETAILS ENTRY MODULE

== Teacher Dertails Entry
== Lab Assistant Details Entry

3) For Teacher Details Entry, Click on ‘Teacher Details Entry’.
4) Click on ‘Add a Teacher’

List of Teachers

51 No Name of Teacher Teacher ID PEN Post DOB View Verify Status/Reject
1 SMITHA.G.K 30416 154674 HSST Jr English 24-03-1974 B verfid Completed
2 ANJANA.S 22645 154667 HSST English 10-03-1976 & Reject
3 MERCY JOSEPH.C 30380 154682 HSST English 23031073 ] | Reject |
4 ANITHA KUMARLA 22627 154666 HSST Hindi 30-05-1966 B | Reject |
5 DR.DEEPTHLR.S 22712 154684 HSST Ir Sanskrit 28-05-1969 =] BE=

5) Enter all the essential details and submit it. Once submit the details, list became appended
with that particular entry. Admin can edit the details if necessary. For that Press the ‘Edit’
button corresponding to an entry. Press ‘Verify’ button to verify the details.




List of Teachers [Unaided]

SiNo Name of Teacher Teacher ID Post DoE Edit  View Verify
1 TEST 37304 HSST Hindi 12121975 V4 a
2 ATHIRA 37303 HSST Jr Botany ( Principal ) 25051978 @ B verfied

6) The process of forwarding an entry is completed by the verification done by the admin user.
7) Press ‘Back to Index’ button to go back to’ TEACHER AND LAB ASSISTANT ENTRY MODULE’.




