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1. Introduction
The Teacher Module facilitates the management of Teaching, Non-Teaching, and Vocational Training
Provider (VTP) staff data. This manual provides step-by-step instructions for utilizing the functionalities of

this module.

2. Getting Started
2.1 Logging In
0 Open URL - Enter the provided URL into the address bar.

0 Enter Credentials - Input username and password.

0 Click ‘Login’ - Dashboard

3. Welcome to the National Teacher Database
3.1 Click here for Teaching, Non-Teaching
% Step 1: The User clicks on the “Teaching/Non-Teaching/ VTP (NSQF Teacher) DCF to fill in the
data”.
% Step 2: The system will redirect to the Dashboard.

SCHOOL USER Welcome (U}

UD|SE+ TeaCher Database School Mandira Debbarma Logout

National Teacher Database

(& Home &My Profile

School ; Akshay Gupta School  UDISE Code : 16030600306 Category : 3 - Pr. with Up Pr. sec. and H Sec.

Note: 01. Please Verify/Add all existing staffs detall in this module very carefully 02. For better practice please logout while you are done with this Module.

Welcome to
National Teacher Database

School Name Akshay Gupta School UDISE Code 16030600308 User Role: 8chool User with DCF Entry Permission
Click Here
Teaching/Non-Teaching/V TP (NSQF BRICK/DIirct MES DR
Teacher) DCF to fill the data. ﬂ

Department of School Education & Literacy,

¢ Department of School Education & Literacy,
ab

Miristry of Education, Government of India Ministry of Education,

Note: To view MIS's details, click on the “Go” button of “Block/District MIS Details.”

3.2 Add Teaching Staff
< Step 1: The user will click on the “Add Teaching Staff” Button.
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(2 Home & My Profile National Teacher Database

School : GPS HIND ~ Category : 12 - Pre-Primary Only ~ UDISE Gode : 02011405801
Staff Summary Report Data Entry is Currently Active  Select Language | English v

Import staff > Certification Status : Not Certified (SIS NIRRT AT Head of the School (HoS) Details

Name - HIND KUMAR  Teacher Type - 6-Principal

(map)

Staff Global Search N Note: Add New or Delete or Any Changes, in Teaching or Non-Teaching or VTP Detalls will ) ]
automatically change the school status from "Certified” to "Not Certified” R sssantiosDetails
Not Available
View Inactive/Dropbox Staffs >
List of Inactive/Deleted Staffs >
“Please click refresh for updated statistics Q) Refresn

USER MANUAL £ 3

Teaching/Non-Teaching Staff in Position Count

(a) REGULAR TEACHING STAFFS 1

(b) NON-REGULAR TEAGHING STAFFS : (Gontract, Part Time, Guest Teacher, Para Teacher etc.) 0

Total Teaching Staff in Position [(a)+(b)] Total [ ncompiete [B) |[+ Add Teaching staff
(c) NON-TEACHING STAFFS Total [  incompiete @ [+ Add Non-Teaching Staff

& Department of School Education & Literacy, Department of School Education & Literacy,

@  Ministry of Education, Government of India Ministry of Education, Govemment of India

3.2.1 Enter the Teacher Details

% Step 1: The user will enter the Teaching staff details such as:
v Name

Gender

Date of Birth (DD/MM/YYYY)

Staff Code of /UT (if Available)

Social Category

Highest Academic Qualification

Trade/Degree

Highest Professional Qualification

Mobile Number

Email

Aadhaar no. of staff

R X X X X X X X X \

Name as per Aadhaar

% Step 2: Also mention the level up to which the following subjects are studied:
v Mathematics
v Science

English

Social Science

Language (as per Schedule VIII)

Type of Disability (If any)

Nature of Appointment

Date of Joining in Service (DD/MM/YYYY)

S X X X X | «

Date of Joining in Present School (DD/MM/YYYY)
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% Step 3: After filling in the information click on the “Save & Next” Button

R

<% Step 4: A prompt will be displayed to confirm the details that the user has entered, click on the

“Confirm” Button.

% Step 5: The system will redirect to the next page.

(2 Home 8 My Profile National Teacher Database

School : Akshay Gupta School ~ Category : 3-Pr with UpPr sec andHSec  UDISE Code : 16030600306 School Dashboard
- Add New Teaching Staff € Back To Staff List

ype of Staff - Teaching Staft

3.2.1 Name (in Capital Letter) 3.2.2 Genoer @ 3.2.3 Date of Birth (OOAMIYYYY) @ 3.2.4 Staff Code of State/UT (if availabie) @
Select -
3.2.8 Social Category @ 3.2.6 (a) Highest Academic Quaiffication @ 3.2.6 (b) Trade / Degree © 3.2.7 (a) Highes! Professional Quaiification @
Select - Setect - Select v Select v
3.2.8 (2) Mobile Number@ 3.2.8 (b) Email @ 3.2.9 (a) Aadhaar No_of Staff © 3.2.8 (b) Name as per Aadhaar @

3.2.10 Mention the level up to which following subjects are studied:

(a) Mathematics @ () Science @ (c) English @ @) Social Science @
Select v - Select v Select v
(e) Language (as per Scheaute Villy @
Select -
3.2.11 Type of Disability, It any € 2.2.12 Nature of Appoiniment € 3.2.14 Date of Joining in Service (DDMMYYYY) @ 2.2.15 Date of Joining in Present School (DDMMYYYY) @
Select - Select -

3.2.2 Appointment and Teaching Profile

2

% Step 1: The User will enter the following details about the Appointment and teaching profile.
v Type of Teacher

Class Taught

Appointed for level

Appointed for Subject

Main subject taught 1

Main subject taught 2

Whether the teacher is on Deputation in this School from other schools?

S X X X X | «

Whether Teacher is teaching at other school as a Guest/Contractual/ Deputation?

% Step 2: After filling in all information user will click on the “Update” button.

% Step 3: A successful message will be displayed and redirected to the next page.

(@) Home & My Profile

National Teacher Database

School : Akshay Gupta School ~ Gategory : 3-Pr with UpPr sec andHSec  UDISE Code : 16030600306 School Dashboard

Appointment And Teaching Profile + Back To Sta List
3l Code Teaching Stall Name - - MAYANK TYAGI
3.2.13 Type of Teacher @ 3.2.16 Ciasses Taugnt @ 3.2.17 Appointed for level (Optonal) @
Setect v Setect v Select -
3.2.18 Agpointed for Subject @ 3.2.19 (a) Main Subject Taught 1 @ 2.2.19 (b) Main Subject Taught 2 (Optional) @
3.2.20 Whether the Teacher is on Deputati 1Yes O 2:No
3.2.21 Whether Teacher is teaching at other Schaol as Guest/ContractualDeputation 7 (1-Yes/2-No) 1-Yes (O 2No

Previous m -
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3.2.3 Training and Other Details

% Step 1: The User will fill in the following details about the teacher.
v Trained for teaching CWSN
v Trained in Computer for use in teaching?
v Training Received
v Training Needs
v/ Whether Teacher received training under NISHTHA (1-Yes/2-No)
v Working days spent on NON-Teaching Assignments
< Step 2: Languages in which the teacher has working knowledge?
v Languagel
v Language 2
v Language 3
v’ Whether trained in safety and security audit of school for ensuring child safety?
v Whether received training on cyber safety and psycho-social aspects?
v Whether received training in early identification support and classroom support of CWSN?
v Whether the Teacher is CTET/STET qualified?

v Whether capable of handling digital devices and VC applications? (Mobile, Laptops, Smart

Boards, Desktops, Projectors, the use of computers to retrieve, assess, store, produce, present,
and exchange information, and to communicate and participate in collaborative networks via
the Internet, interacting through digital technologies, Protecting personal data and privacy)

<% Step 3: After filling in all information, the User will click the “Update” Button.

% Step 4: A successful message will be displayed and redirected to the next page.

School : Akshiay Gupla School  Category : 3- Pr with Up Pr sec andHSec  UDISE Code : 16080600306 School Dashboard

Training And Other Details « Back To Staff List

acher Nams -: MAYANK TYAGI

guage 1 @ b) Language 2 @ Language 3 @

D 1-Yes O 20

3.3 Send to Dropbox/Left School

% Step 1: Click on the counting icon located beneath the red rectangular area.
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{2 Home & My Profile

School : GPSHIND ~ Category : 12 - Pre-Primary Only

UDISE Code : 02011405801

National Teacher Database

School Dashboard

Staff Summary Report Data Entry is Currently Active ~ Select Language | English v
— P —— Head ofhe Scho oS et
Name - HIND KUMAR  Teacher Type - 6-Principal (wap)
Staff Global Search N Note: Add New or Delete or Any Changes, in Teaching or Non-Teaching or VTP Details will ) ) —
automatically change the school status from "Certified" to "Not Certified” AssicantHosS Datalls)
Not Available
View Inactive/Dropbox Staffs >
List of InactivelDeleted Staffs >
*Please dlick refresh for updated statistics O Refresh
USER MANUAL <
Teaching/Non-Teaching Staff in Position Count
(a) REGULAR TEACHING STAFFS 1
(b) NON-REGULAR TEACHING STAFFS : (Contract, Part Time, Guest Teacher, Para Teacher etc.) 0

Total Teaching Staff in Position [(2)+(b)]

Tota\@ incompiete [} [+ Add Teaching Staff
() NON-TEACHING STAFFS Total [ @  incomplete [@ [+ Add Non-Teaching Staff

Department of School Education & Literacy,
Ministry of Education, Government of India

@ Department of School Education & Literacy,

@ Ministry of Education, Government of India

< Step 2: The option labeled "Download Excel" (refer to rectangular 1.2) allows users to download

the list of teachers along with their details in Excel format.

% Step 3: A list of teaching staff is displayed with a button labeled "Left School" (refer to
rectangular 1.1). Click this button, and the system will redirect you to the next page.

() Home = & My Profile

National Teacher Database

Sensol Dashboard

School : Akshay Gupta Schiool  Category : 3 - Prwilh UpPr sec and HSec  UDISE Code : 16030600306

3.3 TEACHER DETAILS (Including Head Master/Mistress/Principal/HoS)

now|50 v |entne: Searct

SL.No Basic Details Status / Action

Qualification

Aadhaar Verified Status Type of Statt Update

1 National Code  HP12345615
Staff Name - GOPI
Slaﬂ Slale Code = 1234564989
ender  1-Male

ect 1 11-Blolagy Aadnaar No.
aint eq

Teaching Staff
XXE-KAXX-3THY e

Verification Status

Dete of B 30112/1988

Date of Joining in Service * 01/10/2024

Date of J uam ent School - 08/10/2024
Wobie - 8387588885

Verification Under Process

 Verity Asanaat From UIDAL

2 Hatng! Code 1AM 7 Aadhaar No Teaching Stafr
= slan Name _ GO! Not Provided AN B
taft State Code
Genger . 1-Male
Dale of Birth - 3011211988
Date of Joining in Service - 08I0
Date of Joining in Pt
Mobile | 918886418
ectea Dupicats |
National Coge Wil Be Generated Shortly Main Subject 1 - 1-All subjects Aadhaar No Teaching Staft
Staft Name at Appointment = 3-Guest me,frm -Time Not Provided of
Sian Siate Coe 2hcting Hesd
Gender - 1-Male ation - 6-Nom
Date of Birth - 0111011990 7-Ph,
Date of Joining in Service * 28/10/2018 Spas
Date of Joining in Present School . 19/10/2020 Ciass Taughl . 3-Primary and Upper primary
Mobiie - 8534635748
" National Cade Wil Be Generated Shortly Aadhaar No Teaching Staft
Staft Name - HP TEST TWO eguiar Not Provided 3

Slaff State [ude it
Gender * 2
Dot ot B o1/0sr1s8T

onal Qualifcalion — 1-Diploma of certificate in
teacher training of a duration not less than two
Date of Joining in Service ~ 07/10/2

0/2024 years
Nate of loininn in Present School 1411012024 Arademic Qualification  1.Below secondarvy

% Step 4: The user will choose one of the following reasons from the dropdown list:
v Dropbox - Active - Due to Retirement
v Dropbox - Active - Transferred/Shifted to Another School
v Dropbox - Active - Due to Job-Left
v’ Dropbox - Active - Wrongly Imported/Restored
v/ Dropbox - Inactive - Due to Death
v/ Dropbox - Inactive - Wrongly Inserted/Duplicate
<% Step 5: After selecting a reason, the user will enter remarks.

< Step 6: Select the “Last Date in Service School” and click the "Left School" button.
Note: The “Last Date in Service” field is not displayed for the following reasons:

» Dropbox - Active - Wrongly Imported/Restored
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= Dropbox - Inactive - Wrongly Inserted/Duplicate

UDISE+ Teacher Database ;;a:jm USER  Welcome

Mandira Debbarma

{2} Home = & My Profile

National Teacher Database

School : Akshay Gupla School  Category : 3-Pr will Up.Pr. sec andHiSec  UDISE Code : 16030600306 ‘Sehool Dashbeard
Left School ¢ Back To Staff List
Statf Name GOPI National Code HP12345615
Gender 1-Male Date of Birth 3011211988
Date of Joining in Present Schaol 0811012024 Mobile 8997986865
Academic Qualification G4 Pl Professional Qualification 2-Bachelor of
Elementary
Education(8 1 Ed )

Are you sure to send the particular Staff to Dropbox ?

Select Reason Sobect e

Remarks [ ]

jon & Lieracy,

vemment of India

<% Step 7: A prompt will be displayed to confirm the details that the user has entered, click on the

“Confirm” Button.

% Step 8: A Successful message will be displayed.

Note: The procedure is the same for Non-Teaching Staff and VTP Staff when sending to Dropbox
or marking as "Left School."

3.4 Add Non-Teaching Staff
% Step 1: The user clicks the “Add Non-Teaching Staff” Button.

{2 Home & My Profile National Teacher Database

School : GPSHIND  Category : 12-Pre-Primary Only ~ UDISE Code : 02011405801
Staff Summary Report Data Entry is Currently Active ~ Select Language | English v

Import Staff > Certification Status : Not Certified (LSt a R ] Head of the School (HoS) Details

Name - HIND KUMAR ~ Teacher Type - 6-Principal

(map )
Note: Add New or Delete or Any Changes, in Teaching or Non-Teaching or VTP Details will —
Staff Global Search > . '
automatically change the school status from "Certified” to "Not Cerlified" AssicantiioSbetalls
Not Available
View Inactive/Dropbox Staffs >
List of Inactive/Deleted Staffs >
*Please click refresh for updated statistics € Refresn
USER MANUAL <
Teaching/Non-Teaching Staff in Position Count
(a) REGULAR TEACHING STAFFS 1
(b) NON-REGULAR TEACHING STAFFS : (Contract, Part Time, Guest Teacher, Para Teacher etc ) 0

Total Teaching Staff in Position [(a)+(b)] Total @ incomplete [ [+ Add Teaching Staff
(c) NON-TEACHING STAFFS Total @ incompiete [ | [+ Add Non-Teaching Staff

@ Department of School Education & Literacy, Department of School Education & Literacy,

hitps; teac Ministry of Education, Government of Indi

3.4.1 Enter the Non-Teaching Staff Details

% Step 1: The user will enter the non-teaching staff details such as:
v Name
v’ Gender
v Date of Birth (DD/MM/YYYY)

v Staff Code of /UT (if Available)

Teacher Module



Social Category

Highest Academic Qualification
Trade/Degree

Highest Professional Qualification
Mobile Number

Email

Aadhaar no. of staff

Name as per Aadhaar

Type of Disability (If any)

Nature of Appointment

Date of Joining in Service (DD/MM/YYYY)

R X X X X X X X X \ °\

Date of Joining in Present School (DD/MM/YYYY)
< Step 3: After filling in the information click on the “Save & Next” Button

< Step 4: A prompt will be displayed to confirm the details that the user has entered, click on the

“Confirm” Button.

% Step 5: The system will redirect to the next page.

UDISE+ Teacher Database SCHOOL USER  Wielcome

o
Schoal Mandira Debbarma  Logout

(2 Home & My Profile

National Teacher Database

Sehool : Akshay Gupla School  Category © 3-Pr, wilh Up Pr. sec and H.Sec  UDISE Code : 16030600306 NG DR
3.3 General Profile - Add New Non-Teaching Staff 4 Back To Staff List |

Type of Staff - Non-Teaching Staff

3.2.1 Name (i pital Letter) 3.2.2 Gender @ 3.2.3 Date of Birth (DDIMMYYYY) @ 3.2.4 Stafl Code of State/UT (if available) @
Select -
3.2.5 Sodial Category @ 3.2.6 Highest Academic Qualification@ 3.2.6 (b) Trade / Degree @ 3.2.7 (a) Mobile Number@
Select v Select v Select v
327 (b) Emai @ 3.2.8 {a) Andhaar No. of Stafl @ 3.2.8 (b) Mame a5 per Asdhasr @
3.2.9 Type of Disability, If any @ 3.2.12 Nature of Appointment @ 3.2.10 Date of Joining in Service (DD/MM/YYYY) @ 3.2.15 Date of Joining in Present School (DDMMIYYYY) @
Select ~ Saloet -

3.4.2 Part A: General Profile

% Step 1: The user will select the “Current Post Held” from the Dropdown list.

% Step 2: After selection, the user will click on the “Update” Button.

% Step 3: The system will display the Successful message.
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A My Profile National Teacher Database

Schook  Akshay Gupla School.  Gategory : 3P, i UBIPY. secand HSec,  UDISE Gode : 16090600006
3.3 - Edit Other Details Non Teaching Staff Non Teaching Staff Name - MAYANK TYAGI National Staff Code -
PART A GENERAL PROFILE

3.3.1 Current Pest Held @ Select -

3.5 Add VTP Staff
¢ Step 1: The user will click on the “Add VTP Staff” Button.

UDISE+ Teacher Database LoginiP  Mebile Ne. SCHOOLUSER  Weliome 1y

102325266 8564564465  School Abhishek "

@ Home &My Prof National Teacher Database

School : Testi ol Category: 11-Hgher Secondary onlylr. College  UDISE Code : 9801020010

Staff Summary Report Diata Eatry ls Curvestly Active  Select Language | Englsn -

Import Statt > Certification Status : Not Certied Haad of the Scheol (HeS) Details

Name - VAMGUE  Teacher Type - 1-Head Teacher

map
Mote: Add New or Del vy Changes, in Teaching or Non: g or VTP Details wil
st e 4 a ® the SChoo Status from “Cenifed” © st [leS uialts
View inactive/Dropbox Staffs >
List of Inactive Deleted Starts >
trosh o pnied sttt Q3 Pefrest
USER MANUAL &
TeachingMon-Teaching Staff in Position Count
{3) REGULAR TEACHING STAFFS 2
(b) NON-REGULAR TEACHING STAFFS - (Contract, Part Time, Guest Teacher, Para Teacher etc ) 1
Total Teaching in Position [(a)*(b)] otat [§) | ncomp ED [+ Acd Teaching starr
{c) NON-TEACHING STAFFS totsl [ incompiete ﬂ 4+ Add Nen-Teaching Staff

(d) Resource Persons (Teachers/Skil training providersiGuest Faculty) for VOCATIONALNSCF Courses o o | Tcom;

3.5.1 General Profile - Add New VTP Staff

¢ Step 1: The user will enter the new VTP staff details such as:

v/ Name

v’ Gender

10
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v Date of Birth (DD/MM/YYYY)

v Staff Code of /UT (if Available)

v Social Category

v Highest Academic Qualification

v Trade/Degree

v’ Highest Professional Qualification

v Mobile Number

v Email

v Aadhaar no. of staff

v Name as per Aadhaar

v Type of Disability (If any)

v Nature of Appointment

v Date of Joining in Service (DD/MM/YYYY)

v/ Date of Joining in Present School (DD/MM/YYYY)
< Step 3: After filling in the information click on the “Save & Next” Button

% Step 4: A system will display the successful message and redirect to the next page.

SCHOOL USER  Welcome
UDISE+  Teacher Database Savoo Madirs Dasbarma | Lot
(2 Home & My Profile National Teacher Database
School : Akshay Gupta School  Category : 3-Pr with UpPr sec andHSec  UDISE Code : 16030600306 School Dashboard
3.4 General Profile - Add New VTP Staff bt ih ol

3.2.2 Gender ] 3.2.3 Date of Birth (DDMMYYYY) @ 3.2.4 Staff Code of ©
Sele ~
32 gory @ 3.2.6 Highast Academic Qualif ] 3.2.6 (b Degiee @ 3aq Q
Sol - Select v Saloct v s
328 Mumber@ 328 -] 329 (a N o 3.2.9 (b) Narne as dhist @
21 Disability, i any @ 2.2 mant @ 2 o 2 )

3.5.2 Details of Resource persons including teachers/skill trainers, skill training providers,
guest faculty for NSQF Vocational Courses

% Step 1: The user will select the following options from the Dropdown list.
v Industry Experience
* Lessthan1 year
= 1toless than 2 years
» 2to less than 3 years
* 3 to 3+ years
v Training Experience

11
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* Lessthan 1 year
= 1toless than 2 years
= 2toless than 3 years
* 3to 3+ years
v Classes Taught
= Secondary only
= Higher secondary only
* Secondary and Higher Secondary only
v/ Sector for which Appointed
= Agriculture
= IT-ITES
v’ Received Induction Training
= Yes
= No

< Step 2: After selection, the user will click on the “Save” Button.

% Step 3: The system will display the Successful message.

() Home & My Profile National Teacher Database
School : Akshay Gupta School  Category : 3.-Pr.wiln Up Pr. sec. andHSec.  UDISE Code : 16030600306 School Dashboard
3.3 Details of Resource persons including teachers/skill trainers, skill training provider, guest faculty for
NSQF Vocational Courses
1.4 - Edit Other Details Statf Name - RAHUL TYAGI National Staff Code -
Industry Experience: Select >

Training Expenence:*

Select -
Classes Taught- Seloct %
Sector for which Appointed':* Select &
Received Induction Training: Select i

12
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3.6 Import Staff

% The Import Staff Module allows schools to import staff members who have been moved to

Dropbox by another school. This feature ensures smooth transitions by enabling the receiving
school to retrieve staff profiles, including teaching and non-teaching personnel, from the Dropbox
list.

2 Home & My Profile National Teacher Database

School : GPS HIND ~ Category : 12-Pre-Primary Only ~ UDISE Code : 02011405801
Staff Summary Report Data Entry is Currently Active ~ Select Language | English v

I Import Staff > I Certification Status : Not Gertified ([ R R Head of the School (HoS) Details

Name - HIND KUMAR ~ Teacher Type - 6-Principal

(map )

staff Global Search N Note: Add New or Delete or Any Changes, in Teaching or Non-Teaching or VTP Details will . X
automatically change the school status from "Certified” to "Not Certified"” Assistant Ho$S Details
Not Available
View Inactive/Dropbox Staffs >
List of Inactive/Deleted Staffs >
*Please click refresh for updated statistics € Refresh

USER MANUAL <

Teaching/Non-Teaching Staff in Position Count

(a) REGULAR TEACHING STAFFS 1

(b) NON-REGULAR TEACHING STAFFS : (Contract, Part Time, Guest Teacher, Para Teacher etc.) 0

Total Teaching Staff in Position [(a)+(b)] Total [ tncompiete [ [+ Add Teaching Staff
() NON-TEACHING STAFFS Total [  incompiete [ [+ Add Non-Teaching Staff

@ Department of School Education & Literacy, Department of School Education & Literacy,
@

® Ministry of Education, Government of India Ministry of Education, Government of India

3.6.1 Get National Code

% If the user does not have the staff's national code, they can click the "Get National Code" button and

retrieve it by entering the Aadhaar number and date of birth.

SCHOOL USER | Walcome
UDISE+ Teacher Database School Mandira Dobbarma  Logout
{a) Home 8 My Profile National Teacher Database
School : Akshay GuptaScnool  Category © 3-Pr wilh Up Pr Sec andHSec  UDISE Code : 16030600306 School Dashboard
Import Staff

Nationai Gode | 1700000702 Date of Birth | ow11092 Get National Code

TRODO0O0OZ WAMIQUE 1-Teaching Staff 081171992 140972017 0470972024

2-Coniract DropBox-Active Transfered/Shified lo Ancther Schoof 2310912024 02010107905 BPS BANIKHET
ale of Joinin Date of Relieving Remaiks Want ta Change Nature of Appointment? Want to change Siaff Type ?
dammyyyy 2080004 Seleat - Select v

Import Staft

ol Equcation &

overnment o

3.6.2For import enter the National code and Date of Birth
< Step 1: Enter the National Code and the staff's DOB is to be imported.

¢ Step 2: Click on the “Go” Button
% Step 3: After clicking on the “Go” Button, the user will get the following details of the staff.
v/ National Code
v Staff Name
v Staff Type
v Date of Birth

v Date of joining in service

13
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v Date of joining in the previous school
v Nature of appointment
v Current Status
v Reason of Relieving
v Date of Relieving
v Previous UDISE Code
v Previous School Name
< Step 4: Select the “Date of Joining in Present School” from the given calendar.
% Step 5: Select the “Date of Relieving” from the given calendar.
< Step 6: Enter Remarks.
% Step 7: Mark Enable to select “Want to Change Nature of Appointment?” from the Dropdown list.
v’ Regular
v Contract
v Guest Faculty/Part-time
% Step 8: Mark Enable to select “Want to Change Staff Type?” from the Dropdown list.
v Teaching Staff
v Non-Teaching Staff
v VTIPS Staff
¢ Step 9: Click on “Import Staff” Button.

< Step 10: A prompt will be displayed to confirm the details that the user has entered, click on the

“Confirm” Button.

% Step 11: A Successful Message will be displayed.

UDISE+ Teacher Database SCHOOLUSER e

Mandira Debbarma gout

National Teacher Database

School : Akshay Gupia School  Category : 3-Pr wih UpPr sec andHSec  UDISE Code : 15030500306 School Dashboard
Import Staff
National Code | TRo00000: Date of Birth | 08r111156 Get National Code
TRO0000002 WAMIQUE 1-Teaching Staff oa/tigs2 14092017 040972024
2-Confract DropBox-Active Transfered/Shifted to Another School 0972024 02010107905 BPS BANIKHET
D Nan " vant 1¢ a
elect - elect -

3.7 Staff Global Search

< Step 1: The user will click on the “Staff Global Search” option from the left side menu.
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2 Home & My Profile National Teacher Database

School : GPSHIND  Category : 12 - Pre-Primary Only ~ UDISE Code : 02011405801 School Dashboard
Staff Summary Report Data Entry is Currently Active ~ Select Language | English v

Import staff > Certification Status : Not Certified (SR ) Head of the School (Ho$S) Details

Name - HIND KUMAR  Teacher Type - 6-Principal

(“map

staff Global search > Note: Add New or Delete or Any Changes, in Teaching or Non-Teaching or VTP Detais wil ;
I I change the school status from "Certified” to "Not Certified". Assistant HoS Detalls
Not Available
View Inactive/Dropbox Stafts >
List of Inactive/Deleted Staffs >
*Please click refresh for updated statistics € Refresh
USER MANUAL A
Teaching/Non-Teaching Staff in Position Count
(a) REGULAR TEACHING STAFFS 1
(b) NON-REGULAR TEACHING STAFFS - (Contract, Part Time, Guest Teacher, Para Teacher etc.) 0

Total Teaching Staff in Position [(a)+(b)] Total @ incomplete [
(c) NON-TEACHING STAFFS Total @) incompiete @) [+ Add Non-Teaching Staff |

4 Department of School Education & Literacy, Department of School Education & Literacy,

@ Ministry of Education, Govemment of India Ministry of Education, Government of India

«» Step 2: The User will enter the State, Staff Name, and Date of Birth.
« Step 3: Click on the “Go” Button.

< Step 4: Step 3: After clicking on the “Go” Button, the user will get the following details of
the staff.

v/ National Code

Staff Name

Date of Birth

Date of Joining in Service
Mobile no.

UDISE Code

School Name

Status

S X X X X X \ «

Staff Type
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UDISE+4 Teacher Database SCHOOL USER  Weicome o

School Wamique Hussain Logout
@) Home & My Profile National Teacher Database
School : TEST CATEGORY SCHOOL-5  Category : 3 - Pr.with Up.Pr sec. andHSec. UDISE Code : 99010200105 School Dashboard

Staff Global Search

State Staff Name At Least 3 Charciers)  Date of Birth

TEST STATE T | | MOHAN SWaM 01/01/1988 ﬂ

Show _T()ivr enlries Search
Sr.no National Code Staff Name Date of Birth Date of Joining in Service Mobile UDISE Code School Name Status Staff Type
1 TP51125547 MOHAN SWAMI  01/01/1988 01/10/2014 POXXXXXX09 98010200105 TEST CATEGORY SCHOOL-5 Active-In School  1- Teaching Staff

Previous | 1] Next
Showing 110 1 of 1 entries L4

ion & Literacy, Department of School Education & Lite

ment of India Ministry of Education, Ge nent of Indi

3.8 View Inactive/Dropbox Staffs

« Step 1: The user will click on the “View Inactive/Dropbox Staffs” option from the left side menu.

{2 Home &My Profile National Teacher Database

Schosl : GPS HIND ~ Category : 12- Pre-Primary Only  UDISE Code : 02011405801
Staff Summary Report Data Entry is Currently Active ~ Select Language | English v

Import staff > Certification Status : Not Certified (Bl Lt R ) Head of the School (HoS) Details

Name - HIND KUMAR  Teacher Type - 6-Principal

(map )
e ——, 5 Note: Add New or Delete or Any Changes, in Teaching or Non-Teaching or VTP Detals will ) ) —
change the school status from "Certified” to "Not Certified” AssicantHoS Detalls)
Not Available
View Inactive/Dropbox Staffs >
List of Inactive/Deleted Staffs >
*Please click refresh for updated statistics € Refresh
USER MANUAL &
Teaching/Non-Teaching Staff in Position Count
(a) REGULAR TEACHING STAFFS 1
(b) NON-REGULAR TEACHING STAFFS : (Contract, Part Time, Guest Teacher, Para Teacher etc.) 0

Total Teaching Staff in Position [(a)+(b)] Total [ incompiete @ [+ Add Teaching Staff
() NON-TEACHING STAFFS Total @  incomplete [} [+ Add Non-Teaching Staff

@ Department of School Education & Literacy, Department of School Education & Literacy,
@

B Ministry of Education, Govenment of India Ministry of Education, Govemment of India

3.8.1Search Details
Step 1: The user can search through option 1 - “Search by UDISE Code”.

R
%

< Step 2: The user can also search through the option 2 - “Search by National Code”

< Step 3: The user can also search through option 3 - Search by School, Select Block, select District, and
Select School.

< Step 4: Click on the “Go” Button.

% Step 5: After clicking on the “Go” Button User will get the following details of the staff who are in
Dropbox.
v/ National Code
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Staff Name
Staff Type

Date of Joining in Service

v

v

v

v/ Date of Joining in Last School
v Date of Relieving in Last School
v’ Reason for Inactive

v

View Details

{a) Home & My Profile National Teacher Database

School : TEST CATEGORY SCHOOL-5 ~ Category : 3- Pr.with Up.Pr. sec. and H.Sec.  UDISE Code : 99010200105

View Inactive/Dropbox Staffs

Search By UDISE Code Search By School

SN a state | Select State * | District | Select Distic

OR

Search By National Code Block | select Block *| school | select School

snow[10 < entres S

. Duration In Last School
Date of Joining in

SL.No National Code staff Name staff Type
service

Reason for Inactive View Details
Date of Joining in Last School Date of Relieving in Last School

No data available in table

| Previous | Next|
Showing 0 to 0 of 0 entries No Record Found For this School

Department of School Education & Literacy, Department of School Education & Literacy,

Ministry of Education, Govemment of India Ministry of Education, Govemment of Indi:

3.9 List of Inactive/Deleted Staffs

% Step 1: The user will click on the option “List of Inactive/Deleted Staffs” option from the left side

menu.

(@ Home &My Profile National Teacher Database

School : GPSHIND ~ Category : 12- Pre-Primary Only ~ UDISE Code : 02011405801
Staff Summary Report Data Entry is Currently Active  Select Language | English v

Import staff > Certification Status : Not Certified Here for Certification Head of the School (HoS) Details

Name - HIND KUMAR  Teacher Type - 6-Principal

("wmap )
Note: Add New or Delete or Any Changes, in Teaching or Non-Teaching or VTP Details will P
Staff Global Search > . '
automatically change the school status from "Certified” to "Not Certified” AssisantioSiDetalls
Not Available
View Inactive/Dropbox Staffs >
List of Inactive/Deleted Staffs >
“Please dlick refresh for updated statistics € Refresh
USER MANUAL 3
Teaching/Non-Teaching Staff in Position Count
(a) REGULAR TEACHING STAFFS 1
(b) NON-REGULAR TEACHING STAFFS : (Contract, Part Time, Guest Teacher, Para Teacher etc.) 0

Total Teaching Staff in Position [(a)+(b)] Total [ @ incomplete [ [+ Add Teaching Staff
(c) NON-TEACHING STAFFS Total @  incomplete @ [+ Add Non-Teaching Staff

0ol Education & Literacy, Department of School Education & Literacy,

Ministry of Educati vemnment of India Ministry of Education, Govemnment of Indi

Step 2: The user will have access to a list of teachers who are currently active in the school, as well as those
who have left. This option is designed to help the school maintain comprehensive records of its staff.
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@ Home & My Profile

School : TEST CATEGORY SCHOOL-5

List of Inactive/Deleted Staffs

show[10_ v | entries

SI.No Basic Details
National Code : TP76502562
Name of the Staff - SONAL
Staff State Code : ewfdgfhfghfgh
Gender - 2-Female
1 Date of Birth - 11/01/1996
Date of Joining in Service : 03/01/2023
Date of Joining in Present School : 26/10/2023
Mobile : 7876767676

National Code - TP32236948
Name of the Staff : MADHUBAN SINGH JODHA
Staff State Code . MAD-123/123

Gender - 1-Mal
2 Date of Birth 22/0512004
Date of Jois Service : 28/10/2023

Date of Joining in bresent Schoo! - 28/01/2024

Mobile : 6000025700

National Code - National Gode Not Generated
Name of the Staff : SJDHG
Staff State Code
nder - 1-Male
3 Date of Birth - 02/04/1384
Date of Joining in Service : 01/02/2008
Date of Joining in Present School : 04/07/2018
Mobile : 6786575776

National Code : National Code Not Generated
Name of the Staff - ABCDE
Staff State Code
Gender - 1-!
4 Date of Birth - 01/07/1997
Date of Joining in Service : 11/07/2019
Date of Joining in Present School : 0110412022
Mobile : 7888011100

National Code : TP72859001
MANSI

e Ttgre43

ender - 2-Fer

Category : 3 - Pr. with Up.Pr. sec. and H.Sec.

UDISE Code : 99010200105

Qualification Type of Staff

Academic Qualification : 6-M.Phil.
Nature of Appointment - 1-Regular

Professional Qualificaton : #1-Diploma of 2 Years or more from NTE recognized Inst.
Type of Teacher - 1-Head Tea

ClhSses Tadght - 7-Upper primary and Secondary

Appointment Subject - 7-Science

Main Subject 1: 7-Science

1- Teaching Staff

Academic Qualfication : &-M.Phil.
Nature of Appointment : 1-Rey
Professional Qualification - 3- a Ed or equivalent
Type of Teacher : 1-Head Tea
Classes Taught - 3-Primary : anﬂ Upper primary
pointment Subject - 5-Spy
Main Subject 1 : 5-Sports

1- Teaching Staff

Academic Qualification : 4-Graduate
Nature of Appointment - 1-Regular
lificats

in speical education
Type of Teacher - 1-Head Teacher

Classes Taught - 8-Secondary and Higher secondary

Appointment Subject - 3-Mathematics

Main Subject 1: 3-Mathematics

1- Teaching Staff

Academic Qualification : 6-M.Phil.
Nature of Appointment : 1-Regular

Professional Qualification : 3- e Ed. or equivalent
Type of Teacher : 1-Head Tea

ClaSses Taught - 8-Secondary and Higher secondary
Appointment Subject - 4-Environment studies

Main Subject 1 : 4-Environment studies

1- Teaching Staff

Academic Qualification : 6-M.Phil.
Nature of Appointment : 1-Regular

Professional Qualifcation : 4-M.Ed. or equivalent

Ve of Teacher - 1-Head Teache .

3.10 Map Head of the School (HoS)
¢ Step 1: The user will click on the Button “Map”

{2 Hom & My Profile

School : GPSHIND ~ Category : 12 - Pre-Primary Only

Staff Summary Report
Import Staff >
Staff Global Search >
View Inactive/Dropbox Staffs >
List of Inactive/Deleted Staffs >

e

USER MANUAL

UDISE Code :

02011405801

Data Entry is Currently Active

Head of the School (HoS) Details.
Name - HIND KUMAR ~ Teacher Type - 6-Principal

Certification Status : Not Certified (R b

Note: Add New or Delete or Any Changes, in Teaching or Non-Teaching or VTP Details will

automatically change the school status from “Certified” to "Not Certified"” Assistantiios Detils)

Not Available

*Please click refresh for updated statistics

Teaching/Non-Teaching Staff in Position Count
(a) REGULAR TEACHING STAFFS
(b) NON-REGULAR TEACHING STAFFS : (Contract, Part Time, Guest Teacher, Para Teacher etc.)

Total Teaching Staff in Position [(a)*(b)]

National Teacher Database

School Dashboard

Search.

Reason/Last Date in Service School
IRemarks

Reason For Delete : -
Relieving Date - 30/04/2024
Last Update Date : 10/07/2024
10:39:01 AM

Reason For Delete : DropBox-
Active - Transfered/Shifted to
Another School

Relieving Date : 01/09/2024
Last Update Date : 25/09/2024
04:36:4¢

Reason For Delete : - NA
Relieving Date : 12/07/2024
Last Update Date : 1210712024

Reason For Delete : - NA
Relieving Date - 19/07/2024
Last Update Date : 19/07/2024
12:28:50 P

Reason For Delete
Relieving Date

-NA

SelectLanguage | Engish v

€ Refresh

]

Total @ incomplete [ [+ Add Teaching Staff
Total @  incomplete ) [+ Add Non-Teaching Staff

(c) NON-TEACHING STAFFS

Department of School Education & Literacy, B s «m warid
Ministry of Education, Government of India =

Department of School Education & Literacy,
Ministry of Education, Govemnment of India

2

R0
0‘0

Step 2: The user can assign the role of Head of the School (HoS) and Acting Head Details

within the school by selecting a teacher from the dropdown list.

National Teacher Database

scnool Dashboard

&My P

{2} Home

School : Akshay Gupta School ~ Category : 3-Pr with Up Pr sec andHSec  UDISE Code : 16030600006

Map Head of the School (HoS)

From Bk

ock Level From other school From block level

Name digdtgct

Designation

Head of the School (Hos) Details

iy

GOPI26-Asst HMLHS)

Mobo TSBA5EI456

Acting Head Details

Depaitment

Cation & Lileracy,

nment of Incia ofinma S=

% Step 3: The user can assign the role by entering the national code from another school,

ensuring that the block should be the same.
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{2 Home & My Profile National Teacher Database

School : Akshay Gupla School  Category @ 3- Pr.wih UpPr sec andH.Sec.  UDISE Code : 1603060006 School Dashboara

Map Head of the School (HoS)

HOS Details Asistance HOS Details Within the school From bilock level
Name - GOPI Name - GOPI

Designation  26-Asst HULHS Designation & Locturar National Code

Mobile - 8997436865 Mobile 9158564155

Email gopi jiin@gmai com Email - gopi@gmail com

National Tencher Cod : HP12345617 National Teacher Code : HP12345617

f Oepartment Y. D & Lteracy, mm
(& 1 Ex 3

of india &

% Step 4: The user can assign the role at the block level by entering the following details:
v Block Staff Name
v Block Staff Designation

v’ Mobile

(a) Home 8 My Profile National Teacher Database
hay Gupta School  Category © 3-Pr with Up Pr sec andHSec  UDISE Code : 16030600306 chool Dashbesrd

Map Head of the School (HoS)

sehool

HOS Details istance HOS Deta Within the school From other school
Name - GOPY Name  GOP|
Designation - 25- HMHS Designation  B-Locturer Block Staff name
Mobile 997906865 Mobile 9158564156
Email gopi finghgmall com Email gopi@gmall com Biock Staff Desgination
National Teacher Code National Teacher Code  HP 12345617
Mobile

epartment of Schoal Education & L Reracy,

Mnesiry of Edu wemment of India

3.11 Certification Status

% Step 1: Click on the button “Click here for the Certification” then the system will be redirected
to the next page.

(@ Home &My Profile National Teacher Database
School : GPSHIND ~ Category : 12 - Pre-Primary Only ~ UDISE Code : 02011405801
Staff Summary Report Data Entry is Currently Active ~ Select Language | English v

Import Staff > I Certification Status : Not Certified (Bl L e R L ] I Head of the School (HoS) Details

Name - HIND KUMAR ~ Teacher Type - 6-Principal

Note: Add New or Delete or Any Changes, in Teaching or Non-Teaching or VTP Details will

Staff Global Search > . '
automatically change the school status from "Certified” to "Not Certfied”. AssicantjosDetil=)
Not Available
View Inactive/Dropbox Staffs >
List of Inactive/Deleted Staffs >
*Please click refresh for updated statistics € Refresn

USER MANUAL <

Teaching/Non-Teaching Staff in Position Count

(a) REGULAR TEACHING STAFFS 1

(b) NON-REGULAR TEACHING STAFFS : (Contract, Part Time, Guest Teacher, Para Teacher etc.) 0

Total Teaching Staff in Position [(a)+(b)] Total @ incomplete [ [+ Add Teaching Staff
(c) NON-TEACHING STAFFS Total @ incomplete [ [+ Add Non-Teaching Staff

@ Department of School Education & Literacy, Department of School Education & Literacy,
&

Ministry of Education, Government of India Ministry of Education, Govemment of India
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% Step 2: The user fills in the remarks and marks on the declaration then click on the “Certify”
Button.
% Step 3: A prompt will be displayed click on the “Confirm” Button then the system will show

the successful message.

2 Home &My Profile National Teacher Database

School : GPSHIND ~ Category : 12 - Pre-Primary Only  UDISE Code : 02011405801

School Certification Status

Teaching/Non-Teaching Staff in Position Count
() REGULAR TEACHING STAFFS 1
(b) NON-REGULAR TEACHING STAFFS : (Contract, Part Time, Guest Teacher, Para Teacher etc ) 0
Total Teaching Staff in Position [(a)+(b)] Total [} Incomplete [
NON-TEACHING STAFFS Total [ Incomplete ()

Remarks

4

()1 hereby declare and certify the following points and Mark Data of staffs Updated and Completed till date.

1. Data is entered for all staffs for this school. Not a Single Staf is there whose data is not entered in this portal.
2.1 shall update the Staff information in regular basis in case of any information update for any staff
3. Information will be updated In case of Joining of New Staff in School or transfer of existing staff of similar kind of activities.

Department of School Education & Literacy,
Ministry of Education, Govemment of India

W Department of School Education & Literacy,
@

b Ministry of Education, Government of India

0 Note:
v To change the status from "Not Certified" to "Certified," the school must ensure that all
teacher details, including HoS information, are accurately completed.

v Any addition, deletion, or modification in Teaching, Non-Teaching, or VTP details will

automatically change the school status from "Certified" to "Not Certified."

Follow these steps to access your school's teacher-related tasks. To ensure security, be
ure to | ut ur session once vou have finished.
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