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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  

�​ Open URL – Enter the provided URL into the address bar. 

�​ Enter Credentials – Input username and password. 

�​ 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. 

 

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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3.2.1 Enter the Teacher Details 
❖​ Step 1: The user will enter the Teaching staff details such as: 

✔​ 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 

✔​ Name as per Aadhaar 

❖​ Step 2: Also mention the level up to which the following subjects are studied: 

✔​ Mathematics 

✔​ 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) 

✔​ 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 

❖​ 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. 

 

3.2.2 Appointment and Teaching Profile 
❖​ Step 1: The User will enter the following details about the Appointment and teaching profile. 

✔​ 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? 

✔​ 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. 
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3.2.3 Training and Other Details 
❖​ Step 1: The User will fill in the following details about the teacher. 

✔​ Trained for teaching CWSN 

✔​ Trained in Computer for use in teaching? 

✔​  Training Received 

✔​  Training Needs 

✔​ Whether Teacher received training under NISHTHA (1-Yes/2-No) 

✔​ Working days spent on NON-Teaching Assignments 

❖​ Step 2: Languages in which the teacher has working knowledge? 

✔​ Language 1  

✔​ Language 2  

✔​ Language 3 

✔​ Whether trained in safety and security audit of school for ensuring child safety? 

✔​ Whether received training on cyber safety and psycho-social aspects? 

✔​ Whether received training in early identification support and classroom support of CWSN? 

✔​ Whether the Teacher is CTET/STET qualified? 

✔​ 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. 

 

 

 

3.3​Send to Dropbox/Left School 
❖​ Step 1: Click on the counting icon located beneath the red rectangular area. 
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❖​ 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. 

 

❖​ Step 4: The user will choose one of the following reasons from the dropdown list: 

✔​ Dropbox – Active – Due to Retirement 

✔​ Dropbox – Active – Transferred/Shifted to Another School 

✔​ Dropbox – Active – Due to Job-Left 

✔​ Dropbox – Active – Wrongly Imported/Restored 

✔​ Dropbox – Inactive – Due to Death 

✔​ 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 

 

 

❖​ 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. 

 

3.4.1​Enter the Non-Teaching Staff Details 
❖​ Step 1: The user will enter the non-teaching staff details such as: 

✔​ Name 

✔​ Gender 

✔​ Date of Birth (DD/MM/YYYY) 

✔​ Staff Code of /UT (if Available) 
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✔​ 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) 

✔​ 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. 

 

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

 

3.5.1​General Profile - Add New VTP Staff 
❖​ Step 1: The user will enter the new VTP staff details such as: 

✔​ Name 

✔​ Gender 
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✔​ 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 

✔​ Name as per Aadhaar 

✔​ Type of Disability (If any) 

✔​ Nature of Appointment 

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

✔​ 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. 

 

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. 

✔​ Industry Experience 

▪​ Less than 1 year 

▪​ 1 to less than 2 years 

▪​ 2 to less than 3 years 

▪​ 3 to 3+ years 

✔​ Training Experience 
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▪​ Less than 1 year 

▪​ 1 to less than 2 years 

▪​ 2 to less than 3 years 

▪​ 3 to 3+ years 

✔​ Classes Taught 

▪​ Secondary only 

▪​ Higher secondary only 

▪​ Secondary and Higher Secondary only 

✔​ Sector for which Appointed 

▪​ Agriculture 

▪​ IT-ITES 

✔​ 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. 
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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. 

 

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. 

 

3.6.2​For 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. 

✔​ National Code 

✔​ Staff Name 

✔​ Staff Type 

✔​ Date of Birth 

✔​ Date of joining in service 
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✔​ Date of joining in the previous school 

✔​ Nature of appointment 

✔​ Current Status 

✔​ Reason of Relieving 

✔​ Date of Relieving 

✔​ Previous UDISE Code 

✔​ 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. 

✔​ Regular 

✔​ Contract 

✔​ Guest Faculty/Part-time 

❖​ Step 8: Mark Enable to select “Want to Change Staff Type?” from the Dropdown list. 

✔​ Teaching Staff 

✔​ Non-Teaching Staff 

✔​ VTPS 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. 
 

 
 

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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❖​ 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. 

✔​ National Code 

✔​ Staff Name 

✔​ Date of Birth 

✔​ Date of Joining in Service 

✔​ Mobile no. 

✔​ UDISE Code 

✔​ School Name 

✔​ Status 

✔​ Staff Type 
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3.8​View Inactive/Dropbox Staffs 
❖​ Step 1: The user will click on the “View Inactive/Dropbox Staffs” option from the left side menu. 

 

 

 

 

 

 

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

❖​ 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. 

✔​ National Code 
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✔​ Staff Name 

✔​ Staff Type 

✔​ Date of Joining in Service 

✔​ Date of Joining in Last School 

✔​ Date of Relieving in Last School 

✔​ Reason for Inactive 

✔​ View Details 

 

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. 

 

 

 

 

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

 

❖​ 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. 

 

 

❖​ Step 3: The user can assign the role by entering the national code from another school, 
ensuring that the block should be the same. 

18 
Teacher Module 



 

❖​ Step 4: The user can assign the role at the block level by entering the following details: 

✔​ Block Staff Name 

✔​ Block Staff Designation 

✔​ Mobile 

 

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. 
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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. 

 

 

�​ Note:  

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

✔​ 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 
sure to log out of your session once you have finished. 
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