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User Manual for ‘Staff Duty Monitoring Module’ ~°™%%

Login Your
School/Office

Go to Office ==
My Office

Open Staff Duty
Monitoring Module

Select >> Purpose, Sub
Purpose, Number of
Staff, from date, To

date, Duty Location in

Staff duty order
details section

Selection for Order
Copy to

If any Correction
required then use Edit
option and make
correction
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After Completion of
Step-1 Go to 5tep -2
Add Employee

Select Order
for Add Employees in
order

Search Employee by
appropriate options

Check Mark for
employee selection

Press >> Add
Employee Button

Use Delete Button
to remove any
Employee from list

@

Generate Order

@

Order Draft will show on
screen

Enter File Order
Mumber & File
Order Date

Lock Ord=r *

Signature-Not Verified
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Print Order Modi [




"User Manual for Staff Duty Monitoring Module"

Step-1 Login Your School/Office
Go to Office >>My Office
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Step-3

Select Relevent Duty Location in Staff duty order details section
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Step-4
If any Correction required then use Edit option and make correction
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Step-5 After Completion of Step-1 Go to Step -2 Add Employee

SaaaiOn HOam | WA agiimh (3

Stp 2 - Add il‘l‘lph:l"w Dekads

[T N Sty Drai Pl

Panspesr of SiaP Fror Dale



Step-6 Select Order for Add Employees in order
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Step-7 Search Employee by appropriate options & Check Mark for employee selection
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Step-8 Use Delete Button to remove any Employee from list and Then Genrate Order
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Step-8 Order Draft will show on screen

] 5 oapiraedarpen sicin'd

Qe Digtrict Edusation OMMcer @ r g

Shala Imm
Drar ShalaDarpan s

AL HAOME LANAGEMENT

WIS L L AHECHRS

RESLNT =FLPTE S

AT B

Office of District Education Officer (Head quarters) Secondary Educalion. Bikaner
e e . e

e Al e . gy
frefisr ofeen i T T I s e i = vy § T fET a0y e A o e s S By e o e




Step-9 Enter File Order Number & File Order Date Then Lock Order & Print Order.
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