
dk;kZy; funs’kd ek/;fed f’k{kk] jktLFkku chdkusj  


Øekad % f’kfojk&ek@ek/;@’kkykniZ.k@2024@bZ&03684     fnukad %& ;FkkgLrk{kj

leLr LkaHkkxh; la;qDr funs’kd] Ldwy f’k{kk jktLFkkuA
leLr eq[; ftyk f’k{kk vf/kdkjh ,oa insu ftyk ifj;kstuk leUo;dA 
leLr ftyk f’k{kk vf/kdkjh ¼eq[;ky;½&ek/;fed@izkjfEHkdA
leLr iz/kkukpk;Z] ftyk f’k{kk ,oa izf’k{k.k laLFkkuA
leLr vfrfjDr ftyk ifj;kstuk leUo;d] lexz f’k{kkA
leLr eq[; CykWd f’k{kk vf/kdkjh ,oa ins’k CykWd laUnHkZ dsUnz izHkkjh] lexz f’k{kkA
leLr laLFkk iz/kku@ihbZbZvks@;wlhbZbZvks jktdh; fo|ky;A

fo"k; %& Ldwy f’k{kk foHkkx ds dkfeZdksa dh fofHkUu foHkkxh;@vU; dk;kZs dh M~;wVh yxkus ds
fy;s **Staff Duty Monitoring Module** dh fØ;kfUofr gsrqA

mi;qZDr  fo"k;kUrxZr  funsZf’kr  fd;k  tkrk  gS  fd]  Ldwy  f’k{kk  foHkkx  ds  dkfeZdks a dks
ihbZbZvksa@CykWd@ftyk@laHkkx@jkT; Lrjh; dk;kZy; }kjk vYi vof/k ds fy, fofHkUu iz;kstuks a ls fo|
ky;@dk;kZy; esa yxkus gsrq le;&le; ij vkns’k izlkfjr fd;s tkrs gSA budh vkWuykbZu ekWfuVfjax ,oa
dk;Z dh lqxerk ds e/;utj 'kkyk niZ.k iksVZy ij **Staff Duty Monitoring Module** izkjEHk fd;k x;k gSA

bl ekWM~;wy dk mn~ns'; gS fd %&

 vLFkkbZ izdf̀r ds dk;ksZZ ds fy;s dkfeZdksa dh vkWuykbZu ekWfuVfjax dh tk ldsA 

 fdlh Hkh dk;Z fo'ks"k ds fy;s vko';drk ls vf/kd fu;kstu dks jksdk tk ldsA

 ,d dkfeZd dh ,d gh le; ij M~;wVh nksgjko uk gksA

 dk;Z ds vuq:i ;ksX;rk okys dkfeZd miyC/k gksA

 fjiksVZ ds fo’ys"k.k ls fu;fer #i ls M~;wfV;ksa ij tkus okys dkfeZdks dh tkudkjhA

mDr ekWM~;wy ds }kjk ihbZbZvksa@CykWd@ftyk@laHkkx@jkT; Lrjh; dk;kZy; Lrj ls ;fn ijh{kk
iz’u i= fuekZ.k]  foKku esyk]  [ksy xfrfof/k]  pquko dk;Z]  izf’k{k.k]  'kks/k  dk;Z]  fo/kkulHkk dk;Z]  ijh{kk
vk;kstu] vkink izcU/ku] mRlo] dk;Z’kkyk vk;kstu] vU; dk;kZy;ksa dh ;k=k ,oa vU; mn~ns';ksa gsrq fdlh
Hkh dkfeZd dks vf/kdre 15 fnol rd ds fy;s  vU; fo|ky;@dk;kZy; esa Hkstk tkrk gS rks lEcfU/kr
dkfeZdksa dk vkns’k 'kkyk niZ.k iksVZy ds mDr ekWM~;wy ds ek/;e ls Hksts tkus ds dk;Z dk mYYks[k djrs gq,
vkWuykbZu tujsV@tkjh fd;k tk;sxkA dk;Z dh vf/kdrk gksus dh fLFkfr es a ekWM~;wy ds ek/;e ls gh iwoZ
fu;r vof/k dks vf/kdre 15 fnol rd c<k;k tk ldsxkA Hkfo"; esa dksbZ Hkh vkns’k bu vYidkyhu dk;kZs
ds fy;s vkWQykbZu tkjh ugh fd;k tk;sxkA ekWM~;wy dk ;wtj EkSuqvy layXu gSA

ekWM~;wy es a dksbZ  Hkh  rduhdh leL;k ds  fy;s  shaladarpanjpr@gmail.com ij lwfpr djs a ;k
0141&2700872 ij lEidZ djsaA funsZ’kks dh ikyuk rRdky lqfuf’pr djsaaA
layXu & ;wtj EkSU;wvy

¼vk’kh"k eksnh½             
vkbZ-,-,l-

funs’kd
ek/;fed f’k{kk] jktLFkku

Øekad % f’kfojk&ek@ek/;@’kkykniZ.k@2024@bZ&03684     fnukad %& ;FkkgLrk{kj
izfrfyih fuEu dks lwpukFkZ ,oa vko’;d dk;Zokgh gsrq lknj izsf"kr gS &
1- futh lfpo] 'kklu lfpo] Ldwy f’k{kk ,oa Hkk"kk foHkkx] jktLFkkuA
2-jkT; ifj;kstuk funs’kd ,oa vk;qDr] jktLFkku Ldwy f’k{kk ifj"kn~] t;iqjA
3-funs’kd izkjfEHkd f’k{kk] jktLFkku chdkusjA
4-jf{kr i=koyhA
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Login Your
School/Office

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

date, Duty Location in
Staff duty order
details section

Go to Office >>
My Office

ce >>

Open Staff Duty
Monitoring Module

If any Correction
required then use Edit

option and make
correction

Selection for Order
Copy to

After Completion of
Step-1 Go to Step -2

Add Employee 

Submit

Check Mark for
employee selection

Select Order 
for Add Employees in

order

Search Employee by
appropriate options

Use Delete Button
to remove any

Employee from list

Press >> Add
Employee Button

Generate Order
Button

Order Draft will show on
screen

Enter File Order
Number  &  File

Order Date

Lock Order  &

 Print Order
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"User Manual for Staff Duty Monitoring Module" 
Step-1 Login Your School/Office 

Go to Office >>My Office 
 

 

Step-2 
Select >> Purpose, Sub Purpose, Number of Staff, from date, To date 

 



Step-3 

Select Relevent Duty Location in Staff duty order details section 

 

 

 

 

 



 

Step-4 

If any Correction required then use Edit option and make correction 

 

 

 

Step-5  After Completion of Step-1 Go to Step -2 Add Employee 

 

 

  



 

 

Step-6  Select Order for Add Employees in order 

 

 

 

 

Step-7  Search Employee by appropriate options & Check Mark for employee selection 

 

 
 

 

 

 

 

 

 

 

 

 

 



Step-8  Use Delete Button to remove any Employee from list and Then Genrate Order 

 
 

 
 

 

 
 

Step-8   Order Draft will show on screen 

 

 



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

 



 


