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1 HOI (SCHOOL) login 

With unique access credentials available to the HOI’s Office (Head of Institution), the page available to 

the HOI on login is shown below. 

 
 

 
 

Fig.1. The HOI Login view 

 
The left menu has quite a few items, with submenus. The menu items are: 

● Dashboard 

● Student Management 

○ Student Admission 

○ Add Student 

○ View Profile 

○ List Student 

○ Student Transfer 
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○ Move to Dropbox 

○ Generate Transfer Certificate 

○ Fetch from Dropbox 

○ Update Student Profile 

○ View Student List 

○ Update Student Profile 

○ View Student List 

○ Update Result 

○ Apply for Schemes / Entitlement 

○ Manage Incentive 

○ Student Approval 

○ List of Passed Repeater Student 

○ Update of Passed Student 

○ Update of Repeater Student 

● Teacher Management 

○ Add Teacher 

○ Teacher Appointment 

○ Update Teacher Profile 

○ List Teacher 

○ View Teacher List 

○ Lesson Plan 

○ Update Student Marksheet 

○ Update Study Material for Student 

○ Question Bank 

○ Training / Certifications 

○ Deputed Teacher List 

○ Transfer 

○ Promotion 

○ Salary 

○ Payslip 

○ Awards and Recognition 

○ Teacher Blog 

○ Teacher Paper Submission, Publications 

● School Details 

○ Notice Board 

○ Image and Address Update 

○ View School Profile 

○ Schemes 

○ Inspection 

○ Academics / Examination 

○ Insert School Specific Awards, Nominations, Scholarships 



 
 

Centre Portal User Manual v1.0 

6 | N a t i o n a l  I n f o r m a t i c s  C e n t r e ,  W e s t  B e n g a l  S t a t e  C e n t r e  
 

○ School Inspection 

● School Infrastructure 

○ Status of School Building (Private, Rented, Government) 

○ Details of Classroom and Furniture 

○ School Boundary Wall 

○ Source of Drinking Water 

○ Facility of Library / Book Bank / Reading Corner 

○ Details of Computers (For Teaching and Learning Purpose) 

○ Equipments in working / usable condition 

● Report 

○ View List of Schools with Single Teacher 

● Export 

● Academics Management 

● Incentives 

● Parent 

● Attendance System 

● Collaborations 

● eHRMS 

● Kanyashree 

○ Renewable Upgradation 

○ Status of Data Entry 

 
 

 
1.1 Dashboard 

The Dashboard view is the default view, as shown below. 

 

 

Fig.2 The HOI Dashboard view 

 

1.2 Student Management 

The Student Management link has the following sub-menu items, 

 
● Student Management 

○ Add Student 

○ Upgrade Student 
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○ List Student 

○ Transfer Out 

○ Transfer In 

○ Apply for Schemes / Entitlement 

○ Update Result 

○ Manage Incentive 

○ Student Approval 

○ List of Passed and Repeater Student 

○ Update of Passed Student 

○ Update of Repeater Student 

 

Fig.3. The Student Management sub-menu 
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1.2.1 Add Student 

 

 Click the Add Student link to open the following Add Student form in the right pane. 

 
 

Fig.4. The Add Student form 

 
The HOI user has to follow the steps below to carry out this very important function. 
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1. Click on the Student Management menu item on the left pane. It drills down to open a 

Student Admission menu item. 

2. Click on the Student Admission menu item. The Add Student form opens in the middle pane. 

3. Type in, or select from the options, the relevant information in the following fields on the 

Add Student form: 

○ Basic Information: 

i. Name * = (Textbox. Type in the name of the student) 

ii. DOB * = (Date box. Select the date from the pop-up calendar) 

iii. Aadhar Number = (Textbox. Type in the Aadhar Number of the student) 

iv. Contact * = (Textbox. Type in the contact phone number of the student) 

v. Religion = (Drop Down list. Select the student’s religion from the list) 

vi. Mother Tongue = (Drop Down list. Select the student’s mother tongue from the 

list) 

vii. Gender = (Drop Down list. Select the student’s gender from the list) 

viii. Social Category = (Drop Down list. Select the student’s social category from the 

list) 

ix. Student Image *: (Upload button. Browse the computer to Select the student’s 

picture to upload) 

x. Disability Type: (Drop Down list. Select the student’s Disability Type from the 

list) 

○ Guardian Information: 

i. Father’s Name = (Textbox. Type in the father’s name of the student) 

ii. Mother’s Name = (Textbox. Type in the mother’s name of the student) 

iii. Guardian’s Name = (Textbox. Type in the guardian’s name of the student) 

iv. Guardian’s Contact Number = (Textbox. Type in the guardian’s contact number) 

v. Guardian’s Qualification = (Textbox. Type in the guardian’s 

qualification) 

vi. Guardian’s Yearly Income = (Textbox. Type in the guardian’s yearly income) 

○ Educational Information: 

i. Studying in Class * = (Drop Down list. Select the student’s current class from the 

list) 

ii. Class Studied in Previous Year * = (Drop Down list. Select the student’s 

previous class from the list) 

iii. If studying in class 1, give status of previous year = (Drop Down list. Select the 

relevant answer from the list) 

iv. No. of days child attended school in previous year * = (Textbox. Type in the 

relevant number of the student) 

○ Facilities: 

i. Habitation or Locality = (Textbox. Type in the locality of the student) 

ii. Date of Admission * = (Date box. Select the date from the pop-up calendar) 
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iii. Admission No. = (Textbox. Type in the admission no. of the student) 

iv. Whether Belong to Below Poverty Line = (Drop Down list. Select either YES or 

NO from the list) 

v. Disadvantaged Group = (Drop Down list. Select either YES or NO from the list) 

vi. Getting Free Education as per RTE Act = (Drop Down list. Select either YES 

or NO from the list) 

vii. Medium of Instruction = (Drop Down list. Select the relevant language from the 

list) 

viii. No. of uniform sets received = (Drop Down list. Select the relevant answer from 

the list) 

ix. Complete set of free textbook = (Drop Down list. Select either YES or NO from 

the list) 

x. Free Transport Facility = (Drop Down list. Select the relevant answer from the 

list) 

xi. Free Escort Facility = (Drop Down list. Select the relevant answer from the list) 

xii. Free Hostel Facility = (Drop Down list. Select the relevant answer from the list) 

xiii. Special Training Facility = (Drop Down list. Select the relevant answer from the 

list) 

xiv. Whether the child is homeless = (Drop Down list. Select the relevant answer 

from the list) 

 

1.2.2 List Student 

Click the List Student link to open the following page. 

 

 
Fig.6. The List Student page 

 
The following are the information available in the List Student page: 
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● Sl. No. 

● Name 

● Contact Number 

● DOB 

● Father’s Name 

● Mother’s Name 

 
The following are the actions which can be done in the List Student page for each student: 

● View Student Details 

● Edit Student Details 

● Download ID Card 

● Download Student Details 

● Download Character Certificate 

 
The actions listed above by clicking the appropriate button for each in the Action column. 

 

1.2.3 Upgrade Student 

Click the Upgrade Student link to open the following page 

 
 

Fig.5. The Upgrade Student page 
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1.2.4 Transfer Out 

Click the Transfer Out link to open the following page. 

 

 
Fig.7. The Transfer Out Student page 
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1.2.5 Transfer In 

Click the Transfer In link to open the following page.

 
 

Fig.8. The Transfer In Student page 
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1.2.6 Apply for Schemes / Entitlement 

Click the Apply for Schemes / Entitlement link to open the following page. 
 

 
 

Fig.9. The Apply for Schemes / Entitlement page 
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1.2.7 Update Result 

Click the Update Result link to open the following page. 
 

 
 

Fig.10. The Update Result page 

 
1.2.8 Manage Incentive 

Click the Manage Incentive link to open the following page. 

 

 
Fig.11. The Manage Incentive page 



 
 

Centre Portal User Manual v1.0 

16 | N a t i o n a l  I n f o r m a t i c s  C e n t r e ,  W e s t  B e n g a l  S t a t e  C e n t r e  
 

1.2.9 Student Approval 

Click the Student Approval link to open the following page. 

 
Fig.12. The Student Approval page 

 

 
1.2.10 List of Passed and Repeater Student 

Click the List of Passed and Repeater Student link to open the following page. 
 

 
 

Fig.13. List of Passed and Repeater Student page 
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1.2.11 Update of Passed Student 

Click the Update of Passed Student link to open the following page. 

 

 
Fig.14. The Update of Passed Student page 
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1.2.12 Update of Repeater Student 

     Click the Update of Repeater Student link to open the following page. 

 

 
Fig.15. The Update of Repeater Student page 
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1.3 Teacher Management 

The Teacher Management link has the following sub-menu items, 

 
 
 
 
 
 
 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Fig.16. The Teacher Management sub-menu 
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1.3.1 Teacher Appointment 

Click the Teacher Appointment link to open the following page. 
 

 
 

Fig.17. The Teacher Appointment page 
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1.3.2  Add Teacher 

 
Click the Add Teacher link to open the following page. 

 

 
Fig 18 (Add teacher form) 
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1.3.3 List Teacher 

Click the List Teacher link to open the following page. 
 

 
 

Fig.19. The List Teacher page 
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1.3.4 Update Teacher Profile 
 

Click the Update Teacher Profile link to open the following page. 
 

 
 

Fig.20. The Update Teacher Profile page 
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1.3.5 View Teacher List 
 

Click the View Teacher List link to open the following page. 

 
 

Fig: 21 (Teacher list page) 

 
From here HOI can download and edit the teacher details. 
 
1.4 School Details 

The School Details link has the following sub-menu items, 

 
● School Details 

○ Notice Board 

○ Image and Address Update 

○ View School Profile 

○ Schemes 

○ Inspection 

○ Academics / Examination 

○ Insert School Specific Awards, Nominations, Scholarships 

○ School Inspection 
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1.5 School Infrastructure 

The School Infrastructure link has the following sub-menu items, 

 

● School Infrastructure 

○ Status of School Building (Private, Rented, Government) 

○ Details of Classroom and Furniture 

○ School Boundary Wall 

○ Source of Drinking Water 

○ Facility of Library / Book Bank / Reading Corner 

○ Details of Computers (For Teaching and Learning Purpose) 

○ Equipment in working / usable condition 

 

1.6 Attendance System 

 Update working days: 

After click on the link the following page will be open as following: 

 

Fig:22 

User have to first input the working days’ details month wise and year wise. 
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 Student Attendance 

After click on the link the following page will be open as following: 

 

Fig:23 

After selecting academic year, month and student class the following page will be open as following: 

 

Fig:24 

 
From here HOI can input the attendance days of student and finalize the data with selecting the check 

box. 
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2. TTEACHER 
 

2.1 Teacher Login 

 
With unique access credentials available to the Teachers, the page available to the Teacher on login is shown 

below. 

 

 
 
Fig.25 Teacher Login view 
 
 
 

 

 
 

 
 

 

 
 

 

 
 

 
 

 

 
 

 

 
 



 

 

Central Portal User Manual v1.0 
 
 

28 | National Informatice Centere, West Bengal State Centre 
 

2.2 Student Management 
2.2.1 Student Admission 

  

After click on the link the following page will be open: 
 

 
 

  Fig 26 (Student add form) 

 

From here a teacher can add a student through this form. 
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2.2.2 List of student for HOI approval 
 

After click on the link the following page will be open: 

 

 
 

Fig 37 (Student list page) 

From here teacher can do the followings: 

 View the profile of added students 

 Send request for student profile approval 
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3. User Roles 

 
A. Level of permission in case of new school adding: 

 

School Type Add by Locking process Unlocking permission 

Primary SI Auto  DI Primary 

Secondary and others DI Auto Admin 

 
 

B. Level of permission in respect of data entry: 

 

School Type Category     Entry/Edit 

by 

     Permission 

for editing 

     Locking 

process 

Time duration and 

authority for 

unlocking 

Primary Student HOI HOI Auto After 1 year, SI 

SI to Create Child Login for HOI and assign responsibilities 

Primary Teacher SI DI Primary Auto NA 

Secondary Student AT HOI Auto    After 1 year, DI 

Secondary 

HOI to Create Child Login for AT and assign class-wise responsibilities 

Secondary    Teacher (i-OSMS) HOI DDO Auto DDO 

Secondary  Student (Private) AT HOI Auto NA 

Secondary  Teacher (Private) HOI HOI Auto NA 

Primary Para Teacher SI SI Auto NA 

Secondary Para Teacher HOI SI Auto NA 

 
 

C. Frequency of data entry 

 

Category Frequency Time 

Student Once Within a week of admission 

 

Para Teacher When required Within seven days from date of joining 

 

 


