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WEBSITRJRL

Dema https://demoemms.nic.in

Actual: https//wbemms.nic.in

LandingPage

@ EMMS HOME  SERVICES  FEATURE ~ CONTACT  DOCUMENTATION v

Transparent & Secure Elections

Empowering Democracy with
Smart
Election Management

A one-stop solution for managing every aspect of the
election process — from voter registration, manpower
deployment, to secure results.

Office Registration

PurposeRegistratiorof OfficesuserLoginfrom Menu

FunctionsUserLogin(GetStartedButton Click) OfficeRegister (OfficRegistratiorbutton Click)

USERLOGINPAGE

»+25

Enter Captcha

Remember me

PurposelLoggingn of Authorizedand AuthenticatedUsers

FunctionsUserLoginand CaptchaResetPasswordif needed)
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DISTRICUSERDASHBOARD:

%+ EMMS = Q Searcn 2o Po-

Dashboard Dashboard
Activities
Hi! DM North 24 Parganas DEO North 24 Parganas , have a nice day work

+ Registrations

Master

Offices

Intimation Letter
A& Human Resources

33 Duty Rules

7 Deployment Authority Time Line Progress Assigned Election Officers Deployed Officers Duty Electors
Elections
Polling Stations

< Counting Tables

5= Eléction Oricers Trainees Polling Stations Pavment Reportina
PurposeBasidDashboardor an Userand FunctionAccesdvienus

FunctionsAccesdglifferent Menuslike UserManagementMasterData,ElectionsPollingStationsetc.

USER MANAGEMENT (USER CREAINy ClickingJserManagemenin left menubar

;. EMMS = Q Search B & .@ev

Dashboard Users
&+ ADD USER
All registered Users
Q Search User Total Available: 70 & Invited Users

Name Resources Role Status Actions
DM North 24 Parganas 1
e £ 2 & Auachments District Admin # -
Intimation Letter
£ Human Resources ¢ Naba Kumar Das
1
& Anachments District Officer . x ® -
%> Duty Rules
SUBIR KUMAR DANDAPATH
o Attachments District Officer AC X 4 -
FAHIM ALAM N
. £ Attachments District Officer 2 x o]
Counting Tables © g o

Officers i 1

PurposeManagemenbf Users

FunctionsCreateUsers ResetPasswordAdd/EditRole,Resourceand Permissions
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USERCREATIONClickADDUSERutton. ThenAddUserDetailsincludingemail, mobilenumber, resource

andclick on save.

= Q Search

User

Add details for the new user.

NEW USER

NAME =

DESIGNATION =

MOBILE =

RESOURCE TYPE

Select

Resources

test

B & Lo -

2 ALL REGISTERED USERS

EMAIL »

ROLE =

Select ~

RESOURCE

Select ~

User Invitation Link Created.

USERMANAGEMENT(MANAGING REGISTEREDSERS):

By clickingALL REGISTERED USER®nN or ClickingJserManagemeniMenu can see allsersHere
Distrct Admircan Activate De-ActivateUser,EditUserandHisRole,Resourcelype& ResourcesChange

UserPermissions and reset users password.

= Q Search

Users

All registered Users

Q Search User

Total Available: 70

DM North 24 Parganas 1

(8 Intimation Letter

£ Human Resources Naba Kumar Das

1
e —nym o & Attachments

833

SUBIR KUMAR DANDAPATH

DO, Habra-|

5 Polling Stations
=l FAHIM ALAM

) DEGANGA
ounting Tables -

EMMSMANUALPART
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District Admin ACTIVE & -
District Officer acnve (% # -
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PASSWORBESEBYADMIN

ResetPasswordor anUser: By Clickinghe Lock Symbolon the UserManagementMenu
Function: The Passwordreset Link generated. Canbe sent to User over mail/ SMS.

Password Reset Link for DM North 24 Parganas

This password reset link will expire in 15 minutes.

GENERATING PASSWORD BY USHiIen user click on reset forgot password then otp will be sent
on registered mobile number or through email. Aftéis step user canlogin usinghis Userld & New
Password.

% EMMS

Forgot your password? No problem. Enter your registered
email address.

Email

© Send OTP on registered mobile number
() Send password reset link on email

SUBMIT

EMMSMANUALPART Page | 6
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ELECTION®oked byClickingElectionsMenu

Elections

@
2

£ ELECTION TO THE 121-HAROA LA

@
2

E ELECTION TO THE 104-NAIHATI LA

@
2

o
2

E ELECTION FOR WB LA

PARLIAMENT GENERAL ELECTION

E ELECTION TO THE 94-BAGDAH(SC) LA

2o Po-

Contiibuting

& +
@ +

@ +

(o

PurposeTocreateStateAssembl\Election or ParliamentaryGeneraElection

FunctionsTobe Usedby StateL oginfor creationof NewAssemblyor ParliamentElectionor a ByeElection

Dashboard

User Management

Master

Elections

Compositions

Polling Stations

Reportings

Vehicles

Payments

Parliamentary General Elections

Parliamentary General Elections

WEST BENGAL

DISTRICT WISE CONSTITUENCIES

COOCHBEHAR

ALIPURDUAR

ELECTION DETAILS

4 Edit| | @ Delete
© Add @ Show
© Show

Total: 294 Constituencies

9 Constituencies :

5 Constituencies %

PurposeToenter ElectionDetailsand AddConstituenciesvhere Electionare tobe held

FunctionsAddEditElectionDetails, Add Districtwise Constituencie$or the Election

EMMSMANUALPART
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Dashboard Parliamentary General Elections
= ALL
Year : 2024
User Management
Master
ELECTION DETAILS
Elections
@ Active (£ Edit| | @ Delete
Compositions
Polling Stations ar Parliamentary General Elections
Reportings Y 2024
Vehicles
WEST BENGAL
Payments
0 © Add © Show
itor 0 © Show
DISTRICT WISE CONSTITUENCIES Total: 294 Constituencies
COOCHBEHAR 9 Constituencies
ALIPURDUAR 5 Constituencies

PurposeToenter ElectionDetailsand Add Constituenciesvhere Electionare tobe held

FunctionsAddEditElectionDetails, Add Districtwise Constituencie$or the Election

EMMSMANUALPART Page | 8
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DEPLOYMENifvoked byClickingdeploymentMenu

Deployments
\lL Deployments under Active Elections for attached Distr

BYE ELECTION TO THE 80 - KALIGANJ

B Phase

2 Individual:
23 Group:

O Male

8 Femalc

783 Total

Group Deployed Officers

o Po-

82 WEW DEPLOYMENT

Trained 46339

&2

Group Duty Wise Male and Female Officers

exemptions for polling/counting at the district level.

Purpose Central dashboard to monitor and manage officer deployment, training, and

Functions Tobe Usedby StateLoginfor creationof NewAssemblyor ParliamentElectionor a ByeElection

DEPLOYMENT (Viewyoked byClickingopen iconright site of election name

80-kaligan] 1st randomisation of Counting personnel PB counting party

80-kaligan] 1st randomisation of Counting personnel EVM counting party

= [ o Peo-
District Election Deployments
All Deployments for BYE ELECTION TO THE 80 - KALIGANJ under District NADI, —
. .
Q T = v &E L]

Required Party and Reserve

Pary

Purpose View and Modify old deployments

Functions Edit and View Old deployments

EMMSMANUALPART Page |9
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DEPLOYMENT (Newyoked byClickingNew Deployment buttoriop right corer

Election

DISTRICT =
NADIA
ELECTION +
BYE ELECTION TO THE 80 - KALIGAN) v
PHASE
Select v
NATURE «
Polling
Duty B Be T

=3
i)Choose District, Election, Phase, Nature for Deployment.
Deployments
Test Deployment
=3

i)Give Name and Description for the Deployment.
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Requirement:

COMSTITUENCY »

KALIGAN (080)

PREFERRED LOCATIONS

+
4 Member Polling Party v District Election Officer v
2000 15
15 15 15 15
Mapped 406
Constituency ~ Deployme:
L+]
iii)Choose Constituency and Composition, Party Count
© Deployment Details
GENOER O vl
st orrice ®
TEMPORARY ELECTOR @]
PemANENT ELECTOR ®
puTY ELECTOR ®

3ACK FINISH

Choose deployment Preferences baseyour requirement.

PurposeToenter ElectionDetailsand Add Constituenciesvhere Electionare tobe held

FunctionsAddEditElectionDetails, AddDistrictwise Constituencie$or the Election

EMMSMANUALPART Page | 11
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TRAINING®&woked byClickingrainings Menu

= Q sear &&n@ev

Trainings -
4+ NEW TRAINING

Tranings Trainees o [ B

BYE ELECTION TO THE 80 - KALIGAN. 4
=y Trainees Duly-wise comparison between Altending and Absen! irainees
} Day
Hou
PARLIAMENT GENERAL ELECTION &

B Phase @ Male Trainec

Purpose To monitor and manage election training sessions with trainee attendance anevdgtanalysis.

Functions Provides statistics, charts, and tools to track trainings, present/absent staff, and create/mana
sessions.

TRAININGS(VieWvoked byClickingopen iconright site of election name

= Q sear E:&!ae~

Trainings

+ ADD TRAINING

pective schedules for BYE ELECTION TO THE B0 - KALIGAN) t NADIA

dd

hhig o o &2 Scheduled - 0

| TS

Purpose To manage and track all individual training sessions and their schedules for election staff.

Functions Lists trainings with details like schedules, allocations, trainees, attendance, SMS notifications
provides options to add or manage each training.

EMMSMANUALPART Page | 12
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New Traininginvoked byClickingNew Training buttoriop right corner

New Training

Election Description

oisTRICT &
NADIA
ELECTION +
BYE ELECTION TO THE BO - KALIGAN)
PHASE

Select

Descriptior
NAME »
Test
TYPE +

Individual

SELECT DEPLOYMENTS

Order Datail

&ﬁi@ev

= ALL TRAININGS

Appointmant Farmat

Order Detail

ORDER NUMBER +
DOD1F991
ORDER DATE »

09/09/2025

Order Detat

Appointment Farmat

L ]

EMMSMANUALPART Page | 13
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2o Po-

=(a

New Training

Appoaintments

APPOINTMEMNT TEMPLATE »

Individual Appointment v

Purpose To monitor and manage election training sessions with trainee attendance angvidatanalysis.

Functions Provides statistics, charts, and tools to track trainings, present/absent staff, and create/mana
sessions.

Trainings Schedutenvoked byClickingopen iconright site of election name
g o Po-

Trainings

+ ADD TRAINING

pect hedules for BYE ELECTION TO THE B0 - KALIGAN f ADIA

dd \ 2 &

hhig o o &2 Scheduled - 0

EMMSMANUALPART Page | 14
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Create New Training Schedule

TRAINING DATE =

Purpose To manage and track all individual training sessions and their schedules for election staff.

Functions Lists trainings with details like schedules, allocations, trainees, attendance, SMS notifications
provides options to add or manage each training.

MASTER MENUWCan be invoked by clicking the Master Menu

= Q Search = & pe ~
Master Data : Municipality
(® ADD NEW

Here you can manage the municipalities for Master data

Q, Search Municipality Name Total Available: 30

Ref Code District Name

ASHOKNAGAR KALYANGARH 60 250128 24 PARAGANAS NORTH o
BADURIA 57 250134 24 PARAGANAS NORTH @
BARANAGAR 41 250141 24 PARAGANAS NORTH = 0
BARASAT 34 250135 24 PARAGANAS NORTH NN ]
BARRACKPORE CANTONMENT o, 277279 24 PARAGANAS NORTH 2NN |
BOARD

BARRACKPUR 42 250132 24 PARAGANAS NORTH CRNN. |
BASIRHAT 58 250147 24 PARAGANAS NORTH # @

Purpose ToAddEditMasterDatalike District, Block Municipality,PoliceStationetc.

Functions TheUsercanAdd/EditMaster Datadependingon hisscope (State orDistrict) of
permissions All

MasterDatais availableat StateLevelwnhile limited numberis availableat DistrictLevel. All District
level master data can be handled by District admin.

EMMSMANUALPART Page | 15
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From master data District admin can handle polling premises, counting hall,tramthgeporting venues,
designation etc.

= Q Search = & Pe v

Polling Premises

Q_ Search Premise Nam Total Available: 4964 ¥ Filter © Unmapped &y v
Polling Premise Location Assembly Constituency  Address Action
Offices
24 PARAGANAS NORTH .
Ell 3 MoHelencha Kaloni F P School MA A DAH(SC) s
Inti;
Human Resources < . i 24 PARAGANAS NORTH .
Ell  Asisaghata F P School A A DAH(SC) s om

24 PARAGANAS NORTH

[l Aakandatala F P School A - A DAH S om

24 PARAGANAS NORTH

Eh  Aamadob High School H. S NA A DAH s m
Counting Tal
24 PARAGANAS NORTH
Ehl Asndutapota F P Schoot A A DAH s om

Election Officers

= Q Search 2 & PQ"

Master Data : Block
Here age the b or Mas

you can mar

Q srch Block Total Available: 22

Name Ref Cade LG Code District Name Actions

AMDANGA 258 2723 24 PARAGANAS NORTH ® 0
Intimation Letter

BADURIA 250 2724 ANAS NORTH Z @
Human Resources

BAGDA 260 2728 24 PARAGANAS NORTH = 0

BARASAT- 261 2726 24 PARAGANAS NORTH =z 0

BARASAT-II 262 2727 24 PARAGANAS NORTH = @

BARRACKPUR-1 263 2728 24 PARAGANAS NORTH & 0

BARRACKPUR-II 264 2728 24 PARAGANAS NORTH Z 0

REGISTRATION OF OFFttelsBiceselonging a District has to add office first and generate the
reference code by the District Magistrate of that distridistrict Magistrate of that district.

= Q Search = & Pev

Offices
+ ADD OFFICE
All registered Offices

gistrations

Q. Search by Office Nam ¥ Filter & Excel @ Tre
Location Contact Employees Last Updated
District - 24 PARAGANAS
A.C.M.OH, BASIRHAT NORTH o
Intimation Letter < E[Q 1716 Municipality - BASIRHAT 0 o77504 = z) (290
Human N 10!
A.D.S.R.. AMDANGA District - 24 PARAGANAS o
28 NORTH [s 5454 5 7 o o

Authority E

Block - AMDANGA

& Certificate

District - 24 PARAGANAS
A.E, HABRA SURB. DIVISION, P.W. (C.B.) NORTH
DTE. Block - HABRA . &

E e JEAR MUN

o=

EMMSMANUALPART Page | 16
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= Q search & o Peo-
o

=— ALL OFFICES
Add details for the new Office.

Profile
This section captures the basic profile details for a office. The information from here will be used for identifying the
affice.

NAME »
REF CODE

DDO CODE

Administrative Jurisdiction
The information from this section will be used to locate the office under a specific administratiove jurisdiction. ALl
training related management will be made using this data.

DISTRICT »

Office created! Now You can Add

Office Designations

test office Added Successfully

Now office is created .Now we need to add designations under that office. Now add Designations under
that office

EMMSMANUALPART Page | 17
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= Q Search @»@pev

Office Designation _
ALL OFFICES

Add Designation details for the Office test office

@ Not Verified

Female Count Total Employee Actions

Designation Male Count

AADHAAR OFFICER x5 2 1 3 o (@ ves ®®e

imation Letter

test office

Office Designations Saved

Now click on all offices and search for the N#fice there will show the ref. code for that office.

= (Q Search 2 & pe-

o L]
-+ ADD OFFICE

All registered Offices

{ Q_ test officd ] Total Available: 1 ¥ Filter &, Excel | Trashed

Name Location Contact Employees Last Updated

test office District - 24 PARAGANAS o
NORTH P & # s -
19303250135/ WQCo) Municipality - BARASAT o
2l ' State Government . @ office@123
- <d % tes ag

Pincode: 700091

[ Certificate
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REGISTRATIODF OFFICE USER®wW users can register them under the office. There they have to
give the complete reference code of their office.

Select Office

DISTRICT +

Select

LOCATION #

Block

LOCATION #

Select v

REF CODE »

Purpose SelfRegistratiorof Office Users

Function : ArOfficecan its Block / Municipalitiocation, Enter Name, Designation, Mobile, emg

password & confirm password and ref code of the office

ClickREGISTHftton to Completethe RegisteProcess

IMP:

1) TheMobile Numbermustbe unique

2)The emailid entered willbe the Login id laf the Office. So Office should ensure correct erfy

emailid. Email of Data Entry Operator/ any person associated with data entry should not be u

register office. Officer in Charge of the Office should ensure use of valid emalil id.

3) AnOfficeUsercanlog-in only after its loginrequestisapprovedby Blockor DistrictLevelUser

4) ForNew Offices¢ TheDistrict/ BlockLevelUsercanadd an Office. After Addingthe New Office, it
will be

availablein the OfficeRegistratiorModulefor RegsitratiorRequesiGenerationfrom Officeend.

Step 1
Select Office

DISTRICT »
24 PARAGANAS NORTH
LOCATION »
Municipality
LOCATION »
MADHYAMGRAM

OFFICE «

testing - 19303250136/BD6TO

han@gmaiLcom

EMMSMANUALPART Page | 19
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Step 1 Step 2 Step 3
Select Office Office Users Register

# Create new user for office - testing
NAME »

test user
DESIGNATION »

test

MOBILE + EMAIL »

1234554321 user2@123

PASSWORD » CONFIRM PASSWORD »

B Office Details

A Name 0 Reference Code

testing 19303250136/BDE6TO

= Ema . Mobile

khan@gmail.com 5678901234

2 User Details

© Designation

test

% Mobile
1234554321

After complete all the steps click on register.

+ Registration Successful!

© #Piease save your Reference Number 1757241738BD6TO for future use. You will be able to {ogin once
your régistration is approved by the concerned authority.

On SuccessfuRegistrationthe FollowingMessagds displayed.The Officecannow loginto Add/ EditUser
Data.

EMMSMANUALPART Page | 20
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TheUsercanlogin whenthe District/ Blockleveluserapproveghe UserRegistration

B o Po-

= Q Search

Registrations

MADHYAMGRAM

Email

Password

2 —
I+
Enter Captcha
Remember me

Eorgot your password? KGIHTY

UsercanloginusingRegisterediser IDand Password

= [ Seech e oo
Dashboard
Activities

[y Office Activity

Sun Sep 7, 207541378

Swpl

. Office Registration ® Completed

@ S e 07,2025 497 PM
Office Verification o010 oy @ Completed
step3

® Employee Verification en 0 dovs. @ Completed
o0

o~ > ® Pending
Certificate Generate N
sups

@ Coruncate avprove .

OfficeUserDashboard UserCanSeeActiveElectionand AttachedOfficeDetails

EMMSMANUALPART Page | 21
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OFFICE INTIMATION LETTHBRcan create intimation letter. Add all details correctly and get a ready
to send letter.

> EMMS = Q searn > o Feo-

Dashboard Intimation Letters
+ ADD
All Intimation Letters for attached districts with active elections

24 PARAGANAS NORTH
Total Letters Served Bl ~ovicases Offices

PARLIAMENT GENERAL ELECTION

&

(© Total Letters L, Published 7 Acknowledged:

[ Letter Served [ Letter Acknowledged

Counting Tables

EL < 1

Step-1 : you have to fill all the details like district, election, order no and date.

Intimation Letter

Preview
District ttor Dot oct O . fet.
oIsTRICT & Government of West Bengal
Select District = &, Office of the District Magistrate & District Election Officer
Distriet
eLecTion +
Select Election v

ORDER NO « se Data for PGE 2024

DATE =

Sgmail.com

Yours faithfully,

District: district

Step2 : after filling all the details you need to upload signature image then can save as template
otherwise not mandatory.

Government of West Bengal [OF-10}
& o IR
Office of the District Magistrate & District Election Officer 24 PARAGANAS NORTH
Order No: 234 Date: 2025-C
SUBECT + To
Updation of office information & Employee Data for PGE 2024 s F— sty

SALUTATION + Subject: Updation of office information & Employee Data for PGE 2024

s00Y «

BIUS == SmsSeif ¢ =

Reterence sbove. In view of the preparalion of slecton personnel database for Parksmentary General Election
2024, you are requested to kindly check and varify the ofice information and empioyee PrtcUlars provided in the
portal hips: 's nic.in. The registration process of your office has 10 be completed before 16.09.2023 and the
employee details have to be updated and varified pasitively by 3110.2023. This time ine should be stricty followed,

COMPLEMENTARY CLOSING + District: 24 PARAGANAS NORTH
Yours faithfuly

SENDER NAME » SENOER TITLE »

SIGNATURE

-
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Intimation letter can be importedf someone keep it shared before. Otherwise it can be create manually.

B Intimation Letter Templates

Updation of office information & Employee Data for PGE 2024
24 PARAGANAS NORTH

Then complete the all steps and click on Save.

?

Are you sure?

Save this Intimation Letter?

In the list you can see this and there you have to publish it only then it can be send.

= Q Search [ & ﬁev

Intimation Letter

Intimation Letters for District:24 PARAGANAS NORTH on Election:Parliamant General Election.

When click on view button it will show all the district and there a button serve and send the letter.

EMMSMANUALPART Page | 23



EMMSVer2.0

= | Q Search (B2 PO'
Intimation Letter View

2
Office Details Served At Acknowledged At Acrion
AR, AMDANGA Sub Post Office
ot4s07 Not served et Not scknowiedged vet
BANK OF INDIA, HISHABI
N eyt [R——
NILGAN) BAZAR SO
: Nt vyt R—— B
Puniab National Bank, AMDANGA BRANCH
2 Not served ot Not acknowiedged yet
STATE BANK OF INDIA, AWALSIDDH| BRANCH
5 Not served et Not scknowdedged yet
BAIKUNTHAPUR SATISH SMRITI VIDYAMANDIR (H.S)
Nt servd et [RRE—
WEST BENGAL STATE ELECTRICITY TRANSMISSION CO. LTD
i N served e [T— B
ADHATA HIGH SCHOOL
: Not served et Not scknowdedged yet 2

If District Magistrate want to undo the serve can do that.

ADDING / EDITING PERSONNEL DARiAMenu can be invoked by clickingthe Human Resource Menu
and Then clicking the Employees Menu

= [ o Po.-

Frr:}fl?yta.esl . ) TRasHED

Q L 2y & vi1% v v I 4
Name Designation Ofice [ Status
oL B R &
ASIS KUMAR DUTTA
Mola - 46 Years Se "
GRADUATE
L]
A ARUN KUMAR
B e . © verifie
W Loblas

® -
ABHATTACHARITA © verinies
: @ Lot
RIFLE FACTORY, ISAPORE. MINISTRY OF DEFENCE
GOVT OF INDIA °
ABISWAS MS . © Verified
& - 50 Vears
@ L
RIFLE FACTORY, ISAPORE, MINISTRY OF DEFENCE
GOVT OF INDIA ©
A CHATTOPADHYAY CNC |
© verinss
Mola - 50 Yesrs ndertaking
W Lbles

Pupse Add/ EditEmployeeselongingto an Office

Functions AddNewEmployeesEditan Existingemployees.
Thereare SeverSectionout of which5 sectionsare mandatoryandtwo sectionsare optional.

® @ & © @
Contact Bank AIC ransf

Employee Information
- 0T
ASIS KUMAR DUTTA

52200

ADDITIONAL DISTRICT SUB REGISTRAR
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THEMANDATOR®:CTIONSOREMPLOYEIDATABENTRY
1) Personal 2)Contact 3)Elector 4)BankA/C 5) Verification

THEOPTIONAISECTIONSOREMPLOYEDATAENTRY

1) Transfer 2) Exclusion

MARKING THE TRANSFERRED EMPL@¥éEmRNdyees already transferred from the
Office can be easily marked by Clicking the Transfer Tab

a -ASIS KUMAR DUTTA

’ ADDITIONAL DISTRICT SUB REGISTRAR , ADDL. DIST. SUB REGISTRAR, BARRACKPORE

Under Transfer | [ETSRTRN

Employee Transfer Details € TRANSFER ROLLBACK

From To

Clickon ADDTO TRANSFEButton to Transferg Outan Employedrom an Office.A transferred
Employee is indicated by Under Transfer Status in the Transfer Tab. A transferred employee ¢
recalled back into an Office by clickingthe TRANSFEROLLBACButton. On Clickingthis button
the transferredemployeeisretunedbackto hisoriginaloffice by the System

Are you sure?

The Systemgeneratesa Messageto confirm the Transferthe Employee. Orconfirmation the
Employeeis addedto the TransferList. Other Officecansearchand Transferin the Employeénto
their Office .

TheUserhasto clickthe Import SubMenu and Putthe EmployeeMobile Numberto get EmployeeDetails
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Import Under Transfer Employees to Transferred Office

SEARCH EMPLOYEE BY NAME OR MOBILE

asis @ Search

SNEHASISH PURKAIT - UPPER DIVISION ASSISTANT
Mate - 51 Years

OFFICE OF THE CHIEF ENGINEER, (SOUTH-WEST)
District - PASCHIM MEDINIPUR

Binck - MIDNAPORE

MONDAL - OFFICER
Mate - 37 Years

LIFE INSURANCE CORPORATION OF INDIA (LIC)

Distriet - KOLKATA NORTH

Municipality - KMC-BOROUGH VI

KARUNASIS CHATTERIEE - MANAGER
Male - 33 Years

INDIAN BANK, GHATAL BRANCH
District - PASCHIM MEDINIPUR

Municipality - GHATAL

SNEHASIS MUKHERJEE - OFFICER JOINT MANAGER
Mate - 31 Years

BANK OF BARODA.BASANTAPUR BRANCH

Distriet - MURSHIDABAD

Block - DOMKAL

Selecthe Employeeand Clickthe Selectutton

Import Under Transfer Employees to Transferred Office

SEARCH EMPLOYEE BY NAME OR MOBILE

8918354349

AJAY KUMAR SAHA - JUNIOR ENGINEER
Male - 51 Years

SURI - Il DEV BLOCK

District - BIRBHUM

Block - SURL-Il

° Select the destination office for the selected Employee. The new office of transfer must be diffrent from the

current office

SELECT OFFICE

TEST OFFICE
Govt. Aided Organisation

Block - SURI-|

SelectTheOfficeandclickon IMPORButton to Importthe Employee

5

Are you sure?

to import the selected Employee to the destination
Office!

p— n

Confirmthe Importto completethe Transferln process
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Imported Successfully!

AJAY KUMAR SAHA added to office TEST OFFICE

The Employeeis now Imported into the New Office under which he is presently posted. The Detailsof the
imported employeesnustbe verfiedagainstall the five mandatorytabs

EDITINGAND VERIFYINEXISTINGVIPLOYEIATABY OFFICE TheMenu to Edit and Verify an

Employee can be invoked by Selecting an Employee from the availabsndi§licking on Employee Name or
clicking the right arrow against an Employee

Employees

All'the Employeelnformation will be displayed Thereare 5 mandatorysectionand 2 optional section that
needsto be editedto completean Employeeeditingandverifyingthe edited databy office

SCTIONL PERSONADETAILS EmployeesPersonalDetailsare to be added/ edited in this section.
Clickon Editto EditData

0 @ é 0 9
Contact Elector Bank AIC Transfers Exclusion Verification
Employee Information o
Personal details and others. _
Full Name (ASIS KUMAR DUTTA
Ref Code 52200
Designation ADDITIONAL DISTRICT SUB REGISTRAR

EMMSMANUALPART Page | 27



EMMSVer2.0

Therequired fields may be edited and the SaveButton may be clickedto SaveData. The Mobile Number

valuein this field is unique through out the State and must be carefully entered. Duplicatevalue will be
checkedfor validation. The EmployeeGroup,Serviceand BasicPaymust be entered correctlyto ensure
correctcategorisatiorof employeeat later stage.

SECTIOR CONTACT Here Contact details of Employee and his alternate mobile or phone number may be
entered. Email if available may be entered. The data may be Saved by clicking the Save button

. A : :

Contact

T
ig
@

Update Employee Contact
This secti aptures the personal de

WEST BENGAL v
ADDRESS »

BOLPUR SURI PARA WARD NO 17

731204

PHONE
8918354349

zzzzz

SECTIOR ELECTORIN this Tab, the EPIC Caidata , Temporary Assembly Constituency ,Permanent

Assembly ConstituencywVorkplace Assembly Constituency Data and Residency Location Data ( District,Block/
Municipality, GP/Ward) information is collected for the Employee, All the Data must be entered correctly and
upto date information must be provided as far as possible

Elector

Elector

EPIC »

LPP2300036

Bolpur (286) v
PERMANENT ASSEMBLY CONSTITUENCY «

Bolpur (286) v
DUTY ASSEMBLY CONSTITUENCY

Sainthia(SC) (289) v
TEMPORARY RESIDENCY LOCATION

DISTRICT » LOCATION TYPE &

BIRBHUM v | Municipality v

LOCATION » PANCHAYAT / WARD »

= - E — e A i N\ - LI = URNGL L 2212 .
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DUTY ASSEMBLY CONSTITUENCY #

Sainthia(SC) (289) ~

TEMPORARY RESIDENCY LOCATION

DISTRICT = LOCATION TYPE #

BIRBHUM ~ Municipality ~
LOCATION « PANCHAYAT / WARD =

BOLPUR ~ Bolpur (M) - Ward No.20 ~

PERMANENT RESIDENCY LOCATION

DISTRICT = LOCATION TYPE =

BIRBHUM ~ Municipality ~
LOCATION « PANCHAYAT / WARD «

B8OLPUR ~ Bolpur (M) - Ward No.20 ~

DUTY LOCATION

DISTRICT = LOCATION TYPE #
BIRBHUM ~ Block ~
LOCATION » PANCHAYAT / WARD =
SURI-II ~ PURANDARPUR o

Cancel | Save

SECTIOM BANKACCOUNT TheBankAccountinformation of the Employeemust be enteredin this tab
. Correctinformationwill facilitate smoothpaymentof ElectionRemunerationshroughe-Paymentmode

Searchingd Bank :A Bankis searched by typings IFSGodein the Branch field and selectirtge branchfrom
search menu

Bank Account

This section captures the bank account details. The information from here will be used for election related payments
BANK #

STATE BANK OF INDIA
BRANCH »

SBIN0000197|

SUPAUL

SURI
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EXCLUSION&xtlusiondike PH, Armed Guard, VRS Retired, Dead may be addedto an
Employeeif it exists. Otherwise the Field may be kept blank.

& [©) ® Physically Challenged =4 @
Personal Contact Elector Dead ransfers Exclusion Verification
- i Retired
.| =

VRS

Employee Exclusion Maternity Leave
Absconding
Undertrial
Head of Office

Exclusios th ibject of L fr tent authority

© Exclusionis the subject of approval from competent authority. N
Key Holder
Armed Guard

Emergency Duty
Job Terminated
Resigned
Duplicate
CELL DUTY
| CANCER/SERIOUS MEDICAL COND. |
Physically Challenged v W

Exclusionamust be added carefully and correctly to identify employeesfor Exclusionsoy MM&W Cell at
District/ Block Level.

After AddingExclusion the Savebutton mustbe clickedto SaveData.

VERIFICATIONfter Entering / Updating all Information , the Employee Data must be verified

o
& @ @ e o]
Personal Contact Elector Bank A/C Transters Exclusion

Employee Verification

@ Employee once verified cannot be modifed further

Not Verified

VERIFY

Are you sure?

Employee will not be available for modification after
werification

by Clicking the VERIFY button.
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n
Q

o
& 0] ® @
Personal Contact Elector Bank A/C Transfers Exclusion Verification

Employee Verification

@ Employee once verified cannot be modifed further

TheEmployeeDatais now Verified.

District user can add manpower here from the Human Resource menu.

QUiZ Dashboardrivoked by Clicking quizzes dashboard under Quizzes in left menu bar.

> o e~

Quizzes

24 PARAGANAS NORTH

Total Quiz =5 Total Candidates = Total Participants day

Minimum 5000 m Average 50 E Maximum 5000

PARLIAMENT GENERAL ELECTION

PurposeThis dashboard provides an analytical summary of quizzes, candidates, participation, and
performance statistics with visual insights.
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Quizzes Listivoked by clicking the open icon on the right side of the election name.

Purpose5 A A LX F & F YR YFyF3S LIF NIAOALIF yaaQ fjdAT |

FunctionsView participant list, Search participant, View quiz attempted count, View total score.

Create Question Topitivoked by Clicking add button on top corner

Purpose : Create a hew quiz question topic.

Function : Enter topic name, Save topic, Cancel creation.

Questions Invoked by Clicking question under Quizzes in left menu bar
QUESTION-OPICSInvoked by Clicking quizzes dashboard under Quizzes in left menu bar
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