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User Guide for Employee Database Portal for Election

The steps for accessing the Employee Database Portal for Election are as:

e Open Microsoft Internet explorer 6.0 or higher.

e Type the URL http://ems-emp.raj.nic.in
e Enter the username and password.

e Click on Login button.

The login screen appeared is shown below:
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Note: First of all you are required to download Hindi Font from the option available in
top of the above screen. We are using Mangal Hindi Unicode for entering the data in
Hindi.
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.MAIN MENU

After login the Main Menu screen would be as shown below:

e Home(Election Portal) - Windows Internet Explorer E|[E|§|

~
@,\._ yv (& 164,100,153, 101 2 IhedlBS |[#]-

File Edit View Favorites Tools Help

{3 Favarites 35 gw Mew Message @ Suggested Sites ~ & | Free Hotmail & | Get mare Add-ons ~

& Home (Election Portal) N- 8 U g v Page v Safety -

Office of the
@ CHIEF ELECTORAL OFFICER RAJASTHAN ¢

Home LoginlD:053700721 Year2013-2014 OfficeName:JOINT DIRECTOR., LOCAL Version
FUND AUDIT DEPARTMENT, RAJASTHAN, JATPUR - I(12758) 1.0

Master Reports System Admin Help LogOut

Welcome To Election Portal

Sr.No. | Menu Sub Menu Operation

e DDO information

A. | Master e Sub ordinate office entry | For master data entry.
e Employee master
e Employee report

B. | Reports e Monitoring report Various types of reports
e Export data

C System e Freeze data Administrator’s

" | Admin e Change password

D. | Help e Election presentation Latest directions and user manual.
e Download hindi utility

E. Logout Exit from application.
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B.1 DDO Information

Click on the menu “Master -> DDO Information” in the main menu.
The screen shot for data entry is shown below:
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Vater Assembly Information For Election
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Police DDO Io

/& DDO Information G- 8 9 e - Page - Safety -
~
¢ Office of the %
k l CHIEF ELECTORAL OFFICER RAJASTHAN
Home LoginID:05700721 Year:2013-2014 Officellame: JOINT DIRECTOR, LOCAL FUND  Version
AUDIT DEPARTMENT, RAJASTHAN, JATPUR - 1(12758) 1.0
Master Reports System Admin Help LogOut

User operation: You are reguited to fil-up the details of DDO in this screen. Mostly

DDO is one of the employe

"Update™ button. It will save all information submitted by you.

details of concerned DDO, you are required to click

e In case, Name of gie DDO is not available in this list, only then, you are required

to select "*Other Office" option available bottom of the screen.
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If you have selected "Other Office™ option, following screen will be appeared:

& DDO Information - | gmy v Page~ Safety~

Add Other Office DDO

Office Code:

e Please enter the Office Code of the DDO concerned and click "Show" button, list
of all employee of this office will be displayed and you are only required to select
the name of your DDO from this list.

e After filling up all the details of concerned DDO, you are required to click
"Update" button. If will save all information submitted by you.
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B.2 Subordinate office entry

(Only for those DDO, who have drawing salary for more than one office like BDO
of primary schools)

Click on the menu “Master -> Sub ordinate office entry” in the main menu.
The screen shot for data entry is shown below:

(& subordinateMasterEntry )‘:I\ T R | pmny v Page v Safety -
-~
(-y Office of the %}'
’ ’ CHIEF ELECTORAL OFFICER RAJASTHAN
Home LoginlD:05700721 Year:2013-2014 OfficeMame:JOINT DIRECTOR, LOCAL FUND  Version
AUDIT DEPARTMENT, RAJASTHAN, JATPUR - I(12758) 1.0
Master Reports System Admin Help LogOut

SUBORDINATE OFFICE ENTRY
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User operation: Now, if there is more than one office under single DDO only that
scenario this option will be utilized. For example one BDO\not only drawing the salary of
employee of their office but he is also DDO for few\primary schools under his
jurisdiction.

e You are required to enter the name of other offices/schgols in both the column
(i.e. English as well as in Hindi) and click on the submit button to save the
information you have entered.

e List of all subordinate offices/schools under the jurisdiction of concerned DDO
will be displayed on the screen for your verification. If you have not required make
further entry click the Log Out button and re-login again.

e There is a provision to edit the details of subordinate office. For same, please select

the edit button appears with the details of the subordinate office. It will allow you
to update the details, which you have previously entered.
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B.3 Employee Information

Click on the menu “Master -> Employee Master” in the main menu.
The screen shot for data entry is shown below:
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User operation:

This screen will be further divided into the sections. Information from Column no
1 to 15 displays in RED section available form Pay manger module of the
employee. You can view this information but can't change yourself.

Information displayed in GREEN & BROWN sections will be update for all
employees.

First of all you are required to select the name of the concerned employee from the
list of employee from the top of the screen.

Information with respect to Column no 1 to 15 of selected employee will be
displayed automatically.

Please select the name of the office at Column no 16. In almost cases, Office of the
DDO will be available in this pop window and you are only required to select it but
in case of BDO, in addition of Office of BDO, name of other primary schools are
available in this window. You are required to select the Office/school of concerned
employee in this field.

In Column no 17, you are required to enter the name of the concerned employee in
Hindi.

In Column no 18, you are required to enter the mobile number of the concerned
employee. It will be useful to pass on the information to concerned employee
through SMS.

In Column no 19, you are required to enter the email address of the concerned
employee, if available. It will be useful to pass on the information to concerned
employee through email.

In Column no 20, you are required to select the assembly constituency of present
resident address of the concerned employee.
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In Column no 21, you are required to select the assembly constituency of
permanent resident address of the concerned employee. In case, it is out of State,
then only select "vU;" at the time of selecting district.

In Column no 22, you are required to select the assembly constituency of place of
posting of the concerned employee. In almost cases, it will be constituency of
office of the DDO. However, there is subordinate offices under the jurisdiction of
DDO, than please carefully check the assembly constituency of place of posting of
employee of subordinate offices.

Information with respect to Column no 23, 24, 25 and 26 will be required for
issuing of ballot paper for those employees who have appointed in polling parties.
It is clear that non availability of this information, any employee couldn't be
exempted from polling duty but non-availability of this information he/she may not
avail the facility of postal ballot. Therefore, it is advisable that please fill-up this
information, so that, postal ballot can be issued such employee, if they have
deputed for elections duty.

In Column no 27, you are supposed to update the status of the employee if he is
already appointed as BLO. In case, he is already a BLO, please also update his
constituency and part no for which he has appointed as BLO in column no 28.

In column no 29, you are supposed to update the status of the employee if he is
appointed as Home Guard.

In column no 30, you are required to update the status of employee if required.

In column no 31, please mentioned remarks, if any.

Click the "Submit" button to save the information you have updated.

Note: After completing the exercise of Part-l11l for one employee repeat exercise from
point no 19 to point no 33 of above for all employees under the jurisdiction of the DDO
concerned.
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C. Reports

There are 3 types of reports:
e Employee Report
e Monitoring Report
e Export Data

Employee Report options will give the details report of every employee. This should be
generated by all DDOs after updating elections details of all employees. DDO concerned
is expected to generate one printout of its and send authenticated copy of its to Treasury
Officer concerned for record and also keep office copy of its on his record.

Monitoring Report: These options show the updating status of all employees under his
jurisdictions. It is the reports, which show/update the DDO about current status/progress
of work.

Export Data: This option is not for DDOs. This facility is developed for District

Informatics Officer of NIC to export the data of their district from whole database for
formation of polling parties.
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C. System Admin

There are following two options in this option:
1. Freeze Data
2. Change password

Freeze Data option: This is just like finally closed the system i.e. after selecting this
option; you couldn't be able to update any information in this portal. It will be selected
only after completing all tasks. Selection of this option means you have updated the
details of all employees under your jurisdictions and your job is over. Therefore, use this
option be carefully.

Office of the
“\@ CHIEF ELECTORAL OFFICER RAJASTHAN @
Home LoginlD:05700721 Year:2013-2014 OfficeName: JOINT DIRECTOR, LOCAL Version
FUND AUDIT DEPARTMENT, RAJASTHAN, JAIPUR - I{12758) 1.0
Master Reports System Admin Help LogOut
Freeze Data
al Change Password

Change Password: Using this option you can change your default password with new
password. After selecting this option, following option will be appear:

Office of the
éj CHIEF ELECTORAL OFFICER RAJASTHAN 8
Home LoginID:05700721 Year:2013-2014 OfficeName:JOINT DIRECTOR. LOCAL Version
FUND AUDIT DEPARTMENT, RAJASTHAN, JATPUR - I(12758) 10
Master Reports System Admin Help LogOut

Change Password

Select Type: @ Self O Other

Old Password: |
New Password:

ConfirmPassword: |

Reset

In the above screen, first you arg required to enter your old password and twice time new
password. After selecting submit button new password is set for you.

—
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C. Help and Logout

e All the latest directions and user manual of this software is online available in this
option. You are requested to download latest directions and user manual from this
option and update the information as per the direction.

@ Office of the ;
E, L1
7 CHIEF ELECTORAL OFFICER RAJASTHAN ¢
Home LopmlD05TH0721 Year 2013.2014 OfficeName JOINT DIRECTOR, LOCAL FUND AUDIT DEPARTMENT, Versiom
RAJASTHAN, JAIPUR - I(12755) 10
Master Reports System Admin Help LogOut

Election Presentation
Partal Download Hindi Utility

e Selecting of Logout option means quit from the system.
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