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Note:-Admin will create department with username and password. These credentials will be used for
Departmental login.
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2 LOGIN PROCEDURE

1) Open Internet Explorer
2) Type URL: http://dop.rajasthan.gov.in
3) This will show Admin Panel Screen.

Department Login

User Name ™

Password *:

92Z74 °

Enter code ™

Forgot P assword

4) In this window, User can do following:
4.1. Enter Username of the Employee as assigned.
4.2. Enter the unique Password as assigned.
4.3. Enter the displayed code/ Captcha code.
4.4. Then click on Sign In button.

5) On Login, the information submitted here will be matched with the data stored in the database.

5.1. If Username and Password didn’t match, then a message will be displayed as shown below.

Department Login

I Invalid Username or Password. I

User Name ™
Fassword ™

Erter code ™

LB LEN Forgot P assword
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5.2. If Username and Password gets matched, but Captcha Code didn’t match then the message will
be displayed as “Code is not matched. Please try again.”

Department Login

Code is not matched. Please try again.

User Mame *;
Fassword *:
Reniie - JCEE sl
Enter code *:

Z ||;| n i.n Forgot P assword

5.3. If All the fields such as Username, Password and Captcha gets matched , then user will be
redirect to a window shown as below:-

Manage Profile

M Welcome,testuser

DashBoard

' [ [
' [N S
hanage Profile Employee Service
hlanagerm ent Management

5.4. In above window user can do following things:
5.4.1. Manage Profile
+ View Profile
4+ Change Password
5.4.2. Employee Management
+ Employee Detail
+ Employee Report
5.4.3. Service Mangement
+ Service Details
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6) Forgot Password
If user forgot his login password then user can generate new password by clicking on “Forgot

Password” button as shown below screen.

Department Login

User Marne ™

Password * [ Forgot Password

Button
6YE4R,
o Sace P /

After clicking on “Forgot Password” button user will be able see DOP Forgot Password option who
requires your Email-ld and User Name for new password. When user enter required details and click
on “Submit” button then DOP send a link on his email-id, user have to be click on this link and follow
this link for new password.

DOP Forgot Password

Enter Email-id ]

|

OF

User MName !:I

Enter User Name ]

R82 HP )

Enter Captcha Code ]

\

Enter code 5'E:I

/

Submit, Cancel
and Back button
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3 EMPLOYEE AND SERVICE MANAGEMENT

3.1 MANAGE PROFILE

1. For Manage Profile user will click on “Manage Profile” button as shown below:-

) W elcome,testuser (

Manage Profile L Manage Profile Button ]
DashBoard

| Employee Management

). )
AN

C

Manage Profile Ernployee Service
Managerment Managerent

2. In this section user can do following things:
<4 User can View Profile and Update Profile detail in Department CMS
4% User can Change Password

3. View Profile

For View and Update Profile user will be click on “View Profile” button, after clicking on view profile
button user will see and Update the profile.

User can update following things in Profile:-
4+ User can change Nodal Officer Name
User can change Designation of Nodal Officer
User can change Mobile no.
User can change Phone Number(O)*

User can change Phone Number(R)

- &= = ¥

User can change Office Address*
+4 User can change Email

After all changes click on “Update” button for update admin details, as shown below screen.
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1 W elcome testuser

Update Profile (

View Profile Button

Here you can Update Profile.you can close this notification with the top-right cross.

Departrment Name *
testuser

Userhlarme *
testuser

Modal Officer Mame

test

Deszignation of Modal Officer

test

hobile

0085859978673

Phone Murmber(C)

[Flease enter phone number with std code e.g 011-2345677)

Phone Mumber(R)

[Flease enter phone number with std code e.g 011-2345677)

Office Address

katwaria

Email

tyagivishudi@gm ail. com

Update Button
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4. Change Password
For change password Steps to follow:-

User will click on “Change Password” button as shown below screen shot
Enter old password in first box

Enter new password in second box

Confirm new password in third box

On a click of update Button, password will get updated.

- ¥

- = F

If you reset form click on reset Button.

Prof A W elcome,testuser B
JEEE O Change Password Button
Change Passwor?

Enter Old Password ‘

Employee Management 0Old Password * "é[ Enter New Password J

Senice Management New Password *
Confirm New Password I

Confirm New Password *

et
e P I )
Update { Reset Button %
=
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3.2 EMPLOYEE MANAGEMENT

For manage employee details user will click on “Employee Management” button as shown below
window.

1 Welcom e, testuser

DashBoa

Emplayee Detail

Emplayee Report

i

Wanage Profile Employee
Wanagem ent

In this section user will following things:-
4 Employee Detail
+ Employee Report

1. Employee Detail

For manage employee detail user will click on “Employee Detail” button as shown below screen.

M W elcom e, testuser

Employee Management

U can Add Employee Det

Sewice Mame

Service
Management

Employee Detail Button

Al 58 [ Add Employee Detail Button ]

Employee Mame

Refrash

Year

2013 8

Status:
Approwe b

Emplovee Father's
Name Name

I:l test test

) . File
Service Code Files Status

add Empla

Employee Yiew

test 05/09/1990 Wiew NO Upoad File

In Employee Detail section user will be able to do the following below things:-

lon with the top-right cross

nse

Upload File Edit Delete
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In this section user can add employee details
User can upload employee details file
User can View file

User can edit employee detail by click on “Edit” button. .~

£ & & & ¥

User can delete employee details by click on “Delete” button X

Add Employee Details

1. For add new employee details user will click on “ FEEREEniaEncc siih “ button as shown above,

after clicking on this button, user will see a add employee details form as shown below:-

1 W elcome,testuser

Add CCA Detail

Here you can Add CCADetaill you can close this nofification with the top-right cross.

Service Mame

v
Employee Name
Father's Mame

Employee Code

DOB

OOR
Submit Button ]

Mobile Mo
Cancel Button ]

ErnailID

Back Button ]

2. Inscreen user has to do following things for add new employee detail:-
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Steps to follow:

Select Service Name

Enter Employee Name

Enter Employee Father’s Name
Enter Employee Code

Enter Employee Date of Birth
Enter Employee DOR

Enter Employee Mobile No.
Enter Employee Email-Id

FEEREFREERFEe

After entering all detail click on “ Baiiiiay “ button for save all details in data base of DOP, if user want
to cancel then click on “Cancel” button, if user want to go previous page then click on “Back” button as
shown in above screen.

After submitting this employee form user has to be approve this from disapprove section as shown
below.
Steps to follow:

4+ Select Disapprove option from Status

4 Click on check box of new added employee then click on “fiLeis “ button

Semice Mame

Al W

Employee Mame

[ 2. Select here Disapprove ]

Year ¢ 3. Then click on this check box ]
2013 %

Status: 4. Click on this button for
Disapprove approve the data

Approve
Dizapprove

Add E'r;'npln:-.',lee retail

File

Employee Father's
Files Status

Employee
Mame Mame e

Code Upload File Edit Delete

Service

05/00,/1990| | “iew NO Upload File | o | X

[ Upload File Button
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Upload File

After adding new employee details user will be able to upload file of employee detail by click on
“Upload File” button as shown above.

After clicking on upload button user will be able see browse option as shown below screen

Steps to follow:
+ Select Year
4+ Click on Browse button and choose the file then click on submit button
4 Then click on Submit Button, which will update the admin information.

4+ If you Cancel form click on “Cancel” Button.

1 W elcome,testuser

Add Employee File

d
Here you can Add Employee File.you can close this notification with the top-right cross. =

Employee Mame
test

‘fear

2013 b

Please Upload Pdf
Browse Button ]
| Browse...

(File size raxirmum limit should be 100 kb.)

2. Employee Report
Here user can download Employee yearly report in pdf format.

M wWelcome,testuser

Employee Detail

Year

2013 Employee Report Button ]

Service

All v

IPR Submitted Status

" Download Pdf |

@® O
Yes No

Data not found
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For download select year, select service if any, click on IPR Submitted status between “Yes” or “No”
then C“Ck on H Cownicad Pdf

Employee Detail
Year
2013

Service

Al [

Data not found

“button.

Select Year

Select Service

Select IPR Submitted Status

Download PDF button
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3.3 SERVICE MANAGEMENT

Here user can add IPR Services, Edit & update Service and Delete the Service.

M Welcome,testuser

IPR Service

Service Name Delete

Add IPR Services
For add new Service user will click on “ BakkEisE@lEll “button as shown above, after clicking on this
button, user will see a add Service form as shown below:-

@ wWelcome,testuser

Add IPR Serives

[ Select Language ]

Language™
— Write here IPR Service Name ]
nglish

Serives Mame *

M Submit & Back Buttons ]
=ubmit sk

3. In above screen user has to do following things for add IPR Service:-
Steps to follow:

%+ Select Language between English & Hindi
4+ Enter IPR Service Name

After entering all detail click on “ Baiagiiay “ button for save all details in data base of DOP, if user want
to go previous page then click on “Back” button as shown in above screen.
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After submitting this IPR Service form user has to be approve this from disapprove section as shown
below.
Steps to follow:

4+ Select Disapprove option from Status

4+ Click on check box of new added employee then click on “fdiliy “ button

o S ~N I
RV e aims SRR [ 1. Select here Disapprove
IPR Service d
Status: | Disapprove 3 2. Then click on this check box |
| Approve

add Service

Service Name

3. Click on this button for
approve the data

*User can Edit IPR Services by clicking on “ . “button.

*User can Delete IPR Service by clicking on “ # “button.
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4 LOGOUT

For get out from IPR employee login, click on "”button as shown below

p— 0 welcome testuser
Manage Prafile [ Logout Button ]/

DashBoard

0 0

- () at

Manage Profile Employee Sanice
MWanagement Management

After clicking on “Logout” button user redirect on Login page.

Department Login

User Marme ™
Password =
T :' o e A TR .
‘H1'Yo9u.
Enter code ™ | |

Furgut Password
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