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1. Introduction

KVS employee platform allows management of essential employee (Teaching and Non Teaching)
information for easy access and update employee profiles, including personal details and postings.
The platform provides a secure and efficient way to store and retrieve employee data, ensuring
accuracy and accessibility. It also facilitates for employee transfer as per the transfer policy.

2. Login to KVS Online Employee Platform

This is the first step to enter in the application. In this screen, User will see two login(s) i.e.,
Administrator Login & Employee Login. As, this document is dedicated for Administrator
(KV/RO/ZIET/HQ) Login, so, user should have click on the Administrator Login as below
mentioned process.

1. Browse URL https://kvsonlinetransfer.kvs.gov.in/# & then School User will be welcomed by the
below screen.
2. Select “Administrator Login” button from dropdown & click.

& > C ] kvsonlinetransfer.kvs.gov.in/#/ | Q% *» 0@ :

Online Employee Platform m
Kendriya Vidyalaya Sangathan

About
Employee Platform

Onboard

@) Totaikvs 1250
@ Regions 26
o Stations 888
Q© zem 5

UDISE+
NAS
School GIS

re (NIC),

2023 All Rights Reserved
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3. Onthe Login Screen, type in Username & Password & click “Login”.

4. There are four types of Administrators:
i) School — For school administrators, Username will be kv_XXXX. Where XXXX stands for KV
code. For example, if KV code is 1010 then the user’s name will be kv_1010. Password will
be ‘system123# (by default).

ii) RO - In case of RO administrator, user need to contact KV headquarters for credentials.
iii) ZIET - In case of ZIET administrator, user need to contact KV headquarters for credentials.
iv) Headquarters - In case of HQ administrator, user need to contact NIC for credentials.

5. If user want to go back at previous screen, click ‘Back to home’.

W’ et e sfte aaeen fersen
Department of School Education & Literacy

LOGIN TO
KVS EMPLOYEES PLATFORM —
—_—

6. Reset Password — This screen will be appeared in this step, for reset password.
Note — All fields are mandatory. In case of missing any field, application will not proceed further.

e Old Password - Enter old password.

e New Password - Enter new password (8-12 characters).
e Confirm New Password - Confirm new password.

e Submit - Click on ‘Submit’ to reach next screen.

Reset Password

Old Password *

New Password (8-12 Characters) *

Enter New Password

Confirm New Password *

Confirm Password
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3. Dashboard

1. Once logged in, User will see the Dashboard of the application.
2. The Dashboard also show the data, such as:
a) Total Teaching Staff — This section will show the total no. of teaching staff, of which we filled
the details.
b) Total Non Teaching Staff - This section will show the total no. of non teaching staff, of which we
filled the details.
c) Total Staff - This section will show total staff including the details of below mentioned staff.
i. Verified staff — In this, verified staff no. will be shown.
ii. Pending at school — If school has not yet verified the employee, and then this will be
reflected here.
iii. Pending at staff — If school has initiated but employee did not fill the information then it
will be appeared here.
iv. Initiated by school — No. of Employees for who account has been created by school.

wardl
@5 Online Employee Platiorm

TESTKV KV[RO|ZIET[HQ - Code 7 2
B8 Dpashboard N . N
GURUGRAM 9999 88K Totol Teaching staff 88 Totol Non Teaching Staff

Employee Details

Region Name (Code) station Name (Code)
B, change Password GURUGRAM(32) GURUGRAM(547)

Male 6 Male 2

Female 1 Female o

Total Staft Verified Staff Pending at Schoot Pending at Staff Initiated by School

D Logeut 9 0 9 0 0
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3. Functions of Employee Details

1. In this screen, three functionalities are their; such as, New Employee, Download PDF & Download

Excel.

i. New Employee — In this function, controlling authority can create profile of employee. To
create New Employee, click on the “Employee Details” Button.

ii. Download PDF — By this function, user is able to download employee’s details in PDF format.
iii. Download Excel - By this function, user is able to download employee’s details in Excel format.

& waferd] sra
&% online Employee Platform

B8 Dpashboard

Employee Details

B, change Password
User Manual
Transfer Policy 2023

List of Annexture

) Logout

Region Name(Code) : GURUGRAM (32)

SNo.  Employee Code Manme.

mimm

2 9988985897

3453453453

8000000008

8 mn

8 0807230712

AARTI KUMARI

ABHINESH

CHANDRAYAAN

K SRINIVASAN

MOZAMIL

FANKAJ MEHTA

FRASHANT TEST

SHAMIM AHMAD

TEST AG

B view Beat B Reset passwora [ very

Station Name(Code) : GURUGRAM (547)

Post Name

PRIMARY TEACHER

POST GRADUATE TEACHER

POST GRADUATE TEACHER

SECTION OFFICER

PRIMARY TEACHER

PRINCIPAL

POST GRADUATE TEACHER

POST GRADUATE TEACHER

POST GRADUATE TEACHER

KV/RO/ZIET/HQ(Code) : TEST KV (3399)

:mmm e |

Click here to enter
employee details

Subject Name

MUSIC

CHEMISTRY

MATHEMATICS

NOT APPLICABLE

NOT APPLICABLE

NOT APPLICABLE

ECONOMICS

Current Status

COMPUTER SCIENCE

COMMERCE

UDISE Codex

2. Inthis section, user will find various functionalities about employee details.
a) Search Name - This Functionality is used to search a staff by employee code, name, date of
birth and user name.

b) Select Filter - This functionality is used to sort teaching and non teaching staff.

2 #a
&% online Employee Platform

B8 Dpashboard

Employee Details

B, change Password
User Manual
Transfer Policy 2023

List of Annexture

) Logout

B vie

Region Name(Code) : GURLGRAM (32)

t

a)
.No.  Employes Code

nm

9988998857

3483483453

998899888

0987654321

nm

0807230712

Name

AARTI KUMARI

ABHINESH

CHANDRAYAAN

K SRINIVASAN

MOZAMIL

PAMKAJ MEHTA

PRASHANT TEST

SHAMIM AHMAD

TEST AG

w [@ean B Resetpasswora [ venty

Station Name(Code) : GURUGRAM (547)

. .
f

p2ame
PRIARY TEAGHER
PosT GRADUATE TEACHER
FosT GRADUATE TEACHER
secrion orrice
P——
p—
ros1 RAGUATE TEAGHES

POST GRADUATE TEACHER

KV/RO/ZIET/HQ(Code) : TEST KV (3399)

Subject Name

Music

CHEMISTRY

MATHEMATICS

NOT APPLICABLE

NOT APPLICABLE

NOT APPLICABLE

ECONOMICS

COMPUTER SCIENCE

COMMERCE

Current Status

User Created

Usgrcan download
Etion

PDF and Excel from here

(o) 2]
(o) 2]
(o) 2]
(o2 ]o)
(o2 )0
(o) 2]
(o) 2]
(o) 2]
(of2]o)

UDISE Code:

—

User Craated

o d e

Iy

aBaa
aBaa
aBaa
aBaa
aBaa
o) 2]
o) 2]
o] 2]
o] 2]
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c) View Icon - View is used to check employee profiles.

wefardt Fa
Online Employee Platform

BB pashboard
B Employee Details
8, change Password

User Manual

Transfer Policy 2023

List of Annexture

©) Logout

Profile

Basic Profile:

Employee Code *

1M1

Full Name *

AARTI KUMAR|

Gender * Date of birth *
o 11-11-1967
Mobile Email *
T 7777777777 @y0pmait.com
Have you been recruited under special recruitment for O
NER ?

Present KV/RO/ZIET/HQ Name(Code)
TEST KV(9999)

Present station Name (Code)
GURUGRAM(547)

Present Post Name(Code) *
PRIMARY TEACHER(PRT)

Subject Name(Code) *

MUSIC(MUSC)

d) Edit Icon - Edit is used to edit the employee profile.

ofardt
online Empioyee Platform

BB pashboard

Employee Details

8, change Password

User Manual

Transfer Policy 2023

List of Annexture

©) Logout

Profile

Basic Profile:
Employee Code *
11

Gender *

Male © Female

Full Name *

AARTI KUMARI

Date of birth *

11111967
Mobile * Email *

T 7 @vopmail com
Have you been recruited under special recruitment for  © Yes
NER ?

No

Present KV/RO/ZIET/HQ Name(Code)
TEST KV(9999)

Present station Name (Code)
GURUGRAM(547)

Present Post Name(Code) *
PRIMARY TEACHER(PRT)

subject Name(Code) *

MUSIC(MUSC

AARTI KUMARI
DoJ in Present KV/RO/ZIET/HQ in Present Post *
11-11-1990

Dod in Present Station Irrespective of Cadre *

10-11-1990

DoJinkvs *

09-09-1989

Staff Type *
o

AARTI KUMARI

DoJ in Present KV/RO/ZIET/HQ in Present Post *

11-11-1990 o

Dod in Present Station Irrespective of Cadre *

10-11-1990 o
DoJinkvs *
09-09-1989 ]

staff Type *

o
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e) Verified Icon - Verified is used to indicate that staff had finally submitted his/her profile.
e The User can click on Confirm & Verify button to confirm profile.
e The User can click on Cancel button to cancel profile.

[ @ kvsonlinetransfer.kvs.gov.in/#/teacher/kvsTchDetails a = « M 0O

Disability

aaaaaaaaaaaaaa

3. Employee Detail Form

Any field with asterisk*mark is compulsory and must be filled to move to next tab.

1. Profile — In this section, user has to fill desired details.

a) Employee Code - Provide the employee code. This is required field.

b) Full Name — Full name of the employee.

c) Gender —Male / Female

d) Date of Birth — Enter DOB in DD-MM-YYYY format.

e) Mobile — Enter carefully mobile no. of the employee, as Username & Password will be
shared on this no.

f) Email — Enter valid email id.

g) Have you been recruited under special recruitment for NER? — Yes / No

h) Present KV/RO/ZIET/HQ Name (Code) — It will be generated by default.

i)  Present Station Name (Code) — It will be generated by default.

j)  Present Post Name (Code) — In this, select the post of the Employee by dropdown menu.

k) Subject Name (Code) — In this, user has to select subject Name of the Employee.

[) Dol in Present KV/RO/ZIET/HQ in present post — Enter date of joining in present
KV/RO/ZIET/HQ.

m) Dol in Present Station irrespective of Cadre — Enter date of joining in present station
irrespective of Cadre.

n) Dol in KVS - Enter date of joining in KVS.

o) Staff Type — It will be automatically selected as per the Employee Post.

W wofardt a
&% online Employee Platform

[

Profile

BAAAAANANANANANNNNAN]

o ® B

Basic Profile:

&

EmployeeCode®  FullName .

i3]

2}

DoJ in Present Station Irrespective of Cadre *

V]
1

nnnnnnnnnnnnn
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2. After click on the Save button, Ok dialog box will appear in which User have to click on Ok button to
save successfully.

v/

Your Data has been saved Successfully!
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4. Create User

1. Inthis page, user can see the employee’s data to Create User.

2. To Create User, click on the Create User button.

3. After successful creation of User, Employee will receive a message on his/her registered Mobile No.
and email id , which is included with his/her Username & Password.

5. Verify Employee

1. After filling all details by Employee, the Status will be changed as Pending (School), as shown
below.
2. Now, User will verify the details, filled by the Employee, by click on the Verify Icon.

soton
aa
aa
aa
aa
aa
oBg
aa
aa

Verify icon

B EE D BB EE R §
F
i
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3. After click on Verify Icon, below screen will be appear, containing of all filled information.
4. In this Screen, User has to click on ‘Confirm & Verify’ button.

<t Dat
Stat Type
oe ne
KANPUR NAGAR 208001
Disability
any king ot Dizai ne Type ot Dizasiin net appiicasia
Spouse Details
ks Employee Ho i, L Ho
o Ho
Experizncs
Semaal Name Fram = Nature ot appeintment Pesitn el sppointed tor Susject Teanzeer Grauna
= 2m5.12.05 Requis POST GRADUATE TEACHER CoMPUTER SCiENCE
hare amlc 1 saug

2 o Gwn canjawn daugntar).

5. After confirming, below screen will appear, in which Current Status will change to ‘Verified’ from
‘Pending (School)'.

. :

ane Emmicyss cone s Foctname aumpsot ams Curment watus

aa
[=]>]
[=]2]>]
[=]2]>]
aa

[GANG] B R EEE B §
i
-4
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6. Change Password

If user wants to change Password, then user should have reach to this page, by click on the “Change
Password”.

e Old Password — User has to mention old password i.e, default password “system123#”. If not
changed earlier.

e New Password — Enter New Password here (8-12 characters).
e Confirm New Password — Confirm new password.
e Submit — After fill all details, user need to click on “Submit” button.

Reset Password

Old Password *

New Password (8-12 Characters) *

Enter New Password

Confirm New Password *

Confirm Password

EEl -—

7. Documents Download

User can download concerned documents from here.

e User Manual — This user manual, is intend to assist users to understand flow of the
application.
e Transfer Policy 2023 — This is the Transfer Policy 2023.

e List of Annexure — In this document, all annexure(s) are given, which may be required to
complete this application.

W wofardtare =
@ Online Employee Platform o
BB Dashboard TESTKV KV/RO/ZIET/HQ - Code 6 3
GURUGRAM 9099 #88 Total Teaching Staff #8% Total Non Teaching Staff

Employee Details

Region Name (Code) Station Name (Code)
8, Change Password GURUGRAM(32) GURUGRAM(547)

Male 5 Male

Femoale 1 Female 0

User Manual <ie—
Transfer Policy 2023 <

List of ANnexture ~im—

Total Staff Verified Staff Pending at School Pending at Staff Initiated by School

O Logout 9 0 9 0 0
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