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Staff 
 

In this Section user can Add/View/Update/Delete the required staff for TLC operations.  
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a. Add Staff: 
 

 Click on "Staff" sub menu under "User Management" side menu. 
 "Managing Staff" screen is displayed along with "Add Staff" link. 
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 Click on "Add Staff" link, "Add Staff" screen is displayed. 
 User can submit the mandatory details to add new staff, 

 Click on  button to save the details. 
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b. View Staff: 

                                                                            
 Click on "Staff" sub menu under "User Management" side menu. 
 "Managing Staff" screen is displayed. 
  On providing the filter options like Section, Employee, Status, Token , 

Designation, click on  button. 
 The Staff details will be generated in a tabular format as shown in the below 

image. 
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c. Update Staff: 
 

 By clicking on the Employee Name link in "Managing Staff" screen, user will 
be navigated to "Update Staff" Screen. 

 In this screen, user can update the necessary fields and documents can be 

loaded by choosing the file and clicking on  button. 

 Later click on  button to save the details. 
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d. Update Employee Status: 
 

 By clicking on the Token link in "Managing Staff" screen, "Update Employee 
Status" page is popped up. 

 Select date, Status and enter the Remarks. 

 Now click on  button to save the details. 
 Hence the Status of the employee will be changed accordingly. 
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In this Section user can View the TLC staff details such as Name, Section, Designation, 
Mobile Number, Status and PF Number. 

          View Staff:  
 

 Click on "Staff" sub menu under "User Management" side menu. 
 "View Staff" screen is displayed. 
 On providing the filter options like Section, Employee, Status, Token , Designation, 

click on  button. 
 The Staff details will be generated in a tabular format as shown in the below image. 
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