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ØVAáÜV 

(¥ÄàÕ¥¿ßÏLßø¢) 

Õß×Ï¢: ØVAÞV/®ÏßÁÁí/¥Y_®ÏßÁÁí ÙÏV æØAIùß ØíµâZ 

¥icÞÉµøáç¿Ïá¢/ ÜÞÌí ¥ØßØíxíaíÎÞøáç¿Ïá¢ ÕcµñßÕßÕøBZ, 

ØVÕîàØí ÕßÕøBZ ØÎVMßAW _dÉßXØßMÞZÎÞVAáU ÈßVçgÖBZ 

 Ø¢ØíÅÞÈæJ ®ÜïÞ ØVAÞV/®ÏßÁÁí/¥Y_®ÏßÁÁí ÙÏV 

æØAIùßØíµâ{áµ{ßçÜÏá¢ dÉßXØßMÞZÎÞV,¥icÞÉµV,ÜÞÌí ¥TßØíxaíÎÞV 

®KßÕøáæ¿ ÕcµñßÕßÕøB{á¢,ØVÕîàØíÕßÕøB{á¢ ³YèÜÈÞÏß 

ØÎVMßçAIÄÞÃí.ØVAÞV ®ÏßÁÁí ÙÏV æØAIùßØíµâ{áµæ{ Ø¢Ìtßºîí 

dÉßXØßMZÎÞV ©ZMæ¿ÏáU ¥icÞÉµøáç¿Ïá¢ ÜÞÌí ¥TßØíxaíÎÞøáæ¿Ïá¢ 

ÕcµñßÕßÕøB{á¢, ØVÕîàØíÕßÕøB{á¢ ®Xd¿ß È¿JáKÄßÈáU  

Teacher/LabAssistantDetailsEntry ®K ÜßCí ¥ÁíÎß×X æÕÌíèØxÞÏ 

www.hscap.kerala.gov.inæÜ HITC ÏâØùßÜÞÃí ÜÍcÎÞAßÏßGáUÄí.   

 ÕßÕøBZ ®Xd¿ß È¿JáKÄßÈáU ÜßCí ¦µí¿ßçÕxí æºÏîáKÄßÈÞÏß 

ADMINÏâØùßW ÜÍcÎÞAßÏßGáU ÜßCßÜâæ¿ ØíµâZ dÉßXØßMZÎÞV ©ZMæ¿ÏáU 

¥icÞÉµøáç¿Ïá¢ ÜÞÌí ¥TßØíxaíÎÞøáæ¿Ïá¢ ®H¢ µãÄcÎÞÏß 

çø¶æM¿áçJIÄÞÃí. §JøJßW ÈWµáK ®H¢ ØßØíxJßW ¼Èçùxí 

æºÏîæMG ®HÕáÎÞÏß ÕcÄcÞØ¢ µÞÃßAáKáæÕCßW ®ÏíÁÁí ØíµâZ 

dÉßXØßMWÎÞV ¯xÕá¢ ÉáÄßÏ ØíxÞËí ËßµíçØ×X ³VÁV ©ZMæ¿ Øíµâ{ßæa 



´çÆcÞ·ßµ §_æÎÏßW ÕßÜÞØJßWÈßKí dÉßXØßMÞ{ßæaå²Má¢ ØàÜá¢ ÉÄßMßºî 

¥çÉf ØíµÞX æºÏñí ictcelldhse@gmail.com ®K §_æÎÏßW 

ÕßÜÞØJßçÜÏíAí ¥ÏçAIÄÞÃí. ØVAÞV ØíµâZ dÉßXØßMWÎÞV ÈßÜÕßæÜ 

ØVAÞV ¥¢·àµãÄ çÉÞØíxáµæ{ Ø¢ÌtßºîáU ÕßÖÆÞ¢ÖBZ 

ØÞfcæM¿áJßÏáU ²Má¢ ØàÜá¢ ÉÄßMßºî ¥çÉf ØíµÞX æºÏñí 

ictcelldhse@gmail.com ®K §_æÎÏßW ÕßÜÞØJßçÜÏíAí ¥ÏçAIÄÞÃí. . 

§_æÎÏßÜßæa ØÌí¼µíxÞÏßå Count Mismatch- ØíµâZ çµÞÁá¢ ÈWµÃ¢. 

  ÕßÕßÇÄøJßÜáU Øíµâ{áµ{ßæÜ ¥icÞÉµ ÜÞÌí ¥TßTíxaí ÕßÕøBZ 

³YèÜÈÞÏß ØÎVMßçAIÄí Ø¢Ìtßºî ÕßÖÆÕßÕøBZ ºáÕæ¿ çºVAáKá. 

 

ØVAÞV ÙÏVæØAIùß Øíµâ{áµZ(¯µ¼ÞÜµ Ø¢ÕßÇÞÈJßÜâæ¿ 

dÉçÕÖÈ¢ È¿JáKØíµâ{áµZ) 

HITC ÏâØùßÜáU Teacher/LabAssistantDetailsEntry ®K 

ÜßCßÜâæ¿ÏÞÃí ÕßÕøBZ ÈWçµIÄí.ÈßÜÕßÜáU ¥icÞÉµ/ÜÞÌí ¥ØßØíxaí 

ÕßÕøBZ ÍÞ·ßµÎÞÏß ÜÍcÎÞÏßøßAáKÄÞÃí. ³çøÞ ¥icÞÉµøáç¿Ïá¢ 

¦ÕÖcæMGßGáUÕßÕøBZ (PEN, AADHAARNUMBER, PAN  , 

DESIGNATION, TEACHER TYPE, DATE OF BIRTH, DISABILITY,(IF 

ANY),CASTE,RELIGION, CONTACT DETAILS, EDUCATIONAL 

QUALIFICATIONS,DEPARTMENTAL TEST PASSED DETAILS,SERVICE 

DETAILS etc) ®KßÕ ØVÕîàØíÌâAßæa ØÙÏçJÞæ¿ HITCÏâØV 

®aVæºÏñí ØÌíÎßxíæºÏîÃ¢.³çøÞ ¥icÞÉµ ÕßÕøÕá¢ µãÄcÄçÏÞæ¿ 

®aVæºÏñíådÉßXØßMÞ{ßÈí(ADMINÏâØùßÈí)çËÞVçÕVÁíæºÏîÃ¢.dÉßXØßMÞ{ßÈí 

çËÞVçÕVÁíæºÏîáKÄáÕæøåÕßÕøBZEDITæºÏîÞÕáKÄÞÃí. ¯æÄCßÜá¢ 

¥icÞÉµæa ÕßÕøBZÜßØíxßW ©ZæMGßGßæÜïCßW AddTeacher ÌGÃßW 



µïßAíæºÏñíÕßÕøBZ ©ZæM¿áJÞÕáKÄÞÃí.§JøJßW ÄæKÏÞÃí ÜÞÌí 

¥TßTíxaí ÕßÕøB{á¢ çø¶æM¿áçJIÄí. 

HITCÏâØV ®aVæºÏñí çËÞVçÕVÁíæºÏñ ¥icÞÉµøáæ¿Ïá¢ ÜÞÌí 

¥TßTíxaíÎÞøáæ¿Ïá¢ ÕßÕøBZ ØâfíÎÄçÏÞæ¿ dÉßXØßMÞZ 

æÕøßèËæºçÏîIÄÞÃí. 

®ÏßÁÁí ÙÏVæØAIùßØíµâ{áµZ(¯µ¼ÞÜµ Ø¢ÕßÇÞÈJßÜâæ¿ 

dÉçÕÖÈ¢ È¿JáKØíµâ{áµZ) 

 HITC ÏâØùßÜáU Teacher/LabAssistantDetailsEntry ®K 

ÜßCßÜâæ¿ÏÞÃí ÕßÕøBZ ÈWçµIÄí.ÈßÜÕßÜáU ¥icÞÉµ/ÜÞÌí ¥ØßØíxaí 

ÕßÕøBZ ÍÞ·ßµÎÞÏß ÜÍcÎÞÏßøßAáKÄÞÃí. ³çøÞ ¥icÞÉµøáç¿Ïá¢ 

¦ÕÖcæMGßGáUÕßÕøBZ(PEN,AADHAAR NUMBER,PAN  

,DESIGNATION,TEACHER TYPE, DATE OF BIRTH, DISABILITY,(IF 

ANY),CASTE,RELIGION,CONTACT DETAILS,EDUCATIONAL 

QUALIFICATIONS,DEPARTMENTAL TEST PASSED DETAILS,SERVICE 

DETAILS etc)®KßÕ ØVÕîàØíÌâAßæa ØÙÏçJÞæ¿ HITCÏâØV 

®aVæºÏñí ØÌíÎßxíæºÏîÃ¢.³çøÞ ¥icÞÉµ ÕßÕøÕá¢ µãÄcÄçÏÞæ¿ 

®aVæºÏñíådÉßXØßMÞ{ßÈí(ADMINÏâØùßÈí)çËÞVçÕVÁíæºÏîÃ¢.dÉßXØßMÞ{ßÈí 

çËÞVçÕVÁíæºÏîáKÄáÕæøåÕßÕøBZEDITæºÏîÞÕáKÄÞÃí. ¯æÄCßÜá¢ 

¥icÞÉµæa ÕßÕøBZ ÜßØíxßW ©ZæMGßGßæÜïCßW AddTeacher ÌGÃßW 

µïßAíæºÏñí ÕßÕøBZ ©ZæM¿áJÞÕáKÄÞÃí. §JøJßW ÄæKÏÞÃí ÜÞÌí 

¥TßTíxaí ÕßÕøB{á¢ çø¶æM¿áçJIÄí.í.  

ÈßÏÎÈÞ¢·àµÞø¢ ÜÍßºî ¥icÞÉµ/ÜÞÌí ¥TßTíxaí ÕßÕøBZ ÎÞdÄçÎ 

çø¶æM¿áçJIÄáUâ. HITC ÏâØV ®aVæºÏñí çËÞVçÕVÁí æºÏñ 

¥icÞÉµøáæ¿Ïá¢ ÜÞÌí ¥TßTíxaíÎÞøáæ¿Ïá¢ ÕßÕøBZ ØâfíÎÄçÏÞæ¿ 

dÉßXØßMÞZ æÕøßèË æºçÏîIÄÞÃí. 



 

¯µ¼ÞÜçµÄø ÙÏV æØAIùß Øíµâ{áµZ 

(¥Y_®ÏßÁÁí/æùØßÁX×cW/ØíæÉ×cW/æ¿µíÈßAW ÙÏV æØAIùß 

Øíµâ{áµZ) 

 ¥icÞÉµ/ÜÞÌí ¥TßTíxaíÕßÕøBZ ®aVæºÏîáKÄßÈá¢ æÕøßèË 

æºÏîáKÄßÈáÎáU ÜßCÞÏ Teacher/Lab Assistant Detail Entry(Non SWS 

Schools)ADMIN  ÏâØùßWÄæKÏÞÃí ÜÍcÎÞAßÏßGáUÄí. 

 

 ®ÏßÁÁí Øíµâ{áµ{ßæÜ ¥Y_®ÏßÁÁí ÌÞºîáµ{ßæÜ ¥icÞÉµ/ÜÞÌí 

¥TßTíxaí ÕßÕøBZ ®aV æºçÏîIÄá¢ dÉØñáÄ Øíµâ{ßæÜ ADMIN ÏâØùßW 

ÜÍcÎÞAßÏßGáUTeacher/Lab Assistant Detail Entry(Non SWS Schools) 
ÜßCßÜâæ¿ÏÞÃí. 

 

¥icÞÉµ/¥ÈicÞÉµ ÕßÕøBZ ¥ÉíçÜÞÁíæºÏîáçOÞZ ºáÕæ¿ 

ÉùÏáK ÈßVçgÖBZ dÉçÄcµ¢ dÖißAÃ¢. 

 

1. ØVAÞV Øíµâ{áµ{ßW ÈßKí ùßGÏVæÎaí/d¿ÞXØíËV Îáç¶È ÎÞùßçMÞÏ 

¥icÞÉµ/¥ÈicÞÉµ ÕßÕøBZ §çMÞZ ÜßØíxßW ÈßÜÕßÜáæICßW 

¦ÏÕ ²ÝßÕÞAáKÄßÈÞÏß Teacher ID,PEN ,çÉøí ®KßÕ ØÙßÄ¢ 

Øíµâ{ßæa ´çÆcÞ·ßµ §_æÎÏßW ÕßÜÞØJßWÈßKí 

dÉßXØßMÞ{ßæaå²Má¢ ØàÜá¢ ÉÄßMßºî ¥çÉf ØíµÞX æºÏñí 

ictcelldhse@gmail.com ®K §_æÎÏßW ÕßÜÞØJßçÜÏíAí 

¥ÏçAIÄÞÃí. §_æÎÏßÜßæa ØÌí¼µíxÞÏßå Teacher Details Deletion 

ØíµâZ çµÞÁá¢ ÈWµÃ¢.  

 



2. ÆàV¸µÞÜ ¥ÕÇß(LWA)ÏßWdÉçÕÖßºî ¥icÞÉµøáæ¿ ÕßÕøBZAíåÉµø¢ 

²øá µÞøÃÕÖÞÜá¢ ÜàÕí çÕAXØßÏßW ÈßÏÎßºîßGáU 

¥icÞÉµøáæ¿åÕßÕøBZ ÈWµøáÄí.LWA®¿áJßGáU ¥icÞÉµøáæ¿ 

ÕßÕøB{ÞÃí ÏÅÞVÅJßW ÈWçµIÄí. 

 

3. Deputation,ConditionalPosting,Excess,LWA,Working Arrangement 

¥ÕØíÅÏßW ©U ¥icÞÉµøáæ¿Ïá¢ ¥Çßµ ºáÎÄÜÈWµßÏßGáU 

¥icÞÉµøáæ¿Ïá¢(Principal –in-Charge, HITC,  Souhrida Co-ordinator, 

NSS Co-ordinator, ASAP Co-ordinator, Career Guidance Co-ordinator  

etc )ÕßÕøB{ÞÃíTeacher TypeW ÈWçµIÄí. 

 

 

4. ç¼ÞÜß dµÎàµøÃÕcÕØíÅÏßW(Working Arrangement) ©U ¥icÞÉµøáæ¿ 

ÕßÕøBZAí Éµø¢ ÏÞæÄÞøá µÞøÃÕÖÞÜá¢ ·Øíxí ¥icÞÉµøáæ¿ ®HçÎÞ 

ÕßÕøBç{Þ ÈWµøáÄí. 

 

5. ·Øíxí ¥icÞÉµøáæ¿åÕcµñßÕßÕøBç{Þ ØVÕîàØíÕßÕøBç{Þ ÈWçµIÄßÜï. 

6. TEACHER/LAB ASSISTANT DETAILS ENTRY _ÏáÎÞÏß ÌtæMGßGáU 

®ÜïÞ Ø¢ÖÏB{á¢ æ®.Øß.xß. æØÜïßW ¥ùßÏßºîí ÆâøàµøßçAIÄÞÃí. 

 

7. Øíµâ{áµ{ßæÜå¥icÞÉµ/¥ÈicÞÉµ ÕßÕøBZ ØâfíÎÄçÏÞæ¿ 

dÉßXØßMÞZ æÕøßèËæºÏñí 2023 ÎÞVºîí 9 Èíí èÕµßGí 5 ÎÃßAí ÎáOí 

æÉÞÄáÕßÆcÞÍcÞØ ÁÏùµí¿VAí çËÞVçÕVÁí æºÏîÃ¢. ÉøßÉâVHÎÞÏ 

ÕßÕøBZ ÈWµßÏ çÖ×¢ ADMIN ÏâØùßW ÜÍßAáK ùßçMÞVGßæa 

dÉßaìGí dÉßXØßMÞZ ²MíåæÕºîí ØíµâZ ØàÜá¢ ÉÄßMßºîí ske-



Ze[fsv¹&, xX.mf.¹f. xmÀ (nQ&xmÊÅ[Nf JfoReYRemb), 

®Øí.Øß.§.¦V.xß ·Øíxí ÙìØí µÞOØí d, htpÓgj, lfjgJ×hgjb-

12  ®K çÎWÕßÜÞØJßW ÄÉÞW ÎÞV·¢ ¥ÏçAIÄÞÃí. 

 

8. ¥ÈáÌtÎÞÏß ÈWµßÏßGáU ®Xd¿ß/æÕøßËßçA×X Ø¢ÌtßºîáU 

ÕßÖÆÕßÕøBZ ÕÞÏßºîáÎÈTßÜÞAß çÕÃ¢ ®Xd¿ßdÉÕVJÈBZ 

¦ø¢ÍßçAIÄí. 

 

         

æÉÞÄáÕßÆcÞÍcÞØ ÁÏùµí¿V 

 

 

 

 

 

 

 

 

 



ANNEXURE 

Manual for Teacher /Lab Assistant Details Entry 

For  Government  and Aided Schools 

9. Login as Admin User->Click on Teacher Details Entry->Enter the consolidation details and 
submit it. Be careful, the details once confirmed cannot be modified. 

 
 

10. HITC user can enter the details of the teachers as well as lab assistants. 
 

 
 

 
 
 

11. For Teacher Details Entry, Click on ‘Teacher Details Entry’ link. 



12. Lists of teachers are displayed. Click on the’ Edit’ button to complete the details of 
displayed entries. 

 
 
13. Click on ‘Add a Teacher ‘link to add a new teacher, whose name is not displayed in the list. 

 



 
 
 
 



14. Enter all the essential details and submit it. Once HITC submit the details, the list became 
appended with that particular entry. HITC can edit the details if necessary. For that click on 
the ‘Edit’ button corresponding to an entry. Click forward button to forward the details to 
the ‘Admin’ user. 

 

 
15. Click ‘Back to Index’ button to go back to’ TEACHER AND LAB ASSISTANT ENTRY MODULE’ 
16. Details forwarded by the HITC user are available to the Admin user for verification. 
17. Admin need to verify all the entries forwarded by the HITC. For that login as admin user -> 

click on “Teacher Details Entry’. From ‘TEACHER AND LAB ASSISTANT DETAILS ENTRY 
MODULE’, select the option.  
 

 
18. Admin can view each forwarded entry by clicking view button.  Option is available either to 

Verify and Forward to DHSE or to Reject. Rejected entries are reverted to the HITC User.  

 
19. The process of forwarding an entry is completed by the verification done by the admin user. 

 
 
 
 



For Un-Aided Schools(Un-Aided/Residential/Special/Technical) 

Login as Admin User->Click on Teacher Details Entry->Enter the consolidation details and submit 
it. Be careful, the details once confirmed cannot be modified. 

 
ADMIN can enter the details of the teachers as well as lab assistants. 

 
 
 

For Teacher Details Entry, Click on ‘Teacher Details Entry’. 
Click on ‘Add a Teacher’ 

 

 
 

 Enter all the essential details and submit it. Once submit the details, list became appended with 
that particular entry. Admin can edit the details if necessary. For that Press the ‘Edit’ button 
corresponding to an entry. Press ‘Verify’ button to verify and forward the details  to DHSE. 

 

 
 
 



The process of forwarding an entry is completed by the verifying and forward to DHSE done by 
the admin user. 

 
Press ‘Back to Index’ button to go back to’ TEACHER AND LAB ASSISTANT ENTRY MODULE’. 

 

 

 
 

 

 


