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STAFF COMMON

POOL MODULE STAFF COMMON POOL MODULE
IN EMIS AND TNEMIS LOGIN

USER MANUAL:
SCHOOL LOGIN

HTTPS://EMIS.TNSCHOOLS.GOV.IN/DASHBOARD

STEP1:
LOG IN TO THE SCHOOL PORTAL AND SELECT STAFF
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STEP 2:
UNDER STAFF — STAFF LIST
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STEP 3:

CLICK THE COMMON POOL ICON FOR THE SPECIFIC USER YOU WANT TO
MOVE TO THE COMMON POOL.

Staff » Staff Lict

Staff List
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STEP 4:

TO BRING A STAFF MEMBER BACK TO THE SCHOOL, CLICK THE SEARCH
BUTTON AND ENTER ANY OF THE AVAILABLE STAFF DETAILS TO
LOCATE THE STAFF MEMBER:

e STAFF EMIS ID
STAFF NAME
AADHAAR NUMBER
PHONE NUMBER
UDISE CODE

e DATE OF BIRTH (DOB)
USE THE AVAILABLE DETAILS TO SEARCH AND IDENTIFY THE
REQUIRED STAFF MEMBER AND DOUBLE CLICK TO ADD
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STEP 5:
DOUBLE-CLICK ON THE STAFF MEMBER TO ADMIT THEM TO THE
SCHOOL.

Note: For office staff, follow the same steps in
the TNEMIS Login Portal to complete the
process.

https://themis.tnschools.gov.in/fapproval/staff
_details



TNEMIS

NEW STAFF
CREATION

MODULE TO CREATE NEW STAFF
IN EMIS AND TNEMIS LOGIN

FOR STAFF WHOSE EMIS ID HAS NOT BEEN CREATED FOR A
PARTICULAR SCHOOL OR DESIGNATED OFFICE, CREATE A STAFF
RECORD BY CLICKING ADD UNDER STAFF LIST.
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#  Staff Mame $ Saff ID%  Category &  Designation & Main Subject & DOJ(Present School) & Deputation Status & Action
1 GAYATHRI R 10000250 Teaching GRADUATE TEACHER [BT ASSISTANT) Science 17-12-2012 Not Applicable
2 EAMATCHI D 10000254 Teaching SECOMNDARY GRADE TEACHER Al Subjects 04-07-2000 Mot Applicakle
3 CLARAJEVA SUNDARI L 10000255  Teaching SECOMDARY GRADE TEACHER All Subjects 01-08-2005 Mot Applicable
4 SUGANTHI D 10000430 Teaching GRADUATE TEACHER (BT ASSISTANT) English 16-03-2022 Mot Applicable
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STEP 2:

FILL IN ALL THE REQUIRED STAFF DETAILS AND CLICK SUBMIT. ONCE
SUBMITTED SUCCESSFULLY, THE STAFF EMIS ID WILL BE GENERATED.
NOTE: FOR STAFF WORKING UNDER AN OFFICE, FOLLOW THE SAME
PROCESS AND CREATE THE STAFF RECORD THROUGH THE
CONCERNED OFFICE HEAD LOGIN.

Create Staff (or) Instructors (Including Head Master/Mistress)
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Select Type * Choose a type *
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Staff Status *

For staff who have been transferred, use the Administrative
Transfer module to transfer the staff member from one school or
office to another within the district from concern CEO login.
Use the following link to access the module:
https://tnemis.tnschools.gov.in/fapproval/deputation-transfer
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