


General Guidelines for correction in Service Profile and Personal Profiles 
 

Verification of Service Profile and Personal profile for its accuracy: 
• All teachers are required to verify their service profile as well as personal 

profile to ensure accuracy of data using “Profile Correction Request > 
Update and Verify Profile” Menu on MIS Portal, which will redirect them 
on new link allowing them check and verify their profiles.  

• In case any teacher need to change in his service profile for any kind of 
Updation or correction, they may represent to concerned DEO or DEEO 
of the district they are poste in. Concerned DEO or DEEO will check the 
documents submitted by the Teacher and shall dispose off the request 
either by making changes or rejecting the same by giving justification 
for the same.  

• It is mandatory to check and verify his/her service as well as personal 
profile by every teacher. 

• Teachers who have forgotten their password may reset it using the 
inbuilt utility on MIS Portal or by contacting concerned 
DEO/DEEO/BEO and get their password reset. 

Updation / Correction in Service Profile: 
• Any correction in Service Profile will be accomplished by DEO and 

DEEO concerned from their login. If any DEO or DEEO finds any “Right” 
missing in his Login, he/she may please share his employee ID with 
DDIT seeking specific right. 

• Orders of promotion, reversion, Foreign Deputation, Repatriation, 
Voluntary Retirement, Resignation, termination, Dismissal, Revocation 
from Termination/Dismissal, Within cadre Deputation, Stay order 
Updation, vacate stay order etc. shall be updated by concerned DEO 
and DEEO after verifying the concerned documents / orders for their 
genuineness. 

• Relieving and Joining, shall be updated by concerned School/Office. 
Similarly, demise/death of any employee shall also be updated by 
concerned school from School Login. However, DEO and DEEO can also 
update demise/death of any employee. 

Updation/correction in Personal Profile: 
• For verifying the service profile & personal profile and for 

Updation/correction in other parameters of personal of personal profile, 
teachers may use “Profile Correction Request > Update and Verify 
Profile” Menu. 

 
For any support, please call helpdesk at 01725049801 during office 
hours on all working days. 


