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Introduction: The Government of Haryana launched the MIS portal 

under the education sector with the name DSE MIS Haryana. This Portal 

is introduced for serving all education officers, teachers, and students 

to access all technology systems. All the stakeholders who belong to 

the School Education Department such as Students, teachers, and other 

education department employees have their logins on the MIS portal 

and they can access all the services related to the Academic and 

Administrative purposes in the Department. 

 

USER MANUAL FOR CREATE JOB POSITION 

This module will be available in the login id of Admin. User will login to the 

account and shall follow the steps given below to Create Job Position: -  

 

Step 1: - Login: User must login to their account on MIS (OneSchool) Portal. User can login 

through this link https://mis.oneschoolsuite.com/ 

 

  

https://mis.oneschoolsuite.com/


 

 

Step 2: - Navigate to Create Job Position: After successful login on One School Suite, user 

must click on the "Create Job Position" tab available on the left side panel  

 

Step 3:- Enter School Code:- User should enter the school/office code where they wish to 

create a job position and then proceed by clicking the "Search" button. 



 

Step 4:- Enter Create Job Position details :- User will be presented where they need to input 

information such as Cadre, Job Post, Designation, Job Position type, and Position Sanctioned. 

They should then click on the "Proceed" button to proceed further 

 
 

Step 5:- User needs to fill all the details to create job position in selected criteria. Click 

on “Proceed” Button  

 



 
 

 After filling all the details, user need to give confirmation. Click on “Confirm & Create 

Job Position” 

 

 
 

 Once you Click on “Create Job Position” you will get a pop-up message of saying the 

details have been successfully submitted  



 


