


USER MANUAL  

For Details of Computer Faculty / Computer Lab Attendants 

Introduction 
 

This user manual provides step-by-step instructions for managing 
computer faculty and lab attendants in the MIS Portal. It covers Adding 
New Employee, Viewing Added Employee, Editing and Deleting entries. 
Only DDO/Heads of Schools from the posting school can fill these details. 
The details must not be added for employees from other schools. 

 

Step 1. Login to the System 

 Navigate to the OneSchool Portal. 
 Enter School’s Username and Password in the respective fields. 
 Click Sign In. 

  

 

 

Step 2. Navigate to the Module 

 From the left sidebar, select Details of Computer Faculty / Computer 
Lab Attendants. 

 Alternatively, use the top search menu: MIS Portal > Details of 
Computer Faculty / Computer Lab Attendants. 



 

 

Step 3: View Added Faculty List 

 The page by default shows a button “View Added Faculty” on top 
right of dashboard to view the previously added members. 

 

 From the list, one can click View button to see the complete details 
of the employee. 

 



 

 Popup shows details (read-only). 
 Click View icon next to an entry to open details in a popup. 

Step 4: Add New Faculty / Lab Attendant 

 Click the Add Faculty button on top-right. 

 

 A form opens with required fields. 
 Fill all required fields accurately. 
 Click Submit at the bottom. 

 

 Confirmation popup: "Are you sure you want to add the faculty/lab 
attendant details?" Click Yes to confirm (or No to cancel). 



 

 Success message: "Faculty details saved successfully." The entry 
appears in the list. 

 

Step 5: Delete Faculty / Lab Attendant 

 From the list, click Delete icon next to the entry. 
 of the employee. 

 

 

 

 Confirmation popup: "Are you sure you want to delete the 
faculty/lab attendant details?" 

 Click Yes to delete. 
 Click No to cancel 


