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          I- FRESH CANDIDATE REGISTRATION 

1. OPERATOR LEVEL 

URL to be used: www.eemployment.kerala.gov.in  

 

 

 

 

 

 

 

 

 

 

 

Click on 

login button 

http://www.eemployment.kerala.gov.in/
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➢ After login we can see two levels (in case of approver (HC/JEO/EO) there is one 
more level “approver”) 

Enter 

Password 

Enter Pen 

 

Click Sign In 
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➢ Then dash board appears. Click on Fresh candidate registration under the process 

menu 

When a 

candidate 

appears first 

time directly to 

employment 

exchange for 

registration 

follow these steps 

 

For registration first 

click on “Operate as 

Exchange Operator” 

 

Click 'Operate as Exchange 

Operator' 
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Click Fresh Candidate 

Registration 
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➢ Then the following window appears.  In this window we can see three steps. 

Step1: contains 3 dashboards -Personal details, Educational Qualification & Willingness, which 

are mandatory 

    

 

Click Personal Details 
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➢ Click save button for saving personal details 

   

 

Click on personal 

details and fill all the 

columns 

carefully.  Asterisk 

marked fields are 

mandatory.  When 

filling Local body & 

ward, check whether it 

is within your 

jurisdiction.  If there is 

any mistake in the 

above step when 

saving personal details 

an error message 

appears “Ward of the 

Jobseeker is not in 

your Jurisdiction” 

 

Fill all Columns 

 

*Asterisk field is mandatory  
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Click 

save 
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Educational Qualification 

 

 

 

 

    

 

 

 

 

 

 

 

 

 

 

   

➢ Fill ALL COLUMNS AND CLICK SAVE AND CLOSE BUTTON 

 

Click Educational 
Qualification 

 

Select Qualification level (illiterate, Primary, High 

School, Tenth Level etc…) (Enter qualification from 

SSLC,PDC,Degree order only)    

Select Qualification Level 
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Click Save 

Fill all columns *field mandatory 
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WILLINGNESS 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Click 

Willingnes

Put tick mark in the required 
willingness options and click save 
button. 

 

Click Save 
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Step 2:  optional details                      

 

 

Enter if any optional details are 

present  
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Step 3:   submission details 

 

➢ Not applicable for fresh candidates 
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➢ After completing the first two steps click on lock user 

 

 

 

 

 

Click Lock 

User 
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The following window appears. Type captcha and click confirm lock 

 

 

The time "Confirm Lock"button is clicked will be saved as the Seniority of the candidate. 

➢ YOU HAVE SUCCESFULLY COMPLETED OPERATOR LEVEL 

Type Captcha 

Click 

Confirm 

Lock 
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2. verifier level 
➢ Operate as verifier  

➢ Verify jobseeker (online registration) 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

In this level we have 

to verify all the data 

entered in operator 

level.  Click on 

“Operate as Verifier” 

 

Click Verifier 
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➢ By clicking “operate as verifier” following window appears. Click fresh candidate 
registration under verify menu. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Click Fresh 

Candidate 

Entries 
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➢ Then Select Verify button given against the name of the Candidate listed 

 

 

 

 

Click Verify 
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➢  Verify the fields in the dashboards of step 1 and those dashboards filled in step 2 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

Click Personal 

Details 
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Click verify 

and yes 
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➢ Verify all the fields entered 
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Click NCO 

allotment 
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NCO corresponding to qualification added, can be given by clicking ADD NCO 

 

 

 

Click on Add 

NCO 
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After saving NCO click on overall verification 

 

NCO 

Search 

Save 

Select NCO 

and tick 

Main NCO 
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                    Verification level completed…. 

 

 

Click Overall 

Verification 
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3. Approver level
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Click Operate 

as Approver 
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➢ Then the dash board appears and click approve fresh candidate entries 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Approve Fresh Candidate Entries 
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➢ Then the dash board appears to select the candidate and click approve 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Click 

Approve 
Select Candidate 

from list of Job 

seeker 
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➢ Approve all the fields verified and click overall approval 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Click 

Overall 

Approval 



  41   
 

 

➢ If the qualification entered is professional level click on submit to P&E button 
otherwise click NO button 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 

Click 

Submit 

to P&E 
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➢ If you click no button a box appears are you sure  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Click No 

Click Yes 
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➢ Then following window appears and registration number is allotted for the 
candidate. From here ID card can be downloaded 

 

 

 

 

 

 

 

 

 

 

 

 

 

                                             Fresh registration completed….. 

 

Click Print ID 

Click Close 
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II- BACKLOG DATA ENTRY 

1- OPERATOR LEVEL 

OPERATE AS EXCHANGE OPERATOR  

 

➢ When registration data is not found in the database, to do backlog entry, 
this option is used. 

 

 

 

 
     

 

 

 

 

 

 

 

 

 

 

 

Note: carefully 

check the   dead 

register and 

ensure that the 

candidate 

details are not 

in the data base 

 

Click Backlog 

Data Entry 
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Enter 
Regn NO 

Click Go 

Click Load Blank 

Dash board 
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Enter 

Seniority 

date 

Here enter the 

seniority of Main 

NCO 

Fill all The Data as per X1 
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Seniority date of that qualification as per X1 

 

Seniority date (highest seniority) 

 

 

 

Enter 

Seniority 

Enter 

Seniority 

Save 
Click Save 

and Close 
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                                       Operator level completed…           

 

 

 

Click Lock 

User 

Type 

Captcha Click Confirm Lock 
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2. Verifier level 

➢ Verify all the fields and click overall verification 

3. Approver level 

➢ Approve all the fields and click overall Approval 

 

 

 

 

➢ Please refer Fresh Registration FOR HELP 
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III- Ex-servicemen Registration Process 

1-OPERATOR LEVEL 

Offline Ex-Service Registration 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

http://test.employment.kerala.gov.in/pro/opr/off-ex-serviceman-registration
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Click Offline Ex-

Service Registration  



  52   
 

➢  
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Note: date of 

registration – candidate 

appearing for 

registration 

Insert time – seniority 

date assigned by the 

zillasainik welfare 

officer 

 

Click Here  
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➢  

 

 

 
 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Note: seniority 

time – seniority 

date assigned by 

the zilla sainik 

welfare officer 

 

Enter the 

Seniority 

as per X1 
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➢  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Note: seniority 

time – seniority 

date assigned 

by the zilla 

sainik welfare 

officer 

 

Enter 

Seniority 

as per X1 
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Note: seniority 

time – seniority 

date assigned by 

the zilla sainik 

welfare officer 

 

Click Ex-Service 

Details 
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Click Save 

and Close 
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END OF OPERATOR LEVEL 

 

 

 

 

                                      Operator level completed….. 

 

Enter 

Captcha 

Click Confirm 

and Lock 
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2. Verifier mode 

 

 

 

 

 

 

 

 

 

 

➢  

 

 

 

Click 

here 
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Click Here 
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➢  

 

 

 

 
     

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Click here 
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Verify all the data entered in operator level 

 

 

Click 

Save 

Click Verify 

Click Save 

Click 

verify 
Click Edit 
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➢ . 
   

 

                

 

 

 

 

 

 

 

     

 

 

 

 

 

 

 

 

 

Note: Edit seniority 

date and change to 

the seniority as in 

the X1 issued by 

the Zilla Sainik 

Welfare Officer 

 

Click Here 

Check Seniority 

as per x1 
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➢  
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

VERIFIER LEVEL COMPLETED… 

 

 

Click Save 
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3. Approver Level 

➢ Approve all the fields verified and click overall approval  

 

 

 

 

➢ Please refer  Fresh Registration FOR HELP 
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         IV- OFFLINE CAMP REGISTRATION 

1. OPERATOR LEVEL 

➢ OPERATE AS EXCHANGE OPERATOR  

➢ The process of Offline Camp Registration starts with Operator Mode 

➢ Go to Menu Process-Offline Camp Registration. 

 

 

 

 

 

 

 

 

 

 

 

 

Click Offline 

Camp 

Registration 
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Click Personal Details 

 

 

 

 

 

 

 

 

Click Personal 

Details  
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Registration Number is System generated and un editable. Please note this for Verification 
and Approval.  

Enter the seniority for the candidate in Insert Time. 

Click Save to save the personal details 

 

 For Help tips to 
enter Data, please 
refer Help for Fresh 
Registration 

 

about:blank
about:blank
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Click Educational 

Qualification 

Enter 

Seniority 

Click Save and 

Close after 

entering All 

Qualification 

Enter Jobseeker’s Educational qualifications one by one from lowest to highest. 
(Please refer help for fresh registration). 

Click save after each qualification and Save & Close after All Qualifications. 

 

about:blank
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Click 

Willingness 

Details 

 

 Please refer  fresh registration for details. 

 

Enter Willingness Details and Click Save 

 

Tick 

Appropriate 

fields 

 

Enter Seniority 

Click Save 

about:blank
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➢ Click Lock User 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Click Lock User 
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➢ Enter Captcha and Click Confirm lock 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

 

 

 

 

 

 

 

 

 

 

 

 

                          

                                Operator level process is completed……… 

 

Enter Captcha 

Click 

Confirm 

and Lock 
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2. VERIFIER LEVEL 

➢ Operate as verifier 

➢ Now verify the registration in Verifier mode 

➢ Click Offline Camp Registration in Verify menu 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Click Offline 

Camp 

registration 
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You can 
select the 
jobseeker 
from the list. 

 OR 

 Search by 

Name or 

temporary 

registration 

number and 

click search 

Click Verify 

C 
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Verify all the 
fields (please 
refer verify 
section in help 
for fresh 
registration for 
details.) 

 

➢ After completing the Overall verification. 
Login as Approver mode. 

 

about:blank
about:blank
about:blank
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3. APPROVER LEVEL 

➢ Operate as approver 

➢ Click Offline Camp Registration in Approve menu 

 

 

 

 

 

 

 

 

 

 

 

 

 

➢ You can select the jobseeker from the list 

 

Click Offline Camp 

Registration 
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4. Offline Exchange Down 

 

 

 

 

You can select the 
jobseeker from 
the list. 

 OR 

 Search by Name 
or temporary 
registration 
number and click 
search.  

 

Click 

Approve 

Another option, "Offline Exchange Down", is normally used to enter data when Exchange is 

"down" due to any sort of reason and also to enter a transferred registration from other 

State. This option works similar to "Offline Camp Registration" 
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                 V- RENEWAL 

1. Renewal of registration 

➢ Visit www.eemployment.kerala.gov.in 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

http://www.eemployment.kerala.gov.in/
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Operator Mode Verifier Mode 

Click Renewal of 

Registration from 

Process menu 

Click Renewal of 

Registration from 

Operations menu 
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Approver Mode Admin Mode 

Click Renewal of 

Registration from 

Operations menu 

Click Renewal of 

Registration from 

Operations menu 
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Office Code will be 

displayed, Enter Register 

Number after the office 

code  

Click Go 
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➢ Then short description of candidate is  displayed 

 

 

 

 

 

 

 

 

 

 

 

 

 

Click Renew Job 

Seeker 
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Click Yes 
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Renewed Registration successfully …….. 

 

Click OK 
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2. RENEWAL BACKLOG ENTRY 
➢ RENEWAL BACKLOG CAN BE DONE IN OPERATOR & VERIFIER LEVEL. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Enter User Name 

Enter 

Password  
Click Sign 

in 
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(a)OPERATOR LEVEL 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Renewal Backlog entry 
menu is used when 
the 'last renewed 
date' & ‘next renewal 
due’ in the jobseekers 
data is incorrect. So 
while completing back 
log data entry, BOL 
and all other 
processes please 
ensure that the Last 
renewal date entered 
in the registration is 
accurate. 

 

Click operate as 

Exchange Operator 
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Click Renewal 

Backlog Entry 
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Type the Reg: No after the Exchange 

Code (Exchange Code Automatically 

Displayed)  Eg: 87-16/6219 

 



  90   
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Type the actual last 

renewal date in 

DD/MM/YYY format 

 

Select the Next  

Renewal month & year in 

MM/YYY format 
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After 

Confirming the 

Registration 

Details of the 

candidate select 

the “Set 

Renewal Due” 

Option 

You can view 

the Registration 

Details of the 

candidate 

You can go to the Dash Board 

of the Candidate  
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Select the 

option “Yes 

SET it 
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Enter 

Registration 

Number 

Click Go 

After Successful Completion of the Renewal You Can 

See The Message “RENEWAL DATE SET TO….” 
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(b) VERIFIER LEVEL 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Select Operate As 

Verifier 
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Select Renewal 

Backlog Entry Menu 
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Type the Reg. Number After the 

Exchange Code (Example 87-

16/6219,87-10/w1213) 

Click GO 
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Type the actual 

last renewal date 

in DD/MM/YYY 

format 

 
Select the Next  

Renewal month & year 

in MM/YYY format 
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After 

Confirming the 

Registration 

Details of the 

candidate select 

the “Set 

Renewal Due” 

Option 
You can view 

the Registration 

Details of the 

candidate 

You can go to the Dash 

Board of the Candidate  
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Select the 

option 

“Yes SET it 
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Enter Registration 

Number 

Click Go 

After Successful Completion of the Renewal You Can See 

The Message “RENEWAL DATE SET TO….” 
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                               VI- SPECIAL RENEWAL 

1. Verifier Level 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Login and go to 
Operator Dash board 

(Through Operator Dash 
board user can do only 
Processing of public 
special renewal i.e. 
‘Special Renewal 
Register’. No option for 
special renewal)  

 

Enter 

PEN 
Enter 

Password 

Click Sign In 
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Select 

District 
Select 

Exchange 

Select Ward 

Select 

Local body 
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Select 

Gender 

 
Enter Registration 

Number 

Enter Mobile 

Number Enter DOB 

Dd/mm/yyyy Enter 

Captcha 
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Click on 

get details 
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Click on Special  

Renew 
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Click on OK 

button 
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NOTE: Click 
on “Preview 
ID card for 
View and 
Print”                
“Return to 
Special 
Renewal” for 
continue the 
process 
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2. Operator Level 

➢ Special Renewal Register 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Click Operator 
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Click Special 

Renewal 
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Enter Reg.No/App 

No/Name and Click 

On Search Button 

Click 

Search 
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Please see the NOTE (Load Dash 

Board/Update Reg. No/MDF/Done) 

 

NOTE:  

1) Load Dash board for 
Data Entry 

2) Update Reg Number: 
Use this option to 
correct the wrongly 
entered register Number 
(Caution: Check the Reg 
Number Carefully) 

3)MFD: Suggestion for 
deletion  if it is 
necessary 

4) Done : For completing 
the process in Operator 
Level 
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3. APPROVER LEVEL 

➢ Go to Approver Dash Board 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Click Approver 
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Click Special 

Renewal Register 

from operations  
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Enter Reg.No/App 

No/Name and Click on 

Search Button 

Click Search 
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Please do the Needful (Set 

SR/Approve/Reject/Done) 

 

 

NOTE:  

1) Update Reg 
Number: Use this 
option to correct the 
wrongly entered 
register Number 

2) Set SR: To set the 
proper Renewal Due 

3) Approve: To 
approve the renewal 

4) Reject: To reject an 
application 

5) Done: To complete 
the process 
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                   VII- ADDITION 
This option is used to add additional qualification /data of the registered candidate. 

1. Operator Level 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 

Click 

Additions 

Select 

Operator 
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Enter Register 

Number  

Click Go 

Click Go To 

Dash Board 
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Click On required 

dashboards ie, 

Educational 

qualifications, license 

details, council 

registration, Training 

details etc…. 
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Select 

Qualification 

Level 

Click Required 

Qualification  
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Click Save 

Fill all the mandatory fields and save 
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Enter 

Captcha 

Click 

Confirm 

Lock 
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2. VERIFIER LEVEL 

ADDITION OF QUALIFICATION  

 

 

 

 

 

 

 

 

 

 

 

 

Click Operate 

as Verifier 
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Select 

Addition 
Enter Register Number After 

Exchange Code. 

Eg (95/w251,2018/456,12/w45 

 

Click 

Go 
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➢ Details of selected candidate will be shown, if it is correct then click 
“Go to Dashboard’’ 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Click To Dash Board 
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➢ Enter candidate’s local body, ward, mobile number, email id and click 
update and Go to Dashboard.* fields are mandatory to proceed. 

 

 

 
 

 

 

       

 
Click Update it Go to 

Dash Board 
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Click On required 

dashboards ie, 

Educational 

qualifications, license 

details, council 

registration, Training 

details etc…. 

 

Click Educational 

Qualification 
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➢ Enter the qualification details which are mandatory (mandatory fields are shown in *) 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

• If the board/university is not available, select other university option then select required board 
/university 

 

 

 

Select 

Qualification 

Level 

Click Save 

Tick here if it is 

govt: Approved 

cource 
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➢ Specialized subjects and other subjects can be added and click save button to 
continue 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

Click Save 
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➢ Here we can see the qualification is added 
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➢ To provide NCO, click NCO Allotment in dashboard 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Click NCO Allotment 
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Click add NCO button 

attached with 

recently added 

qualification 

 

Click Add NCO 
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Search NCO here 
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Select proper 

NCO 
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➢ After saving the NCO the following page will be displayed 
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                                                    Click save to complete the process… 

 

Click overall verification for 

completion of addition 

process 
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        Role of verifier in addition process is completed here….. 

Click save to 

complete the 

process.. 
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3. APPROVER LEVEL 

➢ ADDITION OF QUALIFICATION – 

 

 

 

 

 

 

SELECT APPROVER 

MODE 
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Click on approve  

button 
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  143   
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After approving all the 

fields ‘Approve Successfully’ 

message is displayed 
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If professional 

qualification is added we 

can submit it to P&E 
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                            VIII- Offline Addition 
➢ If when there is no internet connection or power supply this mode is used. 

1. Operator Level 

 

 

 

 

 

Click Offline Addition 
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Enter Registration 

Number and Go 
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Enter Qualification level and 

Seniority Time 

All Other process is same 

as in the Addition module 
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2. Verifier level 
 

Click Offline addition verify all the fields and click overall verification-process of all other field is 
same as in addition module 

 

2. Approver level 
 

Click Offline addition Approve all the fields and click overall Approval all other field is same as in 
addition module 
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                       IX- TRANSFER OF REGISTRATION 

1. Operator Level 

INITIATE TRANSFER REQUEST 

Steps to be followed for Transfer of Registration in from other 
Exchange. Firstly we have to initiate transfer request. 

To initiate transfer request take the following steps 

➢ Open Browser Fire Fox. Then Type Employment online web site address in 
‘Address Bar’ 

 

                                          

 

 

 

 

 

 

Type www.eemploment.kerala.gov.in 
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➢ Log in to EEE site.  

 

 

            

 

 

 

 

Type Your 

Password 

Type your 

PEN 

Click here to sign in 
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➢ Select Operator Level 

 

 

 

 

 

Select Operator Menu 
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➢ Open Process  Menu 
 

 

 

Click Transfer 

Request 
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➢ Select The District of the existing registration, then Office and then type 
Registration number in the given box. Then click ‘Go’ The window opened 
now will be as follows: 

                                                                                     

                                             Then click on ‘Initiate transfer request’ 

 

Select district 

of existing 

registration 

Enter Reg. 

NO 

Select office 

Click 

here 
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6. In this MENU, fill the new details from the application.  

 

 

 

Initiate Transfer Request Process is complete and the window will be closed... 

 

➢ Select new taluk, 

local body, village 

post office and 

ward 

➢ Select new 

address proof 

➢ Type new address 

➢ Type address 

proof details 

➢ Click save  
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2. VERIFIER LEVEL 

 VERIFICATION OF TRANSFER REQUEST 

➢ Change the Level from Operator to Verifier Level, if you are assigned. Or log in to EEE site and 
select Verifier Level.      

 

 

 

Select 

verifier 
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➢ Select ‘Verify Transfer Request’ from ‘RTR  menu     

 

 

 

 

 

 

Select verify 

transfer request 
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3. The Next Window will appear. From this window, Click ‘Process’ Button against the concerned 
applicant from the list, if there are more applicants to be verified. You can also view the details of 
applicant by clicking ‘view’ button.  

 

 
 
 

Click here to 

view details 

Click here 

to process 
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4. The new window will be opened. Verify all details, edit- if required and write remarks in the 
column given and click ‘save & verify is ok’ button. 
 

 

 

                     Verify process is now completed……..  

 

 

Click 

here  
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3. APPROVAL LEVEL 

APPROVAL OF TRANSFER REQUEST 

➢ Change the Level from VERIFIER to APPROVER Level, if you have assigned. Or log in to the 
online site and select APPROVER Level        

 

 

 

 

 

Select 

approver 
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➢ Select ‘Approve Transfer Request’ from ‘RTR’ Menu 

 

 

Click here 
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➢ The Next Window will appear. From this window click ‘Process’ Button of the concerned 
applicant from the list, if there are more applicants to be Approved. You can also view the 
details of applicant clicking ‘view’ button.  

 

 

 
 
 
 
 

Select 

process Click here 

view details 
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➢ The new window will be opened. Compare all details, edit- if required and write remarks in 
the column given and click ‘save & Approve is ok’ button.  
 

 
 

 

                             Process of Transfer Request is now complete…….  

 

 

 

 

Click here 



  164   
 

4. FORWARD TRANSFER REQUEST 

➢ Change the Level from APPROVER Level to ADMIN Level, if you have assigned. Or log in to the 
online site and select ADMIN Level        

 

 

 

 

 

Select 

Admin 
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➢ Select ‘Forward Transfer Request’ from ‘RTR’ Menu 

 

 

 

 

 

Click here  
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➢ The Next Window will appear. From this window Click ‘Process’ Button of the concerned 
applicant from the list, if there are more applicants to be approved. You can also view the 
details of applicant clicking ‘view’ button.  

 

 

Click here 

to view 

details 

Select 

process 
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➢ The new window will be opened. Compare all details, edit if required and write remarks in the 
column given and click ‘Forward’ button. If details are incorrect it can be rejected clicking 
‘Reject’ button. 

 
 

 

 

 

                   

 

                     Forward process of Transfer Request is now completed……. 

Click here 

if correct Click here if 

incorrect 
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5. PROCESS OF TRANSFER OUT 
 

After the Transfer request is forwarded from Destination Exchange Admin, the Admin of Source 
Exchange will receive this request in Assign Transfer Out option in   RTR menu 

 

 

 

     

 

Click 

here 
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 Click on the Process button of the concerned job seeker from the displayed list  
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➢ The following screen will appear. Select the concerned section and click on Assign Button 

 

 

 

                        

➢ Now the applicant is available in verifier level… 

Click here 
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➢ In verifier level select verify Transfer Out from RTR menu  

 

 

 

 

 

 

Click here  
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➢ After checking the details of candidates as per X1, if editing is necessary, click Go To Dashboard 
button and after correction   click on Process button 
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➢ Verify the details of the jobseeker and click on verify button 

 

 

 

 

 

 

Click here 
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➢ In Approver level  click on Approve Transfer Outs from RTR menu 

 

 

 

 

 

 

 

 

 

Click here 
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➢ Click on the Process button of the concerned job seeker from the displayed list 
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➢ After clicking Process button, details of jobseeker, to be transferred, is displayed 

 

➢ Click the Approve button. If the details given are not correct, it can be rejected 
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➢ In Admin Level click Forward Transfer Outs From RTR menu 

 

 

 

 

 

 

 

 

Click here 
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➢ Click on the Process button of  the concerned job seeker from the displayed list 
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➢ If the details are correct, click on Confirm & Forward button 

 

 

 

 

 

 

 

Click here 

It means that the 

process is completed 
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6. Process of Transfer INS 

➢ In Approver level Click on Approve Transfer Ins from RTR menu 

 

 

 

 

 

 

Click here 
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➢ Click on the Process button of  the concerned job seeker from the displayed list 

 

 

 

 

 

 

 

 

Click here 



  182   
 

➢ Details of the Transferred Jobseeker will be displayed .If the details are correct click on Finalize Button or it 
can be rejected clicking Reject Button 
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➢ The Process is completed, New Registration number will be displayed and can print ID card 

 

 

 

 

 

Click here to 

print ID card 
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7. Status of Registration Transfer Request 
 

➢ We can see Pending Level of Transfer IN and OUT in any level except Operator level as in the 
following figure 
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➢ Click on Status of Transfer In in  RTR menu 

 

➢ We can see the progress of Status of Transfer Ins 

 

Click here 
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➢ Click on Status of Transfer Outs in  RTR menu 

 

 

 

 

 

 

 

 

Click here 
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➢ We can see the progress of Status of Transfer Outs 

 

 

 

 

 

Click 

here 
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                     X- RE-REGISTRATION  

1. SAME EXCHANGE   

This document shows how to do a Re-Registration of a lapsed Registration in the same exchange. 

➢ First of all login as verifier 
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Select Re-registration 

same exchange option 

from the operation 

menu 

Enter the lapsed 

registration number 
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Note 

Sometimes there will be a message that “No Jobseeker Exists” while the record is found in the dead 
Register. In that case we have to do single migration from migration menu.   

 

 
 

Click 

here 
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Select 

district Select 

exchange 

Enter lapsed 

registration 

numbe 

Click get details 

button 

If the details are correct 

please click migrate records 
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Click here 
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Note 

Migration process is complete. Then select Re-registration same exchange option from the Operations Menu 

and enter the lapsed registration number in the given box. 

 

 

 

    

 

You will get the details of the lapsed 

candidate below 
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➢ Re-registration 

 

 Click 

here  
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Enter the letter number 

and date of application 

submitted by the 

candidate  

On Clicking YES,  the following message is shown  
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Click 

yes 
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➢ Your re-registration process is complete. Please note new register number for verification and 

approval  

 

 

Kindly remember to do the following in order to complete re- registration. Go to the ‘Jobseeker’ 
option from the ‘Verify’ menu. Enter the new registration number. Add and modify the details if 
necessary, and verify the record. Then, login as approver. Select ‘Jobseeker’ option from the 
‘Approve’ menu and approve the record. 

Approver Level. 

➢ Login as approver. Select ‘Jobseeker’ option from the ‘Approve’ menu and approve the record. 
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2. RE-REGISTRATION-OTHER EXCHANGE  

(TRANSFER OF LAPSED REGISTRATION-LAPSE CERTIFICATE) 

Note  

This document shows how to do a Re-Registration of a lapsed Registration in another exchange. 
The case of ‘re-registration other exchange’ arises when a candidate wishes to re-register at new 
employment exchange since he/she has shifted his/her residence to a new place and produces 
proof for the same. 

DESTINATION EXCHANGE 

(a)Operator Level 

➢ first of all, login as operator 
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Select re-registration 

other exchange option 

from the process menu  
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Please select district 

employment exchange 

from the dropdown box 

below. Enter lapsed 

registration number in 

the third box 

Click go 
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Note 

Sometimes there will be a message that “No Jobseeker Exists” for two reasons  

1.  No record in data base. In that case please inform the concerned employment exchange to 
enter the details of the candidate in ‘EEE” and lapse the same. 

2. If the record is found in the Archives please do the single migration process as shown below. 
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Click here 
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If the details are correct 

please click migrate records 

button 



  204   
 

 

 

 

Click 

here 
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Note 

Migration process is complete. Then select Re-registration other exchange option from the Operations Menu 

and enter the lapsed registration number in the given box. 
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You will get the details of the lapsed candidate below 

If found correct, 

click initiate lapse 

certificate button 

below 
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➢ Please fill all the fields as shown below from the application submitted by the candidate. 

 

 

 

You will get a message as “Lapse Certificate Added Successfully”. 

Operator Level process is completed. Now login as Verifier Level.  

Click save  
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(b) Verifier level 

 

 

 

 

 

Select verify lapse 

certificate request 

option from LC menu 
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Details of the requested 

candidate will be shown here 

Click here 
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Verify the details 

and enter remarks 

Click save & 

verify is ok 
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 Verifier Level process is completed… 

 

 

This message will 

be displayed 
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(c) Approver level 
 

 

 

 

 

 

 

 

 

 

Select approve lapse 

certificate request option 

from the LC menu 
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Details of the requester 

candidate will be shown here 

Click 

here  
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Enter 

remarks 

Click save & 

approve is ok 
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  Approver Level process is completed…..  

 

 

 

This message will 

be displayed 
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(d) Admin level 
 

 

     

Select forwarded lapse 

certificate request option 

from the LC menu 
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Click here  
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Check the details 

enter remarks  

Click forward 

button 
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Note 

The initiation at destination employment exchange is complete. Please inform the source employment exchange 
immediately in order to do a speedy transfer of the requested candidate. 

 

Process to be done at the source employment exchange follows……  

 

This message 

will be displayed  
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SOURCE EXCHANGE  

(e) Admin level 

 

     

Select assign lapse 

certificate out option 

from LC menu 
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Click here  
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Select assign to option 

to forward the request 

to the concerned 

section clerk  
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Click assign 
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Admin Level process is completed. Now login as Verifier Level of assigned section clerk  

 

 

 

This message 

will be displayed  
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(f) Verifier level 

 

 

 

 

Select verify lapse 

certificate out option 

from the LC menu 
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Click here 
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Check the 

details enter 

remarks 

Click verify 

button 
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                                 Verifier level process is completed…... 

This message 

will be displayed 
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(g) Approver level  
 

 
 

 

Select approve lapse 

certificate outs option 

from the LC menu  
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View option is used for 

previewing the details of 

the candidate 

Go to dash board option is 

used for making 

addition/deletion/alteration 

to the record 

The button is 

to approve the 

lapse 

certificate outs 
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Click 

approve 

button 
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Approver Level process is completed. Now login as Admin Level  

 

 

This message will 

be displayed 
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 (h) Admin level 

 

 

 

Select forwarded lapse 

certificate outs option 

from the LC menu 
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Click here 
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Note 

Click confirm & forward button to forward the registration to the destination employment 
exchange. Click reject button to reject the lapse certificate application if there is a due reason.   

Click confirm and 

forward button 

Check the details 

and enter remarks 
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Note 

The process at source employment exchange is complete. Please inform the destination 
employment exchange immediately to check the status.   

 

This 

message will 

be displayed 



  237   
 

 

   

     Process tobe done at the destination employment exchange…..  

 

Check the status lapse 

certificate ins from LC menu 
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DESTINATION EXCHANGE 

(i) Approver level 

➢  Login as exchange approver  

 

Select approve lapse 

certificate ins option 

from the LC menu 
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Click here 
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Check the details 

and enter the 

remarks 

Click finalize 

&re-register 
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➢ The applicant re-registered in the destination employment exchange 

 

 

 

 

 

 

 

 

Please note the new registration number and click ID card 

of transferred registration button to generate X10B 
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New X10B will be displayed below 
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Note 

The section clerk must regularly check the status of the applications as shown above. With the 
generation of X10B the process of re-registration other exchange is complete.   
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                           XI- DIRECTORATE RENEWAL 
(This is a special type of renewal. It is done for the candidate who has not renewed his/her registration 
because of illness or natural calamity or arrest under preventive detention or armed conflict with 
other country or service internal disturbances. The necessary documents must be produced by the 
candidate for this purpose) 

This option is used at the employment exchange where the candidate is registered. 

(If the registration number does not exist in dead register, do single migrations. If data is not 
present anywhere, Backlog data entry to be done and then lapse to start this renewal process.) 

1. Operator level 
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Click directorate 

renewal request 
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Enter lapsed 

registration number 

followed by the code 
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Click here 
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➢ If the reason is illness, fitness certificate also required (both certificates are to be in 
a single file). Certificate date must be within 6months. 

Select the 

reason 
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➢ Then browse and select the documents already stored in the system. The file must be in pdf 
format and  below 500kb 

Type the certificate date 

(dd/mm/yy) or select from the 

given calendar 
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Select the concerned 

file from storage 

media 

After uploading click on save and close button 
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➢ Then confirmed successfully message appeared 

                                    

                              Operator level is completed…. 

 

 

 

 

 

 

Click on lock  
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2. Verifier level 

 

 

Select the DR option in verifier mode 

and select the renewal request 



  253   
 

 

 

                Verifier option is completed... 

Click here 

Verify the 

details if ok click 

here, otherwise 

click on MFD 
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3. Approver level 

 

 

Select the DR option in 

approver mode and select 

the Renewal request  



  255   
 

 

 

 

Click here 
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➢ Approver level is completed. 
➢ The application is automatically forwarded to the finalizing authority (Admin). 

 

 

 

 

 

 

 

Verify and approve 

the details, if ok 

click here 

otherwise click on 

MFD 
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4. Admin level 
➢ If the last renewal date is within 1 year, the concerned local Employment officer can finalize 

this application. 
➢ If the date is between 1 year and 3 year the concerned Dist. employment officer can finalize 

this application. 
➢ If the date is between 3 to 5 year the concerned RDD can finalize this application.  
➢ If the date is  above 5 year, Employment Director  finalizes  this application  

In Admin mode: 

➢ The admin of the office click on DR option and select renewal requests 
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Click here 

Check all 

details and 

click here  
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➢ The success message is appeared 
 

 

 
❖ Process is over…….. 
❖ If the application forwarded from lower office the admin may do the following 

steps 
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Click on finalization request 

of DR option  
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Click on process 

button of 

required 

candidate  
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                        Process completed…. 

Success message 

is appeared 
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                     XII- REQUEST FOR CHANGE 
(Note: This is used to correct the personal information of a candidate.) 

1. Website address of online employment portal is: www.eemployment.kerala.gov.in 

2. Web browser to be chosen (Preferably) Mozilla Firefox. 

3. Go to operator dashboard. 

4. Click on Request for change button from’ Process’ menu 

1. Operator Level 

 

 

http://www.eemployment.kerala.gov.in/
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Enter unique 

ID/Email/user 

name/Reg. No 

Press here 
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Press initiate request 
for change button 
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➢ The page will displayed like this: 
 

 

 

Correct the field in which you need to change the details. Also enter all mandatory field. 

Actions in operator dashboard is completed. 

------------------------------------------------------------------------ 

                                                               Go to verifier mode……. 



  267   
 

2. Verifier Level 
 

 

 

 

 

 

 

 

 

Click request for 

change in verify 

menu 
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➢ The screen will be displayed as follows :  Select candidate from the list 
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The screen will be displayed as follows: 

 

 

Actions in verifier dashboard is completed. 

------------------------------------------------------------------------ 

Go to Approver dashboard 

 

 

Press “yes” button 

in verify menu 
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3. Approver Level 

 

 

 

 

 

 

 

 

Select request for 

change in approve 

menu 
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Select candidate from the list 
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Press yes 

button in 

approve menu 
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➢ Message will be displayed as approved successfully. 
 

 

 

 

Process Completed…… 
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                          XIII- VIEW JOBSEEKER 
   (Note: This is used to find any jobseeker in the Exchange.) 

1. Login and Go to verifier/approver/admin dashboard. 

2. Click on view job seeker button from’ verify’ menu. 
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                                                    Completed the process…… 

Type Registration 

Number here  

Click on view 

jobseeker button 



  276   
 

                     XIV- VIEW ANY JOBSEEKER 
     (Note: It is used to find any jobseeker in any Exchange.) 

1. Login and Go to ‘operations’ in operator/verifier/Approver/Admin dashboard. 

2. Click on ‘view any job seeker’ button from ‘operations’ menu. 
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Select 

exchange  

Type 

Reg. No 

Select 

district 
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                            Completed the process…… 

Click view 

button 
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                          XV-DEAD REGISTER 
Dead Register is an archive, where lapsed Registrant’s records from Thozhil software (Old version of 
“EEE”) are kept. It can be operated as a search option when the candidates approach Employment 
exchange for Special Renewal, Lapse certificate etc.  

➢ Website address of online employment portal is :www.eemployment.kerala.gov.in 

.  

 

 

 

Enter 

password 

Enter user ID 

Click here 
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Dead Register option can be availed at Verifier Level & Approver Level. 

Hence, first login as Verifier level. 

 

 

                         

Click on Verifier Level 
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Click on 

Migration 
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Click here 
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Select 

exchange 
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If we click Search Button without entering the Registration Number we can see the whole 
Lapsed Registrant’s list (List of Lapsed in Thozhil Software). 
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➢ If you know the Registration number use following method  

 

 

 

By using candidate name/ DOB we can also perform search option. 

Type Reg. No, 

without office 

code 

Click search 
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➢ Now you can see the lapsed details of Registrant. 
 

➢ Dead Register Search task has been completed. 
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                    XVI- SINGLE MIGRATION 
Single migration present in Verifier Role. Single migration is in migration menu.   

 

 

Click Single Migration 
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Click 

here 
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If the details are 

correct please click 

migrate records 

button 
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Click here 
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                            XVII-BROUGHT ON LIVE (BOL)  

➢ The process of Brought on Live (BOL) starts with Verifier Mode 

1. Verifier Level 

 

 

 

 

Click 

operations 
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Click BOL 

Enter job seekers 

registration number 
Click go 
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You can search 

the job seeker 

using search 

parameters 

You can view 

job seeker 

Click set 

BOL 

You can add notes, 

if any 

You can go to 

job seekers 

dashboard 
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BOL applied 

message will show 
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        Verify BOL 

 

 

                           

Enter job seekers register 

number in “search here” 

and click search 
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Click verify 
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Verify each mandatory 

fields and click overall 

verification 
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       Processes in Verifier mode is completed…….. 

 

 

Click save  
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2. Approver LEVEL 
 
 

 

 

 

 

 

 

 

 

Click 

approve 

BOL 
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Enter job seekers 

registration number in 

“search here” and click 

search 
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Click approve 
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Approve each mandatory 

fields and click overall 

approval 
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Click NO 
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Click yes 
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BOL done, you 

can download 

the ID card  
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                         XVIII- LAPSE a JOBSEEKER 
Website address of online employment portal is: www.eemployment.kerala.gov.in 

 

 

 

➢ Lapse a Jobseeker   function is done through Verifier and Approver level only. 
➢ Hence first login as Verifier  

 

Enter 

User ID 

Enter 

Password 

Click on 

Sign in 
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1. Verifier level 

 

 

                                                                                                                                                         

 

Click on 

Verifier 

Level 
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Click on 

Operations 
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Select Lapse a 
Jobseeker 
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Enter Registration 
Number as the 
prescribed format 

 

Click go 
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➢ Now you can see the details of the Registrant 

 

 

➢ After confirming the details of the Registrant, Click on the Lapse jobseeker 
button 
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➢ Now you can see the window- Lapse a Person 

 

 

 

Select the suitable 
Reason, as per the 
rule 
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Note: In “EEE “NORMAL LAPSE occur at the last date of midnight of each month automatically. But 
FORCE LAPSE is done during the following occasions.  

 

Sl. Reason for Lapse Description 

1 PH not responded 
to office letter 

Normally intimation letter forwarded to PH candidate for renewal. If the 
PH candidates have not reported after issuing the  X43 & Regd: letter, 
LAPSE done through this option 

2 Punishment Lapse When the Rules (NESM) are violated by candidate LAPSE done through 
this option. 

3 Re – entry after 90 
days 

If a candidate reports for RE-entry after 90 days from the date of 
discharge & he/she wants to Re-Register without seniority, LAPSE done 
through this option. 

4 Normal Lapse If the lapsed candidate’s details is not available in the database on the 
various occasions like SR, Lapse certificate issue etc... After Backlog 
Entry LAPSE done through this option. 
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➢ After selecting the reason click on the Lapse Button 

➢ Verifier level  functions are completed now 

➢ Now actions in  Approver level (If you are assigned as Approver) 

                  Otherwise you may approach any Approver in your office for completing the task 
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3. Approver level 
 

 

 

Click here 
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Click on Operations 

& 

Select Confirm lapse Option 
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➢ After verifying the details of the Registrant click on Confirm Button 

 

Click here 

Click here 

Click here 
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➢ Lapse a Jobseeker task has been completed….. 

 

 

 

 

 

This message 

displayed 
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         XIX- CANCEL PRIORITY OF A CANDIDATE 
Cancel priority is used to cancel priority of a candidate (E.g. When a wife of late priority or legally 
divorced priority candidate got remarried, or priority is given by mistake). This function is not 
available in operator mode. 

 Go to verifier mode and select cancel priority option from operations menu 

1. Verifier level 
 

 
 

 



  321   
 

➢ Following page will be displayed. Enter the registration number and click the Go button  

 

 

 

 

 

 

 

Enter candidates 

register number 

here 
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➢ Candidates details will be shown as below then click ‘Check Priorities’ button 
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➢ Candidate’s priorities will be shown at the bottom of the page. Then click the cancel button 

 

 

 

Click 

cancel 
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➢ Enter the reason for cancelling the priority and click Verify button  

 

 

 

 

 

 

 

Enter the 

reason here 
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➢ Priority will be cancelled and there will be a ‘Cancelled’ indication 

 

➢ The role of verifier is completed here. This is followed by approver by completing cancel 
priority 

2. Approver level: cancel priority from operations 
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        XX -SUBMISSION, PLACEMENT, MANAGEMENT 

 
 
 
 

 

 
 
 

1. SUBMISSION 
 

      Submission entry is done after selection process is completed and X-80 send to the vacancy 
exchange / send to the employer  
 

Submission entry process can be done in VERIFIER level as well as in APPROVER Level. No approval 
is needed if it is done in VERIFIER Level 
 
 

 

 

 

Hyperlink “http://www.eemployment.kerala.gov.in/reg/rts/list-all-submissions” \t”-blank” 

Submission placement management  

https://www.employment.kerala.gov.in/reg/rts/list-all-submissions
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❖ Verifier/ approver level 
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Click here 
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➢ On clicking the “Submission, Placement Management” the following screen will Display 

 

  

  

➢ For adding new  submission click “Add New Submission” Then the following screen 
will be displayed 

 

 

 
 
 

https://www.employment.kerala.gov.in/reg/rts/list-all-submissions
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1.Select “Employment Sector” on the drop down menu 
 

 
 

Note  
• Select the employment sector as mentioned in the X 16 /  Requisition Form ( State Govt./ 

Quasi state Govt. / central Govt. /Quasi Central Govt. / Local Body / Pvt Act / Co – Operative ( 
State Govt. ) Etc.  
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2. Select the Employer and click “ Add Employer” 
 

 

 
 

 

 

Note 

• If there is no employer in the drop down menu , please sent the details of the employer to the 
directorate of employment for adding the employer to this menu 
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3. Please select the “Vacancy Type” from the drop down menu 
 

 

  

 

 

• Select the Vacancy type from the drop down menu as given in the requisition form or X-16 
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4.Select the submission status from the drop down menu ( Normally select “ SUBMITTED TO THE 
EMPLOYER “ 
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5. select the “Designation” from the drop down menu 

 

 

 

 
 

Note 

• If there is no designation as per X 16 in the drop down menu , please sent the details to the 
directorate of employment exchange for adding the Designation to this menu 
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6. Enter the Order Card Number.  
 

 

 
 

 

 

Note 

• The order Card Number must be in the unique format as per the direction from the employment 
directorate ( for Example 10-2024/326/O ) 

 

 
 
 
 



  336   
 

7. Enter the order card date (DD/MM/YYYY) i.e. the date of creation of Order Card Number 
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8. Enter the “Submission Date” (DD/MM/YYYY) 

 

 
 

 
Note 

• The Submission date the date in which the selection is made by the selection officer ( 
HC/JEO/JS/PO) 

• In the case of PSI is needed, the submission date is the date of submitting the Provisional X2A 
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9. Placement date will  enter at  the time of receiving the placement details received from the 
Employer or Vacancy Exchange 
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10. Enter the “Submission count” here ( Example 1/2/3 )  

 

 
 

 

 

Note  
• For Vacancy Exchange the submission count is always “1” Because In Vacancy Exchange order 

card will created at the time of booking and there  an Order Card for each  open and each 
community But in TEE, Order card will be created on after the selection & their only one order 
card 

• If one candidate is submitted to open and their community, submission count will be 2 
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11. Click the search button and select the NCO Number 

 

 
 

 

 

Note  
• NCO Number is enter as shown in the X-16 
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12. Enter the registration number of selected candidates with exchange code (i.e. 43-2019/123 or 
43-01/w1234 or 43-01/w1234p ....) 

 

 
 

 

• When enter the Registration Number , The name of the candidate is display below the 
Registration Number then click “ Save” 

• After  complete the addition of the selected jobseekers Registration Number as per X2A click 
“Close” Button   

 

 

            Completed the process…… 
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2. ADD SUBMISSION ENTRY USING CLONE OPTION 

 
➢ Clone option is used to copy a submission entry details one jobseeker to another  i.e. to add a 

jobseeker to the existing Order Card 

 

➢ On clicking the “Submission, Placement Management” the following screen will Display 

 

 

 

Enter the Order Card Number and click “Get List” then the list of jobseekers in that Order Card will 
display 

 

 

 

https://www.employment.kerala.gov.in/reg/rts/list-all-submissions
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Enter order card number 

Click the 

“Clone” 

button 
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➢ Then the following screen will be displayed 

 

 

 

 

 
 

Enter registration 

number with 

exchange code 

After entering the 
Registration Number with 
Exchange code 

• Click “View 
Jobseeker” then the 
Name of the job 
seeker will displayed 
below the 
Registration 
Number 

• Then click on 
“Clone” button 
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➢ On clicking the “Clone” Button the Submission entry is added to the jobseeker as shown in the 
image shown below 

 

 

 

Click clone 

button 
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                      Completed the process…….. 
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3. PLACEMENT 
The Placement Process can be done in “Verifier Level or Approver Level. No Approval is needed, if it 
is done in verifier level. 
Placement is taken after receiving result of selection from the Employer or from the Vacancy 
Exchange(X17) 

➢ To perform the placement Process, the following steps are to be done. 
 

 

                       

             
 

 

 

Verifier level Operations Submissions placement 

management 

CLICK HERE 
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1 .Click the “Submission Placement Management” menu from verifier - Operations - 
submission Placement Management 
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➢ Then the following screen will be displayed. 
 

2. Enter the Order Card Number and Registration Number, then click the button "get list" 

 

 
 

 

 

 

 

Enter card 

number here 
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3. Then the jobseekers details will display on the screen  
• Click the “place” button  
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4. Then the following screen will be displayed  
• Change the submission status to ‘selected” Option from the dropdown menu. 
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5. Enter the placement date. (DD/MM/YYYY) 
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6. click save and close 
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➢ Then the submission status of the respective jobseeker will be changed to 
“selected” 
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4. Cancel the Submission Entry 
 

➢ The submission entries are cancelled for various reasons such as wrong selection, when the 
employer cancels the vacancy, if the vacancy exchange returned the list due to various reason 
etc.  

➢ For cancelling the submission entries, the following steps are to be done. 
 

1. Click the submission placement management menu from verifier - Operations - submission 
Placement Management 

2. Enter the order card no. and click get list 

 

                          

 

Enter order 

card number 
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3. Then the following screen will be displayed.  
➢ The screen contains the list of jobseekers submitted as per the order card entered. 
➢ For cancelling the submission entry, make tick mark on the box on the right side of the 

respective jobseeker. 
 

 
 

 

 

Note:-For cancelling multiple number of “Submissions “Please mark all the jobseekers. 
 

 
 
 
 

Make tick 

mark here 



  357   
 

4. When clicking the menu ‘bulk cancel “the following screen will display. 
 

• Then enter the reason for cancelling the submission on the remarks column 
 

 
 

 

 
 
 
 
 

 

Enter the reason 
Click 

“confirm”  
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➢ When clicking the confirm menu. The submission status will be changed to “Cancelled” 
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            XXI- Re- Entry procedure 
Re-entry is made when a candidate produces the discharge certificate from the employer on getting a job 

sponsored from Employment Exchange. It should be in a prescribed format and Re-entry is made only after 

getting permission from the officer.  These steps are following for Re-entry 

 

1. Verifier Level 
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Click re-entry 

in verify option  
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Enter registration 

number and click 

Go 
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Click show 

submission details  
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Click re-entry 
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➢ Note- Fill all mandatory fields which are indicated with Red star 
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Select sector of vacancy 

• Select Sector of vacancy as per notified such as SG SGQ, CG .CQG. LBS. PVT 
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*Select Nature of vacancy 
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➢ Fill Mode of appointment 

➢ Note- Mode of appointment should be filled as Employment  
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Select Employer 
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➢ Fill the experience from date  & to date in  dd/mm/yy format 
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➢ Fill duration, scale of pay and pay on relieving 

 Fill scale of pay or Daily wages as per notification 
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➢ Reason for discharge and character should be filled 

➢ Fill nature of conduct of candidate 
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➢ Fill the designation 

➢ Fill the reason for discharge 

➢ Fill designation, issuing certificate authority name, certificate number and date 
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                                 Re-entry process finished at verifier mode… 

2. Approver Level: Approve the Re-entry 

              

If DGES 
applicable 
please click here 

 

Click save  

Fill entry 

date 
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            XXII-COMPARE JOBSEEKER 
➢ Compare jobseeker is used to check whether a candidate has multiple registrations in same 

exchange. To compare a jobseeker      go to verifier mode and select compare jobseeker 
option from operations menu. This function is not available in operator level. 

 

 

 

 

 

 

Click here 
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➢ Enter registration number and click get list button 
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➢ Here we can see the multiple registration details of the same candidate in a single page 
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       XXIII-RESTORE THE SENIORITY OF A CANDIDATE 
➢ This option works only when Special Renewal is active. 
➢ The process starts with verifier level and end with approving the process by an approver 

 

 

 

 

 

Enter PEN 

number as 

login ID 

Enter 

password 

Click here 
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     1. Verifier level 
➢ Select Verifier Level 

 

 

 

 

 

 

 

Click here 
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➢ Then click OPERATIONS 
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➢ select RESTORE SENIORITY 

 

 

 

 

 

 

 

 

 

Click restore 

seniority 
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➢ Type Re-registered number after Exchange code then click Go 

 

 

 

 

 

 

 

 

 

 

 

Type Re-registered number 

here after exchange code 

(eg: for male 97-2019/316, 

for female 97-08/w316) 
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➢ Verify the candidate name and details shown in there if the data  correct  then click RESTORE 
SENIORITY OF JOBSEEKR 

 

 

 

Click here to 

view the 

notes and 

adding notes Click here for restore 

the seniority 

Click here for view 

the details of 

candidate 
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➢ After this process, the application will be moved to special renewal register 

 

 

 

 

Click here 
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➢ In some cases RESTORE SENIORITY OF A JOBSEEKER option not shown in there because the candidates’ old 
registration number has no data or new registration number is not linked with old registration number. 
Link the number by using single migration option or use  MOVE TO SR option  and get a window showing 
details of candidate click SUBMIT then   special renewal application generated  in special renewal register    

 

 

 

 

 

 

Click here 
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• Then shows the candidates’ details- check, if correct, click SUBMIT 
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Click yes 
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Enter RE-
REGISTERATION 

NUMBER then click 
SEARCH 
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Click here for 

verify 
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Verify all fields personal details, qualification, willingness, etc… then click   OVERALL VERIFICATION 
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➢ Then Once again open the Special Renewal Register enter the registration number and search 
the number then click Done option. 
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      The verifier level action completed…………… 

 

 

 

 

 

 

 

The data should be 

shown as verified 
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2. Approver Level 
 

1. If the data is verified, select approver level or approver login with user id and login password of approver. 
2. Select approver level and go to OPERATION select SPECIAL RENEWAL REGISTER  
3. Then enter REGISTERATION NUMBER and click SEARCH button 
4. Candidate details are shown-check -then click SET SR, APPROVE and DONE 
5. If the application is wrong, the approver can reject the application by using  REJECT button 

 

➢ Go to special renewal register enter the registration number the click SET SR 
 

 
 

 

 

Click here for reject 

the application 
Click here for 

set SR 
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➢ Then back to special renewal register and click APPROVE button 
 

 
 

Click process 

Enter last 

renewed 

date 

Click here for 

approve 
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➢ Then click  OVER ALL APPROVAL click if submitted to P&E or not then click  YES 
 

 
 

 

 

 

 

 

 

  



  396   
 

 

 
 

 

 
 
 
 
 
 
 

 

CLICK 

HERE 



  397   
 

 

 
 

 

 

The process completed 

shown in here 

After clicking DONE 

BUTTON, the special 

renewal process is 

completed 

Click done 

button 

The candidate’s 

seniority restored 
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                              XXIV- QUICK ENTRY 
     Quick Entry is the process of quick jobseeker registration adopted in Employment Exchanges, 
when there occurs an uncontrollable rush of jobseekers, who have not done online pre-registration 
process. 

To start and complete quick entry process of a candidate there must be an operator, verifier and 
Admin in the office. Also the office should be allotted with Quick entry permission in the Master Dash 
board controlled by Computer Cell in Employment Directorate. So before starting quick entry, ensure 
that proper seats have been allotted for you and your subordinate/superior and Quick entry 
permission is enabled in master dashboard. 

 

➢ To Start with, Log in as Operator (See Login Help). You will be in the screen shown below. 
➢ Then you can click on the Quick Entry menu item. 
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1. Operator Level 
 

 

 

➢ Quick entry menu item is also available in Verifier Mode as Shown below. 

Click Quick Entry 
menu in operator 
mode 
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2. Verifier Level   
 

 

Quick entry menu 
available in 
verifier mode 
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➢ Then you will be directed to the next screen for filling the essential data about the job seeker. Here a check 
box to indicate differently abled candidates and candidates having +2 level qualification.  

➢ If candidate is having further higher Qualification it should be completely entered after the complete quick 
entry process described below. 

 

 

 

 

Click Save 

If candidate have 
12 std tick this box 

 

If DA Tick 

this box 
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Log in as verifier and click on Quick entry completion List. The screen below will be shown. In pending 
List you can see the details of candidate whose quick entry process is completed by operator. 

 

 

➢ No further verification is required if Quick Entry done by Verifier.  
➢ Login as Approver. See the screen below. Click on ‘finalize Quick Entry’. You must ensure that 

your mode is “Approver”. Click any on the two options available in then screen for ‘Finalize 
Quick Entry’ 
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3. Approver Level 
 

 

 

 

 

Finalize Quick Entry 
in Approver Mode 
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➢ Here you will get a list of candidate details which is waiting to be finalized. Click on the approve 
button to start approval 

 

 

 

➢ As Approver can see/edit the details entered by operator/verifier and approve the record. 
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After check/correction 
finally click this button 
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➢ Then a screen to show the Employment ID card is popped up.  

 

 

 

 

Click to show/print 
ID card 
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➢ Click and print out the ID card and can be handed over to the candidate. 
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➢ After the excess rush of jobseekers are managed, you have to complete all the details of the 
registered candidate through complete Quick Entry process. 
 

➢ Log in as Operator. Click on Quick Entry completion Menu item 
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To enter further details of a 
candidate click “Quick Entry 
Completion List” under Operator 
Mode. 
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Click “Process” to 
start enter details 
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➢ You will be redirected to a screen similar to Fresh registration Process (See its Help). You should 
enter all the details given by candidate through different items in dash board and click on 
confirm button and lock user button. 

 

 

 

After enter details in 
required fields press 
“Confirm” button 
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➢ You can see the jobseeker details to be completed in ‘Pending list’ and details of completed 
jobseeker through ‘Completed List’. 

 

Click on 
Lock User 
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➢ Enter captcha, Click on Confirm Lock button  
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➢ Then operator have to click the ‘Done’ button against the details shown in the Quick Entry 
completion List 

 

➢ You will get the registration number from here to verify/approve quick entry completion. or use search 
option 

➢ operator have to click this to complete the process 

 

➢ Then you have to login as Verifier and verify jobseeker details and overall verification. (See Fresh 
Registration Help). 
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➢ Login as approver and approve jobseeker using Registration number as in addition of 
Qualification. (See addition of Qualification Help) 
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                 XXV- Reset password of Employee 
 

➢ Open admin Menu in EEE, Reset Password can be done in Verifier, Approver and Admin Level 

Step 1 

 

 

 

Click on 

administration 
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Step 2 

 

 

 

 

 

Click on reset 

password 
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Step 3 

 

Step 4 

 

Enter user 

ID/e-mail 

Click here 
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Step 5 

 

 

 

 

 

Type a minimum 8 digit 

password with at least one 

upper case alphabet, symbol 

and number here 

Retype the 

password here 
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Step 6 

 

 

 

 

 

Click here 
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Step 7 

 

 

 

Click here 
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                   XXVI- APPROVAL RESET 
[Note: Approval Reset function is used to edit existing saved data in the database. Only Officials 
having Approver Role can carry out this function.] 

➢ Login and Go to Approver dashboard  

1. Approver Level 

➢ Select Administration menu. 

 

 

Click here 
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➢ From the Administration Menu click on “Approval Reset” Tab. 
 

 

 

 

 

 

 

 

 

 

Click here 
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➢ The following screen will be displayed, then click search Jobseeker button. 

 

 

  

 

 

Click here 

Select search 

parameter from the 

list (Eg- Reg.No) 
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Input the 

corresponding 

search parameter 

Click search 
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➢ Put Tick mark in the check box shown at right end of the search result as shown in the figure 
below and  click Select job seeker 

 

 

 

 

 

 

 

 

Put tick mark 

Click select 

job seeker 
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➢ Input the No. of days to keep it unapproved (for e.g. - 1) and click Submit. 
 

               

➢ On the next screen click the “Yes Reset it “button 

           

Insert number 

of days 
Click submit 

Click here 
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The screen will be displayed like this: 

     

 

 

By clicking “OK” Approval Reset process is completed… 

 

[Note- After completion of editing in necessary fields of Job seeker through verifier dashboard, 
“overall verification” must be executed. Then go to Approver dashboard, approve all edited fields 
and then “overall approval” must also be executed.] 

 

 

Click here 
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              XXVII- Manual Qualification Sync 
➢ This is used to sync qualification between primary and secondary registrations of a candidate. If a 

candidate have added a qualification only in any one of his primary or secondary registration then use this 
option to include the qualification in secondary or primary registration. 

➢ First link this registrations. Process shown below  

           

➢ If the Jobseeker is NOT linked to any other registration record, there will be only one registration number 
with P as prefix.(Primary) 
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1. Admin Level 
 

 
 

 

 

 

Click Link jobseeker 
in Admin Mode 
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Enter the  
registration number 
and click GO 
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Then Click 
GO button 

 

Enter the register number to 
be linked with the secondary 
Registration number 
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If Details shown are 
found correct click YES 

 



  434   
 

 

 

 

 

 

 

 

Click Link 

Jobseeker 

Button 
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➢ A message ‘Linked successfully’ is shown as below 
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Then start the sync. You have to change to Approver mode 

 

 

 

Click on Manual 
Qualification Sync Menu 
item in Approver mode 
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Enter Native Reg. 
No. and Click GO 
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Click on Manual 
Qualification Sync 
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➢ A Screen showing the qualification entered in Primary and Secondary registrations is shown. 
The upper side is for primary and lower side is for secondary. 

 

 

 

 

• use Sync to Primary 
or Sync To 
Secondary button to 
add a Qualification 
to other registration 
record 

• Click on the Sync 
button in which an 
extra qualification 
found when 
compared to other 
registration(Primary
/Secondary) 
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                       XXVIII- MANAGE SEATS 

1. Adding a new seat 
➢ Whenever an Employee joins the office he/she should be assigned seat in EEE.  
➢ Open Admin dashboard in EEE 

 

 

Click on 

administration 



  441   
 

 

➢ following window will be displayed 

 

 

Click on 

manage seats 

Note-: Here in this window 

you can see every seats 
present in your office with 
their Name, Designation,  
section and seat numbers, you 
can add a new seat by clicking 
ADD NEW option. You can edit 
and change employee by 
clicking on the respective 
menu. 
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Click here 
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1-Type section code  

2-Type seat code 

3-Type seat name  

4-Type level (level 

numbers are given 

below) 

Click save 
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4. Change Employee 
➢ This option is used when an Employee joins the office, the employee is transferred to another section, 

transferred to another office, retires or if the employee is on long leave. 

 

 

Click on change 

employee option 
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Click here 

Select 

employee 

Please note that every employee 

in eee should be assigned a seat. 

Even though an employee may be 

holding more than one section, in 

seat management system the 

name of an employee should 

appear only once. More than one 

section can be assigned to an 

employee. The section name can 

be edited and given as A1/C1/E1.  
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If no Employee is selected you can keep the seat as vacant 

 

 

 

 

 

Click save 
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5. Edit Employee 
 

 

 

Click the edit 

option 
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Click to select 

office name  
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1-Type section code  

2-Type seat code 

3-Type seat name  

4-Type level (level 

numbers are given 

below) 

 

Click save 
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6. Remove any seat  
 

 

 

 

 

 

Click remove 

option 
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                     XXIX- EXCHANGE MANAGEMENT 

1. Admin Level 

 

➢ Click on admin dashboard. 

 

 

 

 

 

 

Click here 
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Click exchange 

management option in 

administration 
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➢ The following screen will be displayed. 

 

 

 

 

 

 

Here you can see the 

current running Reg.No 
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➢ You can manually set a current running Registration Number as seen below. 
➢ At present this option is not to be used, as numbers are continuously generated. This was 

used during the time of migration from Thozhil software during March 2017, where, to 
maintain continuity, it was necessary to set Registration number. 

 

 

 

 

 

Here you have to enter a Reg. No 

that you need to set as a current 

running Reg. No (Eg; 2019/3500) 

Then click on 
Set Reg No 
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Click Yes, Set 

Reg. No 

Click ok 
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➢ You can disable fresh registration and Stop site for public usage by using the Option Given 
Below. 

 

 

Enable this to 

disable fresh 

registration  

Enable this to stop site 

for public usage 
Click here 
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Click here 

Click ok 
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By clicking this you 

reset the X16 number  
If X16 number is to be reset, this option is to be 

used. Check the current  running X16 number and for 

example inorder to get X16 number 109 you have to 

set the X16 number as 2025/108 (ie. One less than 

the expected number- 2025 is the current year) 
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If orderCard number is to be reset, this option is to be 

used. Check the current running orderCard number for 

example and inorder to get orderCard number 109 you 

have to set the orderCard number as 2025/108 (ie. One 

less than the expected number- 2025 is the current year) 

 

By clicking this you reset 

the orderCard number 
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XXX- Exchange Jurisdiction 
➢ Available in Admin level 

➢ Open Admin mode in EEE 

 

 

 

Click 

administration  
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Click on 

exchange 

jurisdiction 
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➢ The places under the jurisdiction of the office is displayed 
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                          XXXI- Allow Placed Card Edit 
 This menu is used to edit a jobseeker who is in placement status. We can add any Qualification and 
renew jobseeker who is in Placement using this procedure. If we want to edit details we have to do 
an ‘Approval Reset’ (see Help) 

Log in as administrator. Click ‘Allow Placed Card Edit’ menu under Operations 

1. Admin Level 

  

➢ Enter the register number and click ‘GO’. you will get the screen below 

Click Allow placed 
card edit 
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Click Allow Edit 
Permission button 
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➢ The next screen is shown below 

➢ You have to enter the days which the record is allowed to be edited 

 

 

 

➢ After this is given, Renewal or addition option can be used to either Renew or add any 
qualification in a placed jobseeker 

 

Then Click Yes 

button 
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                         XXXII-Manage Employees 
• Admin Level 

 

 

 

 

 

 

Select 

Administration 

Click Manage 

Employees 
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1. Add New Employee 

 

 

 

 

 

 

 

 

Fill All the 

Mandatory fields 

and Save 

 

Click Add New 
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2. Existing Employees 
➢ In the case of existing Employees, click on Menu it will display View, Transfer, Enable/Disable, Edit, Roles  

 

 

 

 

 



  469   
 

3. View 

 

 

 

 

 

 

 

 

Click view  
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4. Transfer of Employee 

 

 

 

 

➢ When transfer option is given, this goes for approval to Directorate Admin. Only after Approval, this 

Employee will be listed in the new Exchange. 

 

Click 

Transfer 

Fill all the fields 
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5. Enable/Disable 
➢ You can either Enable or Disable an Employee. This is a toggle key. 

 

 

 

 

 

 

 

Select the 

Reason for 

Disable 

Click disable 
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6. Edit 
 

 

 

 

 

Click Save 

Click edit Fill all the Fields 
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7. Assigning Role 
 

 

 

 

 

Select Employee 

 

Choose roles 

 

Assign Role and save 
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XXXIII-Initiate P & E /Local Exchange Registration Request 
 

➢ Present in Approver Level. During registration in local exchange or in P&E Exchange, if request to P&E 

Exchange or request for local exchange registration is not done in approval mode, then this option can be 

used. 

➢ Select Approver Mode 

 

 

2. Select Initiate other Exchange 

Registration Request in Operation Menu 
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         Successfully initiated will be displayed in the window…….. 

 Click Go 

 

Enter Registration 

Number  

 

Select Initiate P &E 

/Local Exchange 

Request 
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           XXXIV- REGISTRATION BY OTHER EXCHANGE 

1. Verifier Level. 
➢ This option is used to verify the registration send from local exchange to P&E and vice versa. 

                                     

 

➢ Check for duplicates using ‘Check dupes’ option. (Duplicate happens when a registration is already send to 

local or P&E Exchange and by mistake this is again forwarded). If no dupes is present then click ‘Verify’ 

Select Registration 

by Other Exchanges 
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                  Process completed in Verifier level…… 

Enter Remarks  

 Click Verify 

 

the message  will 

be displayed 
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2. Approver Level 

 

                                            

 

 

 

 

Select  Registration 

by Other Exchanges 
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                                     The Process completed…… 

Enter Remarks  
Click Approve 

Click ID here to 

view the ID Card 
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        XXXV- ADD EMPLOYER-WITHIN THE EXCHANGE 

1. Operator Level 

 

                            

 

Select Add 

Employer from 

Process Menu 
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Click Create 

Employer Profile 

Fill All Mandatory 

Fields and click save 
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Forward to 

Verifier 
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2. Verifier Level 
➢ Select Verify Employer from Verify Menu 

➢ If you Want to edit then Click Edit Option and verify 

 

 

Click Process 
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Forwarded to 

Approver 

 

Click here 
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         Now the Process is Completed in Verifier Level…….. 
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3. Approver Level 
➢ Select Approve Employer From Approve Menu 

 

 

Click process 

Click forward 

➢ Approved 

Employer is 

forwarded to Head 

Of Office.(Admin) 
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             Now the Process is completed in Approver Level…… 

Click Here 

Click Here 
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4. Admin Level 
➢ Select Manage Employer From Administration Menu 

 

 

Click Here 
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Click process 

1. Select Exchange. 
2. Assign to Concerned   
Section (Vacancy/EMI)  
3. Click Finalize. 
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                       Now the Process is completed in Admin Level…… 

Click Here 

Click Here 

Before Finalizing, the Admin 

can assign this Employer 

profile to suboffice in whose 

jurisdiction the Employer is 

situated. Assign Seat in Admin 

mode can be used to assign to 

other suboffice, wherein the 

Employer can be verified at 

that office and can be send 

back to concerned DEE where 

the Admin can finalize 



  491   
 

       XXXVI-ADDING REQUISITION WITHIN THE EXCHANGE 
Operator Level 

 

 

 

 

 

 

➢ Click Requisition from OC Menu 

 

Click Here 

➢ Requisition process starts from Operator then to Admin, forwards to 

concerned verifier approver admin for approval 
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Select the 

employer 
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Fill all the mandatory fields 
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Select 

District 

If Yes Click 

Here 

Click Lock 
If you want to edit any 

field Click Edit Button 
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                                           Adding Requisition process with in the exchange is completed… 

 

Click Here 

This message 

will be 

displayed 



  496   
 

            XXXVII- PREPARATION OF X16 

1. Admin Level 

 

 

 

Click 

requisition 

option in OC 

menu 
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Process ക്ലിക്ക് ചെയ്തു ലഭിക്കുന്ന വിൻഡ ോ ഫീൽ ് ചവരിഫഫയ് ചെയ്യന്നതിഡലക്കു vacancy clerk ചെ seat assign 

ചെയ്യണം.  verifier ൽ  OC  option ൽ െിന്നും requisition ഓപ്പൺ ചെയ്യുഡപോൾ തോചെ കോണുന്ന വിൻഡ ോ കോണുകയും 

അതിചല  verify ബട്ടൺ ക്ലിക്ക് ചെയ്യ്തു ഫീൽ ് കൾ ചവരിഫഫയ ്ചെയ്തു ഡ ോസ്റ്റർ ചെറ്്റ ചെയ്തു അപ്പ്പ്പൂവർക്കു ഡഫോർഡവ ് 

ചെഡയ്യണ്ടതോണ്. 

 

 

 

 

Click process 
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2. Verifier Level 

 

 

 

 

 

 

 

 

 

Click here 
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3. Set Roster 
    ഡ ോസ്റ്റർ ചെറ്റ് ചെയ്യന്ന വിധം 

തോചെ കോണുന്ന Roster ഓപ്ഷെിൽ െിന്നും Add New select ചെയ്തു തോചെ കോണുന്നതരത്തിൽ ഫീൽ ് ഫിൽ 

ചെയ്തു Create ക്ലിക്ക് ചെയ്യുന്നഡതോടുകൂടി ഡ ോസ്റ്റർ െപർ ജെഡ റ്റ് ആകുകയും roster ലഭിക്കുകയും ചെയ്യും 
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ലഭിച്ച  ികയുെിഷൻ ഇത്തരത്തിൽ ഫിൽ ചെയ്തു save and verify ചെയ്യുഡപോൾ തോചെ കോണുന്ന തരത്തിൽ 

വിൻഡ ോ ലഭിക്കുകയും അതിൽ ഡ ോെ് റ്റർ ഡപോയിെ് ് ചെറ്റ് ചെയ്തു submit button ക്ലിക്ക് ചെയ്യുന്നഡതോടുകൂട്ടി 

x 16 അപ്പ്പ്പൂവർക്കു ലഭിക്കുകയും അപ്പ്പ്പൂവർ അപ്പ്പ്പൂവ്ചെയ്തു അഡ്മിെ് forward ചെഡയ്യണ്ടതോണ്. 
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(a) Admin Level 
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അഡ്മിൻ finalize ചെയ്യുന്നഡതോടുകൂടി തോചെ കോണുന്ന രീതിയിൽ X16 ജെഡ റ്റ് ചെയ്യചപ്പടുകയും അപ്ലിഡക്കഷൻ 

എക്െ്ഡെഞ്ച് കളിൽ x16 ഡഫോർഡവ ് ചെയ്യചപ്പടുകയും ചെയ്യുന്നു . 
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                              X16 

 

        

 

                    Process Completed…… 
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                       XXXVIII- SELECTION 

ഡപ്പ്പോെസ്സ് ചെയ്ത x16 vacancy exchange  ഉം applicant exchange ഉം തുടർെടപടി  ചെഡയ്യണ്ട 

വിധം  

➢ Vacancy exchange  

 ീകവിെിഷൻ  Finalize ചെയ്യുന്നഡതോടു  കൂടി തോചെ കോണുന്നതരത്തിലുള്ള  വിൻഡ ോ ലഭിക്കുകയും  x16  ൽ 

ചെലക്ട് ചെയ്തിട്ടുള്ള അല്ലങ്കിൽ vacancy എക്െ്ഡെഞ്ച് െു കീെുള്ള applicant എക്െ്ഡെഞ്ച് കളുചട അഡ്മിെു 

ലഭിക്കുന്നു . 
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➢ requisition finalize ചെയ്യുന്നഡതോടുകൂടി തോചെകോണുന്ന വിൻഡ ോ ലഭിക്കുകയും ,അഡ്മിൻ 

ചെക്ഷെുഡവണ്ടി െീറ്റ് assign ചെയ്യോവുന്നതോണ് 
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➢ applicant എക്െ്ഡെഞ്ച ്അഡ്മിൻ ചെഡയ്യണ്ട െടപടി പ്പ്കമം  

Applicant എക്െ്ഡെഞ്ച് അഡ്മിൻ തോചെ കോണിച്ചിരിക്കുന്ന വിൻഡ ോ ഓപ്പൺ ചെയ്യുഡപോൾ കോണുന്ന finalized 

x16 / x17 ഓപ്പൺ ചെയ്ത  ് ിമോർക് ഡരഖപ്പടുത്തി (Selection JEO) Vacancy ക്ലോർക്ക് െ് assign ചെയ്യണം. 
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തുടർന്ന് വോക്കൻെി ക്ലോർക്ക് ഓർ ർ കോർ ് ഓപ്പൺ ചെയ്ത ഡേഷം  ിമോർകിൽ പ ഞ്ഞിരിക്കുന്ന Selection JEO 

ക്ക്  assign ചെയ്യണ്ടതോണ് . (െിലവിൽ വോക്കൻെി ക്ലോർക്ക് ഒന്നും ഡരഖചപ്പടുഡത്തണ്ടതില്ല .അപ്പ്പ്പൂവർ ചലവലിൽ 

ചെയ്യോവുന്നതോണ്. 
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. തുടർെ് selection JEO തോചെകോണുന്ന തരത്തിലുള്ള വിൻഡ ോയിൽ െിന്നും VIEW CRITERIA ഓപ്പൺ ചെയ്തു 

െിലവിൽ ലിസ്റ്റ് ഡപ്പ്പോെസ്സ് ചെയ് യുന്ന തരത്തിൽ കണ്ടിഷൻ െൽകി ലിസ്റ്റ് ഡപ്പ്പോെസ്സ് ചെയ്യോവുന്നതോണ് 
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Click here 
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ഡമൽ കോണിച്ചിരിക്കുന്ന ലിസ്റ്റിൽ െിന്നും മോെവൽ ചെക്ഷൻ എടുഡക്കണ്ടതോണ് .തുടർന്ന് കണ്ടിഷൻെ് 

എല്ലോം േരി ആചണന്ന് ഉ പ്പു വരുത്തിയതിെു ഡേഷം finalize ബട്ടൺ ക്ലിക്ക് ചെഡയ്യണ്ടതും selection ,review 

selection എന്നീ ബട്ടൺ ആക്റ്റീവ ്ആകുകയും അതിൽ െിന്നും  review selection ബട്ടൺ ചെലക്ട് ചെയ്തു മോെവൽ 

ചെലക്ഷെും  ിവയൂ ചെലക്ഷെും തോരതമയം ചെയ്തു മോറ്റങ്ങൾ എചെങ്കിലും വരുത്തി confirm selection ക്ലിക്ക് 

ചെയ്ത  ചെക്ഷൻ അപ്പ്പ്പൂവ ്ചെയ്യോവുന്നതോണ് . 
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   XXXIX- REVIEW SELECTION WINDOW 
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 ിവയൂ ചെചലക്ഷൻ െടത്തിയതിെു ഡേഷം തോചെ കോണുന്ന വിൻഡ ോയിൽ confirm selection 

െടഡത്തണ്ടതും തുടർന്ന് ചെചലക്ഷൻ എക്െ്ഡെഞ്ച് അഡ്മിെ് ലഭിക്കുകയും ചെയ്യുന്നു. Conform ചെയ്തു 

കെിഞ്ഞോൽ അപ്പ്പ്പൂവർക്കു മോറ്റം വരുത്തോൻ കെിയുന്നതല്ല. 
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അപ്പ്പ്പൂവർ ഡ ോൾ  

അപ്പ്പ്പൂവർ ചെചലക്ഷൻ കൺഡഫോം ചെയ്തു അഡ്മിെ് െീറ്റ് assign ചെയ്യുന്നഡതോടുകൂടി തോചെ കോണുന്ന 

തരത്തിചല വിൻഡ ോ അഡ്മിെിെു ലഭിക്കുകയും criteria verification െടത്തി ചെചലക്ഷൻ ക ക്ഷൻ ഉചണ്ടങ്കിൽ  

തിരിചക അപ്പ്പ്പൂവർക്കു െൽഡകണ്ടതും , ചെചലക്ഷൻ ക ക്ട് ആചണങ്കിൽ  Finalize ബട്ടൺ ക്ലിക്ക് ചെയ്തു ലിസ്റ്റ് 

finalize ചെഡയ്യണ്ടതോണ്. 
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