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This section outlines the purpose and scope of the SOP.

1.1 Purpose:

This SOP outlines the procedures for effectively utilizing the e-Training Resource Center, to
fulfill the required responsibilities under each of the respective designated roles. It is designed to
ensure that all users and administrators including SCERT, DIET and School authorities, trainers,
coordinators and trainees can navigate the platform designated to them efficiently.
Administrators can manage training sessions, track progress of each area, school and teacher-
wise and utilize available resources coherently.

1.2 Scope:

This SOP applies to all users of the e-Training Resource Center, including teachers, training
coordinators and the administrative staff. It also serves as a guide for navigating through the
features made available for the respective user types.

The SOP covers the process of logging in, accessing relevant data and utilizing support features.
Other key features such as tracking the progress of teachers, training program creation, the
nomination of teachers and also their generation of certificates after the completion of the training
will be discussed under their corresponding user-specific instructions.

The training that will be catered through the platform will be an in-service training such as
Refresher Training, Induction training, Subject-specific training and more under the following
categories or types:

e Administrative.

e Academic.

e Monitoring and evaluation.

e Technology Advancement.

e Capacity Building.

e Financial Administration & School Management.
e Lab Technology.

e Lab Skills.
e Office Procedures.
e POCSO.

e Guidance and Counselling.
¢ In-service Orientation Program
e Induction Procedures

These trainings have further sub-categories. Each of the categories and subcategories of training
can be allotted to the target group by the administration.
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Different types of users are involved with the in-service training and the functionality of the user
type will determine their access level.

1.3 Navigating the Portal

To access the e-TRC portal visit - https://ttms.deepspatial.app/

The following section discusses all the logins in detail:

1) SCERT Login.

2) School Login.

3) Teacher Login.

4) Admin Login

5) DIET Login

6) Co-Ordinator Login


https://ttms-dev.deepspatial.app/
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This section contains the step-by-step procedure for logging into the portal for various user types.

2.1 How to Login?

The e-TRC portal opens to the homepage, which contains a link to the e-HSCRC portal,
information about the e-TRC portal, a link to the registration page, and a link to the Login page,
as shown in the Figure below.

25|
H
H

Welcome toTeachers Training
Management System

i

Training Program Design

'WEBSITE POLICIES OTHER LINKS

Figure 1 - eTRC Homepage

The user has to register using the Registration link on the homepage. After submitting details user
will receive the username and password on their registered mobile number and the user will be
redirected to the login page of the e-TRC application. After registration the user can visit the
login page directly every time by clicking https://ttms.deepspatial.app/ and the following image
shows the interface of login page.
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User Type

® Remember

Figure 2 - e-TRC portal - Login Interface
Thereafter, the following are the steps to follow:

Step 1 — Select the User Type — SCERT, DIET, Admin, School, Teacher, Coordinator

Figure 3 - Login page - select user type

Step2 - Here user enters the credentials (received on the registered mobile number), i.e.,
username and password.
Step 3 — After entering the correct credentials click on “Login” to access the portal.
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Figure 4 - After Adding Credentials, Click Login (SCERT login as example)

Step 5 - Upon validation of the correct credentials, a dialog box opens which reads — “User
logged in successfully” on the top right-hand corner and the page.

Figure 5 - User logged in successfully interface

2.2 Errors and exceptions in Logging in
The login of the users may fail due to one or all of the following reasons:

e Incorrect User ID or password

e User Login Expired/Account is locked (report the matter to e-TRC
Helpdesk (spdssahp@gmail.com) and mention employee number)

o Network / Server failure

In all cases of errors, the system will display relevant error message.

e-TRC - SOP
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2.2.1 Incorrect User ID or Password
This error could occur because the user has entered the User ID /or password incorrectly. The
system will display “Incorrect Credentials™” as a pop-up message:

23

Password

® Remember

Figure 6 - Error on incorrect user ID or password

2.2.2 User Login Expired/Account is locked
In the user management module, corresponding to every new user created, the expiry date for that
user ID is stored. Upon reaching the expiry date, the user would not be able to login successfully.

2.2.3 Network / Server failure
In the case where your system is unable to establish a network connection with the designated
server, the system will display a message.

2.3 Initiation

After a successful registration and login, the dashboards of the respective users open, giving
specific details about training progress, track record and management. The dashboards also open
to important notices and a calendar showing important training dates.

These dashboards are important for consolidating information. The different tabs in various
logins help to get through the details of the training pertaining to each user.
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This section lists all features available for each access level.

e-TRC - SOP

The access granted and features made available depend on the type of user logged into the e-
TRC. A key factor in determining this is the roles and responsibilities of the different users.

Given below are the details on the roles according to the corresponding user type:

User type— Admin SCERT/DIET School Teacher Coordinator
Roles and 1.Address any 1) Oversee the overall | 1) Monitor training | 1) Register for 1. Mark
responsibilities | glitch in the training programs. status of their training presence or
— system while respective teachers. | workshops. absence of

logging in 2) Monitor the trainees and
effectiveness and 2) Stay up to date 2) Monitor self- share with

2.Maintain and impact of the with upcoming progress with SCERT

supervise records | training programs. training respect to the

of the number of information. overall training 2.Maintain

users logged in
and crash of the
system.

3.Provide need
based access to
all the users

3) Create and
schedule new
training programs.

4) Add new training
categories to the
database.

5) Add new venue,
resource persons,
venues and
coordinators to the
database.

6) Alot the venue for
each program.

7. Alot resource
persons and
coordinators to the
training sessions

8) Declare the
number of
participants for each
training.

9) Notify the schools

3) Upload teacher
details to the
database.

4) Nominate staff to
attend training/
workshops.

5) Monitor the
number of
registrations for
every training
session.

6) Monitor the
overall training
status of school
teachers.

courses.

3) Keep track of
training session
details and topics
discussed.

4) Achieve training
targets.

5) Download
certificates of
training and
improve personal
profile.

records of the
training under
him/her

3.See his/her
overall
progress as a
coordinator

10
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and trainers of
scheduled trainings.

10) Analyze reports
on the trainings
conducted and their
outcomes.

11) Generate
certificate for the
participants

3.1 Admin login:

Under the responsibilities associated with the Admin, the features available on this portal serve as
an aid to effectively fulfill their administrative and monitoring goals in a faster and more efficient
manner.

3.1.1 Admin Dashboard:
Once the user selects the AC year, District, Block, and the information on users logged on, the
number of tickets raised by a user, issues resolved by the admin, and crucial information wrt the
server is displayed.:

The Login opens to a dashboard page as below:

Welcome Admin!

=

—— B
L - - | - __________— ______———- [}
. . a

. . =

a

Figure 7 - Admin dashboard information

= &

- | ——
-

e a

Figure 8: Feedbacks and Storage information

11
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3.1.2 Training Program Design
This tab has four subtabs — 1) Add New Training, 2) Add New Venue, 3) Add New Trainer and
4) Add New Coordinator

+ Training Program Design v

O Add New Training
O Add New venue
O Add New Trainer

o Add New Coordinator

Figure 9 - Subtabs for Training Program Design, Admin Login

3.1.2.1 Add New Training:
To create a new Training Program for a batch, this feature has been introduced
within SCERT/DIET, e-TRC.

New Training Program Creation

Test Troining_13001 Training Yest- 10 e Tewt_Troining_15
G oor2024. 12j06/2024 Ta/os/024 27jos 2024
‘schools-1

Schoois- 3 haois-3 ‘schools-2
Trainees Expected- 10 Traness Eapectod- 40 Traiwes Expected- 13 Tramens txpectad- 25

Figure 10 - Add a new Training Page, Admin Login

To create and schedule a new training program, fill in the details to get started:
Step 1 - Enter the training title, notification number (which is optional), and the description of the
training.

Step 2 - Input the date: this may be done manually in the dd-mm-yy format or by clicking on the
calendar icon and selecting the date from the virtual calendar.

12
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Select Start Date
BB mm-yyyy o

June, 2024 ~ N
v

T Mo Tu We Th Fr Sa Su

v

v Seating Capacity E

24 25 26 27 28 28 30

1 1 2 3 4 5 B 7

Clear Today

Figure 11 - Calendar selection, Admin Login

Step 3 - Select the training category.

Figure 12 - Training Category selection, Admin Login

Step 4 - After selecting the relevant training category and an additional “Sub-category” drop-
down menu will be revealed.

Step 5 - Likewise, to select the training sub-category, click on the “Select Training Sub-
Category” drop-down menu to see the available options.

v

jopment

Figure 13 - Training Sub-category, Admin Login

Step 6 - Choose the venue where the particular training is to be scheduled. Once the venue is
selected, it’s seating capacity will be automatically populated in the box on the right.

13
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Select Troining Type
Academic workshop v
Select Trolning Suc-Type
Curriculum Developmont v
Soloct Vanue
DIET Kullu, Jarad v Seoting Copocty | 40

DIET Bilaspur, Bhamthal ¥
{ DIET Chamba, Saroo

DIET Kinnaur, Test

1 Testing_venue_1
Tost

| DIET Hamirpur, Nadaun
DIET Kangra, Dharmshala
DIET Kully, Jarad v

DIET Lahul & Spitl, Tandi Kishatwar
DIET Mandi, samkhetar
1 DIET Una, Dehla
DIET Shimla, shamlaghat o
| DIET Solan, Kotlanala

Figure 14 - Venue Selection and seating capacity, Admin login

e-TRC - SOP

Step 7 — Select the schools that are to participate in the training (example selection - GSSS
Guglara, GMSSS B.Kulu and GSSS Parwanoo). Note that a tick mark appears on the left side of

the school’s name once it has been selected.
e To deselect an already selected school, click on its name again.

Step 8 - Subsequently, select the target group from the selected schools, for which the training is

designed.

Select Trolning Sub-Type

Curriculum Development v

Salact Target Group

Teachers (TGT's)
Lecturer's{PGT's {with option of selecting a subject from dropdown})
Teacher Educators of DIETs

school Heads:
LAS & JLA'S
J0As{Clerks
Sr. Assets. & Supdts
b ©
Training End Time
: ]

Figure 15 - Select Target Group, Admin Login

Step 9 - Select the resource person(s) to be designated for this training. If you want to add a new
trainer whose name is not in the dropdown list, go to “Add new trainer” (Section 4.2.2, part iii)).

Step 10 - Specify the duration of the workshop.
Step 11 - Enter the number of expected trainees from selected schools, manually.
Step 12 - Set the Training Start and End Times.
e This may be done manually.
*  Or by selecting the clock icon (%) on the right and then choosing from the menu.

14
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Select Target Group
Teachers (TGT's} v
| Person
| 29 23 nd Sharma v
23 24 v
{1 00
Xpected
01 26
02 27 Me
]
| 03 28
[ &
Figure 16 - Enter the start and end time, Admin Login
No. of Schools Enrolled for Training - 3
No. of Trainees Expected - 30 e The number of schools and the number of
trainees that have been added for the
( Comments before Training ) training will automatically appear on the

right-hand side of the page.

e Moreover, the additional options of
providing comments before the training as
well as stating the learning outcomes that

Please enter comments maximum 150 words

Z will be focused upon during the workshop
. is provided in the form of two boxes as
C e ) shown here. (Filling these is mandatory*).

Please enter at least two learning outcome

Step 13 - Click on the Save Training Program button.
e After the training program is saved, the training is shown on the top panel of the page
with the details available on a click.

Training Details
Training Title: Test Training 13001

Notification n

Target Group: Teachers (TGT's)

Category of the Training: Administrative workshop
Sub-Category of the Training: Policy Implementation
Number of Attendees Expected: 10

No. of Schools Enrolled for Training: |

Figure 17 - Training details, after saving, Admin Login

15
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3.1.2.2 Add New Venue:
Steps to follow to add a new venue:
Step 1 - To add a new venue, first select the district it is located in.

District * Venue * Seating Capacity *

Select District v

Select District
Bilaspur
CHAMBA
HAMIRFUR
KANGRA
KINNAUR
KuLLY
LAHUL & SPITI VENUE o

Figure 18 - Select the district to add a new venue, Admin Login

Venue Details

Step 2 - Enter the venue name and the seating capacity in their respective text boxes.
Step 3 - Specify whether the venue will have ICT (Information and Communications
Technology) or not.

Step 4 - Click on the “Add” button and the new venue and its corresponding details will
be stored in the database.

Seating Capacity * ICT Available *

Yes o No @ Add

Figure 19 - Select the availability of ICT, Admin Login

These added venues will be shown in the dropdown list while adding a new training (previous
section).

3.1.2.3 Add New Trainers:

Steps to follow to add a new trainer:

Step 1 - Click on Add New Trainer tab under Training Program Design.
Step 2 - Enter the personal information of the trainer.

Step 3 - Scroll down and enter other relevant details as well.

16
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Personal information

Full Home (o5 mentianed in Official documents) Gender * Employee D *

Select gender ~

Qualitcation subject specialization] Area of Research

Designation * Organisational Type *

&

Training Category * Training Categories

Figure 20 - Resource Person adding an interface, Admin Login

Step 4 - Select the training types that the trainer will be associated with; click on the
drop-down menu and all options will be visible. (More than one option may be selected at
a time and all these selected options can be viewed by the official under training
categories, as shown below).

_
(vears)

Relevont Experience in

Training Details
Training Category * Training Categeriss
administrative workshep, Academie warkshop, Monitering ond evaiuation v\ Administrative warkshop

2 Academic workshop

ote of Nomination 2 Monitorin 1 and evaluation Retevont skils/Susject

da-mm-yyyy [}

[ |
Figure 21 - Add experience and associated trainings with the trainer and Save, Admin Login

Step 5 - Click on the SAVE button once all information has been entered.

3.1.2.4 Add New Coordinators:

Steps to follow to add a new coordinator:
Step 1 - Click on Add New Coordinator tab under Training Program Design.

Step 2 - Enter the personal information of the Coordinator.
Step 3 — Click Save, the information will be saved in the database.

17
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Co-Ordinator Registration

Figure 22 - Add a new coordinator, Admin Login

3.1.1 Training Session Design:
Step 1 - Click on the Training Session Design tab in the menu to access this section of
the platform.

Step 2 - To view the details of a particular training session, click on the drop-down menu
at the top of the page and select it. The details of the training will be revealed

Ll _
5 stctauice Monitorirg Dashbosra

Tralning itlc “raining Date “ralning Venue

Tost Training 12001 0l-01-2028 DIET Bilaspur, Bhamthal

Ol ! 10

...... No, of Schools No. of Participants.

Figure 23 - Training Session Design interface, Admin Login

Step 3 - All the details of scheduled training sessions are seen including the date of the
workshop, the training venue, the resource persons who will be coordinating the session
as well as the participants who will be trained.

18
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o

> Session Planning

5 Test_Training_15 v
+ Select Training
Test Training_130C1 }9'30‘0 Training Venu|
Training Test - 10 )
2024 DIET Kully, Jard
(5 test 11

Test_Training_15
Test_training_13
2

No. of Schools

Training Test 2

test training |
Training_Test_SCERT
Test_Training_Admin_123

+ Create New Session

Detailed Session Schedule

10:05 - 1358 ‘ Session 1 What is Artificial Intelligence ?

14:30 - 17:00 | Session 2 Use of Artificial Intelligence in School Education

Figure 24 - Select the training to see the details, Admin login

Step 4 -To create a new session for the given training program, click on Create New
Session. A new section of the page will open.

Step 5 - Enter the relevant details accordingly to create sessions within the training. Note
that all sessions that have already been planned will be reflected at the bottom of the page
under “Detailed Session Schedule”.

e 17 o P —

= T —
L] 2 =
] PreTar—— et
[EiE] - oty o P
L] + Craois Mo Sswuon

T - [ e U Rk g i ool BT

Figure 25 - Create new sessions of training, Admin Login

Upon saving the details on the new session, it will be added to the session schedule and a
notification will be sent to all concerned persons accordingly.

19
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3.1.2 Training Overview
3.1.2.1 Trainings
This page shows the overall details of the trainings (both completed and upcoming), i.e.,
training title, Category and Sub-category of trainings, date, venue, allotted resource
persons, number of teachers, target group, duration and action to be taken.
) Training Overview

uuuuuuuu
sssssss

=

uuuuuu

BE acven: (0 D

Figure 26 - Trainings Summary, Admin Login

3.1.2.2 Trainers
This window shows the list of trainers with their employee ID, trainings that they have
taken, gender and their contact information, highest qualifications and subject

specialization, the current status of employment and action to be taken for their information
present.

Training Overview

D

8 st.ne. Trainer Name. Gonder

Figure 27 - Trainers Summary, Admin Login

3.1.2.3 Training Categories

This window is a summary of all the trainings added by the officials, their categories and
sub-categories.

20
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Training Overview

D

Trainings  Trainers  Training Categories  Venue  Participants  Co-ordinator
+ List of Training Categories Training Categories 12
s Q
[} :;‘ Training Category Training Sub-Categories Action
) Administrative Community Engagement and Outreach, Conflict Resolution, Diversity and Inclusion Training, Ethical Leadership, Financial Management, Human Resource Management, Others,
Workshop school Management and Leadership, Social Responsibility Initiatives, Strategic Planning and Development
Monitoring &
2 g Data Collection and Analysis, Impact Assessment, Others, Performance Measurement, Quality Assurance and Improvement, Reporting and Documentation
valuatior

Figure 28 - Training Categories, Admin Login

3.1.2.4 Training Venue
This window is to summarize all the venues and their seating capacities besides other

availability of infrastructure.

Training Overview

D

Trainings  Trainers  Training Categories  Venue  Participants  Co-ordinator

=
L
+ List of Venue No. of Venue 13
L
o =
& sr.no. District Name Venue Name Seating Capacity 1T Available Action
1 CHAMBA TEsting_venue_created BY Admin 2 40 Available
2 CHAMBA Testing_venue_created BY Admin 40 Available
CHAMBA DIET Bilaspur, Bhamthal 20 Available
4 SOLAN SCERT Solan, Saproon 40 Not Available

\

®: : > i

Figure 29 - Venue Summary, Admin Login

3.1.25 Participants
This window gives the details of participants for each training.

Select the training from the dropdown to see the contact and organization details of the
participants.

Training Overview

D

Trainings  Trainers  Training Categories  Venue  Participants  Co-ordinator

-
H
: st of Participants No. of Participants 2
® select Training
&
$r.no. Participant Name Training Venue School District Block Action
1 ANJANA KUMARI DIET Bilaspur, Bhamthal GSSS (G!P&S) PORTMORE SHIMLA SHIMLA-4
2 PRABHA MEHTA DIET Bilaspur, Bhamthal GSSS (GIRLS) PORTMORE SHIMLA SHIMLA-4
¥ o

Figure 30 - Participants Summary, Admin Login

3.1.2.6  Co-Ordinator
This window shows the list of coordinators with their employee ID, trainings that they have
taken, gender and their contact information, highest qualifications and subject

21
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specialization, the current status of employment and action to be taken for their information
present.

D Training Overview
® Q
a
® Sr.no. Co-ordinator Name Gender Email ‘Mobile Organization Training Title Training Venue Action

1 Jawahar Thakur Male

VIBHAW KUMAR SHUKLA Male

9418095509

8894194006

6 >

Figure 31 - Coordinator Summary, Admin login

3.2 SCERT/DIET login:

Under the responsibilities associated with the SCERT, the features available on this portal serve
as an aid to effectively fulfill their administrative and monitoring goals in a faster and more
efficient manner.

After logging in the user lands on the dashboard that provides the following features.

3.2.1 SCERT Dashboard:
The key features available on the SCERT dashboard are as below:

e A geographical map that can be used to locate and view the schools individually. The
schools may also be filtered based on the block or district that they are in.

e Here, the concerned SCERT official can also see relevant data such as total trainings
conducted, total registrations till date, total master trainers, total teachers trained as well
as the status of trainings for each school or the region of interest upon selection from the
map.

o Data related to the school category wise break ups as well as gender wise distribution of
students under each DIET is shown graphically.

e Participants' attendance details per venue both school category-wise and gender-wise as
shown below.

22
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Participant's Attendance Details: gender-wise and category-wise

12 15
10 N
9 3 ‘ §
10 7 3
H 5 5 Tk
a 3 s 3
§° 5 5 ¢ 7 3
z a é
5 3
3
2 S
DIET, Kinnaur DIET, Kangra DIET, Shimla DIET, Bilaspur  DIET, Hamirpur D Spati DIET, Sirmaur DIET, Soian

Training Centres
Male  Female @ UpperFrimary 1 Secondary ' Higher Secondary

Figure 32 - Attendance details on the dashboard, SCERT Login

e Details on the feedback for training workshops.
e Statistics on the total number of venue coordinators and timings.
e The average attendance at each training center.

No of Venue Co ordinators & Session Timings Average Attendance

1l
1l

a%  88% 83.33% 85% 88.88%

81.89%
. I I
0%
& é@ L};

o
& )
§ @

S Q\"

Number

Average Attendance Percentage
2
2
®

X

%
%
%

3AM-12Nox PM 12 MAPM. 9AM-12 63’

DIET, Kinnaur  DIET, Kangra  DIET, Shimla  DIET, Bilaspur DIET, Hamirpur DIET, L/Spiti  DIET, Sirmaur  DIET, Solan

Training Centres Training Centres

Figure 33 - Venue and avg attendance details, SCERT Login
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e A notification section is available here to keep track of any upcoming training
workshops.

» Upcoming Training onAdministrative
workshop (DIET Bilaspur, Bhamthal)
Date: -10:00-17:00

» Upcoming Training onAcademic
workshop (SCERT Solan, Saproon)
Date: -10:00-14:00

» Upcoming Training onAcademic
workshop (DIET Una, Dehla)
Date: -10:30-16:30

» Upcoming Training onGuidance &
Couselling (DIET Kullu, Jarad)
Date: -10:00-04:00

» Upcoming Training onAdministrative
workshop (DIET Bilaspur, Bhamthal)
Date: -10:00-17:00

» Upcoming Training onAcademic v

Figure 34 - Notifications Section, SCERT Login

e The average feedback for each DIET and the total training days of the previous year as
well as the current year.

e The total seating capacity of all training centers saved in the database. A search bar is
provided for convenience.

3.2.2 Training Program Design
This tab has four subtabs — 1) Add New Training, 2) Add New Venue, 3) Add New Trainer and
4) Add New Coordinator

+ Training Program Design v

O Add New Training
O Add New venue
O Add New Trainer

o Add New Coordinator

Figure 35 - Subtabs for Training Program Design, SCERT Login
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3.2.2.1 Add New Training:

To create a new Training Program for a batch, this feature has been introduced

within SCERT/DIET, e-TRC.

New Training Program Creation
TostTraiing. 13008
& o202 nfos 2024 joefz1s ijos 1024
Schocle-1

o, of schools Envaled for Training -

Mo.of Trainaes Expectea -

Training Yest- 10 s Tew_Troiing_15

Schoods- 1 ‘schools- 2
Trainees Expectac- 10 Trcness Expectod- 40 Troimes Expected- 13 R —

( S -

o @ e

Figure 36 - Add a new Training Page, SCERT Login

To create and schedule a new training program, fill in the details to get started:

e-TRC - SOP

Step 1 - Enter the training title, notification number (which is optional), and the description of the

training.

Step 2 - Input the date: this may be done manually in the dd-mm-yy format or by clicking on the

calendar icon and selecting the date from the virtual calendar.

Select Start Date

24 25 26 27 28 29 30

1 1 2 3 4 5 ] 7

EE- rom-yyyy o
June, 2024 v J
v
° Mo Tu We Th Fr Sa Su
N
v Seating Capacity Cl

v

Clear Today

v

Figure 37 - Calendar selection, SCERT Login

Step 3 - Select the training category.

Figure 38 - Training Category selection, SCERT Login
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Step 4 - After selecting the relevant training category and an additional “Sub-category” drop-
down menu will be revealed.

Step 5 - Likewise, to select the training sub-category, click on the “Select Training Sub-
Category” drop-down menu to see the available options.

v

Figure 39 - Training Sub-category, SCERT Login

Step 6 - Choose the venue where the particular training is to be scheduled. Once the venue is
selected, it’s seating capacity will be automatically populated in the box on the right.

Academic workshop v

oct 10-Typs

Curriculum Development v
oct Ve

DIET Kully, Jarad v eotir acty 40

DIET Bilaspur, Bhamthal
| DIET Chamba, Saroo

DIET Kinnaur, Test
| Testing_venue_1
Test
DIET Hamirpur, Nadaun
DIET Kangra, Dharmshala
DIET Kully, Jarad
DIET Lahul & Spiti, Tandi Kishatwar
DIET Mandi, Samkhetar
| DIET Una, Dehla
DIET Shimia, Shamiaghat

<

(o]

| DIET Solan, Kotlanala

Figure 40 - Venue Selection and seating capacity, SCERT login

Step 7 — Select the schools that are to participate in the training (example selection - GSSS
Guglara, GMSSS B.Kulu and GSSS Parwanoo). Note that a tick mark appears on the left side of
the school’s name once it has been selected.

e To deselect an already selected school, click on its name again.
Step 8 - Subsequently, select the target group from the selected schools, for which the training is

slact Trolning Sub-Type

Curriculum Development v
olact Vanus

DIET Kullu, Jarad v oting Copacty | 40
GSSS GUGLARA, GMSSS B, KULLU, GSSS PARWANOO v

sloct Target Grouy

Teachers (TGT's)

Lacturers/PGT's (with option of selecting a subject from dropdown)
Teacher Educators of DIETS

school Heads

LA'S & JLA'S

JOAs/Clerks

Sr. Assels. & Supdts

Figure 41 - Select Target Group, SCERT Login
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Step 9 - Select the resource person(s) to be designated for this training. If you want to add a new
trainer whose name is not in the dropdown list, go to “Add new trainer” (Section 4.2.2, part iii)).
Step 10 - Specify the duration of the workshop.
Step 11 - Enter the number of expected trainees from selected schools, manually.
Step 12 - Set the Training Start and End Times.

e This may be done manually.

e Or by selecting the clock icon (%) on the right and then choosing from the menu.

Select Target Group
Teachers (TGT's} v
Person
29 53 hdSharma v
23 24
v
{ 00 25
Xpected
o1 26
02 27 me
o©
. 03 28
g e e ile
H:“ ]
Save Training Program

Figure 42 - Enter the start and end time, SCERT Login

No. of Schools Enrolled for Training - 3
No. of Trainees Expected - 30 e The number of schools and the number of
trainees that have been added for the
C Eomeitsbetoanng ) training will automatically appear on the

right-hand side of the page.

e Moreover, the additional options of
providing comments before the training as
well as stating the learning outcomes that

Please enter comments maximum 150 words

Z will be focused upon during the workshop
_ is provided in the form of two boxes as
C [oSming Oicoms ) shown here. (Filling these is mandatory*).

Please enter at least two learning outcome

Step 13 - Click on the Save Training Program button.
e After the training program is saved, the training is shown on the top panel of the page
with the details available on a click.
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Training Details

Target Group: Teachers (TGT's)

Category of the Training: Administrative workshoy
Sub-Category of the Training:

Number of Attendees Expected:

No. of Schools Enrolled for Training: |

Figure 43 - Training details, after saving, SCERT Login

3.2.2.2 Add New Venue:
Steps to follow to add a new venue:
Step 1 - To add a new venue, first select the district it is located in.

D District * Venue * Seating Capacity *

Select District v Enter Venue name Enter Seating Capacity

Select District

Bilaspur
CHAMBA
HAMIRPUR
KANGRA
KINNAUR
KuLLY
LAHUL & SPITI VENUE 5

Venue Dstails

+

@

@ m

Figure 44 - Select the district to add a new venue, SCERT Login

Step 2 - Enter the venue name and the seating capacity in their respective text boxes.
Step 3 - Specify whether the venue will have ICT (Information and Communications
Technology) or not.

Step 4 - Click on the “Add” button and the new venue and its corresponding details will
be stored in the database.

Seating Capacity * ICT Available *

Enter Seating Capacity Yes 1 No g m

Figure 45 - Select the availability of ICT, SCERT Login

These added venues will be shown in the dropdown list while adding a new training (previous
section).

3.2.2.3 Add New Trainers:

Steps to follow to add a new trainer:

Step 1 - Click on Add New Trainer tab under Training Program Design.
Step 2 - Enter the personal information of the trainer.

Step 3 - Scroll down and enter other relevant details as well.
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uuuuuuuuuuuuuuuuu

Choase File | Mo fils chosen

Figure 46 - Resource Person adding an interface, SCERT Login

Step 4 - Select the training types that the trainer will be associated with; click on the
drop-down menu and all options will be visible. (More than one option may be selected at
a time and all these selected options can be viewed by the official under training
categories, as shown below).

[ |
Figure 47 - Add experience and associated trainings with the trainer and Save, SCERT Login

Step 5 - Click on the SAVE button once all information has been entered.

3.2.2.4 Add New Coordinators:

Steps to follow to add a new coordinator:
Step 1 - Click on Add New Coordinator tab under Training Program Design.

Step 2 - Enter the personal information of the Coordinator.
Step 3 — Click Save, the information will be saved in the database.
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Figure 48 - Add a new coordinator, SCERT Login

3.2.3 Training Session Design:
Step 1 - Click on the Training Session Design tab in the menu to access this section of
the platform.

Step 2 - To view the details of a particular training session, click on the drop-down menu
at the top of the page and select it. The details of the training will be revealed

D He-stars-TTMs

Figure 49 - Training Session Design interface, SCERT Login

Step 3 - All the details of scheduled training sessions are seen including the date of the
workshop, the training venue, the resource persons who will be coordinating the session
as well as the participants who will be trained.
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D £} session Planning
5 Test_Training_15 v
+ Select Training

n Test Training_13001 g Date Training Venu

Training Test - 10
raining Test - 1 2024 DIET Kully, Jara

I test 11

Test_training_13
Training Test 2
test training 1 No. of Schools
Training_Test_SCERT
Test_Training_Admin_123

2

+ Create New Session

X Detailed Session Schedule

Time Session No. Session Details
&
10:05 - 1358 Session 1 What is Artificial Intelligence ?
14:30 - 17:00 Session 2 Use of Artificial Intelligence in School Education

Step 4 -To create a new session for the given training program, click on Create New
Session. A new section of the page will open.

Step 5 - Enter the relevant details accordingly to create sessions within the training. Note
that all sessions that have already been planned will be reflected at the bottom of the page
under “Detailed Session Schedule”.

ey 1 I | vy,

b FraieennFeu
L]
- ; = | m
F R o ity o Pt it
L} + Crea e M Saspuicen

Figure 50 - Create new sessions of training, SCERT Login

Upon saving the details on the new session, it will be added to the session schedule and a
notification will be sent to all concerned persons accordingly.
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3.2.4 Training Overview
3.24.1 Trainings
This page shows the overall details of the trainings (both completed and upcoming), i.e.,
training title, Category and Sub-category of trainings, date, venue, allotted resource
persons, number of teachers, target group, duration and action to be taken.
) Training Overview

uuuuuuuu
sssssss

=

uuuuuu

Figure 51 - Trainings Summary, SCERT Login

3.2.4.2 Trainers
This window shows the list of trainers with their employee ID, trainings that they have
taken, gender and their contact information, highest qualifications and subject

specialization, the current status of employment and action to be taken for their information
present.

Training Overview

D

8 st.ne. Trainer Name. Gonder

Figure 52 - Trainers Summary, SCERT Login

3.2.4.3 Training Categories

This window is a summary of all the trainings added by the officials, their categories and
sub-categories.
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Training Overview

D

Trainings  Trainers  Training Categories  Venue  Participants  Co-ordinator
+ List of Training Categories Training Categories 12
s Q
[} :;‘ Training Category Training Sub-Categories Action
) Administrative Community Engagement and Outreach, Conflict Resolution, Diversity and Inclusion Training, Ethical Leadership, Financial Management, Human Resource Management, Others,
Workshop school Management and Leadership, Social Responsibility Initiatives, Strategic Planning and Development
Monitoring &
2 g Data Collection and Analysis, Impact Assessment, Others, Performance Measurement, Quality Assurance and Improvement, Reporting and Documentation
valuatior

o 2 3 4 5 6 > a A.‘,‘rw
Figure 53 - Training Categories, SCERT Login

3.2.4.4 Training Venue
This window is to summarize all the venues and their seating capacities besides other

availability of infrastructure.

Training Overview

D

Trainings  Trainers  Training Categories  Venue  Participants  Co-ordinator

=
L
+ List of Venue No. of Venue 13
L
o =
& sr.no. District Name Venue Name Seating Capacity 1T Available Action
1 CHAMBA TEsting_venue_created BY Admin 2 40 Available
2 CHAMBA Testing_venue_created BY Admin 40 Available
CHAMBA DIET Bilaspur, Bhamthal 20 Available
4 SOLAN SCERT Solan, Saproon 40 Not Available

\

° 2 3 4 > B Archive
Figure 54 - Venue Summary, SCERT Login

3.2.4.5 Participants
This window gives the details of participants for each training.

Select the training from the dropdown to see the contact and organization details of the
participants.

Training Overview

D

Trainings  Trainers  Training Categories  Venue  Participants  Co-ordinator

-
H
: st of Participants No. of Participants 2
® select Training
&
$r.no. Participant Name Training Venue School District Block Action
1 ANJANA KUMARI DIET Bilaspur, Bhamthal GSSS (G!P&S) PORTMORE SHIMLA SHIMLA-4
2 PRABHA MEHTA DIET Bilaspur, Bhamthal GSSS (GIRLS) PORTMORE SHIMLA SHIMLA-4
¥ o

@
Figure 55 - Participants Summary, SCERT Login

3.2.4.6 Co-Ordinator
This window shows the list of coordinators with their employee ID, trainings that they have
taken, gender and their contact information, highest qualifications and subject
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specialization, the current status of employment and action to be taken for their information
present.

D Training Overview

Trainin, gs  Trainers Trainin, g Categories Venue Participants  Co-ordinato

i List of Co-ordinator No. of Co-ordinator 23

® Q
a

® Sr.no. Co-ordinator Name Gender Email ‘Mobile Organization Training Title Training Venue Action

2 VIBHAW KUMAR SHUKLA Male
6 > £ Archive

Figure 56 - Coordinator Summary, SCERT login

3.3 School Login:
The school administrative staff responsibilities are multifaceted, involving oversight and
support to teachers. The school receives notifications on the dashboard, once their school
is selected for training by SCERT/DIET. The school is given access to nominate their
staff for the trainings designed by SCERT/DIET.

3.3.1 School Dashboard
School Dashboard gives all the important information in a consolidated form like:

e Data related to the number of teachers assigned for training, number of teachers
registered for trainings on different days, teachers’ registration status for upcoming status
as well as the overall training status of the school as a performance.

e Anotification section to keep track of all the upcoming training programs.

e Avirtual calendar that will have the important dates marked.

Mumber of Teachers Assignad or Training

/'” 5 \‘\ / = \(\

Teacher's Registration for upcoming Training
----------------

Figure 517 - Dashboard interface, School Login

3.3.2 Teacher Information Management
This page is to ensure that details of all the teachers of the school are in the database.
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Figure 52 - Teacher Information Management, School Login

Step 1 — Fill teacher’s personal information from their biodata
Step 2 — Fill their professional information next.
Step 3 — Fill the highest educational qualifications of the staff

e To add more educational qualification details, click on “Add more” to create another set
of boxes to fill in the required information.

Educational Qualification

Degree * UniversitiesfInstitutions *
Select Degree v Select University/Institutions

Degree * UniversitiesfInstitutions *
Select Degree v Select University/Institutions

Figure 53 - Add more educational details, School Login
Step 4 — Fill the relevant experience of the staff

Step 5 - After completion, click on the “Save” button to save the details to the database.

3.3.3 Training Management
Once the school receives the notification of the training to be held, the nomination of staff is to be
done by the school.

Steps to nominate staff for training:

Step 1 - Click on the Training Management tab.
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Step 2 - Select the training program of choice from the drop-down menu at the top of the page.
All relevant details about the selected training program will be displayed here.

SchoollD - 0211204902 -
5 Nominations of Staff for Upcoming Trainings
® Select Training *
Training Tile Training Date Training Venue
Training Test - 10 12-08-202¢ SCERT Sclan, Saprocn
stho. Rosourcs Persons
40
1 Kuldeap Chand Sharma
& No. of Participants
Select Teaching Staff * ‘Number of Trainees Nominated - 0 Q
Select statt d SR.NO. LIST OF THE TRAINEES NOMINATED AcCTION
selectiion: oG o> Mo Trainees selected
select sttt
Detaits o rainees Nomined for the training 18 now
Q
smo. © TRAINEE NAME DATLOF TRAINING vene
' Trseisad PREMSHON 12-08-2024 SCERT Solan, Saproon
1P1g632445 KEDAR SiNGH 12-08-2022 SCERT Solon, Saproon

Figure 60 - Nomination for the training interface, School login

Step 3 - Nominate teachers for the selected training program by using the available drop-down
menus and clicking on their names. More than one name can also be selected at a time.

Nominations of Staff for Upy

Select Training *

Training Tost - 10 v
Training Title Training Date
Training Tost - 10 12-06-2024
Sr.No. Resource Persons

1 Kuldeep Chand Sharma

Select ‘eur:hlng Staft * Numbj
- R
Q

SANJEEV KUMAR

KAMLESH SHARMA
KAMAL BIKHTA
KULDEEP KUMAR ated for th

ANILKUMAR -

Figure 54 - Teacher nomination for the training, School login

Step 4 - Upon selection, the names will appear on the right-hand side for confirmation. To
deselect an already selected name, click on the name again or click on the delete button next to
the name under the LIST OF THE TRAINEES NOMINATED section.
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Select Teaching Staff * Number of Trainees Nominated - 2 Q
KAMLESH SHARMA, KULDEEP KUMAR v SR.NO. LIST OF THE TRAINEES NOMINATED ACTION
Q 1 KAMLESH SHARMA # delete
KULDEEP KUMAR § delete

SANJEEY KUMAR
v KAMLESH SHARMA

KAMALBIKHTA ’
' KULDEEP KUMAR

ANILKUMAR  ated for the training till now

Figure 55 - Deletion of the selected teachers, School login

Step 5 - To view the details of all the training upcoming programs that the school has been
nominated for, the notification section at the bottom of the page displays all the essential

information.

D Notifications - Upcoming Trainings for which the School has been Nominated
i oate Time Program ide venue Panticipant Ust
12-06-2024 10:00 - 14:00 Training Tost - 10 SCERT Solan, Saproon i
Loarning Outcomes:
ta
Dato Time Program Titlo Vonue Participant st
27-06-2024 10:30 - 1230 Training Test2 DIET Mandi, Samkhetar e
@
Loarning Outcomes:
Date. Time Program Tite venue Participant List
12-06-2024 10:00 - 14:00 Training_Test_SCERT oET08 o
Loarning Outcomes:
Date Time Program Titio Vvonue Participant Ust
19-06-2024 08:00 - 17:00 Test_Training _Admin_123 T silaspur. Bhamthal o
Loarning Outcomes:
Toat_troning_

Figure 56 - Notification of upcoming training for the school, School login

3.4 Teacher login:
Select the teachers The following features are available to the Teacher user type login to
aid and encourage the accomplishment of these trainings:

3.4.1 Teacher Dashboard

The teacher dashboard gives comprehensive information on the trainings held and achieved by
the individual and has following features:
e A calendar is provided to keep track of all the trainings that the teacher has been

nominated for.
e The set milestones and the current status training completed.

37



e-TRC - SOP

2,

DEEPSPATIAL

e A notification section having relevant details of upcoming trainings. (Note - View!! will
redirect the user to a different section of the platform to view all the other information
about the training. This section is discussed later under Training Session Details).

e Training attendance, course completion and number of days in which they have
participated in training programs.

Notifications .
My Training Attendance

1. Upcoming Training on Training_Test_$CERT (DIET 08) 2055

12-06-2024

10:00-14:00
o0

2. upcoming Training on Training Test - 10 (SCERT Solan,

Saproon)

12-06-2024

10:00-14:00

Vil

Year-end Target ~ Attendance

Figure 57 - Notifications and attendance status, Teacher login

3.4.2 My Profile
Step 1 - Click on My Profile to check the profile details.

_
; My Training Attendance TR e nor e Binome e devmmat Register as a Participant
b-
A n=
Rogisier 95 a Venue Co-ordinalor
Certifications and Credentiais Earned
L 1
& log
Training Venue Office Order No. Status Date Action My Feedback
sreer Guidance & Countaiing IET, Hamirpur 28 Compiated 23Fab 2024 Dawnioad Certificate
sourage ekl development in etudente OIET, Hamirpur. 9 senaduied 20may,2024 fagiatar Naw)
we ot Industry Exparts/Alumn IET, Hamirpur. serwauied Tiug,2024 Aagleter ow!
‘ants Understand Employment Sector DIET, Hamirpur senaduied 12001,2024. fieglater tiaw!

Figure 58 - Profile page, Teacher’s login
Step 2 — This page shows:

e The personal details of the user.

e The user’s learning outcomes achievement.

o All the training that has been completed.

e All the upcoming trainings, including the target courses.

e To download the corresponding certificate, click on Download Certificate under the “Action”

column.
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Q search inside table.

Figure 59 - To download certificate and to register for a training section, Teacher's login

3.4.3 Training Session details
Teachers can view all training session related details on their user account. The “View!!” click in
notifications section on the dashboard will also direct the user to this page.

Step 1- Click on the Training Session Details tab to view all the information about the upcoming
trainings for which the teacher has registers in “My profile” section.

D He-stars-TIMs

%5 Teocher Dashboord

& wyProtile

Notifications for Upcoming Trainings

Time Program Title Venue

10:00-14:00 Training_Test_SCERT DIET 08

Time Program Title Venue

10:00-14:00 Training Test - 10 SCERT Solan, Saproon

Figure 60 - Training Session Details interface, Teacher's login

3.5 Coordinator Login:

3.5.1 Dashboard
Select the coordinator from the dropdown in the login page and add the correct credentials.
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Welcome {Co-ordinator Name}

{Co-ordinator Name}

{Emp. Code )

Gender {Gender)
Qualifications {Qualifications]
Mobile {Mobite no.}
Email {email)
Organization  {Organization)

District {District)

e-TRC - SOP

-0} @

@

marne)
Viewl!

Figure 61 - Dashboard, Coordinator login

The coordinator login opens to a dashboard containing information on:

o Calendar to see the important dates
¢ Notifications section to see the important notices
o Profile of the coordinator
e Upcoming of training for the coordinator
3.5.2 Teacher Attendance
Step 1 - Click on the Attendance tab to check the attendance details and mark the
attendance.
D Training Information :J
1 career guid: live workshop Ramkumar Choudhary DIET Shimla, Shamlaghat Scheduled v Save
B -
Training Participant's Details :J
Sr.No. Emp. Code Teacher Name Gender Mobile Email School UDISE School Date Attendance
1 TP21252860 KIKAR SINGH Male 92892892764 ks@gmail.com 2010100102 GSSS MAIL 25-06-2024 PresentQ  Absent O
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Trainer Information

Sr. No. Name Gender Mobile Email

1 Raj Kumar Choudhary Male 98282982918 rajkumchy@gmail.com

Close

Pop-up
Training information [:]
Sr.No. Training Title Training Type Start Date End Date Trainer Name Venue Training Status
1 career guidance and counselling  Administrative workshop 25-06-2024 28-06-2024 Ramkumar Choudhary DIET Shimla, Shamlaghat Scheduled W  Save
In-Progress
Completed
Scheol Information
Sr. Mo. School Code School School Category Village Cluster Block District Contact Persan Contact Numbar
1 200102 GS55 MAIL Up. Pr. Secondary and Higher Sec Ml (5] GESE BANIKHET BANIKHET CHAMBA MANJEET SINGH 9805184509

Training Participant's Details
S —

Sr.Mo. Emp. Code Teacher Name Gender Mobile Email School UDMSE School Date Attendance

1 TP11252860 KIKAR SINGH Male B2802092764 ksifdgmail.com 2010100102 G555 MAIL 26-06-2024 Present(Q)  Absent O

Figure 62 — Training information and participant’s details, Teacher’s login

Step 2 — The training details will be seen once the user clicks on the training title. The “Training
Participant’s Details” table opens as the user clicks on the training title.

Step 3 - Click on the teacher’s name under training information to see the contact details of the
teacher.

Step 4 - The “completed” option in status gets activated after the last date and the submission of
attendance for all days
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Step 5 — Click the save button to send a notification to SCERT that the training has been
completed.

Step 6 — Click the present/absent option as per the attendance record to save the attendance.

Step 7 — Once the teacher submits the feedback from their profile, the feedback reflects on the
page of the coordinator.

Feedbacks Info Select Training Title v Notification
S.No.  Emp.Code Teacher Name School Feedback Status Feedback You have been appointed as the Coordinator for the [training type] on
(training title], scheduled from [start date] to end date] at [venue
1 TP21252860 KIKAR SINGH GSSS MAIL Submitted name]
View!!
2 TR53053195 KULDIP SINGH GSSS MAIL Not Submitted

Figure 70 - Feedback section, Coordinator login

Step 8 — The overall summary of attendance for the participants is visible at the bottom section of
the page.

Attendance Select Training Title W Select Date W Over-All O

40 Gender-wise

B

No. of Teachers

@ Fresent @ Absent

Figure 63 - Attendance Summary, Coordinator Login
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