
USER MANUAL OF STAFF PATTERN MODULE(SCHOOL) 
 

Staff pattern module is required for find out the vacancy on the basis of academic level, group 

and particular subject. From this module HOI and DDO can see the vacancy of a particular 

school.  

For this we can follow below steps: 

Step 1: At first need to update school medium which is newly included in school update form 

for staff pattern module, where HOI can select the medium of school whether it is Bengali or 

English or other medium. In case of multilingual school user can select multiple medium here. 

 

 



Step 2 : Now user click on School Staff pattern menu under Master Directory Management 

from  HOI end. Staff pattern form 1 will appear as like below image, where user can put the 

count of teaching and non-teaching staff. In case of normal section user can put the total 

number of employee and as per subject wise teacher count matrix which is provided by School 

Education Department it will divide the count of total teacher in upper primary and secondary 

section these two field are auto fetched after of submission of staff pattern 1st form.  

 

    

  

After submission a matrix table will appear to the user end where user can see subject wise 

count of Sanctioned, In-position and vacant post of HM, Primary, Upper Primary, Secondary, 

HS, Librarian, Clerk, Group D. Here in sanctioned column user can see the count of staff as per 

matrix which is given by the school education department. In position column will contain the 

record as per teacher data of school and vacant will calculated on the basis of sanctioned and in 

position post. If the count of vacant will less than zero, then then it will become red as for 

excess number of teacher found on that particular subject or academic level. 

 



 

 

 

In the bottom end of matrix teacher profile update form will appear from where user can 

update the profile of existing teacher. when the teacher profile will update then in position 

teacher count will change at runtime environment when all teacher details will updated then 

finalize and continue button will appear for go to the next form. When user click on Finalize and 

Continue then data will save and new employee staff details form appear. 

   



Step 3: Staff pattern 2nd form (employee details) will generate dynamically on the basis of 1st 

form data submission. Here user put sanction memo no and memo date. If sanction memo no 

and date is not available for that particular employee then user must input in palace of, memo 

no, memo date, status, vacant since field and submit the details. After submit data will save 

into the table and auto fetch the result. After submission of single row user must save the 

details. When all teacher details will save then finalize button will appear. After finalize user 

cannot be modified the data of staff pattern, user can only view the staff pattern details and 

can download the staff pattern details as pdf format.  

 

Firstly, you select the SCHOOL MEDIUM only for vacant post to identify the medium of vacant 

post. Secondly you select the Vacancy Type, vacancy type depends on your vacant details. If you 

select REAL, you must submit the all teacher sanction details and if you select SYSTEM 

GENERATED, all details will be blank then click the submit button and row colour will be yellow. 

All excess employee row colour is blue. 



 

 

 



 

After submit the all teacher details, after that 'CONTUNUE' button will be appear. 

 

By clicking on download pdf button staff pattern pdf view will download as per below 

screenshot. 



 

 

Step 4: After finalize the staff pattern details user will automatically redirect to view staff 

pattern details. where user can only view the staff details and can download staff pattern 

details as pdf format. 



 

 

Step 5: Now after finalize the staff details form user must have to upload the document of 

sanction post, a button will appear in view staff pattern details form for upload the sanction 

post document. Sanction document upload form will appear after click. 

 

 

 

 



 

 

 

Step 6: From staff sanction vacancy file upload form user can upload multiple file at a time. 

After upload the document, user can also see the document which is already uploaded into our 

server. “Upload comment of HOI” button is for further memo no and memo date 

documentation upload in below. 

 

 

 

 

 



 

From staff sanction vacancy file upload form, user can upload multiple file at a time for vacant 

post also and user have to choose PP issued or not (Only applicable for vacant post). After 

upload the document user can also see the document which is already uploaded into our 

server. 

 

This screen for HOI comment upload document. 

 



 

 

User can show the status after submission of vacancy document upload.  

 

Step 7: When all the documents of each teacher is successfully uploaded then finalize option 

will appear here. If the user clicks on finalize then the details will go to the upper level for 

verification, then user can’t upload or modify the details of staff pattern and can view the 

comment of HOI. 

 



After click on finalize button user can show the approval message and send sanction details has 

been send for DDO and click on view document button user can show the document and user 

details. 

 

 


