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PREFACE

Purpose of This Document
This user manual aims to familiarize you with some of the tasks and processes of the
MIS application.

Intended Audience

This document is intended for users at various RSETI's, who are familiar with the
basic tasks and terminology of the application. It will enable you to understand the
details of some of the tasks that can be performed using MIS.
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1. Introduction

RSETI MIS (Management Information System) has been designed and developed to help
RSETIs maintain their training and candidate details. This will also help the sponsoring
banks to track and monitor the performances of their RSETI's. The MIS is an online
application and can be accessed with Username and Password provided to the RSETIs
and their controlling offices.

1.1 System Requirement
e Windows 2000, Windows XP, Windows Vista, or Windows 7
e Latest Browsers (Internet Explorer, Google Chrome, Mozilla Firefox)
e Internet Connection with a minimum bandwidth of 256kbps

This user manual covers some of the tasks that can be performed using RSETI MIS.

1.2 Getting Started / Navigate through MIS
The MIS window includes standard Windows components. Of particular interest:

¢ The Header Bar displays the Logos of the Sponsoring Organizations.

o~
Ministry of Rural Development - [/ka/ e 0, 0
Aajeev ) 0 8
National Rural Livelihoods Mission (NRLM) Monitoring Cell for RSETIs
National Academy of Rudseti

¢ The Horizontal Toolbar contains the main menus of the tasks that
performing the most common tasks.

Dashboard | Settings | Activities \ Accounts | Reports

e The Left Menu contains the sub menus of the Horizontal menu.

Activities b

Inhouse Programs
Other Programs
Visitors

Tour Programme

Search Candidates

¢ The Main Window Area displays information about the activities and
operations you are carrying out.
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Home = Activities > Programs

Sl.No. Edit  Program Category  Program Name BatchMo.  Program Type Sponsor StartDate  EndDate  Candidates ;;)r"‘:' Boarding Details  Batch Summary
1 Vd SE dairy farming 2 Agricutural EDPs | Demo Sponsor 30 Mov 2012 05Dec2012 | Add  View 10 Add View ]
2 2 SE Dairy Farming 1 Agricutural EDPs | Demo Sponser | 260ct2012 |26 0ct2012 | Add  View 25 Add View ]

1.3 How to Login in to the MIS

Open Internet Browser (IE, Chrome, Firefox etc.) and Type the URL
http://www.rsetimis.org/ in the address bar to access the MIS.

The resultant screen will be as below.

. [ ]
Ministry of Rural Development - [/ka/ m‘
Government of India A aﬂm 'YY
/ National Rural Livelihoods Mission (NRLM) Monitoring Cell for RSETIs
National Academy of Rudseti

Login

Login Id

Password

Forgot Password?

Copyright @ 2010 Credo Infotech. All Rights Reserved

Now, use the username and password provided to your Institution to login to the
system.

Note: the Password is case sensitive.

1.4 Introduction of Buttons and Icons

Add New Record

Delete Record

Edit Record

View Record

Home Button

TN El

Sign out / Logout Button
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http://www.rsetimis.org/

2. Settings

2.1 How to ADD USERS

Dashboard  Seffings = Activities | Accounts | Reporis

R
Settings *
Home » Settings » Create Users
Employee Institute Info =
Sponsors nstiute Name: | RSETI- Demo
Director State | ~Select—
District [ —Select— DateorEstavishment [ |
Emai id
Click on this ADD button to
add Users @
User Name User Type Institute Hame Designation Created On Last Updated On
1 # Demoadmn Instiute Admin RSETI- Demo 28102012 26102012 &
2 #  RaviShankar Instiute Admin RSETI - Demo ap 181172012 161112012 ]
3 # GaneshKama Instiute Admin RSETI- Demo THwDC 181172012 181172012 B

Select SETTINGS from the horizontal menu and then click on Users from the

left menu. From the above screen click on 'E| as shown above to add more
users.

Now, from the below screen select the type of user you want to create and also
enter all the other relevant details in the fields and click on save.

Home = Settings > Create Users.

Add User
User Type * —Select— |~
B B —Sciect— -
H Institute Administrator Email
4 Insttute User
D
Login Id *

Password

Confirm Password *

* indicates mandatory fields

Edit User

You will be able to Edit the user by clicking on the # as shown below.

User Hame User Type Institute Name Designation Created On Last Updated On
1 # Demo Admin Institute Admin RSETI- Demo 26M0/2012 261012012 ﬁ
2 # Ravi Shankar Institute Admin RSETI- Demeo AP 18M1/2012 181172012 ﬁ
3 # Ganesh Kanna Institute Admin RSETI- Demo TNWDC 16/11/2012 161172012 a
Delete User
You will be able to Delete the user by clicking on the [ as shown below.
User Hame User Type Institute Name Designation Created On Last Updated On
1 # Demo Admin Institute Admin RSETI - Demo 2611012012 26/M0/2012 ﬁ
2 rd Ravi Shankar Institute Admin RSETI- Demo AP 18M1/2012 181172012 ﬁ
3 # Ganesh Kanna Institute Admin RSETI- Demeo TNWDC 16M1/2012 181172012 ﬁ

Note: Any details once deleted cannot be reverted back.
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2.2 How to ADD Employees

®
Home > Settings > Employee

Settings

Users

Employee . Search Employee

Sponsors
| show Al |
Click here to add Employees
Name Designation Staff No. Join Date Basic Pay Institute Name Phone No.

Mo records found

Select SETTINGS from the horizontal menu and then click on Employees from

the left menu. From the above screen click on @ as shown above to add more
Employees.

Now, in below screen enter all the fields with relevant information about the
Employee and click on save.

Home » Seffings » Employee

Employee Info

Institute Name *  RSETI- Demo Join Date ™
Name * Designation —Select— [=]
Staff M. *
Address
P
Phone No Email
Salary Info
Basic Pay " CeN

*indicates mandatory fields
Edit Employee

You will be able to Edit the Employee by clicking on the # as shown below.

Name Designation Staff No. Join Date Basic Pay Institute Name Phone No.

1 r Rahul Sharma Senior Faculty 0120 01/12/2009 25,000.00 RSETI-Demo View ﬁ
2 rd Pankaj Yadav Faculty 0122 011122010 20,000.00 RSETI- Demo View ﬁ
Delete Employee
You will be able to Delete the Employee by clicking on the @ as shown below.
Name Designation Staff No. Join Date Basic Pay Institute Name Phone No.
1 Fd Rahul Sharma Senior Faculty 0120 01/12/2009 25,000.00 RSETI- Demo View ﬁ
2 rd Pankaj Yadav Faculty 0122 01122010 20,000.00 RSETI- Demo View ﬁ

Note: Any details once deleted cannot be reverted back.

]
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2.3 How to ADD Program Sponsors

“«

Settings
Home > Settings > Sponsors.
Users

Employee Click here to add more Sponsors E]

Sponsor Name Institute Hame Contact Person Hame city State Country Created On

1 rd zila Panchayath RSET! - Demo 101112012 ﬁ'
2 #  DemoSponsor RSETI- Demo 281102012 o

Select SETTINGS from the horizontal menu and then click on Sponsors from

the left menu. From the above screen click on '@ as shown above to add more
Sponsors.

Now, in below screen enter all the fields with relevant information about the
Sponsor and click on save.

Home = Settings » Sponsors

Add Sponsor
Insttute Name *  RSETI- Demo
SpunsurNama' Contact Perzon Name

Contact Person Designation

Address Line 1 Address Line 2
City State

Country Phone Number 1

Phone Number 2 Fax

| Save | Cancel |

*indicates mandatory fields

Edit Sponsor

You will be able to Edit the Sponsor by clicking on the # as shown below.

Sponsor Hame Institute Name Contact Person Name City State Country Created On
1 # zilla Panchayath RSETI- Demo 1011142012 ﬁ
2 rd Demo Spensor RSETI - Deme 28M10i2012 ﬁ
Delete Sponsor
You will be able to Delete the Sponsor by clicking on the @ as shown below.
Sponsor Hame Institute Name Contact Person Name City State Country Created On i
1 rd zilla Panchayath RSETI - Demo 101112012 ﬁ
2 rd Demo Sponsor RSETI- Demo 26/10/2012 ﬁ

Note: Any details once deleted cannot be reverted back.

]
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3. Activities

3.1 How to ADD In house Training Programs

Dashboard ~ Seftings ~Activities | Accounts | Reports R

Activities .

Home = Activities » Programs
Inhouse Programs]

Gther Programs

Click here to add more Programs IEJ

Vistors SLNo. Edit  Program Category  ProgramMame BatchNo.  Program Type Sponsor StartDate  End Date  Candidates g;:z' Boarding Details Batch Summary
Tour Programme

1 I'd SE dairy farming 2 Agricutural EDPs | Demo Sponsor 30 Nov 2012 05Dec20M2 | Add  View 10 Add Wiew
Search Candidates

El El

2 | & SE Dairy Farming 1 Agricutural EDPs | Demo Sponsor | 26 0ct2012 28 0ct2012 | Add  View 25 Add Wiew

Select Activities from the horizontal menu and then click on Inhouse

Programs from the left menu. From the above screen click on @1 as shown
above to add more Inhouse Programs.

Now, in below screen enter all the fields with relevant information about the
Program and click on save.

Home = Activities > Programs

Add Inhouse Program

Institute Name *  RSETI-Demo

Program Category © | ~Select— [=] Government Sponsered ™ o []
Program Type | —Select— [+] Program Sub Type © | —Select— ]
. -~ [3
Program Name Batch Number’
(Click on the number to edit.)
Description
4
Sponsor Name | —Select— [~] Total Trainees *
Start Date ™ End Date ™

Note: The fields here are inter related, when you select an option from the dropdown the
next drop down will appear based on your previous selection.

In case you do not find the name of the program in the Program Sub Type then please
select the option OTHERS from the dropdown and type the Program Name.
Description is not mandatory, however in case you wish to add any relevant
information about the program it can be added here.

The Batch Number is usually auto generated; however it can be edited before saving
the program.

The Sponsor name is pulled from list of sponsors you have created through the
Settings menu.

The Total Trainees field will allow you to enter the humber of trainees in that particular
training. This will freeze the No of trainees to this number and will not allow more
trainees to be added when adding trainees.

The Start Date and End Date are calendar fields; when you click on these fields a
calendar will appear from which you need to make a selection. As shown below.

© 2012 Credo Infotech. All rights reserved Page 9



Sponsor Name | ~Select— [+]
tart Date ~

Su Mo Tu We Th Fr Sa

1

2| 3| a4 s/ e] 7] 8

9 10 1112 13| 14 15

16 17 18 19 20 21 22

23| 24 25 26 27|28 29
30 31

* indicates mandatory fields

3.2 How to ADD Candidate/Trainee in to a Training Program

Home » Activitics = Programs.

&

Sl Ho. Edit Program Category Program Name Batch No. Program Type Sponsor Start Date End Date Candidates gﬂu:‘;l Boarding Details Batch Summary
1 & SE dairy farming 2 Agricuttural EDPs Demo Sponsor 30 Nov 2012 05 Dec2012 View 10 Add View ]ﬁ
2 rd SE Dairy Farming 1 Agricultural EDPs Demo Sponsor | 26 0ct2012 |26 0ct2012 | Add  View 25 Add View o

Once you have added / created a New Training Program, you will be able to View or

ADD more candidates to the Training Program by clicking on either View or ADD as
shown in the above picture.

Clicking on ADD as shown in the above picture it will direct you to the screen as shown
below where you can enter information of a candidate and click on Save to save the
candidate; clicking on Save & Add More will save the candidate information and also
bring in a new application to add new candidate.

Home » Activiies > Candidates

Add Candidate

Insttute Name *  RSETI- Demo Program Name  dairy farming BatchNo 2 RolNo = 2

Personal Details

Name of the candidate * Father / Husband Name

pate0fBith  [0D—[=] [mm-[=] [—rrvv_[3] Age™
Reigion | —Select [+] Caste™  [~Select— [=]
Education  |—Select— =] Physically Handicapped | —Select—[=]
sex®  [—Sekct-[+] Poverty Line * [ —Select—[=]
Landline: %
Phone No for communication Mob1 Occupation of the Family
Mob2:
Present Occupation of the Candidate | Unemployed Photo  [_Choose Fie | Ho file chosen
Contact Details
Nativity Area ® [ ~Select— [+]
Address
Vilage Hobi/ Post
Taluk / Block state* [ —Select— [+]
District© [ ~Setect— [] Pin code
Bank Details
Sponsered candidate by bank  [No []
Other Details

Training interested

If you are student, in which class you are studying

Comments/Remarks

Comments

Relevant Experience

Name of the sponser if any Bank / NGO / Govt. department

No Experience [
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View Candidate list of a particular training program.

Dashboard | Seftings | Activities = Accounts | Reports A
Activities oz
Home = Activities = Programs.
Inhouse Programs
Other Programs &
Visitors Sl.No. Edit  Program Categary Program Name  Batch No. Program Type Sponsar StartDate  EndDate  Candidates g:"“: Boarding Details Batch Summary
Tour Programme -
oo Conciat 1| # SE dairy farming 2 Agricutural EDPs  Demo Sponsor | 30 Nov 2012 | 05 Dec 2012 View 10 Add View B
earch Candidates
2 | SE Dairy Farming 1 Agricutural EDPs  Demo Sponsor | 26 0ct 2012 26 0ct2012 | Add 2 Add View 1

Clicking on View will bring the list of all the candidates in that particular training
program. As shown in the below picture. You can go back to the Program list page by
clicking on the BACK button as shown below.

Home > Inhouse Programs > Candidates

RSETI - Demo - Dairy Farming (1) Back

u e _.. cmmmn e ﬂ

1 S #  candidate Photo Hale 23 sc In Process.
Available

2 g ra candidate Photo Male 24 sC In Process ﬁ
Available

No
3 o # | Demo Candidate Photo Male 22 cEN 1234559870 Settled &5
Available

Further, from the above screen you will be able to View, Edit or Delete candidate
information.

View Candidate information

L _HH — e

rd candidate Photo Male 23 sC In Process
Available

Click on %" as shown in the above picture to view the detailed information about
the Candidate / Tralnee as shown in the below picture.

 Acheen » Congetate P

w Carctenee
v owne T
uuuuu s
cotactDetats
Lonr
Bank Detuse
Othar Oetais
Commentamamarks
Setmemens Dot
sho. ofcttome _________ Bemns
o racerss o
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Edit Candidate information

_ — e n
No

candidate Photo Iale 23 sC In Process ﬁ
Available

4 Candidate Name

By clicking the # as shown in the above screen the candidate / trainee screen
will be displayed in the edit mode.

3.3 How to ADD Boarding details of a training program.

Home > Activities > Programs

SLWo. Edit  Program Category  Program Nsme Batchlio.  Program Type Sponsor  StartDate  EndDate Candidates O  BoardingDetails  Satch Summary
18 sE dairy farming 2 Agriculural EDPs  Demo Sponser 20 Mov 2012 0SDec2012 Add  View 10 View &
2 # SE Dairy Farming 1 Agricultural EDPs Demo Spoensor 260ct2012 26 0ct2012  Add  View 25 Add View ﬁ

Click on Activities>>Inhouse Programs to reach the list of programs and
then click on ADD [Boarding Details] corresponding to the training program, as
shown in the picture above. This will direct you to the screen as shown below.

Home » Activities » Training & Boarding

Training & Boarding

Training Program  dairy farming Bstch No. 2 No.of Candidates 10

No. of Days 6

Rates
Break Fast [Rs‘]* Morning Tea [Rs‘]" Lunch [Rs.]" Afternoon Tea [Rs.]" Dinner [Rs‘]" Advances, if any (Rs.)
Break Fast Morning Tea Lunch Afternoon Tea Dinner
Day Date Tr GF Total Tr GF Total T GF Total Tr GF Total Tr GF Total
1

On this screen, you will need to first enter the rates of the respective items, viz,.
Breakfast, Tea/Cofee, Lunch, Dinner, etc. as shown in the above picture.

Then in the bottom part of the screen you will need to enter the no of Trainees
/Candidate and No. of Guest Faculties that were available for Break Fast, Morning Tea,
Lunch, Afternoon Tea and Dinner. Once entered click on save.

For example:
In a training program if there are 15 Trainees/Candidates and 2 guest faculties the entry
would look like in the screen below.

Break Fast Morning Tea Lunch Afternoon Tea Dinner
Day Date Tr GF Total Tr GF Total Tr GF Total Tr GF Total Tr GF Total
1 05/12/2012 15 2 7 15 2 7 15 15 30 15 2 17 15 2 m
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To enter subsequent day’s boarding information, Click on Settings>>Inhouse
Programs to reach the list of programs and then click on ADD [Boarding Details]
corresponding to the training program. Then click on Add Next Day button to add the
next day and there is a Delete Last Day button to delete the last day information. As
shown in the picture below.

Break Fast Morning Tea Lunch Afternoon Tea Dinner
Day Date Tr GF Total Tr GF Total Tr GF Total Tr GF Total Tr GF Total
1 05122012 15 2 17 15 2 17 15 15 30 15 2 17 15 2 E

3.4 How to ADD settlement to a Trainee after Follow up

Select Activities>>Inhouse Programs and for a particular training program for which
you want to add settlement details, click on View Candidates as shown in the picture
below.

Home = Activities > Programs

]

Sl No. Edit Program Category Program Name Batch No. Program Type Sponsor Start Date End Date Candidates g::‘:l Boarding Details Batch Summary
1 & SE dairy farming 2 Agricultural EDPs Demo Sponsor 30 Nov 2012 |05 Dec2012  Add 10 Add View ﬁ
2 & SE Dairy Farming 1 Agricultural EDPs Demo Sponsor 260ct2012 25 0ct2012 Add  View 25 Add View ﬁ

Clicking on View will bring the list of all the candidates in that particular training
program. As shown in the below picture.

Home = Inhouse Programs > Candidates

RSETI - Demo - Dairy Farming (1} Back
No
1 & #  candidate Photo Male 23 sc In Process i}
Available
No
2 & rd candidate Photo Male 24 sC In Process ﬁ
Available
No
3 Eo #  Demo Candidate Photo Male 27 GEN 1234589270 Settled i}
Available

Now click on ¢ [Edit button] for the candidate that you wish to add settlement details.
This will direct you to the edit page of candidate information. As shown in the picture
below.

Home = Activities = Candidate Profile

Back

Edit Candidate @ Add Settlement

Institute Name ™ RSETI- Demo Program Mame Dairy Farming Batch No 4 Roll No 3

Personal Details

No
Photo
Available
Name of the candidate ~ candidate Father / Husband Name
pateofBitn  [1 [=] [lan [=] [1m89  [#] Ags* | [z
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Now, Click on ‘3’_-| Add Settlement as shown in the picture above to add settlement for a
candidate. This will direct you to the screen below.

Home > Activities » Candidates

Add Settlement
Folow Up | nstitute ist [=] Date of Follow Up
BatchNo [ 1 ProgramName | Dairy Farming
Name o the project started afier training Employment Status | | —Select— =

Place Date

nvestment For The Project
Total

Bank Details
Bank Loan Frovided | No [=]
BankName | —Select- [=] Branch

City Reason

Others

Earnings/income (per morth, Whether Employment given to others. If yes, specify the number

Status | NotVisted [+

Note: The status selection plays a very important role. Below are the different statuses
you can select.

1. Not Visited: This status is selected by default and remains until changed.

2. Settled: Select this status only after the candidate is settled; once this status is
selected and saved you will not be able to change it or add more details to
settlement page.

3. In Progress: Select this status when the candidate is in the process of setting up
his project/business. When this status is selected you will be able to change it
later and add more details to the settlement page.

4. No Progress: Select this status when the candidate is not sure of setting up his
project/business, however may setup something in 3-6 months. When this status
is selected you will be able to change it later and add more details to the
settlement page.

5. Wasted: Select this status when the candidate is sure of not setting up a project
/ business of his own. When this status is selected you will not be able to change
it later and add more details to the settlement page.

. ]
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4. Accounts

This is a basic accounting module that has been provided as add on to the MIS. Below
are some of the operations that can be handled in this module.

4.1 How to add Bank Account Details

Activities  Accounts  Reporis

Accounts *

Home = Accounts » Bank AIC
Bank AIC
Click here to add more Bank Accounts
Current Budget Period
Cash Balance Bank Name Brach City Bank Balance
Credit Slip 1 e ABC Bank Branch City ‘Add / Edit Balance ﬁ
Debit Slip 2 rd XYZ Bank Branch City Add / Edit Balance ﬁ

Click on Accounts on the Horizontal Menu and then click on Bank A/C on the left menu. You will be
directed to a screen as shown above.

Then Click on @ to add more Bank Accounts. You will be directed to the below screen.

Home = Accounts > Bank A/C

Add Bank Account

Bank Nams *
Address

Branch * City
State Pin Code

[ Save | Cancel |

Enter all the relevant details and click on Save.

* indicates mandatory fields

Once the Bank account has been created, you will be directed to the Bank Account list page as
shown below. Now click on Add/Edit Balance, to add or edit opening balance of a particular bank
account.

Home = Accounts > Bank A/C

&
Bank Name Brach City Bank Balance
1 # ABC Bank Branch City ]
2 rs XYZ Bank Branch City Add / Edit Balance ﬁ
3 #F RST Bank Branch City Add / Edit Balance ﬁ

Upon clicking of Add/Edit Balance you will be directed to a page as shown below. Now click on @
to arrive at the below screen.

Home = Accounts = Bank A/C

‘Add Bank Amount
Institute RSETI- Demo Bank ABC Bank

vear | —Select—[] Amount

| save | Cancel ]

Now select the year and enter the amount and click on save.

]
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4.2 How to add current Budget period

Click on Accounts on the Horizontal Menu and then click on Bank A/C on the left menu. You will
be directed to a screen as shown below.

Dashboard | Setlings | Activities ~Accounis  Reports Rl

Accounts ~
Home >Accounts > Current Budget Period
Bank A/C

Current Budget Period| View Budget Period

Casn Balance

Current budget year starts from
Credit Sip

Debit Siip

Current budget year ends on

Now click on # to add/edit the Current Budget Period.

4.3 How to Add Cash Balance

Click on Accounts on the Horizontal Menu and then click on Cash Balance on the left menu. You
will be directed to a screen as shown below.

Dashboard Settings = Activities Accounts Reports [
Accounts 7
Home > Accounts = Cash Balance

Bank AIC

Current Budoet Period View Cash Balance

Cash Balance

Opening Cash Balance
Credit Sip
Debit Siip

Now click on # to add/edit the Cash Balance.

4.4 How to Add Credit Slips

Click on Accounts on the Horizontal Menu and then click on Credit Slip on the left menu. You will be
directed to a screen as shown below.

Dashboard | Seffings | Activiies | Accounts = Reporis h-,

Accounts >

Home > Accounts = Credit Siip
Bank AIC

Current Budget Period “ Search Credit Slips
Cash Balance
Credit Sips From | | To |
Creait Siip
Dbt sip [ search [ Show |
Date Slip No. Amount Credited Mode of Credit

No records found.

Now click on “E' to add Credit Slip. Upon clicking you will be directed to the below screen where
you will be able to enter the details of the credit slip.

Home = Accounts > Credit Slip

Credit Amount

Date * SipNa 1
Mode of Payment Z H
Amount * Suspense Credit  []ves/No
Remarks / Towards

Search for Credit Slips
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You will be able to search for Credit slips of a particular date range. By
selecting the date and clicking on Search.

Home > Accounts > Credit Slip

» Search Credit Slips

Credit Sips From [01/03/2012 | 1o [amnomoz

I seren 1] spowan |

This action will get all the credit slips of a particular date range you have
selected.

4.5 How to Add Debit Slips

Click on Accounts on the Horizontal Menu and then click on Debit Slip on the left menu. You will be
directed to a screen as shown below.

Dashboard  Setfings | Activities Accounts = Reports R C
Accounts .
Home > Accounts » Debit Siip
Bank AIC
Current Budget Period % Search Debit Slips
Cash Balance
Debt Sips From | ] T
Credit Sip
Debit Slip [ show A |

Date slip No Expenditure Type Account Head Amount Debited Mode of Debit

No records found.

Now click on @ to add Debit Slip. Upon clicking you will be directed to the below screen where
you will be able to enter the details of the debit slip.

Home > Accounts = Debit Slip

Debit Amount

Date SipNo 1
Mode of Payment —Select— [ Cipntal Expenditure Revenue Expenditure serc-[=]
\ZJ Others
Amount * suspense Debit  [ves /Mo
Remarks / Towards

Once you have entered and selected the relevant items, click on Save.
Search for Debit Slips

You will be able to search for Debit slips of a particular date range. By
selecting the date and clicking on Search.

 Search Debit Slips

Debit Slips From | ‘ To |

This action will get all the Debit slips of a particular date range you have
selected.
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