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1. Change Password: 

This is a mandatory step for the user.  

Steps involved to change password 

1. Enter old password 
2. Enter new password  
3. Renter new password to confirm it. 

 

 

After password Re-set, employee details have to be inserted. 

2. Employee Registration  
In this step Employee details & Qualification details are inserted in JnanaBhumi 
portal. 

• User can edit the employee qualification by clicking on “ADD Qualification” 
or “Delete Qualification”. 

• By clicking” VIEW EMPLOYEES”, all the inserted employees can be visible in 
the table. 



 

 

3. Institution Master  
Go to “Basic Data “in the side menu and select the “Institution Details “. 

 

1. Institution category- Select from the dropdown list 
2. Institute type- select the radio button 
3. Enter the institute phone number 
4. Re-enter the  institute phone number  
5. Insert the sanctioned strength of the institute. 

3.1. Institute Location Details  
Go to “Basic Data “in the side menu and select the “Institution Location Details “. 

Insert the Door no, street, locality & Pin code of the institute. 



 

 

3.2. Bank Details  
Insert the bank details in the screen shown below. All the bank details are mandatory fields. 

 



3.3. View Report 
All the details inserted by the user can be view in the screen shown below. 
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