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Admin Login : 

1. Login as Admin in EEDS portal . 

2. Click on DASHBOARD Menu 

 

Click on pending kgid no whoes Probation period should declare from the list of probation 

period summary. 
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Select Respective office or school caseworker  where probation period application want to send.  

And the login in respective caseworker where file has been sent. 
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Case Worker Login: 

   Click on Files menu 

 
 

 Click on the “i” icon of probation period application which will display the details of probation 

period application. 
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Click on accept button to accept the file or to reject the file click on reject button.                                                                                                                        

After click on accept button application will goes in probation period increment-> probation 

period accepting menu of case worker login.  

Click on probation period increment-> probation period accepting menu to get list of accepted 

probation period applications list. 
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Click on INSERT or EDIT button to add or updated the details probation period application of 

the employee. 
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Fill the form details and click on update button to submit the application then file will display in 

files menu to forward. 
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Click on the Files Menu. 

 

Click on checkbox of probation period application and click on forward. 
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Select office details and click on submit button to send the application to other office position for 

further verification. 
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Login As Admin, Cilck on Files menu. 

 

 

Select respective probation period application, click on recommendation button to recommend 

   Probation period application. 
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Select eligible application actions and remarks and click on submit button. Further to forward 

application screen will show. 
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To forward the application to respective office or school position, select office or school details 

in dropdown. 
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Select checkbox of respective probation period application and click on Accept/Reject button to 

approve or reject the application. 
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Select Yes to approve or No to reject the probation period application and click on submit button 

to send file for generate sanction memo. 
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Login as Caseworker 

To generate sanction memo, click on Sanction memo menu. 

 

Upload sanctioned document on respective probation period application and click on upload 

button to generate sanction memo of probation period   application. 

 

 

 

 

 

 

 

 

 

 


