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Manav Sampada Tutorials 
Tutorial 7: Edit Employee Details 

Contact us @ pmis.dee@gmail.com 
 

FOR DISTRICT NODAL OFFICERS: 
a. Correct the spelling of names 
b. Correct Date of Birth 
c. Correct Date of Retirement 
d. Change Designation (in case of wrong designation) 
e. Correct school of current posting  
f. Correct establishment offices 
g. Remove Duplicate PMIS Codes 

 
 
Step: 1) Go to http://admis.hp.nic.in/genpmis/ or just type Manav Sampada in Google and 

click on first web link. 

Step: 2) Login (as taught in Tutorial 1) using your Nodal Officer ID 

Step: 3) Go to Nodal Officer Update Employee Detail  

 
 

Step: 4) Click on Edit Employee Detail 
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Step:5) Now there can be two cases: 

CASE A: You know the Employee PMIS Code 

CASE B: You do not know the Employee PMIS Code 

 

In CASE A: You know the Employee PMIS Code 

STEP A.1) In the box ‘Enter Employee Code/Name’, enter the 5-digit PMIS code and Press 

Search  

 

 

In CASE B: You do not know the Employee PMIS Code 

STEP B.1) If you do not know the PMIS code, write the first five letters of the person’s name 

(the box only accepts 5 characters) and press Search. For Eg. If an employee has the name 

Meenakshi, I am writing Meena and searching. 

 

 

STEP B.2) Scroll to the bottom of the page and you will see a list of people whose names 

start with ‘Meena. Press Cntrl+F and search for the employee (try to search using PMIS 
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Code, Date of Birth or Father’s Name as there may exist multiple employees with same 

name) 

 

 

Once found, click on the correct name. 

Step: 6) Once the employee has been selected from Edit Employee Detail, their details will 
now be filled in this forma (below). Now you can make changes to whatever details you want.  

You can:  

a. Correct the spelling of names 
b. Correct Date of Birth 
c. Correct Date of Retirement  
d. Change Designation (in case of wrong designation/ promotion to Head 

Teacher/Lang. Teacher) 
e. Correct school of current posting  
f. Correct establishment office 
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Step: 7) Make the required changes and click on Update Employee Record.

  

Step: 8) In case of Duplicate PMIS Codes: The PMIS code mentioned on the employee 

servicebook will be retained. For the other PMIS Codes, go to EDIT EMPLOYEE DETAIL and 

change their First and Last name to DUPLICATE 
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**ERROR MESSAGE** 

In case you see a message like this: 

 
 

That means all fields with # next to it are not filled. (In case Date Of Retirement is 

empty, add 58 years to Date of Birth and write that) and then press Update Employee 

Record. 

 

 


