
ONLINE SALARY MANAGEMENT SYSTEM (PRIMARY) 
CIRCLE LEVEL USER MANUAL 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

5 6 

1. Type www.wbsed.gov.in in address bar, Click Enter 2. Click Intra SED  

1 2 

3. Click Sub Inspector of School  4. Type Username, password, captcha, click Login 

3 

Click to expand Menu 

4 

5. OSMS & CHANGE PASSWORD in Main Menu   6. Click OSMS to expand and to get sub-menus 

Click to Add School 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

7. Shows the list of school added, else “Data Not Found”  

8. Type School DISE Code & Click “Check Here”, if already added,  

    that can be edited, if not previously added, type School Name,  

    Select Block / Municipality Name & Sansad / Ward Name from Menu 

    Finally Click Submit to add this school and to get a new blank form 

    However, you may Click “Go Back” to see the list of school added. 
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Click here to go to previous menu 

7 

Click here to go to Main Menu 

Click here Add School 

Click here to go to Main Menu 

Click here Add New School / Edit Existing School 
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9. The newly added School will appear in the list  
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10. Click Submit/Edit/View Teacher Profile to add teacher   
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11. Click View Teachers to Add / edit profile of added teachers 
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12. If no teacher profile previously added “Data Not Found” will appear, else the screen will show list of teachers under this  
      school added. Click Add New Teacher to add new Teacher Profile 

Click Here to Add New Teacher Profile 



 
Please Enter the Teacher Profile carefully as per DCF submitted by the teacher 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

13 14 

13. Enter Primary Details of the Teacher & Click Submit   14. Enter Personal Details of the Teacher & Click Submit   

15 
16 

15. Enter Contact Details of the Teacher & Click Submit   

16. Enter Professional Details of the Teacher  
      Please click the check box to add previous service record 
      It will open a new window to add previous record 
 

Click here if any previous service record 

For the previous school 

1. Select District  

2. Select Circle 

3. Select School (if school not listed, select OTHER) 

and type School Name 

4. Select Designation (HT / AT / TIC) 

5. Select Qualification at that time 

6. Select “From Date” & “To Date” in that school 

7. Give Transfer Memo No & Date 

8. Click (+) button at right to add more school 

9. Finally Click Submit 
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18. Click View to see the submitted data, take printout of it in pdf format by clicking the pdf icon (for verification by the teacher) 

      After physical verification of the printout by the teacher, Click Edit to change data (if needed) 

      Click Delete only when a teacher of other school is wrongly entered under this school. 

      If every record is found Ok, Click “Send for Approval”, no data can be edited after sending it to DPSC for approval 

      After Approval from DPSC login, the Status will be changed to “Approved” and a Code will be generated by the system 

      The Circle SIS can submit Salary online in each month for the teacher. 
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Enter Basic Pay (B.P), the following fields will be auto calculated 

D.A., H.R.A., M.A., GROSS, P.TAX, NET PAY, however every field is editable except GROSS and NET PAY 

Change HRA, MA etc if required, the GROSS and NET PAY will be re-calculated 

Enter Sp. Allowance, Contingency (applicable for HT/TIC only), PF, PF-LOAN etc and finally Click “Submit” 

All teachers’ monthly salary data of a school will be submitted at a time. 

Submit Salary all schools 1 by 1 

After Submitting the status under “Action” in the previous menu will be changed to “Saved” 
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22 

After salary submission for all teachers in all schools of 

the Circle, Click “Download Salary Bill in Excel” under 

“OSMS” of the Main Menu. 

It will download an excel file School-wise & Teacher-wise 

Salary data of the month including Salary Account details 

of the teacher. 

Printout of the entire table may be taken on legal size 

paper in landscape mode (with 70% ratio at page setup) 
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19. From the Main Menu Click “Submit Salary” 
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20. Click “Salary Table” for the school 


