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Functions and their use: 

These functions work same on all pages, section and element of website. 

Status: 

 Active : It shows that the said element is visible on website. 

 Inactive : It shows that the said element is not-visible on website. 
 

Editing function: 

 View : It allow user to view the information in selected item. 

 Edit : It allow user to edit the information in selected item. 

 Delete : It allow user to delete the selected item. 

 Submit  : It allow the user to save the changes for the selected item. 

 Back  : It allows the user to return to previous section without saving the 
changes. 

 Add New Record : It allow the user to add a new item in selected 
section. 

 Choose file : It allow the user to upload required & 
allowed files/images etc. to the selected item. 

 

Other Functions: 

  View Document  : It allows the user to view the document/images etc. 
in the selected item. 

 Page Number : It allows user to check the current 
page number and move between different pages of selected section. 

 Item Count : It shows user the number of entries/items 
shown for selected section. 

 Sort : It allows user to sort the shown representation of data. 

 Search : It allows the user to search for a specific item in selected 
section. 

 No. of Items shown : It allows user to select the number of 
entries/items shown for selected section on current page. 

 

Always try to upload small files with less size, to conserve server space. 

For Image – Height and Width more than 50*50 px. 

While Editing a record, if you don’t want to change some file, then don’t upload anything in 

its place.  
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LOGIN: 

1. Click Login. 
 

 

 

 

 

2. Select User Type as “Teacher” from Drop-Down 
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3. Enter User Email and Password of Admin Account, then click Login Button. 
 

 

 

 

 

4. Now you are logged in to Admin Panel, and you will be on Dashboard. 
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LOGOUT: 

1. From Admin Panel, Click Profile Button (Logo on top-left corner of screen) 
2. Click LogOut. 

 

 
 

3. Now you are logged out to Admin Panel, and you will be on Home Page. 
 

 
 

 

 
 

 

For any update/change/add/edit into records/items you need to login first, after which 

follow the guide to learn about further changes. The guide itself is divided page wise for 

ease of understanding. 

Next, we will see how to update/edit/add/delete records/items/entries in different sections 

of the website, and how the change will affect said pages/sections on both front-end and 

back-end.  
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Home: 

A. Slider 
 

 

 

How to Add new Item: 

1. From Admin Panel go to “Slider” 
2. Select “Add new record”. 

 

 

3. Fill the required information and only upload “image file” for this section. 
4. Click submit. 
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How to Edit/Update Item: 

1. From “Slider” click “EDIT” in front of item/record you want to change. 
 

 

2. Change the required details and files (“only Image”) you want to change and click 
Submit. 
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B. News/Event: 
 

 
 

How to Add new Item: 

1. From Admin Panel go to “Manage News / Events” 
2. Select “Add new record”. 
3. Fill all the required information and only upload “PDF/ZIP/RAR” file for this section. 
4. Click Submit. 

 

 

How to Edit/Update Item: 

1. From “Manage News / Events” click “EDIT” in front of item/record you want to 
change. 
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2. Change the required details and files (“only PDF/RAR/ZIP”) you want to change and 
click Submit. 
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C. Notice / Tender 
 

 

How to Add new Item: 

1. From Admin Panel go to “Manage Notice detail” 
2. Select “Add new record”. 
3. Fill all the required information and only upload “PDF/ZIP/RAR” file for this section. 
4. Click Submit. 

 

 

How to Edit/Update Item: 

1. From “Manage Notice detail” click “EDIT” in front of item/record you want to change. 
2. Change the required details and files (“only PDF/RAR/ZIP”) you want to change and 

click Submit. 
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D. Testimonials 
 

 

How to Add new Item: 

1. From Admin Panel go to “Manage Testimonials” 
2. Select “Add new record”. 
3. Fill all the required information and only upload “image” file (more than 50*50 px) for 

this section. 
4. Click Submit. 

 

 
 

How to Edit/Update Item: 

1. From “Manage Testimonials” click “EDIT” in front of item/record you want to change. 
2. Change the required details and files (“only image 50*50 px”) you want to change and 

click Submit. 
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About Us: 

A. Cooperatives at a Glance 
 

 
 

How to Add new Item: 

1. From Admin Panel go to “Coorporatives at a Glance” 
2. Select “Add new record”. 
3. Fill all the required information for this section. 
4. Click Submit. 

 

 
 

How to Edit/Update Item: 

1. From “Coorporatives at a Glance” click “EDIT” in front of item/record you want to 
change. 

2. Change the required details you want to change and click Submit. 
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B. Financial Report 
 

 
 

How to Add new Item: 

1. From Admin Panel go to “Manage Financial Report” 
2. Select “Add new record”. 
3. Fill all the required information and only upload “PDF” file for this section. 
4. Click Submit. 

 

 

How to Edit/Update Item: 

1. From “Manage Financial Report” click “EDIT” in front of item/record you want to 
change. 

2. Change the required details and files (“only PDF”) you want to change and click 
Submit. 
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C. Who is Who 
 

 
 

How to Add new Item: 

1. From Admin Panel go to “Manage Who is who” 
2. Select “Add new record”. 
3. Fill all the required information and only upload “image” file (more than 50*50 px) for 

this section. 
4. Click Submit. 

 

 
 

How to Edit/Update Item: 

1. From “Manage Who is who” click “EDIT” in front of item/record you want to change. 
2. Change the required details and files (“only image 50*50 px”) you want to change and 

click Submit. 
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Projects: 

A. Projects 
 

 
 

 

 
 

 
 

How to Add new Item: 

1. From Admin Panel go to “Manage Project” 
2. Select “Add new record”. 
3. Fill all the required information and only upload “PDF” file for this section. 
4. Click Submit. 
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How to Edit/Update Item: 

1. From “Manage Project” click “EDIT” in front of item/record you want to change. 
2. Change the required details and files (“only PDF”) you want to change and click 

Submit. 
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Training: 

A. Training Center 
 

 
 

How to Add new Item: 

1. From Admin Panel go to “Manage Training Center” 
2. Select “Add new record”. 
3. Fill all the required information and only upload “PDF” file for this section. 
4. Click Submit. 

 

 
 

How to Edit/Update Item: 

1. From “Manage Training Center” click “EDIT” in front of item/record you want to 
change. 

2. Change the required details and files (“only PDF”) you want to change and click 
Submit. 
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B. Training Calender 
 

 
 

How to Add new Item: 

1. From Admin Panel go to “Manage Training Calender” 
2. Select “Add new record”. 
3. Fill all the required information and only upload “PDF” file for this section. 
4. Click Submit. 

 

 
 

How to Edit/Update Item: 

1. From “Manage Training Calender” click “EDIT” in front of item/record you want to 
change. 

2. Change the required details and files (“only PDF”) you want to change and click 
Submit. 
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C. Other Training 
 

 
 

How to Add new Item: 

1. From Admin Panel go to “Manage Other Training” 
2. Select “Add new record”. 
3. Fill all the required information for this section. 
4. Click Submit. 

 

 
 

How to Edit/Update Item: 

1. From “Manage Other Training” click “EDIT” in front of item/record you want to 
change. 

2. Change the required details and click Submit. 
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Publicatons: 

A. Manage Sahakari Samachar 
 

 
 

How to Add new Item: 

1. From Admin Panel go to “Manage Sahakari Samachar” 
2. Select “Add new record”. 
3. Fill all the required information and only upload “PDF” file for this section. 
4. Click Submit. 

 

 
 

How to Edit/Update Item: 

1. From “Manage Sahakari Samachar” click “EDIT” in front of item/record you want to 
change. 

2. Change the required details and files (“only PDF”) you want to change and click 
Submit. 
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B. Manage Acts 
 

 
 

How to Add new Item: 

1. From Admin Panel go to “Manage Acts” 
2. Select “Add new record”. 
3. Fill all the required information and only upload “PDF” file for this section. 
4. Click Submit. 

 

 
 

How to Edit/Update Item: 

1. From “Manage Acts” click “EDIT” in front of item/record you want to change. 
2. Change the required details and files (“only PDF”) you want to change and click 

Submit. 
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C. Manage Bylaws 
 

 

 

How to Add new Item: 

1. From Admin Panel go to “Manage Bylaws” 
2. Select “Add new record”. 
3. Fill all the required information and only upload “PDF” file for this section. 
4. Click Submit. 

 

 
 

How to Edit/Update Item: 

1. From “Manage Bylaws” click “EDIT” in front of item/record you want to change. 
2. Change the required details and files (“only PDF”) you want to change and click 

Submit. 
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Right To Information: 

A. Right To Information 
 
 

 
 

 

How to Add new Item: 

1. From Admin Panel go to “Manage Right To Information” 
2. Select “Add new record”. 
3. Fill all the required information for this section. 
4. Click Submit. 
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How to Edit/Update Item: 

1. From “Manage Right To Information” click “EDIT” in front of item/record you want to 
change. 

2. Change the required details and click Submit. 
 

 

 
 

 
 

 

  



USER MANUAL FOR ADMIN PANEL OF MPSCU.IN 

36 
 

Media: 

A. Manage Press Coverage 
 

 
 

How to Add new Item: 

1. From Admin Panel go to “Manage Press Coverage” 
2. Select “Add new record”. 
3. Fill all the required information and only upload “image” file (more than 50*50 px) for 

this section. 
4. Click Submit. 

 

 
 

How to Edit/Update Item: 

1. From “Manage Press Coverage” click “EDIT” in front of item/record you want to 
change. 

2. Change the required details and files (“only image 50*50 px”) you want to change and 
click Submit. 
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B. Manage Gallery 
 

 
 

How to Add new Item: 

1. From Admin Panel go to “Manage Gallery” 
2. Select “Add new record”. 
3. Fill all the required information and only upload “image” file (more than 50*50 px) for 

this section. 
4. Click Submit. 

 

 
 

How to Edit/Update Item: 

1. From “Manage Gallery” click “EDIT” in front of item/record you want to change. 
2. Change the required details and files (“only image 50*50 px”) you want to change and 

click Submit. 
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C. Manage Publications Gallery 
 

 
 

How to Add new Item: 

1. From Admin Panel go to “Manage Publications Gallery” 
2. Select “Add new record”. 
3. Fill all the required information and only upload “image” file (more than 50*50 px) 

and “PDF” for this section. 
4. Click Submit. 

 

 
 

How to Edit/Update Item: 

1. From “Manage Publications Gallery” click “EDIT” in front of item/record you want to 
change. 

2. Change the required details and files (“only image 50*50 px and PDF”) you want to 
change and click Submit. 
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Team: 

A. Manage Team 
 

 
 

 

How to Add new Item: 

1. From Admin Panel go to “Manage Team” 
2. Select “Add new record”. 
3. Fill all the required information and only upload “image” file (more than 50*50 px) for 

this section. 
4. Click Submit. 

 

 
 

 



USER MANUAL FOR ADMIN PANEL OF MPSCU.IN 

43 
 

How to Edit/Update Item: 

1. From “Manage Team” click “EDIT” in front of item/record you want to change. 
2. Change the required details and files (“only image 50*50 px”) you want to change and 

click Submit. 
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Contact us: 

A. Contact us 
 

 
 

“New record/ item /enquiry can only be added by visitor/user for this section. Admin can only view 

/delete these records” 

How to View Item: 

1. From Admin Panel go to “Contact Us”, and click “VIEW” in front of item/record you 
want to change. 

2. Click Back to go back to Contact Us Page. 
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How to Delete Item: 

1. From “Contact Us” click “DELETE” in front of item/record you want to change. 
2. Click OK on the next prompt. 
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Help and Support: 

A. Help and Support 
 

 
 

 
 

 
 

“User /Visitor can send their support request/ grievances/ etc. directly here, and after submitting of 

said request, a Tracking Id to check status of their request.” 

Keep in mind always check this section, and update the report on said message accordingly.” 
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“New record/ item /enquiry can only be added by visitor/user for this section.” 
 

How to Edit/Update Item: 

1. From Admin Panel go to “Help and Support” click “EDIT” in front of item/record you 
want to change. 

2. Type the Solution, upload a solution “PDF” (optional). 
3. Select Active from drop down and click Submit. 
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“IMPORTANT – IF YOU NOT SET THE STATUS ACTIVE, THE REQUEST WILL BE TREATED AS PENDING, 

AND NO UPDATE WILL BE SHOWN TO THE USER.” 
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Manage Training Centre: 

“IMPORTANT – This section is for managing training centre, except gallery no other information will 

be shown on front end (website). Only by logging in Admin Panel these items can be edited/ viewed” 

“MAKE SURE TO NOT USE SAME PASSWORD FOR EVERY USER” 

 

A. Center's Monthly Report 
 

How to Add new Item: 

1. From Admin Panel go to “Center's Monthly Report” 
2. Select “Add new record”. 
3. Fill all the required information and only upload “PDF” file for this section  
4. Click Submit. 

 

“If more than one trainer name needs to be added, it can be done via editing the record. 

If you need to add images, you can do that via editing the record.” 
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How to Edit/Update Item: 

1. From “Center's Monthly Report” click “EDIT” in front of item/record you want to 
change. 

2. Change the required details and files (“only PDF”) you want to change and click 
Submit. 

 

 
 

 
 

3. How to add multiple trainer name – 
o Go to Trainer Name 
o Click “Add New Row” 
o Add all the Trainers 
o Click Submit (right under this section) 

4. How to add multiple Images – 
o Go to Upload Multi Image 
o Click “Choose File” 
o Select all the images you want to add 
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o Click Uploads (right under this section) 
 

 

 

How to View Item: 

1. From “Center's Monthly Report” click “VIEW” in front of item/record you want to 
change. 

2. Click Back to go back to previous section. 
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B. Manage Teachers 
 

How to Add new Item: 

1. From Admin Panel go to “Manage Teachers” 
2. Select “Add new record”. 
3. Fill all the required information for this section. 
4. In “User Type”  

 Higher Authority –  
o They can create new Teachers account for their Centre. 
o Only make one Higher Authority, per centre, ex – Principal/ Vice-

Principal. 
o They can add photos to centre galley. 
o Create new Students account.  

 Teachers –  
o They can create new Students account. 
o They can add photos to centre galley. 
o Create new Students account. 

 

 
 

5. In “Status” 
 Active – User is can login and use all the assigned function. 
 Inactive – User can’t login, nor use assigned function. 
 Pending – When Higher Authority creates a new Teacher account, it’s 

status is shown pending, until Admin approves it, in this case also, User 
can’t login, nor use assigned function. 

 

 
 

6. Click Submit. 
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How to Edit/Update Item: 

1. From “Manage Teachers” click “EDIT” in front of item/record you want to change. 
2. Change the required details and click Submit. 

 

 
 

 
 

How to Change Password: 

1. From “Manage Teachers” click “Change Password” in front of item/record for which 
you want to change the password. 

2. Enter new password and click Submit. 
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C. Manage Students 
 

How to Add new Item: 

1. From Admin Panel go to “Manage Students” 
2. Select “Add new record”. 
3. Fill all the required information and upload only “Image” for this section. 
4. If you want to add multiple image (ex. PAN card etc.), it can be uploaded on by 

editing the record. 
5. In “Status 0” 

 Active – User is can login and use all the assigned function. 
 Inactive – User can’t login, nor use assigned function. 
 Pending – When Higher Authority/ Teacher creates a new Student 

account, it’s status is shown pending, until Admin approves it, in this 
case also, User can’t login, nor use assigned function. 

 

 
 

6. Click Submit. 

 

 

 

How to Edit/Update Item: 

1. From “Manage Students” click “EDIT” in front of item/record you want to change. 
2. To add multiple image, go to “Upload Multi Image”, select all the image files and click 

Uploads. 
3. Change the required details and files (“only Image”) you want to change click Submit. 
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How to Change Password: 

1. From “Manage Students” click “Change Password” in front of item/record for which 
you want to change the password. 

2. Enter new password and click Submit. 
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D. Manage Centre Gallery 
 

 
 

“Only centre can upload photo in their respective centre gallery, after which Admin have to 

approve said photos for them to appear on website. Admin have full rights to control the 

images, but won’t be able to upload them.” 

 

How to Edit/Approve Item: 

1. From “Gallery” click “EDIT” in front of item/record you want to change. 
2. Go to Status and select Active from the drop down. 

 

 
 

3. Change the required details and files (“only image”) you want to change and click 
Submit. 
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4. Now the Image will be displayed in related centres gallery. 
 


