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Annexure-I

Vacancy Management System- Work Flow

Website s www.sec.kerala.gov.in
LB User : Election Clerk
LB Admin : Secretary

In local body profile, ‘Elected Members Management’ and ‘Manage Vacancies’
sub modules will be listed under the ‘Election’ module. ‘Elected Members
Management’ will list all the elected members in your local body and you can
assign the member as President/ Vice President/ Standing Committee Chairman/
Standing Committee Member. To report a vacancy, user should choose ‘Manage
Vacancies’

» Elected Members Management
LB User
¢ Check details of the elected members in your local body.

¢ To assign an elected member as a President/ Vice President/
Standing Committee Chairman/ Standing Committee Member,
click menu button of the listed concerned member and select
position. The status will remain 'pending' until the LB Admin
approves the position.

¢ If user mistakenly chooses another member, then the user can
change it before the status become ‘Approved’.

¢ Vice President will also hold the additional charge of Finance
Standing Committee Chairman. Hence only the 'Vice President'
position will be listed.

LB Admin

¢ Check details of the elected members in your local body.

¢ To approve a position of an elected member as a President/ Vice
President/ Standing Committee Chairman/ Standing Committee
Member, click menu button of the concerned member and select
‘Approve’ button. The status will be changed as > Approved’.
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» Manage Vacancies

Vacancies of standing committees and elected members can be
reported through this module.

LB User

¢

To report a vacancy of a member, click menu button of the
concerned member and select ‘Report as Vacant’.

¢ Fill details related to the wvacancy. Choose vacancies (SC
Chairman/ SC member/ Elected Member) and submit.

¢ To upload documents, click ‘upload’ button against the concerned
member’s name and select & upload document.

¢ To view the uploaded documents, click ‘View’ button against the
concerned member’s name.

LB Admin

¢ Check the details of the reported vacancies of elected members in
your local body.

¢ To delete the uploaded documents, click menu and select ‘View
attachment’ and select ‘Delete’

¢ To upload documents, click ‘upload’ button against the concerned
member’s name and select & upload document.

¢ To view the uploaded documents, click ‘View’ button against the
concerned member’s name.

¢ If all details are correct, then approve the reported vacancy.

Click menu and select ‘Approve’- Member status will be changed
to ‘Vacant’.
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