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1. Introduction to JNPA

e Overview of INPA Software

JNPA software simplifies resource allocation for various categories,
including current employees, retired government personnel, and
others. It enhances organizational efficiency by effectively matching
personnel with job requirements, ensuring best deployment and
resource use.

e Purpose of the User Manual

This user manual is designed to offer comprehensive guidance on
using the JNPA software effectively. It aims to help users navigate
through various features, complete necessary forms, and perfect
resource allocation for staff. By following the instructions and best
practices outlined in this manual, users can ensure efficient and
correct use of the software to meet their organizational needs.
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2. Getting Started

2.1 User Signup

@

Welcome to JNPA

To create a new account:

1. Navigate to the JNPA software platform.
2. Click on the "Signup" or "Create Account" link.
3. Fill out the signup form with:
¢ Email
e Phone number
e Password
4, Submit the form.
5. Check your email for the OTP (One-Time Password).
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2.2 OTP Verification Screen

1. Enter the OTP received via email to verify your account.
2. Upon successful verification, proceed to the sign-in page.

2.3 User Login Screen

@

Welcome to Quarter

Allotment Portal

St

Enter your email and password to access your account.

2.4 Filling Personnel and Organization Info

After login, fill out the following details:
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e Organization Info:
e Organization Name
e Organization Contact No.
e Reporting Officer's Name
e Reporting Officer's Mobile No.
e Address Details (Line 1, Line 2, City, State)

Personnel Info ®

[ s [
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Q Organization Info ¢
T
& Personnel Informat Organization Name * Organization Contact No. *
[‘ ]

Reporting Officer * Reporting Officer Mob. No. *

Address Line 1*
Address Line 2

City * State *

e

After filling personnel and organization user can apply for resource
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Resource Allotement Request

Resource Allotement Request 2‘

2 " Select Type *
Quarter
From Date * Tl Date
B dalmmiyyyy =)

aa/mmlyyyy

Bullding Type *

Guarantora Information

Name * Email *

Mobile No. * Altornate

Upioad Other Documents (Marge Into Singlo File)

» (tile size below IMB)

J
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3. Request Management

3.1 Clerk Actions

Q Request For Resources !

8 = FF 10 003

e All new resource requests appear in the "Request for Resource"
tab.
e C(lerk can view request details and take actions:
e Approve, reject, or request clarification.
e Communicate with users via chat for additional documents
or clarifications.
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The clerk can take necessary actions accordingly—approve, reject, or
communicate with the user to clarify any doubts. Additionally, the

clerk can ask for any required documents through the chat function if
needed.
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Activitie ® Google Chr

Request For Resources

Personal Information

Name. Email Type Father/Husband Neme
amitkumar yadiav amityadaveilia@gmalcom inpaE mployes rajnath
Gender Occupation Reporting Ofticer
2] t Roqueet 6-21 ke i Kuldeep
© i Aadhar No PanNo Permanent Address Organization Address
G Mana " 76387467836 AOBYY61794 » block road shahad fatak, sal bullding apartment room | mahada colony, thane, mukune maharashtra
hasnagar, mohorashtra
Request Type
Paym L Requosted Quarter Information
Resource Type From Ds
[l ! i Quarte 20/06/2024

Bullding Type Sector Number Building Number

Room No.

=, A " ! "

e s Rental Unit Rent Water Charges Maintenance
P N Rs 12000 Rs 750 Rs750

& U Add Remerk

the AlRwsour

W

Activitie ® Google Chrome

3 ® (@lres

4

) Request For Resources 2

Requested Quarter Information

Resource Type From Date Til Date

on07/2024

® S Building Type Sector Number Building Number Room No
% ol Porsi A i U  roomN:
. Rental Unit Rent Water Charges Maintenance
N Rs 12000 Ro 750 Rs
G e L Add Rermark

In bulding b

1 will 0t you know by tomorrow

Resource Allotement Request

[} %
pamat Status Cloark : Pending

Organization's Request L

« Other Documents
BB | koquost Lotter B | screonshot from 2024-06-27 17-1-88png

Hi_ there Is no vanant reom avallablo in Bulding A 50 can you prefer in bullding b

1 will ot you know by tomorrow
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The clerk can approve requests after entering resource details and
clicking the approve button. After approval, the request will be sent to
the manager. Additionally, the clerk can also see this requestin the
"Manager Pending Requests" tab after approving it.

3.2 Manager Approval

(_\ Manager Approval Pending f
g
Personal Information
L
] Name Email Father/Husband Name
amitkumar yadav amityadavBiB@gmalcom rajnath
Dob Gender Reporting Officer
@ Vecch Roqaon 2014~ male kuideep
s Aadhar No PanNo
87635746783 ACBYY6ITSA ak. sai buiding apartment room -2,
(3 Menager ApprovalPend 876387467836 AQBYY atak, sai buiding apartment room - lund, mat
(% Clarication Fending
Request Type
v b Approved newRecest
] Requested Quarter Information
P
Resource Type From Date Til Date Status
e Quarter 28/06/2024 07/0%2024 appl
]
7 G Building Type Building Number Sector Number Room No
v A 43 1 4
[} EI Rental Unit. Rent Water Charges Maintenance
) Aasfa Rs 12000 Rs 750 Rs 750
i A
ik
&

The manager will see the request that has been approved by the clerk
in the "Request for Resource" tab.
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() Request For Resources ®
o
~ L |
—
" Email Name Type. Mob No. From Date. Till Date Veritiod By Action
[ —— em  emitomeryedw  jpetmployee  scsesesess 20A jowr2024 o o

e Approved requests move to "Manager Pending Requests” tab.
e Manager can approve, reject, or request clarification.

e Adding remarks is required when requesting clarification.

) Request For Resources [
..... Type
e

L

...... o
(@ Roquest Of Resources
=l ‘ s : Aadhar No Pan Ne

ac it
quost Typo

Requested Quarter Information
P

Resource Type From Da o -
] 621 appli

Allotment Letter Genertate Alotment Letter

[Choose fils | No file chosen Joload
°

Butcing Type Bukding Nurmber Sector Number Roomto
2 v a ) a
h

Rental Unit. Rent Water Charges Maintenance
. o Ra12000 Ra750 Ra750
o Ad emark
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—

(=] O Rosourcos

. Email Name Type Mob No From Date Till Date Verified By Action
6 Vet ciedevetta @gmail.com amitkumar yadav inpaEmployee 8686068686 28/06/202 1071202
€] Vacant Rescurce Requst:

@ Crangor Requ

(5 Menagor Approval Pendis

[ Clearification Pending.

v} i ‘

o

]

On the clarification page, the clerk can communicate with the user via
chat to request necessary documents or clarification. The user can
send the required documents through the chat box. The clerk reviews
the documents and takes necessary actions such as approving or
rejecting the request. If approved, the request is forwarded to the
manager with remarks. Also, the clerk can change the resource if
required during this process.
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Clearification Pending (3

..........

Til Date

'} pproval Bullding Type Sector Number BuidingNumber ~ FReomNo

After the clerk's approval and clarification, the request goes to the
manager. The manager can view it in the "Request for Resources" tab
along with the clerk's remarks.

Request For Resources ®

Porsonal Information

"
)
Genartate Allotment Lattar’
(]
056 fla | No filo chos

. o sect
i A '
< Remlunt  Rem Wator Ch

Ava; dea . e

Add Rer

Remark

manager can upload it and then approve the request. Once approved,
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the request goes back to the clerk, who can see it in the "Manager
Approved Requests" tab and take further action.

A/E/TA- C/2024/
/2024

Sub: Allotment of A type quarter in JNPT
Township.
Ref: Your application dated: 6/27/2024

1. This is with reference to your above-mentioned letter
from your E mail ID-

111 com). We are to
inform you that with the approval of the Competent
Authority, quarter-A1/43/4, Sector -1, is hereby allotted
to you for residential purpose for the period of 11
months on temporary basis on following terms &
conditions:

2. You have to pay notified rent of Rs.12000 + 20%
Maintenance Charges Rs.750 + 18% GST on
maintenance ie. Rs5.135.00 =Total charges
Rs.12885.00 + Water Charges Rs.750 pi

10th of next month. Revised rental charges will be
applicable as & when decided by the Port. Failure to pay
the bills in time will entail applicable penal interest

3.3 Finance Verification

1. Before approval, manager generates and uploads the
allotment letter.
2. Clerk sends the request for payment verification after user
uploads payment receipt.
3. Finance user verifies payment in "Payment Verification
Pending" tab:

e Uploads necessary documents.

e Approves or rejects payment verification.
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@

-l

] Ot Resaur
+ Fenonal Requesct
1 Vocan Resource Requess

} Manager Approval Pening
} Clesrtestion Percing

Payment Verbization Approved

Y Payment verication Rejected

Requests

AlResources >

Allted R soures: 5

Manager Approved Requests

Porsonal information

Name
amitkurnar yadav

Aachar No
576367467636

Request Type
wenRequest

Requested Quarter Information

Resource Type
Quarter

Alotment Lattor

Scroensho from 2004-06-27 -11-04 g

Buikding Type
A

Rental Unit.
Av43la

‘Add Romark

Email
amityadavBME@gmailcom

Gender
male

FanNo
acevvEITaA

From Date
28/06/2024.

Buiding Numbor

Type
inpaEmployee

Occupation
serrvice

Permanent Address
ablock road shahed fetak. sei bulding apartment room 1-2, ulhasnagar
maharashira

il Date
OHO72024

Sector Number

Water Charges.
RS 750

®

Please waltfor e user 1o upload
© 1 poyment recsi

rajnath

Reporting Officer
kuideep

‘Organization Addrass.
mahada colony, thane, muund, maharashtra

Status
applied

RoomNo

Maintenance
Rs 750

This is user screen, and he can upload the payment receipt here
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&
Q Resource Allotement Request €
P e—— From Da Dotz Reauest Type v
Recue
B Organization Information
Water Charges Resource Type Building Ty Building Numb
/ tal Unit

1willet you know by tomorron

vew

(=) Payment Verification Approved ®

uytyuty ty
hkhkjhj

ihjhjhk

If the finance user rejects the payment, the request goes back to the
clerk. The clerk can see it in the "Payment Rejected" tab, where they
can communicate with the user via chat to request additional
documents or clarification. If the clerk is satisfied, they can resubmit
the request for payment verification, including any necessary
remarks. The request then goes back to the finance user, who can
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review it again and either approve or reject it. Alternatively, the clerk
can also choose to reject the request entirely.

3.4 Final Approval
e C(lerk adds rental code and sends for final verification.
¢ Finance user verifies in "Finance Approval Pending" tab:
e Uploads necessary documents.

e Approves or rejects application.

yyyyyyyyyyyyy

Payment's Remark

e Iffinance user rejects it:
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e |[fthe finance user approves the payment

the request goes back to the clerk. The clerk can see it in the
"Payment Verified" tab, where they can add the RENTAL CODE.

@ Payment Verification Approved ®

<<<<<<<<<

rrrrrr

3.5 Application Status and History
e Users can track all application statuses.
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Resource Allotement Request

[ - i —— [ s——
4. Special Requests

4.1 Vacant Resource Request

e Users request to vacate resource via "Vacant" button.
e C(lerk manages requests in "Vacant Resource Request"” tab.
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Soctor Number

Organizations Request Letter  Other Documents Alotre
o Request to Vacate Resource
Rocuest Loter Scroenshot from 2024-06-27 7-11-505rg | BA ot fom 2024-00-27 10-1-04 prg.
Ploase approve and cloar ol the ponding thinsg,
would ke to venct the resource

° Renowel p Vacant. J Chang Quarter Request.

-

() Resource Allotement Request [ 4
v
e 28/06/2024 Q072024 WHec t 0
" Water Charges . Month o Possession Resource Type
- 75 78rahjth february quarter
iy Orzancoton formotie Guiing Type g Number Soctor Number Room o
A a \ a
p——
Lo . Aljaz/a
Status: Cleark : Approved Manager : Approved Payment : Approved Allotted
o cioe — e—
, .
Organization's Request Letter Other Documents. Allotment Letter
Request Letter Screenshot from 2024-08-27 17-11-58 png Screenshot from 2024-06-27 18-11-04png Screenshot from 2024-06-27 18-1-04png

1 willlet you know by tomorrow

vewy

e All vacant requests will be visible to the clerk in the "Vacant
Resource Request” tab. There, the clerk can communicate with
the user using chat and take necessary actions accordingly.
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After the clerk approves the vacant resource request, the
applicationis closed. Users can then view the history of the
applicationin the "All Requests" tab.

¢ = F» 03
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4.2 Renewal Resource Request

e Users apply for renewal via "Renewal” button.

e C(lerk manages requests in "Renewal Resource" tab.

For the renewal, users will need to fill in some details again.
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Resource Allotement Request ®

() Resource Allotement Request [

Corcetimpen

After the user applies for renewal of a resource, the clerk will see the
request in the "Renewal Resource" tab, where they can approve or
reject it. After clerk approval, the manager and finance user will also
follow the same process. They can identify whether this requestis a
renewal by its request type name, typically labeled as "Renewal
Request
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Activitie ® Google Chrome

®
(2 Renewal Requests ¢
= [——
. - e
b p—
3 toquon ypo
erovaRoquent
N Recuested Quartes tormaton
— Fromoste e
By e Eymn— pa— oo
. “ ) '
Rerta Ut ot Moerarce
sy 12000 70
°
pp—
"
"
o

® Unpa

Quarantor’ nformation

sorfoy JRp—

. Upload Other Docurments (Merge nto Se i)
" (00 i ok 1)
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Resource Allotement Request f

P

Manager: Approved Payment: Approved Atotted
Ot e Lacer Omer Dot Ao o et et
st et B screenorvom2024-06-777-1-onprg. | BB scesrpotrom2026-06-27 8-1-03prg Screerspot om 2024-08-2718-1-0%prg
rromowe =2

e

Change Resource Request

4.3 Change Resource Request

e Users request to change resource via "Change Resource"” button.
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e C(Clerk manages requests in "Change Resource Request" tab.

Resource Allotement Request ®

4.4 Cancel Request

e Users can cancel requests via "Cancel” button.
e View canceled requests in "All Requests" tab.
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= x
¢ = ; .
) Resource Allotement Request f
2 0
(&3 Resource Alotment | Cleark : Pending
8 Req Other Docurmer
eeeeeeeeeeee BA | screanshot trom %

Hi, there is no vanant room avallable in Buiding A 50 can you profer
Cancel Request

1wl et you know by tomorrow
i dont require room any more b Lt

no

Cancel Request

Conclusion

Thank you for using JNPA. This user manual is designed to help you
navigate the software and make the most of its features. Whether you
are allocating resources, managing staff information, or optimizing
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organizational operations, JNPA provides the tools you need for
efficient and effective management.

Visit the JNPA project at https://jnpa-dev.code-b.dev/ for more

information and updates.

Code-b
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