
 

Prerequisite for DISE Capsule:- 
 

1.​Microsoft Windows Operating System (Preferably Window 7 and above) 

2.​ DISE Setup software 
 

3.​DISE Capsule Setupsoftware 
 

4.​ DeptData.mdbfile 
 

5.​Web Camera to capture photograph or Scanned photograph in jpg or jpeg format in less than 20 KBsize. 
 

6.​Voter IDCard Details 
 

7.​Bank Name, IFSC Code of Bank Branch and Bank AccountNo. 
 

8.​High Speed Internet Connection on yourComputer. 
 
 

Note: - 

1.​ Please Select Gender Status Male/ Female Carefully during Data Entry, Once Entered can never be changed. 

2.​ Please do not enter the details of All Class IV Employees/Drivers. Like Peon, Sweeper, Chowkidar, Security Guard 
etc. 

3.​ Individual Employee Report is also made available in the Software for individual verification. It may be kept for 
your record. 

 

 

 

 

 

 

 



 

 
Installation Procedure: 
 

1.​ Login as Administrator with Full Privilege Account on your Computer. 

2.​ Open the folder where you have downloaded DISE Setup. 

3.​ Run Setup.exe 

4.​ Open the folder where you have downloaded DISE-Capsule. 

5.​ Run setup.exe from the folder named ‘package’. (Right Click and run as Administrator) 

6.​ In case files being copied by setup are older and your computer has newer version, please retain the newer 

version. 

7.​ Ignore any error messages. At the end of the setup, it will show the message “Setup has been completed 

successfully.” 
 

 
After successful installation follow steps as shown below: 

 

 



 

 



 

Following Screen will appear: 
 
 

 



  
Choose “DeptData.mdb” file from where you have your downloaded folder/files copied on your computer as shown 

below: 

 



 

Select DeptData.mdb file and Press Open … 
 
 

 



 

Select Your Department from the list appears on the screen 
 

 
 



 

After selecting Department, Select Office/Offices from the available list under selected Department: 
 
 

 

 



 

Press Add … (You can select more than one office under your control and want to enter data on a 

singlecomputer/machine) 

 

 



 

 



 

Click on Install Button 
 
 

 



 

 
Confirm your Department and office(s) you want to configure 
 

 
 

 
 

Click on Yes Button 



 

‘Software has been successfully configured and data initialized’ screen will appear: 

 
 

 



 

On Successful installation of Software following screen will appear: 
 

 



 

Click on Transaction Tab and Select 

 

1.​ For Data Entry �Polling Personnel Data Entry and EditingOR 

2.​ For Data Editing by Office�Polling Personnel Data Editing byOffice 

 

 



 

Click on Add Button following screen will appear: 

 

 



 

1.​ Select DepartmentName 

2.​ Select OfficeName 

3.​ Enter EmployeeName 

4.​ Enter Father/HusbandName 

5.​ Select Designation form dropdownlist 

6.​ Select Fale/Female 

7.​ Select Class of Employee as A or B or C from dropdownlist 

8.​ Select Pay Scale / Grade Pay from dropdownlist 

9.​ Enter BasicPay 

10.​Enter Office Name and Address infull 

11.​Select Constituency where you are working from dropdownlist 

12.​Enter Home full Address with Telephoneno. 

13.​Select the Constituency where you are presently residing from dropdownlist 

14.​Select, if you already exercised election duty as, from dropdownlist 

15.​Select Native Constituency where you were earlier residing it may be same as Residency Cons as mentioned in sr. no. 13 

16.​Select as “fit for duty for” from dropdown list 

-EPIC No 

-Voter Registered at AC 

-Part No. 

-Sr. No. in Part No. 

-Aadhaar No. 

-Enter Date of Birth 

-Enter Date of Retirement 

-Mobile No 

-Email ID 

-Select Bank from dropdown list 

-Enter full Bank Account No. 

-Enter IFSC Code of Bank Branch Correctly  

-Tick on Handicap (if applicable) 

-Tick on Long Leave (If applicable) Fill Remarks (if any) 

-Employee Type 

​



 

 

 

 

​
-Enter EPIC Number (Voter ID Card No.) carefully. 

- Click on Capture Photograph or Upload Photograph Button to upload Photo. 
 

 
 

 

 

 



 

​
​
 

 

 

 

 

And Capture or Upload Existing Image 

 

 



 

 



 

 

Click on Capture button to Capture photo and crop the picture with the help of mouse. The cropped picture will appear on the right 

side, now click on Back button 

 
 



 

 
Click on Save button 

 



 

 



 

On pressing save button following screen will appear: 

 
 

 
 
Click on Yes Button 



 

 
 
 

On clicking ok button Record Successfully Entered in Data base successfully. In similar way you can enter all employee data. 



 

For resizing photo to upload 
 

Click on Upload Photograph using upload Photograph option 



 

If you selected Photo and Photo size is not less than 20kb, following message will appear : 
 

 



 

Use Resizer software provided in DISE_Capsule folder, double click on “Resize Photograph” icon 

 



 

 



 

Load Photo by selecting image available on your computer 

 

 



 

Select output Dimensions to reduce the size of photograph 

 
 

 



 

After resizing width and height. Then click on save as option and save image as jpeg or jpg 

 
 

 



 

Click on Save button 

 
 

 



 

Confirm the saving by confirming Place of Posting constituency, Residency Constituency and Native 

Constituency 
 
 



 

Record will Save Successfully and screen will look like the following 

 
 

 



 

 

For Printing Report 

Go to �Reports 

 

 



 

Go to customize checklist and select Department and Office 

 
 

 



 

Press Report and Check list will be printed Check thoroughly and signed the report on each and every page by 

HOD and Dealing person 
 
 



 

Similarly Print Undertaking to be signed and stamped by both HOD/Superintendent and Dealing person/Data 

Entry Operator 
 



 

How to Send Data Back to Election Office  

Go to Data Administrator 

 



 

Select Database Backup option �Click Yes 

 
 

 



 

Data will be backed up in specific location as shown below 
 
 

 



 

Now for Exporting Data Click on Administration �Export Data Link button 
 
 

 



 

Click on Yes Button to confirm 
 
 

 



 

On confirming it prompted and Directed you to First Print summary Report 
 
 

 



 

On Pressing Print Summary Screen will appear 
 

 



 

Print the Summary 
 
 

 

 



 

It again confirms you by asking you have you Printed Summary Report 
 

 

 



 

 
After confirming by pressing Yes Button It will Print Certificate of Declaration 

 



 

 
After printing Declaration Certificate It will ask you have you printed Declaration Certificate. 
 

 

 



 

 
On confirming by pressing Yes Button Department Data Export Screen will appear 
 

 

 



 

On confirming by pressing Yes Button Department Data Export Screen will appear created 
 

 
 



 

Select the “DiseOutPut” folder as shown below and copy the folder, having exported file, on CD writing 

Department and Office Code and Name, submit the same to Election Office alongwith hardcopies of Check List, 

Summary Report and Declaration Certificate duly stamped and Signed by your HOD or 

Superintendent/Reporting Officer and Data Entry Operator. 

 

 



 

Thank You 
☺ 

 


