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Process of Editing SAFAL Registration Data During Edit Window 
 

 
Step 1: Open SAFAL portal using this URL: https://cbsesafal.in/login 
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Step 2: Enter the LOC/ OASIS credentials to login into SAFAL portal 
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Step 3: After login Click on “Edit School Details” section, fill in all the basic 
details of         school and press ‘Save’ button to save the details. 
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Step 4: After saving the school details, open the next tab “School Sections”. 
Instructions given above will appear when you click on this tab. 
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Step 5: In this provide details of grade and section wise medium of instruction, 
of your school by clicking on “Edit Section”. 

 
You can Edit multiple sections using “Edit Section” button again. 



6 

 

 

 

 
Step 6: Then, click on the “Next” button to access the next section i.e., “Add/Edit 
Teachers”. Alternatively, you can click on tab Add/Edit Teachers to access that 
section. 

 

 
There are two options to edit the details of the teachers. 
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Option 1: Download the sample teachers excel file. Fill the teacher’s details as 
per guidelines given in the file's header line in the spreadsheet and upload the 
teacher Excel file. Teacher OASIS Code is the ID of teacher given on the OASIS 
portal. 

Sample Teacher Excel File 1 
 

 The data in the excel file will be uploaded and show up in the grid as given 
in the image below. Then, click on the “Save” button to finally save the 
details. 
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Option 2: Add the teacher details manually by clicking on “Add a new record” 
button. 
Editing and deletion of the individual data can be done using the icons given 
under the Action column. Multiple records can be deleted using “Delete 
selected records” button. 

School can also download the teachers’ data using the “Export” button in .csv 
file that can be opened up in excel to verify the details of the teachers finally 
uploaded on the portal. 
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Step 7: Move onto the next section i.e., “Teachers Sections”. Select an 
individual teacher of your school and provide details of the sections taught by 
the teacher (grade, medium, and subject). Then, click on “Save”. 
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You can also delete the individual data by clicking on the “Delete” button under 
the column “Action”. 

 

 
Step 8: Click on the next section i.e., “Add/Edit Students” 

 

 
There are two options to fill in the details of students. 

Option 1: Download the sample students Excel file. Fill the student’s details as 
per guidelines given in the file's header line in the spreadsheet. 
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Sample Student Excel File 1 
 
 
 
 
 
 
 
 

Upload the Excel file filled with student data and click on “Save” button. 
 

Option 2: Add the student details manually by clicking on “Add a New Record” 
button. 

Editing and deletion of the individual data can be done using the icons given 
under the Action column. Multiple records can be deleted using “Delete 
Selected Records” button. 
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School can also download the student data using the “Export” button in .csv 
file that can be opened up in excel to verify the details of the students finally 
uploaded on the portal. 
 
Step 9: Click on the last section i.e., “Declaration” and click on “Final Submit” 
button. 

 
Please check data as school will not be able to modify the data after final 
submission. 

 

 


