
 
 

 
 
 
 
 
 
 
 
 

 

User Manual for Establishment  
Registration and Payroll– NAPS 

 
 
 
 
 
 
 
 
 
 
 
 
 

 

 
  



 
 

    Page1 | 59 

Table of Contents 
 
1 Introduction .......................................................................................................................................... 2 

2 Registration ........................................................................................................................................... 3 

2.1 Establishment Registration ........................................................................................................... 4 

2.2 Activate Establishment Login ID ................................................................................................... 8 

2.3 First-Time Login ............................................................................................................................. 9 

3 Attendance and Stipend (Payroll) ....................................................................................................... 10 

3.1 Create Payroll .............................................................................................................................. 11 

3.2 Freeze Payroll .............................................................................................................................. 13 

3.3 Payment Mode ............................................................................................................................ 17 

3.4 Process Payment ......................................................................................................................... 20 

3.5 View Bank Details ........................................................................................................................ 22 

3.6 View Payment Details ................................................................................................................. 24 

3.7 Re-Try Payment ........................................................................................................................... 26 

4 Claims and Reimbursement ................................................................................................................ 27 

4.1 Submit Claim ............................................................................................................................... 29 

5 Upload Sampling Document ............................................................................................................... 32 

5.1 Submit Bank Certificate .............................................................................................................. 34 

6 Edit Bank Details – Establishment ....................................................................................................... 35 

7 View DBT Payroll – NSDC Admin ......................................................................................................... 36 

8 View DBT Payroll – DGT Admin ........................................................................................................... 37 

9 View DBT Payroll – RDAT Admin ......................................................................................................... 38 

10 View DBT Payroll – CAA Admin ........................................................................................................... 39 

11 Create Course - Establishment ............................................................................................................ 40 

12 Create Opportunity - Establishment ................................................................................................... 46 

13 Candidate Registration – ITI Student .................................................................................................. 49 

 
 
  



 
 

    Page2 | 59 

1 Introduction 
 
The User Manual for Establishment Registration and Payroll – NAPS is designed to provide information 
on, how a new user can register as an Establishment. The Establishment can perform the following 
functionalities as listed. 
 

● Registration 
o Establishment Registration 
o Active Establishment Login ID 
o First-Time Login 

● Attendance and Stipend (Payroll) 
o Create Payroll 
o Freeze Payroll 
o Payment Mode 
o Process Payment 
o View Bank Details 
o View Payment Details 
o Re-Try Payment 

● Claims and Reimbursement 
o Submit Claim 

● Upload Sampling Document 
o Submit Bank Certificate 

● Edit Bank Details – Establishment 
● View DBT Payroll – NSDC Admin 
● View DBT Payroll – DGT Admin 
● View DBT Payroll – RDAT Admin 
● View DBT Payroll – CAA Admin 
● Create Course – Establishment 
● Create Opportunity – Establishment 
● Candidate Registration – ITI Student 
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2 Registration 
The Registration section allows the new user to register as an Establishment. 
 

⮚ To Register, the new Establishment in the NAPS website do as follows. 
 

 
 

To Navigate 
Home - - > Register - - > Establishment 
 

 
 

⮚ Select User Type as an Establishment from the Login / Register drop-down list. 
 

⮚ Click Establishment, the Establishment Registration screen appears.  
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2.1 Establishment Registration  
The Establishment Registration screen allows the Establishment to enter the required basic information. 
 
To Navigate 
Home - - > Register - - > Establishment - - > Establishment Registration 
 
The Establishment Registration screen allows the Establishment to enter the Establishment details. 
 

⮚ The Establishment Registration screen hosts three sections as listed below. 
 

● Establishment Details 
● Address Details 
● Contact Person Details 

 

⮚ Select the checkbox to Register as an Establishment. 
 

⮚ The Establishment Details section allows the Establishment to enter the Name of the Establishment, 
Registration Type, Registration Number, and PAN Number.  

 

 
 

⮚ The Establishment Details section also allows you to select Establishment Type from the drop – down 
list. 
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Note:  

● The Establishment type such as Co – operative and Private sector cannot select registration type 

as Government. 

● If the user selects Establishment Type as Private Sector or Co – operative and contract as NAPS, 

then it is considered as DBT contract. 

● If the user selects Establishment Type as Private Sector or Co – operative and contract as Non – 

NAPS, then it is considered as non-DBT contract. 

● The Establishment Type such as Co - operative and Private sector are considered as DBT. 

● Except Private Sector and Co – operative all other establishment types are considered as non-DBT.  

 

⮚ The Address Details section allows the Establishment to enter the Establishment details such as 
Address Line 1, Address Line 2, City, Pin Code, State, and District. 
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⮚ The Contact Person Details section allows the Establishment to enter the contact person details such 
as Name of the Contact Person, Mobile Number, Landline Number, Official Email ID, Confirm Email 
ID, Password, and Confirm Password. 
 

⮚ Select Are you engaging apprentices under BOAT/NATS from the checkboxes. 
 

 
 

⮚ Select the Checkbox, to accept the “User Terms,” “Privacy Policy,” and “Disclaimer”. 
 

⮚ Click Submit, the following screen appears along with the Establishment registration number. 
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⮚ Click OK, the Activate screen appears. 
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2.2 Activate Establishment Login ID 
The successfully registered Establishment will receive the activation email to the registered mail ID. 
 

 
 

⮚ The activation mail displays the information of the Establishment such as Establishment Name, 
Registration Number, and also contains the information on the activation link expires on date/time. 

 

⮚ Click Activate, to activate the login credentials and to navigate to the First Time Login screen. 
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2.3 First-Time Login 
The First Time Login screen allows the Establishment to login to the Establishment Registration Form. 
 
To Navigate 
Home - - > Login 
 

 
 

⮚ Select the checkbox to Login as an Establishment. 
 

⮚ Enter the appropriate Email ID and Password. 
 

Note: The Establishment email ID and Password are the same that the one mentioned in the 
Establishment registration form. 

 

⮚ Select the checkbox, to accept the “User Term,” “Privacy Policy” and “Disclaimer”. 
 

⮚ Click Login, to navigate to the Dashboard. 
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3 Attendance and Stipend (Payroll) 
The Attendance and Stipend screen allows the Establishment to view the payroll details. 
 
To Navigate 
Home - - > Dashboard - - > Stipend - - > Attendance & Stipend 
 

 
 

⮚ The All Payrolls screen displays all payroll details such as Year, Month, Establishment Code, 
Establishment Name, Total Number of Apprentice, Total Apprentice Records Updated, Total Stipend 
Amount, Payment Status, Payroll Status, NSDC Approval Status, and also view details under Action. 

 

⮚ The Establishment can search for a particular payroll based on Year, Month, Payment Status, and 
Payroll Status. Click Search, to search for a particular payroll. 
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3.1 Create Payroll 
The Create Payroll screen allows Establishment to create payroll for the candidates. 
 
To Navigate 
Home - - > Dashboard - - > Stipend - - > Attendance & Stipend - - > Create Payroll 
 

 
 

⮚ The All Payrolls screen displays all payroll details such as Year, Month, Establishment Code, 
Establishment Name, Total Number of Apprentice, Total Apprentice Records Updated, Total Stipend 
Amount, Payment Status, Payroll Status, NSDC Approval Status, Action, and also allows to create 
payroll. 

 

⮚ Click Create Payroll, the Payroll Create screen appears. 
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⮚ The Payroll Create screen displays candidate details such as Contract Code, Candidate Name, 
Opportunity, Course, NAPS / Non – NAPS, SANKALP Funded, and Status. 

 

 
 

⮚ Select the checkboxes of the respective candidates, to proceed with payroll. 
 

⮚ Click Generate payroll for selected item, the following screen appears. 
 

 
 

⮚ Click OK, the Payroll Generated Successfully message appears. 
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3.2 Freeze Payroll 
The Freeze Payroll screen allows Establishment to freeze the payroll. 
 
To Navigate 
Home - - > Dashboard - - > Stipend - - > Attendance & Stipend - - > All Payrolls - - > Action - - > View Payroll 
Details - - > Freeze Payroll 
 

 
 

⮚ The All Payrolls screen displays the payment details such as Year, Month, Establishment Code, 
Establishment Name, Total Number of Apprentice, Total Apprentice Records Updated, Total Stipend 
Amount, Payment Status, Payroll Status, and NSDC Approval Status. 

 

⮚ Click View Payroll Details, the Monthly Apprenticeship Payroll screen appears. 
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⮚ The Monthly Apprenticeship Payroll screen displays the candidate details such as Candidate Code, 
Candidate Name, Candidate Bank A/C Available, Contract Stipend, Prescribed Stipend, Eligible No. of 
Days, and Stipend Payable. 

 

 
  



 
 

    Page15 | 59 

Additional Information:  

● The Establishment can select candidates individually or in bulk. 

● The Establishment can generate payroll anytime in the month. 

● The Establishment can select the candidates on the first page and selection will be carried forward 

to the subsequent pages. 

● The Establishment can generate multiple payrolls for the same month & year. 

● The Establishment should generate payroll manually for all the months. 

● The Establishment can generate current months and previous months payroll. 

● The Establishment can freeze the payroll at any time of the current month. 

● When the existing or previous payroll batch of the same month is not frozen, then new contracts 

are added to the existing or previous payroll batch. 

● The Establishment must select only online payments if any DBT-applicable payroll item exists in 

that payroll. 

● The Establishment can choose between Online and Offline payment modes for payrolls where 

DBT-applicable payroll items do not exist. 

● If any DBT applicable payroll item exists in that payroll, then the Establishment must select only 

online payment mode. 

● The Establishment selects an offline/online gateway, if the payroll month and year are less than 

the DBT month and year (i.e., Before April 2023) then it should generate the claim for that payroll. 

● The Establishment cannot freeze the current month’s payroll without freezing the previous 

month’s payroll. 

● If the Establishment selects DBT applicable as No, then the Establishment can never change it to 

Yes. 

 

⮚ Select DBT Applicable from the drop – down list. 
 

⮚ Enter the appropriate Unauthorized / Leave Without Pay (No. of Days), and Total Amount Payable. 
 

⮚ Click Freeze Payroll, the following screen appears. 
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⮚ Click Yes, submit it, the Payroll Freezed Successfully message appears, and the Payment Mode 
appears. 

 

 
 

⮚ Select the appropriate payment mode from the drop-down list and the following screen appears. 
 

 
 

⮚ Click Continue to Submit, the Payment Method Successfully Selected screen appears. 
 

 
 

⮚ Click View Bank Details, to navigate to the Dashboard. 
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3.3 Payment Mode 
The Monthly Apprenticeship Payroll screen allows the Establishment to select the payment process. 
 
To Navigate 
Home - - > Dashboard - - > Stipend - - > Attendance & Stipend - - > All Payrolls - - > Action - - > View Payroll 
Details 
 

 
 

⮚ The All Payrolls screen displays the payment details such as Year, Month, Establishment Code, 
Establishment Name, Total Number of Apprentice, Total Apprentice Records Updated, Total Stipend 
Amount, Payment Status, Payroll Status, and NSDC Approval Status. 

 

⮚ Click View Payroll Details, the Monthly Apprenticeship Payroll screen appears. 
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⮚ The Monthly Apprenticeship Payroll screen displays the candidate details such as Candidate Code, 
Candidate Name, Candidate Bank A/C Available, Contract Stipend, Prescribed Stipend, Eligible No. of 
Days, and Stipend Payable. 

 

 
 

⮚ Enter the appropriate Unauthorized / Leave Without Pay (No. of Days), and Total Amount Payable. 
 

⮚ Click Freeze Payroll, the following screen appears. 
 

 
 

⮚ Click Yes, submit it, the Payroll Freeze Successfully message appears, and the Payment Mode 
appears. 

 

 
 

⮚ Select the appropriate payment mode from the drop-down list and the following screen appears. 
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⮚ Click Continue to Submit, the Payment Method Successfully Selected screen appears. 
 

 
 

⮚ Click View Bank Details, to navigate to the Dashboard. 
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3.4 Process Payment 
The Process Payment screen allows the Establishment to process the payments for candidates in a 
batch. 
 
To Navigate 
Home - - > Dashboard - - > Stipend - - > Attendance & Stipend - - > All Payrolls - - > Action - - > View Payroll 
Details - - > Process Payment 
 

 
 

⮚ The Monthly Apprenticeship Payroll screen displays the details such as Candidate Code, Candidate 
Name, Candidate Bank A/C Available, Contract Stipend, Prescribed Stipend, Eligible No. of Days, 
Unauthorized / Leave Without Pay (No. of Days), Stipend Payable, and Total Amount Payable. 

 
Note: To process current or any months payment, the establishment must complete or cancel all 
existing payments. 
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⮚ Select the checkboxes of the respective candidates, to proceed with payment. 
 

⮚ Click Process Payment, the following screen appears. 
 

 
 

⮚ Click Yes, submit it, the Payment Batch Created Successfully message appears. 
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3.5 View Bank Details 
The Bank Details screen allows the Establishment to view the associated bank details. 
 
To Navigate 
Home - - > Dashboard - - > Stipend - - > Attendance & Stipend - - > All Payrolls - - > Action - - > View Payroll 
Details - - > Bank Details 
 

 
 

⮚ The Monthly Apprenticeship Payroll screen displays the details such as Candidate Code, Candidate 
Name, DBT Applicable, Candidate Bank A/C Available, Contract Stipend, Prescribed Stipend, Eligible 
No. of Days, Unauthorized / Leave Without Pay (No. of Days), Stipend Payable, and Total Amount 
Payable. 

 
➢ Click Bank Details, the View Bank Details screen appears. 
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➢ The View Bank Details screen displays details such as Total Stipend Payable for this Month, Bank 
Name, Van Number, IFSC Code, Account Number, Van Balance, and Note. 

 

 
 
➢ Click Back, to navigate to the Monthly Apprenticeship Payroll screen. 
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3.6 View Payment Details 
The Payment Details screen allows the Establishment to view the individual candidate's payment details. 
 
To Navigate 
Home - - > Dashboard - - > Stipend - - > Attendance & Stipend - - > All Payrolls - - > Action - - > View 
Payment Details 
 

 
 

⮚ Click View Payment Details, the All Payments screen appears. 
 

⮚ The All Payments screen displays details such as Month, Year, Payment Code, Total Amount, Number 
of Candidates, and Status. 
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⮚ Click View under View Details, the All Payments screen appears. 
 

⮚ The All Payments screen displays the individual candidate details such as Payment Code, Candidate 
Code, Candidate Name, Total Amount, Status, UTR, and Remarks. 

 

 
 

⮚ Click Back, to navigate to the All Payments screen. 
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3.7 Re-Try Payment 
The Re-Try Payment screen allows the Establishment to do the payment for failed status candidates. 
 
To Navigate 
Home - - > Dashboard - - > Stipend - - > Attendance & Stipend - - > All Payrolls - - > Action - - > View 
Payment Details - - > View Details - - > View - - > Status 
 

 
 

⮚ The All Payments screen displays the individual candidate details such as Payment Code, Candidate 
Code, Candidate Name, Total Amount, Status, UTR, and Remarks. 

 

⮚ Click Re-Try Payment, the Payment Generated Successfully message appears, and navigate to the All 
Payments screen. 

 
Note: New Payment code will appear for the candidates after re-try payment process. 
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4 Claims and Reimbursement 
The Claims and Reimbursement screen allows the Establishment to view the Quarterly Apprenticeship 
Claim & Reimbursement details. 
 
To Navigate 
Home - - > Dashboard - - > Stipend - - > Claim & Reimbursement 
 

 
 

Note: The Establishment can initiate the claims only if the payments for all the three months of the quarter 
is freeze. 
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⮚ The Quarterly Apprenticeship Claim & Reimbursement screen displays the list of all eligible contracts 
for NAPS along with claim & reimbursement details such as Year, Quarter, Establishment, Total 
Number of Apprentice, Total Apprentice Records Updated, Total Stipend Amount Paid as per Norms, 
Total Actual Stipend Amount Paid, Total Claim Processed, Status, and Sampling Status. 

 

 
 

⮚ The Establishment can search for a particular Quarterly Apprenticeship Claim & Reimbursement 
based on Status, Year, and Sampling Status. Click Reset, to change the setting as default. 

 
Note:  

● The Establishment can only claim for the OJT (On-the-Job Training). 

● The claim will be generated every quarter of each month in the quarter. 

● The claim for the Quarter 1 (Jan-Mar) will be generated once the payroll for Jan, Feb, and March is 

freeze and payment method is selected. 
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4.1 Submit Claim 
The View Claims Details screen allows the Establishment to enter and submit the details of the claim. 
 
To Navigate 
Home - - > Dashboard - - > Stipend - - > Claim & Reimbursement - - > Quarterly Apprenticeship Claim & 
Reimbursement - - > Action - - > View Claim Details - - > Submit Claim 
 

 
 

⮚ Click View Claim Details, to navigate to the Claim Details screen. The Claim Details screen hosts three 
sections as listed below. 

 
● Apprentice Details 
● Quarterly 
● Description 
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⮚ The Apprentice Details section displays the apprentice details such as Apprentice Registration No, 
Contract Registration No, Apprentice Name, Apprentice Type, BTP, Duration of Training, Start Date of 
OJT Training, End Date of OJT Training, Prescribed Stipend, Contract Stipend, and Stipend Amount as 
per Payroll. 
 

 
 

⮚ The Establishment can search for a particular candidate based on Candidate Name, Claim Status, and 
Sampling Status. Click Search, to search for a particular candidate. Also displays the Total Stipend Paid 
for this Quarter. 

 

⮚ The Establishment should select the appropriate option for Did the Apprentice leave during the 
Training Quarter from the drop-down list. 

 

 
 
Additional Information 

● If the Establishment selects the option as Yes, then the apprentice left/drop out without 

completing the training. The eligible claim amount will become Zero, for the selection of yes. 

● If the Establishment selects the option as No, If the apprentice has completed the training in the 

middle of the quarter or available for the entire quarter 
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⮚ Click Submit Claim, to send the required claims for the further process. 
 

⮚ The Establishment can use Save as Draft to save the form in between and can continue from the place 
where left earlier. 
 

 
 

⮚ Select the checkbox of Disclaimer, to accept all the above-mentioned information. 
 

⮚ Click Yes Submit it, the Claim submitted successfully message appears and navigate to the Claim & 
Reimbursement screen. 
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5 Upload Sampling Document 
The Upload Sampling Document screen allows the Establishment to upload sampling documents. 
 
To Navigate 
Home - - > Dashboard - - > Stipend - - > Claim & Reimbursement - - > Quarterly Apprenticeship Claim & 
Reimbursement - - > Action - - > View Claim Details - - > Upload 
 

 
 

⮚ The Claim & Reimbursement screen displays the apprentice details and also allows the Establishment 
to upload the sampling document. 

 

⮚ Click Upload, the Claim Sampling File Upload screen appears. 
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⮚ The Claim Sampling File Upload screen allows the Establishment to upload the appropriate sampling 
document. 

 

 
 

⮚ Click Browse to upload the appropriate Sampling Document. The Establishment can upload only pdf, 
jpeg, jpg, png, xls, xlsx, and the maximum file size is four MB. 

 

⮚ Click Submit, the Document Uploaded Successfully message appears. 
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5.1 Submit Bank Certificate 
The Submit Bank Certificates screen allows the Establishment to submit the bank certificates. 
 
To Navigate 
Home - - > Dashboard - - > Stipend - - > Claim & Reimbursement - - > Quarterly Apprenticeship Claim & 
Reimbursement - - > Action - - > View Claim Details - - > Submit Bank Certificates 
 

 
 

⮚ Click Submit Bank Certificate, the Sampling Submitted Successfully screen appears. 
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6 Edit Bank Details – Establishment 
The Edit Bank Details screen allows Establishment to edit the bank details. 
 
To Navigate 
Home - - > Dashboard - - > My Profile - - > Bank Details - - > Edit  
 

 
 

⮚ The Bank Details screen displays Bank Name, Bank Account Number, Account Type, IFSC Code, 
Beneficiary Name, Cancelled Cheque Copy, and also allows to edit the bank details. 

 

⮚ Click Edit, the Bank Details screen appears. 
 

 
 

⮚ The Bank Details screen allows Establishment to edit Bank Name, Bank Account Number, Account 
Type, IFSC Code, and Beneficiary Name. 

 

⮚ Click Browse to upload the Cancelled Cheque Copy. The Establishment can upload only jpeg, jpg, png, 
and the maximum file size is four MB. 

 

⮚ Click Save, the Bank Details Updated Successfully message appears. 
 

Note: The Establishment must enter the valid IFSC code. 
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7 View DBT Payroll – NSDC Admin 
The View DBT Payroll screen allows NSDC Admin to view the DBT payroll details. 
 
To Navigate 
Home - - > Dashboard - - > DBT Payroll 
 

 
 

⮚ The DBT Approval Listing screen displays details such as Year, Month, Establishment Code, 
Establishment Name, Total Stipend Amount, Payment Status, and Action. 

 

⮚ The NSDC admin can search for particular payroll based on Year, Month, Establishment Code, and 
Establishment Name. Click Search, to search for a particular payroll. 
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8 View DBT Payroll – DGT Admin 
The View DBT Payroll screen allows DGT Admin to view the DBT payroll details. 
 
To Navigate 
Home - - > Dashboard - - > DBT Payroll 
 

 
 

⮚ The DBT Approval Listing screen displays details such as Year, Month, Establishment Code, 
Establishment Name, Total Stipend Amount, Payment Status, and Action. 

 

⮚ The DGT Admin can search for a particular payroll based on Year, Month, Establishment Code, and 
Establishment Name. Click Search, to search for a particular payroll. 
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9 View DBT Payroll – RDAT Admin 
The View DBT Payroll screen allows RDAT Admin to view the DBT payroll details. 
 
To Navigate 
Home - - > Dashboard - - > DBT Payroll 
 

 
 

⮚ The DBT Approval Listing screen displays details such as Year, Month, Establishment Code, 
Establishment Name, Total Stipend Amount, Payment Status, and Action. 

 

⮚ The RDAT Admin can search for a particular payroll based on Year, Month, Establishment Code, and 
Establishment Name. Click Search, to search for a particular payroll. 
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10 View DBT Payroll – CAA Admin 
The View DBT Payroll screen allows RDAT Admin to view the DBT payroll details. 
 
To Navigate 
Home - - > Dashboard - - > DBT Payroll 
 

 
 

⮚ The DBT Approval Listing screen displays details such as Year, Month, Establishment Code, 
Establishment Name, Total Stipend Amount, Payment Status, and Action. 

 

⮚ The CAA Admin can search for a particular payroll based on Year, Month, Establishment Code, and 
Establishment Name. Click Search, to search for a particular payroll. 
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11 Create Course - Establishment 
The Create Course screen allows the Establishment to create the required courses. 
 
To Navigate 
Home - - > Dashboard - - > Courses - - > Create Course 
 

 
 

⮚ The All Courses screen allows the Establishment to create the required course. Click Create Course, 
the Create Course screen appears. 

 

⮚ The Create Course screen allows the Establishment to enter the course details in three sections as 
listed below. 

 
● Course Details 
● Minimum Qualification Required 
● Course Duration 
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⮚ The Course Details section allows the Establishment to enter the details of the course such as Course 
Name, and NAPS (NAPS/Non-NAPS). 
 

 
 

⮚ The Course Details screen also allows to check the checkboxes for PwD candidates and hazardous 
courses. Also allows to select Proposed NSQF Level and Sector/Industry. 

 

⮚ It also allows to check checkboxes for QP(NOS) / Module and also can enter description. 
 

⮚ The Establishment can upload the Curriculum. Click Browse to upload the appropriate supporting 
documentation for the Curriculum. The Establishment can upload only pdf or doc and the maximum 
file size is four MB. 
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⮚ On the selection of the module, the following screen appears. The Establishment can select the 
required module from the drop-down list. 

 

 
 

⮚ The Establishment can select the required module from the drop-down list. The Module Mapped 
screen appears. 
 

 
 

⮚ The Module Mapped screen displays Type, QP Code, QP Name, NOS/Module Code, NOS/Module 
Name and also allows to enter Practical (Maximum Marks, Passing Percentage, Passing Marks) and 
Theory (Maximum Marks, Passing Percentage, Passing Marks), and also allows to delete under Action. 
 

 
 

⮚ The Module Mapped screen also displays Total Marks. 
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⮚ On the selection of QP (NOS) the following screen appears. The Establishment can select the required 
Qualification Pack (QP) and National Occupational Standard (NOS) from the drop-down list. 

 

 
 

⮚ Click +Add, the NOS Mapped list appears as follows.  
 

 
 

⮚ The NOS Mapped section displays the added QP-NOS for the course along with the details such as 
Type, QP Code, QP Name, QP Version, NOS/MODULE CODE, and NOS/MODULE Name. Also, allow the 
user to enter the required Maximum Practical (On the Job Training) marks, Maximum Theory 
(with/without Basic Training) marks for the selected QP-NOS. 

 

⮚ The Minimum Qualification Required section allows the user (Establishment, TPA, SSC, and NSDC) to 
enter the required qualification for the course such as Qualification Type, Minimum Qualification, 
Category/Sector, and Specialization. 

 

 
 

⮚ Click Add, to add the selected Minimum Qualification for the course. 
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⮚ The Added Minimum Qualification section displays the selected minimum qualification for the course 
such as Qualification Type, Schemes, Eligibility Criteria (Min. Qualification), Minimum Qualification, 
Sector, Category/Sector, Job Role, NSQF Level, Specialization, and also allows the user to delete the 
added minimum qualification under Action. 
 

 
 

⮚ The Added Minimum Qualification section also displays Stipend as per the minimum qualification. 
 

Note:  
● If the duration of the course is more than 12 months, then the course creator Establishment 

have to submit “Approval letter from MSDE” and also have to enter the course duration (in 

months) manually. 

● The Save as Draft option allows the Establishment to save the course at different stage and 

update the same course with the required details later. 

 

⮚ The Course Duration screen allows user to select duration of course from the drop-down list. 
 

 
 

⮚ Click Save, the following screen appears. 
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⮚ Click OK, to create the course and navigate to the All Courses screen. 
 

Additional Information:  
● The Establishment can convert the NAPS Course and NAPS opportunity into Non - NAPS 

opportunity. 

● The Establishment can convert the NAPS Course and non – NAPS opportunity into NAPS 

opportunity. 

● The Establishment cannot convert the Non - NAPS course and Non – NAPS opportunity into NAPS 

opportunity. 

● The Establishment can convert Non – NAPS to NAPS opportunity and vice versa without NSDC 

approval. 
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12 Create Opportunity - Establishment 
The Create Opportunity screen allows the Establishment to create the required opportunity for the 
courses. 
 
To Navigate 
Home - - > Establishment Dashboard - - > Opportunity - - > Create Opportunity 
 

 
 

⮚ The All Opportunities screen allows the Establishment to create the required opportunity. Click 
Create Opportunity, the Create Opportunity screen appears. 

 

⮚ The Create Opportunity screen allows the Establishment to enter the details in three sections as listed 
below. 

 
● Course Details 
● Location and Stipend 
● Training Document 
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⮚ The Course Details section allows the Establishment to select Course Type and enter details such as 
Course, Number of Vacancies, and Gender Preference. 
 

 
 

⮚ The Location and Stipend section allows the Establishment to select the Locations and Expiration Date 
from the drop-down and also allows to enter Opportunity Description. 

 

 
 

⮚ The Location and Stipend section also allows to enter Stipend from min to max and select NAPS or 
Non NAPS. 
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⮚ The Training Document section allows Establishment to upload the Training Document. Click Browse, 
to upload the appropriate training document. The Establishment can upload only pdf and the 
maximum file size is four MB. 

 

 
 

⮚ Click Save, the following screen appears. 
 

 
 

⮚ Click OK, to navigate to the All Opportunities screen. 
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13 Candidate Registration – ITI Student 
The Registration section allows the new user to register as a Candidate. 
 
To Navigate 
Home - - > Login/Register - - > Candidate 
 
To Register, the new Candidate on the Appenticeship India website do as follows. 

 

 
 

⮚ Select checkboxes for Register as a Candidate and ITI Student. 
 

⮚ Enter Roll Number. 
 

⮚ Click Find Details, the following screen appears. 
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⮚ Enter the Mobile Number and Email ID. 
 

 
 

⮚ Click Register, the following screen appears. 
 

 
 

⮚ Enter the OTP received on the registered Mobile Number. 
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⮚ Click Submit, the User Activated Successfully message appears, and the Registered Successfully 
screen appears. 
 

 
 

⮚ Click OK, the Login screen appears. 
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⮚ Enter the Email ID. 
 

 
 

⮚ Click Submit, the Candidate Details screen appears. 
 

⮚ The Candidate Details screen displays Email ID, Candidate Code, Registered Mobile Number, and also 
allows to enter OTP received on registered mobile number. 

 

 
 

⮚ Click Login, the Candidate Dashboard screen appears.   
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⮚ The Candidate Dashboard screen allows the candidate to update the required information. 
 

 
 

⮚ Click Complete your eKYC, the following screen appears. 
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⮚ Enter Aadhaar Number. 
 

 
 

⮚ Select the checkbox, to agree to provide UIDAI number for Authentication. 
 

⮚ Click Send OTP, the following screen appears. 
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⮚ Enter OTP received on registered mobile. 
 

⮚ Click Verify, the following screen appears. 
 
  



 
 

    Page56 | 59 

⮚ Select District and Relationship from the drop-down list. 
 

 
 

⮚ Enter the Parent Name. 
 

⮚ Select any one image. 
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Additional Information:  

● When a candidate uploads a clear face accurate image, it will upload successfully. 

● When a candidate uploads a non-human face image, “please select valid profile image it will 

recognise only human faces” error message appears. 

● When candidate uploads not clear human image, “'The image is blurred cannot allow it to be 

uploaded” error message appears. 

● When a candidate uploads multiple face images, “Please select single face image popup message" 

error message appears. 

● The candidate cannot upload white and black images.  

 

⮚ Click Go, the Candidate Details screen appears. 
 

⮚ The Candidate Details screen displays Information in Profile and Information from Aadhaar details 
such as DOB, Name, and Father Name. 

 

 
 

⮚ Select checkbox to agree to update profile details as per Aadhaar. 
 

⮚ Click Go, the following screen appears. 
 

 
 

⮚ Click OK, to navigate to the Candidate Dashboard.  
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Example: eKYC Candidates 
 
Example A: The candidate has not completed the ekYc, but the profile image was already uploaded. 

● In case eKYC is not completed the candidate cannot perform any action in the profile or in 

other modules.  

● In the final step of eKYC completion, the candidate can select profile image or Aadhaar image 

as primary image. 

● If a candidate does not want to select the image from the Aadhaar Image and Profile Image, 

then the candidate can upload a new image. 

● Based on candidate selection all the documents will get updated with the selected image. 

● On the selection of the primary image, the system will regenerate the contract marksheet and 

certificate. 

 
Example B: The candidate has not completed the eKYC and the profile image is also not available. 

● In case eKYC is not completed the candidate cannot perform any action in the profile or in 

other modules. 

● In the final step of eKYC, the candidate image from Aadhaar will be displayed and an option is 

available to select a new image from the computer. 

● Based on candidate selection all the documents will get updated with the selected image. 

● Candidate will be able to select either profile image or aadhaar image as a primary image. 

● On the selection of the primary image, the system will regenerate the contract marksheet and 

certificate. 

 


