fu

Skill India

zﬁemm-gsaram
User Manual for Establishment
Registration and Payroll- NAPS

NSDC

RE » IMAGINE FUTURE



N-S-D-C

RE ¥ IMAGINE FUTURE

Table of Contents

N ) o oo [¥ Lot T o TP OO PP PP PP PP PRTOPPRPOR 2
B 0= 7= {11 1 = o N 3
2.1 Establishment RegiStration ........ciccuiiiiiiiiii et e e s e s e s e e s e nareeas 4
2.2 Activate Establishment LOZIN 1D .....ciiiuiiiiiiiiii ettt e e st e e saae e e snsaeaeeas 8
2.3 1] o T =3 o Y= [ o FO PP OO UPPU PP 9
3 Attendance and StIPENd (PAYroll) ......oeo i et e e e e e e e e e e eanes 10
3.1 O CT: 1l 21V o | U PURRNt 11
3.2 LYoy 2N o 1Y o | SRR 13
3.3 LYY a1t 1A Y T o [T PP 17
34 L o Yol =T o 1Y 0 1= o | N 20
3.5 VIeW Bank DELAIIS. ..cc.eeiieeiieeieeee ettt sttt s 22
3.6 VIEW PaymMeENT DETAIIS ....eeiiiiiiie ettt e et e et e e e e tte e e e e ate e e s e ntee e e enreeeeenrenas 24
3.7 RE-TIY PAYMEBNT ... snsssanes 26
4 Claims and REIMDUISEMENT .....eiiiiiiiiiieriee ettt ettt e be e st e bt e e sb e e e sabeesabeeesnteesabeeenanes 27
4.1 SUBMIE CLATM Lttt sttt et e b e bt e s bt e sae e sat e eateebeesbeesbeesanenas 29
5  Upload Sampling DOCUMENT ......ciiiiiiiiecciiiee ettt e et e et e e e et e e e e etaeeeeebteeaeeastseeesseasaesssneaesassenaesnes 32
5.1 SUbMIt BaNK COItIfiCate ..co.eeeieeieeiteeiteert ettt sttt be e s e 34
6  Edit Bank Details — EStabliShmeNnt.......ccceoiiiiiiiiie et 35
7 View DBT Payroll = NSDC AGMIN .....uuiiiiiiiiieiciieeeeciieee e ecitee e s esite e e s staeeessbeeeessbeeeessseneessnseneessssseessnes 36
8  View DBT Payroll = DGT AdMiN....cccciiieieiiieecciiie e ettt e e ecttee e e ectte e e e etteeesetteeeeebteeeesseseaesssneaeassenaesnes 37
9 View DBT Payroll = RDAT AdMiN ...ttt ettt e e ettt e e e ette e e e e tteeeeebaeeeeeseseeeenseneeeassneaesnnes 38
10 View DBT Payroll = CAA AdMIN ......oiiiiiiiee ittt e e e e e st e e e s abe e e e s sbae e ssabaeessnnbeeesennsenas 39
11 Create Course - EStabliShmenTt.......cc.eoiiiiiiiieieec e e 40
12 Create Opportunity - EStabliShmMent .......ccoocuiiiiiiiiec e e e 46
13 Candidate Registration — ITI SEUAENT .......euiiiiiieei e e e e e e e ree e e e s 49

1]59



N-S-D-C

RE ¥ IMAGINE FUTURE

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
e Attendance and Stipend (Payroll)
Create Payroll
Freeze Payroll
Payment Mode
Process Payment
View Bank Details
View Payment Details
Re-Try Payment
e Claims and Reimbursement
o Submit Claim
e 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

O O O O O O O
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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.

Lty Dashboard & prenticeshi ( Technical
il i ¥ Raeports gt uad DBT FAQs B Seert Login/Register

O/ &
Skill India i i i i i ,
Ay NAPS Home Get Started v Apprenticeship Opportunities Apprenticeship Courses Third Party Aggregator(TPA) Instructional Videos v FAQ's

ayment l Online orientation through Video Conference on Apprenticeship portal has been scheduled from 24th May’23 to 10th August23 I ENGAGEMENT OF TRADE

Win-win model to address the supply-demand
mismatch in skill development

OPTIONAL TRADES

Industry demand-driven frades

400+ job roles
Retail, IT & ITeS, Tourism & Hospitality,
Banking, Financial Services & Insurance,
Electronics, Logistics, Automotive and more

To Navigate
Home - - > Register - - > Establishment

Candidate

Establishment {'"j

Third Party Aggregator

Basic Training Provider(BTP)

> 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.

e Establishment Details

® Address Details

e 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.

Establishment Login & Register

Login as an establishment ® Register as an establishment

Establishment Details

Name of the Establishment * Establishment Type ~
Enter Establishment Name -
Registration Type ’ PAN Number
v Enter PAN Number

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

e The Establishment type such as Co — operative and Private sector cannot select registration type
as Government.

e |If the user selects Establishment Type as Private Sector or Co — operative and contract as NAPS,
then it is considered as DBT contract.

e |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.

Address Line 1 7 Address Line 2

Enter Address Line 1 Enter Address Line 2
City ~ Pin Code

Enter City Enter Pin Code
State ” 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.

Name of the Contact Person ©

Enter Contact Person Name

Mohile Number Landline Number *

Enter Number STD Code Landline Number
Official Email I~ Confirm Email i~

Enter Email Enter Confirm Email
Password

Confirm Password ~

Password Confirm Password
Your password must be 6 characters long.
Are you engaging apprentices under BOAT/NATS?

Yes ®  No

D | have read, understood and agree to abide by the "User Terms", "Privacy Policy” and "Disclgimer”; and understand that by

checking this box, | am entering into a legally binding contract
Submit

> 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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Registered successfully !!

Please check your email for activation!

Please note this registration number

E09222900054

> 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.

Dear ma
Your Registration Number is - E04£202900001
Please note this number for all communications

Pleasze Activate your Account

The activation link expires on April 15th 2020, 03:39:40 pm

Thank you for using our application!

Regards,
Apprenticeship Portal

icking the "Activate” button, copy and paste the URL below into your

tivate/felds 24 0BETEA0Z0 725280 1/ A mEzt1 u1 LNfind VWEBI518

> 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

Establishment Login & Register

® |ogin as an establishment Register as an establishment

hel

Enter Email ID

Enter Password Lo

| have read, understood and agree to abide by the “User Terms”,
Privacy Palicy” and “Disclaimer” and understand that by checking
this box, | am entering into a legally binding contract

Login

* In case you are unable to login, kindly close and reopen
your browser or Reset Password.

Resend activation link? Update mobile number

> 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

Dashboard

orP o)

Contract All Payrolls

Assessment and

Certification Year Month Payment Status Payroll Status

candidates Al v Al v A v Al v

Opportunity

Applications @

Invitations

. Total NSDC
Year Month Establishment Establishment Name Total NurﬂDE’ of Total Apprentice Stipeﬂd Payment Payroll Approval Action
Code Apprentice Records Updated status status

Courses 0] Amount Status

Stipend

Attendence &
* stipend o

Claim & 2022
Foimbursomont O

TPA 2022 July

02172700039

Branches

BT Attendance [0]

> The Al 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

Candidates A\ click here to view the Payroll unbundling user manual
Opportunit
PP v A\ Note : System will auto-generate the Payroll on the last day of the month in Single Batch in case Establishment hasn't generated the Payrolls manually and batch wise.
Applications [257]
. All Payrolls Create Payroll
nvitations
Courses
o vear Month Payment Status Payroll Status
T stipend - Al v Al v Al v Al v
Attendence &
* stipend ]

. o
Reimbursement
TPA

@2 L.
Branches
BT Attend Q Total rowl Total NSDC

endance . ota otal
Year Month Estabilishment | Estobllshment Numberof ~ APPfeNliC®  guiend  PaymentStatus  Payrol Status approval  Action
Code Name ) Records

BTP Claims o Apprentice Updated Amount Status

> The Al 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.

Payroll Create Choose Payroll Generate Mode v < Back

Generate payroll for selected item

Note :To create payroll, please select Year and Month.

Status Search candidate Search by Opportunity Name Generate payroll for all contracts
All v Search -
ea by Candidate Name or Contract Code
* *
Year Month

2023 v July v

Contract Candidate NAPS/Non- SANKALP

Opportunit Course Status
Code Name PP 4 NAPS Funded
. Automotive Assembly Automotive Assembly
CN092218363 Sanjeev kumar NAPS No Verified
o0 ) Technician v2.0 Technician v2.0 -
Automotive Assembly Automotive Assembly
CN092218760 Rajnish Kumar NAPS No Verified
° ) Technician v2.0 Technician v2.0 -

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

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

Are you sure you want to
Generate Payroll ?

> Click OK, the Payroll Generated Successfully message appears.
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The Freeze Payroll screen allows Establishment to freeze the payroll.

To Navigate
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Home - - > Dashboard - - > Stipend - - > Attendance & Stipend - - > All Payrolls - - > Action - - > View Payroll
Details - - > Freeze Payroll

Dashboard
BT [ ]
o

Assessmentand
Certification
Candidates
Oppoertunity
Applications @
nvitations

Courses ]

F stipend

.; :LILuu:'usr ce & o
prrae—

All Payrolls
Year Month
All v All
Establishment )
Year  Month Establishment Name

Code

Total
Number of
Apprentice

Payment Status

v Al
Total
Total
Apprentice y
stipend
Records & .
Updated meun
2 % 90
F

Payment Status

Pending with
Establishment
Panding with
Establishment

Payroll Status

All

Payroll Status

Create Payroll
~
NSDC
Approval Action
Status

> The Al 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.

April 2023 - Monthl -

P . . y Download Payroll Template Payroll Bulk Update O Freeze Payroll L1 Save As Draft € Back
Apprenticeship Payroll
search by candidate code & name Stipend Amount

s A Y

Total Stipend Payable for this Month = = 9000

g information should be available

) - Unauthorized /
Candidate Eligible

Candidate  Caondidate DBT

. Total
Contract Prescribed Leave Without Stipend Establishment DET
Bank Afc i No. of Amount o
Code Name Applicable Stipend Stipend Pay {No. of Payable contribution Amount
Available Days Payable
Days) *
B Govind kurmar = _ - - -
AD92113398 o Yer W e < 12300 € 6000 Ente < 890 1894 ‘ < 4500 <
khode
021127215 0 Ve v 12300 & 8000 30 Ente g 1189 T 4 g
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Additional Information:

e The Establishment can select candidates individually or in bulk.

e 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.

e 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.

e If any DBT applicable payroll item exists in that payroll, then the Establishment must select only
online payment mode.

e 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.

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

e |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.

Are you sure?

onfirm that the cand

Yes, submit it!
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> Click Yes, submit it, the Payroll Freezed Successfully message appears, and the Payment Mode

appears.
April 2023 - Monthly Apprenticeship Payroll \\ Choose Payment Mode ~ « Back
Payment through Apprenticeship Gateway
Search by candidate code & Stipend Amount
name
All - O Search Reset Payment through your own Gateway
Search...

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

Are you sure you want to
submit payment method ?

Method Chosen : Payment through
Apprenticeship Gateway

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

Payment Method Successfully
Selected

> 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

All Payrolls
Year Month Payment Status Payroll Status
All v All v Al v All v
= searen
Establish t Total N L+] f Total A i Total P t P Il NSDe
Year Month staplishmen Establishment Name ot um ero otal Apprentice Stipend aymen ayro Approval Action
Code Apprentice Records Updated Status Status
Amount Status
2022 September  E02172700039 24 T
2022  August  E02172700039 4 g
2022 July  E02172700039 4 Z
. - CORPORATION MALEGAON
MALEGAON MUNCIPAL View Payroll Detaiifh
2022 ne E0217270003¢ I - 4 Z
CORPORATION MALEGAON

> The Al 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.

JLI\)' 2022 - Mmﬂh‘y Appremlceshlp Download Payroll Template Payroll Bulk Update [ Freeze Payroll [@ save As Draft < Back
Payroll
Search by candidate code & name Stipend Amount

s . -

Total Stipend Payable for this Month = = --

Candidate . Candidate Bank Contract Prescribed Eligible No. Unauthorized | Leave Stipend Total Amount
Candidate Name B . . )

Code Afc Available Stipend Stipend of Days Without Pay (No. of Days) Payable Payable

AD52024914 Vishal Vijay Thakare Yes % 7700 il Enter Z Enter

AD GAYATRI SANJAY NIKAM Yes < 7700 3 Enter Z Enter

A0522143023 Yes T 7700 T 5000 el Enter T Enter

ADB212084098 KALYANI ASHOK NIKAM Yes T 7700 T 5000 3l Enter T Enter

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

Click Freeze Payroll, the following screen appears.

Are you sure?

You will not be able to edit once you submit.

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

July 2022 - Monthly Apprenticeship Payroll I( Choose Payment Mode & Back

Payment through Apprenticeship Gateway
Search by candidate code & name Stipend Amount

st H N TR e ey

Select the appropriate payment mode from the drop-down list and the following screen appears.
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Are you sure you want to
submit payment method ?

Method Chosen : Payment through
Apprenticeship Gateway

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

Payment Method Successfully
Selected

> 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

June 2022 - Monthly Apprenticeship Payroll | Process Payment | Bank Details < Back

search by candidate code & name stipend Amount

Total Stipend Payable for this Month = = 186900

ol

Candidate Candidate Bank Contract Prescribed Eligible No. Unauthorized | Leave

. Stipend Total Amount
candidate Name ) 3 ) .

Code AJc Available Stipend Stipend of Days Without Pay (No. of Days) Payable Payable
]

A052024014 vishal Vijay Thakare ves Z 7700 Z s000 30 1 T 7443 7700
]

A0821206116 GAYATRI SANJAY NIKAM ves % 7700 ¥ 6000 30 1 T 7443 7700
[m]
. NARENDRA POPAT

AD522143027 es T 7700 T 8000 30 T 3

143023 gacHHAV v 1 a4 7700

> 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.

Kindly cancel the oider pending
P vonsaction or Complets the
pending transoction 1o initiate it
Dashboard
a
convacts @
3 September 2023 - Monthly Apprenticeship Payroll Process Payment toil [
Search by candidate code & name Stipend Amount
b m n -
at [
et Total Est. contribution for this Month = = 42000
Total DBT amount for this Month = = --
Note:
Candidate Eligible Unauthorized / N Total ;
X ~ Condidote  Candidate ot p Contract  Prescribed Stipend Establishment  DBT
TPA 2 Bank A/c No. of Leave Without Pay Amount
Code Name Applicable stipend  Stipend payable contribution Amount
Available Days (No.of Days) * Payable
a7 Attendance ) o v = = . - =
lain <]
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> Select the checkboxes of the respective candidates, to proceed with payment.

> Click Process Payment, the following screen appears.

Are you sure?

You will not be able to edit once you submit.

> 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

N-S-D-C
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July 2023 - Monthly Apprenticeship Payroll Process Payment

Bank Details

Search by candidate code & Stipend Amount

Note: For a Successful DBT payment the following information should be available
- Establishment - PAN and GST Number to be updated
- Candidate - Bank Details and DBT Consent marked as yes

name
All v O search Reset Download
Search...

Total Est. contribution for this Month = ¥ 1387

Total DBT amount for this Month = ¥ 462.33

Unauthorized

. . Candidate . Eligible [ Leave . Total
Candidate Candidate  DBT Contract  Prescribed . Stipend
. Bank Afc . ) No. of Without Pay Amount
Code Name Applicable . Stipend Stipend Payable
Available Days (No. of Days) Payable

< Back

> 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.

View Bank Details Total Stipend Payable for this Month = = 1387 € Back

Details of Bank ICICI:

Bank Name ICICI Van Number NAPEE042106001M
IFSC Code ICICO000104 Account Number NAPEEO421060011
Van Balance T -

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

All Payrolls
Year Month Payment Status Payroll Status
All v All ~ All ~ All ~

Total NSDC
Establishi t Total Ni b Total A ti Py Il
Year Month stablishmen Establishment Name ot um, = otal Apprentice Stipend Payment Status ayro Approval Action
Code of Apprentice Records Updated Status
Amount Status
MALEGAON MUNCIPAL
2022 September E02172700039 CORPORATION 24 o T - Pending

MALEGACON

MALEGAON MUNCIPAL

2022  August E02172700039 CORPORATION 24 24 T 186900 Freezed °
MALEGAON

View Payroll Details

MALEGAON MUNCIPAL Payment
2022 July E02172700039 CORPORATION 24 24 T 186900 through your Freezed View Payment DetD\I@

MALEGACON own Gateway

> 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.

August 2022 - All Payments « Back
Status Search by payment code
A‘I ’ Sea’l:j
Payment Code Total Amount Number of Candidates Status View Details Action
PM09220242] Z 30800 4 @ View
PM092202422 Z 31500 4 @ View
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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.

All Payments < Back
Status Search by candidate code & name
. i s
Payment Code Candidate Code Candidate Name Total Amount Status UTR Remarks
PI092284397 A052024914 vishal Vijay Thakare ¥ 7700 - -
PI092284398 ACS21206116 GAYATRI SANJAY NIKAM F 7700 -- --
PI092284399 AQ522143023 NARENDRA POPAT BACHHAV F 7700 -- -
PID92284400 ADB21206498 KALYANI ASHOK NIKAM F 7700 - -

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

All Payments Re-Try Payment « Back
Status Search by candidate code & name

Ia.” - 5_-5 -

Payment Code Candidate Code Candidate Name Total Amount Status UTR Remarks

PINO2284397 AD52024914 vishal Vijay Thakare Z 7700

PID92284308 ADB21206118 GAYATRI SANJAY NIKAM T 7700

PIDY2284399 AD522143023 NARENDRA POPAT BACHHAV % 7700

PIDY22B4400 ADB21206498 KALYANI ASHOK NIKAM Z 7700

> 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

Quarterly Apprenticeship Claim & Reimbursement

Status Year Sampling Status
A v A i H 7
Total Total
Total R
Total ) Stipend Actual .
) Apprentice . Total Claim . .
Year Quarter Establishment Number of Amount Stipend Status Sampling Status Action
) Records ) Processed
Apprentice Paid as per  Amount
Updated .
Norms Paid
MALEGAON

2022 Jul-Sep

19 19 T 407321 F 42050 T 81000 —

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.

Quarterly Apprenticeship Claim & Reimbursement
Status Year sampling Status
" i . v A v
Total Total
Total ot o
Total ) Stipend Actual .
) Apprentice ) Total Claim ) )
Year Quarter Establishment Number of Amount Stipend Status Sampling Status Action
) Records ; Processed
Apprentice Paid as per  Amount
Updated )
Norms Paid
2022 -Sep g i T az Z

> 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).
e The claim will be generated every quarter of each month in the quarter.
e 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

Quarterly Apprenticeship Claim & Reimbursement

Status Year Sampling Status

a i . i M i

Total Total
Total s
Total ) Stipend Actual .
X Apprentice ) Total Claim X )
Year Quarter Establishment Number of Amount Stipend Status Sampling Status Action
) Records i Processed
Apprentice Paid as per  Amount
Updated )
Norms Paid
View Claim Dr}tmls@
2022 Jul-Sep 19 19 Z 407321 F 421050 Z gi000 -

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

e Apprentice Details

e 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.

Quarter Jul-Sep, 2022 - ownlood Ternplate E s Bulk Upload D upload Document: ™ submit Cle 5 Dbraft & Back 1 Downlo
Claim & Reimbursement S T B oo B o o S

v sampled item

m Total Stipend Paid for this Quarter = = 421050

Apprantice Detalls

End stipend

t Amount  Ach
Contract asper  Stip
stipend  Payroll  Paic

> 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.

Did the Apprentice
leave during the
Training Quarter

No A\

Yes

Additional Information
e 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.
e 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.

Name of Establishment MALEGAON MUNCIPAL
CORPORATION MALEGAQM.
l.There is no duplicate claim in respect of any
apprentices and we have not received any claims
from any Apprenticeship Advisor against whom the
claim is submitted.
2. There is no drop out/ terminated apprentice in this
claim.

3. Excess amount (Not due) received from any
Apprenticeship Advisor is recoverable and we will
return the excess amount.

4. We have ensured that stipend is paid to the
Aadhaar linked bank account of apprentices.

5. Stipend is paid from our bank account.

6. The data submitted in this form is correct to the
best of our knowledge.

@Discluimcr.

Yes, submit it! “

> 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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The Upload Sampling Document screen allows the Establishment to upload sampling documents.

To Navigate
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Home - - > Dashboard - - > Stipend - - > Claim & Reimbursement - - > Quarterly Apprenticeship Claim &
Reimbursement - - > Action - - > View Claim Details - - > Upload

Quarter Jul-Sep, 2021 -
Claim & Reimbursement

Search by candidate name Claim Status
Search All
O Search Reset
September
Claim
Amount
(25% of
prescribed
stipend or
al Rs 1500 Eligible amount
:nd  Bank Transaction UTR whichever  of
No. is less) reimbursement
o T 950 351452
143 o < 1450 435322

m July ‘ August ‘ September l

< Back + Download
Sampling Status
v All v sampled ltem
Total Stipend Paid for this Quarter = = 140348
Description

Practical
Assessment
Status
(Based on
marks
upload for

Approving Sampled Sampling Sampling the

Authority Status Remarks Item Status Documents practical) Actions

Khordha Verified — No Initioted

a .. oD
Khordha E View Yes Initiated & Upload m

> 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.

Claim Sampling File Upload

Choose file Browse

Please upload only (pdf, jpeg, jpg, png, xls, xlsx) file, Maximum 4MB allowed.

> Click Browse to upload the appropriate Sampling Document. The Establishment can upload only pdf,
jpeg, ipg, png, xls, xIsx, 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

Quarter Jul-Sep, 2021 -
Claim & Reimbursement

July ‘ August ‘ September ]

Search by candidate name Claim Status Sampling Status

[@ Submit Bank Certificates < Back 4 Download

Search All v All v Sampled Item

Total Stipend Paid for this Quarter = = 140348

> 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
Bank Details ® Edit

Bank Name STATE BANK OF INDIA Bank Account Number
Account Type current IFSC Code
Beneficiary Name Cancelled Cheque Copy

> 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.

Bank details « Back
Bank Name * Bank Account Number *
STATE BANK OF INDIA 56092000097
Account Type * IFSC Code *
Current v SEIN0060092
Beneficiary Name * Upload Cancelled Cheque Copy
Choose file (Eg: jpeg. jpg, png), Maximum 4ME allowed. Browse

> 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

States L
DBT Approval Listing
Assessment and
Certification
Year Month Establishment code Establishment Name
Stipend

All v All v

TC

APl Dashboard

TPA

Year Month Establishment Code Establishment Name Total Stipend Amount Payment Status Action
BTP Attendance

BTP Claims o

Sankalp Stipend

No Records Found

Users

T 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

Regions

DBT Approval Listing
States

Year Month Establishment code Establishment Name
Legacy Data

All v All v
Stipend

Users 0O Search Raset

Zones

AITT Exam And Year Month Establishment Code Establishment Name Total Stipend Amount Payment Status Action
Certification

No Records Found
BTP

e

Technician Vocational

< 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

Users
DBT Approval Listing

Contracts
Candidates Year Month Establishment code Establishment Name
Courses Al v Al v
Regions
O search Reset
stipend
AITT Exam And Year Month Establishment Code Establishment Name Total Stipend Amount Payment Status Action

Certification
No Records Found
Desktop Assessors

TC List

Technician Vocational

¥  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

DBT Approval Listing

Dashboard

Courses
Year Month Establishment code Establishment Name

Establishments
Al ~ All v

TPA
O search Reset
Contracts

Opportunity

Year Month Establishment Code Establishment Name Total Stipend Amount Payment Status Action
BTP List

¥ DBT Payroll

No Records Found

> 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

Dashboard i Dashboard
0
All Courses Create Course Download Courses
Contract
Assessment and
Certification Approval Status QP Status Search By Sector Search by Name Or Code
Candidates Pending v All v All v Search
Opportunity
Invitations
|#] Courses o Course Course Approval . .
Sector/Industry NAPS  Type Status QP Status Curriculum Action
Code Name Status

> 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.

e Course Details

e Minimum Qualification Required
e 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).

Create Course

Mote : If the Course Curriculum is already existing in the porta

Course Name *

Are you creating this course for PwD candidates

Oves @no

Are you creating this as hazardous course
Oves @nNo

Proposed NSQF Level *

Select Level

qpP(NOS) [ Module * @

Description

Curriculum *

Choose file

YOU May KINGly us

Browse

NAPS

© nars

Non NAPS

Sector/Industry *

Select Sector/Industry

e the same Curriculum while creating the Opportunity in th

< Back

courses. Also allows to select Proposed NSQF Level and Sector/Industry.

The Course Details screen also allows to check the checkboxes for PwD candidates and hazardous

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.

Modules

> The Establishment can select the required module from the drop-down list. The Module Mapped

screen appears.
Modules *
ndustrial Education
ndustricl Education - Line Assembler
ntroduction
Mobile Systermn Architectures
Mobile Data networks concepts
dentifiers used in mobile System
nterconnection and interfaces -

» 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.

Module Mapped
Practical Theory
Passing Passing
QP QP Qe NOS/MODULE NOS/MODULE Maximum Percentage Passing Maximum Percentage  Passing
Type Code MName Version CODE Name marks * % * marks * marks * %t marks * Action
Module - - MODQ1992 ndustrial . - -
’ " 100 35 35 100 35 35
Education
Total Marks : 100 35 100 35

> 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.

Qualification Pack *

Select Qualification Pack * Select NOS *

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

NOS Mapped
Maximum
Practical (On Maximum Theory
the Job (with/without
QP QP NOS/MODULE  NOS/MODULE Training) Basic Training)
Type QP Code Name Version CODE Name marks * marks * Action
Nos  SSC/Q8605 RPATest 10 SSC/N9006 Build and B Delete
Engineer Maintain
relationships in
a Workplace
Total Marks : 0 0

> 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.

Minimum Qualification Required *
Qualification Type * Minimum Qualification *

Select Qualification type v Select Minimum Qualification v
Category/Sector Specialization

Select Category/Sector v

+ Add

> 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,

Se

ctor, Category/Sector, Job Role, NSQF Level, Specialization, and also allows the user to delete the

added minimum qualification under Action.

Eligibility
lificati Mini Job NSQF
(.}un fication Schemes  Criteria(Min. \mrln‘uml Sector Cutegoryfsactor ° - Specialization  Action
ype - AR Qualification Role Level
Qualification)
end as per the minimum qualification will be: Rs:6000

Note: Basic Training (BT) of 2-4 wee

i
©

s is embedded within the total training duration as deemed by the establishment

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

Note:

e |[f 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.

Course Duration *

Select Course Duration v

6 Months
9 Months
12 Months

Mare than 12 months
Save as Draft

> Click Save, the following screen appears.
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success...

Course created successfully

> Click OK, to create the course and navigate to the All Courses screen.

Additional Information:

o The Establishment can convert the NAPS Course and NAPS opportunity into Non - NAPS
opportunity.

o The Establishment can convert the NAPS Course and non — NAPS opportunity into NAPS
opportunity.

o The Establishment cannot convert the Non - NAPS course and Non — NAPS opportunity into NAPS
opportunity.

o 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

Dashboard @ Dashboard

e o

Contract All Opportunities Credte Opportun
Cicktocrectm rew )

Assessment and

Certification status Search By Sector Search By Opportunity Name or Code Approval Status

Candidates Al ~ Al v Search Name Al v

& Opportunity search by Course Name

Applications @

Invitations
. Opportunity  Opportunit Course Establishment Available Enable/Disable  Approval
Courses [0} PP Y PP ¥ Course Name Sectorfindustry . Status / PP Action
Code Name Type Name Vacancies Remarks Status
stipend
Not
S 024823 lectricia Designated Enabled
T 4 electi ) i
P

> 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.

e Course Details

e Location and Stipend
® Training Document

Paged6 | 59



N-S-D-C

RE ¥ IMAGINE FUTURE

> The Course Details section allows the Establishment to select Course Type and enter details such as
Course, Number of Vacancies, and Gender Preference.

Create Opportunity <« Back

Select Course Type

0 any Optional Courses Designated Courses

Course *

Number Of Vacancies * Gender Preference

Can be anything from 1 to the maximum limit of 15% (25% for Maharashtra

and Karnataka) as per the employee strength

> 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.

Locations * Expiration Date

3

Oppeortunity Description
Mention the job description of the job role that the candidate will be performing after completion of the training program. It is to understand the profile of the
job/work that the candidate will perform. Company can add the brief JD of the vacancy created

Stipend *
o O naps Non NAPS

> 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.

Training Document

Choose file (Eg: pdf), Maximum 4MB allowed. Browse

Any additional NOS/moduleetc to be added in the curriculum should be
attached here as pdf format. While writing the additional module, please

write the learning outcomes in actionable verbs as well.

Click Save, the following screen appears.

Success...

Opportunity created successfully

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.

Candidate Login & Register

Login as a candidate ® Register as a candidate

ITI Student

Roll Number

Enter Roll number

> 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.

priya@gmail.com -:R
Register
> Click Register, the following screen appears.
Login as a candidate ® Register as a candidate

Please enter the OTP received on your registered Maobhile
Number

Enter & Digit OTP

> Enter the OTP received on the registered Mobile Number.

N-S-D-C
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> Click Submit, the User Activated Successfully message appears, and the Registered Successfully
screen appears.

Registered Successfully!

Please check your email for activation!

Please note this Apprentice Code

A0523134967

The activation link will expires on below mentioned date
June 1st 2023, 04:54:41 pm

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

Candidate Login & Register

® Login as a candidate Register as a candidate

Enter Your Email ID*

x

Enter Your Email ID

Resend activation link ?

> 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.

Candidate Details

Email 1D : tabbu@gmail.com
Candidate Code : AD5231345867

Registered mobile number : ******0728

Please enter the OTP received on your registered Mobile
Number/E-mail

Enter 6 Digit OTP (]

Update mobile number Resend OTP

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

Complete Your Profile
5,59,!,':,?_,': NAP§ Home GetStarted v Apprenticeship Opportunities Basic Training Providers(BTP) v Third Party Aggregator(TPA) Instructional Videos v FAQ's
€ Dashboard Candidates Dashboard 0%

profile
Contracts
T assessment ;2\ H@E
AITT Exam

Complete your exYC Update Bank Detalls file

0 0 0
Contracts applications Invitations Received
n

Bank Details Profile Completion Percentage Action

Bank Details 20%

Candidate Qualification 20%

Father's Name 10%

Mother's Name 10%

Signature Image 10%

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

Complete your eKYC

Enter Your Aadhaar Number™

Enter Your Aadhaar Number

D | agree to give my UIDAI Number for Authentication

e ¥ fo e gard Sinend TR S F Rw wena g

Individual agrees to provide his/her UIDAI Number for
Authentication

Irfigar uniiE & o s gansSiuans Hag o & o geea g

| hereby consent to provide my Aadhaar Number
© and/or Biometric and/or One Time Pin (OTP) data
for Aadhaar based authentication for the purpose
of establishing my identity for Apprenticeship.
| have no objection in authenticating myself and fully understand
that information provided by me shall be used for authenticating
my identity through Aadhaar Authentication System for the
purpose stated above and no other purpose.

H arifeafim & o st = wifla @ & 9ewg

o B U YR TS Hae 31 FI Tgafa v SR g TEF

o H 5 1ft Jues @A ¥ g wena §
A e R gR1 €1 2 O SR 1 IUhi AU Huel 3 Sk
#H ugTF # gafie 7 F R @ o sum sk TR R &

Send OTP

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

> Click Send OTP, the following screen appears.

N-S-D-C
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Complete your eKYC

Enter Your OTP sent an your maohile ™

Enter C-II'P here

Resend OTP in 0:43

> Enter OTP received on registered mobile.

> Click Verify, the following screen appears.
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> Select District and Relationship from the drop-down list.

Your state as per the aadhaar details - Assam ~

Select District v

Parent Name ™~

C/O: Dilip Kumar

Note : Remove D/O:, S/0:, W/O:, C/O: before submitting this form.

Enter your relatioship with - C/O: Dilip Kumar

Select Relationship v

Aadhaar Image

Upload Image

> Enter the Parent Name.

> Select any one image.
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Additional Information:

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

e When a candidate uploads a non-human face image, “please select valid profile image it will
recognise only human faces” error message appears.

o When candidate uploads not clear human image, “'The image is blurred cannot allow it to be
uploaded” error message appears.

e When a candidate uploads multiple face images, “Please select single face image popup message"
error message appears.

e 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.

Field Information in Profile Information from Aadhaar
DOB 2000 - 00 - 00 2000 - 00 - 00
Name PRITY ZINTA Munmun

Father Name BINOD Dilip

D | agree to update my profile details as per my Aadhaar. On the basis of this confirmation my
Contract/Marksheet/Certificate will be regenerated

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

> Click Go, the following screen appears.

eKYC done successfully!

> Click OK, to navigate to the Candidate Dashboard.
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Example: eKYC Candidates

Example A:
[ ]

Example B:
[ J

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.

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.
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