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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
0 Establishment Registration
0 Active Establishment Login ID
0 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
0 Submit Claim
e Upload Sampling Document
0 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 O0OO0OO0OO0OO0OOo
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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.

LR Y NAPS 1o N Ll - agyreTy iewrey < manwe STy r—— rerrtenel Wioes « Fad

-

Win-wim model fa sddrowm the seppy -demend
mismatch e sl devwelopment

OPTIONAL TRADES

Indestry demand-drives trades

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

Lidgaf 35 2 -ESEa 0 s h el ¥ aEirsled o5 AN Ailn Dk NFEng |

Establishment Details

Fai Nl @1 Kl ESTADNSNiTmaoi1 ESTa RN il Ty

Aspatrarcn TypEs FAN hhumbar

> 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.
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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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Registered successfully M

Plagse crw b gy Al o sireg i

Ploate ninka s cesnstianios mam

E0DS222900054

> 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.

Daar ma

T Mot EQT BRI

> 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

s}

Enter Email ID

Enter Password Lo

| have read, understood and agree to abide by the “User Terms”,
Privacy Policy” and “Disclafmer’: 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

=3

[4]

> 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

T i 12 e vy . < —

By B e e e e B B e U Brnd iy e L el B B B eme b B e e D S Pl B B e ey e B
= - 2
2
. L ]
- EmEa
-
o i gt T P ; , "

> 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.

Pagral Crevie 4y e witk

Corviraci Condidaie L A P MR T L
ile HITE HER LT

> 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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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

)
[
&
B 5
= - -
. == b= @
| o
»
] by Frmo

> 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 - Monthly

- . Downlood Payroll Template Payroll Bulk Update [ Freeze Payroll [ save As Draft € Bock
Apprenticeship Payroll g Y : & pER b i

Search by condidate code & name Slipend Amount

Se

earch All ~ Resat

Total Stipend Payable for this Month = £ 9000

rration should b

i i Unauthorized |
2 2 Candidate : Eligible P Total
Candidote Candidote DBT Contract Prescribed Leave Without Stipend Establishment DBT
Bank Alc = No. of Amount f
Code Name Applicable Stipend Stipend Pay (No. ol Payable contribution Amount
Available Days Payable
Days) * '
d kurna - = -
= Y w T 12 F E F 3 g 1894 F oa F
t
1]
2112 rakshar Yo w F 2 Z aooo F 1189 z z
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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?
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> Click Yes, submit it, the Payroll Freezed Successfully message appears, and the Payment Mode
appears.

Apmil FE5 - Mimihly Apprenice ship Pyl | ' T By

i m ﬂ T o e

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

Ara you sure you want to
submit payment method ?

Method Chosen ; Payment through
Apprenticeship Gateway

Comtinas 1o Sl

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

Payment Method Successiully
Selected

Wimi lEIAE Dednka

> Click View Bank Details, to navigate to the Dashboard.
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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

Al Py

Amount, Payment Status, Payroll Status, and NSDC Approval Status.

Click View Payroll Details, the Monthly Apprenticeship Payroll screen appears.

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
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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.

Sl G GBI ADpmElEaIng
Vi

Todal Sfipand Poyobie for Ehés Mordh = =

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

> Click Freeze Payroll, the following screen appears.

Are you s ura?

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

ey §P5E2 - Wiy Eppren b win i Papnd .

> 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 thraugh
Appranticeship 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.

Pagel9 | 59



N-S-D-C
RE ¥ IMAGINE FUTURE

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

hmr FAw il Gpprrrsernam P |

Tl Shioered Payoble bor this Monih = 1B 300

> 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 cance the oider pending
O tronsaction or Complete the
pending transoction 1o initiate it
tashboard
o
Contract [
J September 2023 - Monthly Apprenticeship Payroll Process Payment ank Details & Back
Candidates
areh by condidate code & name stipend Amount
= 1 m m -
Total Est. contribution for this Month = = 42000
Total DBT amount for this Month = # --
Note:
Detalls onct DBT Consent morked as yes
Candidote  Candidate D&t Canddaty Contract  Prescribed  LOiPle  Unauthorized/ stpend 00 Estoblishment  DBT
Code Name Applicable Bk Stipend Stipend o of LI Wittt e Payable ATTOYEE contribution Amount
o ¢ PRICAbIE available Stpend S Days (No.of Days) * > Payoble -~ ’
) o = z = = s >
lain o
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> Select the checkboxes of the respective candidates, to proceed with payment.

> Click Process Payment, the following screen appears.

Are you su rey

> Click Yes, submit it, the Payment Batch Created Successfully message appears.
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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
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July 2023 - Monthly Apprenticeship Payroll Process Payment Bank Details

Search by candidate code & Stipend Amount

earc

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

Unauthorized

&

Total Est. contribution for this Month = ¥ 1387

Total DBT amount for this Month = ¥ 462.33

i . 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 Bark Details Total Stipend Payable for this Month

]
[
=

Details of Bank ICICE

fomb kiorme L=l et
FIC Cade Agcaund Number
W B

dota

» 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

£ Faymil e

Pyl i wui W o e o il LTI [
T i 14 Fam T, 1 FibyPhEa] EaRa =i LT
L L Al P L LR = s JELFL
Tdiard 1=
- . o
.
¥ > L]

> 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
H i S
Payment Code Total Amount Number of Candidates Status View Details Action
PMOS2202421 Z 30800 4 [ Pending > View
PM0S2202422 £ 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.

| Fapmrania

' [ ety )
g L -
=
—

> 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

Camrterly &apuenipe=hip Slnls & Beirthor gemen

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).
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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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

Chmmerty Apprartcoship Cloim & Fesm s ement

> 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.

> 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
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 Establishrment MALEGAON MUNCIPAL
CORPORATION MALEGAQOMN.
|.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 iz recoverable and we will
return the excess amount
4 We hove ensured that stipend is paid to the
Aadhaar linked bank account of apprentices.

5. 5tipend s paid from our bank account.

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

@Disclcimm

Yes, submit it! n

> 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

Laiaite Juseg SUdT
Cladm & Has b and

m m Total Stipand Pakd for this Quomer = = 140348

sELITTION

- Fregere] Byrem - ¥ nrer e

i
0

> 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.

Clcm Somioting File Uplead

> 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

- -

> 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 Mame STATE BANK OF INDIA Bank Account Number 58082000097
Account Type current IFSC Code 2
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 SBIN0O60092
Bensficiary Name * Upload Cancelled Cheque Copy
Choose file (Eg: jpeg, jpg, png), Maximum 4MB 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 iati
DBT Approval Listing
Assessment and
*  Certification
Year Month Establishment code Establishment Name
Stipend
All ~ Al v

TC

APl Bashbeard

TPA

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

BTP Attendance

BTP Claims o

Sankalp Stipend

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 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
Al v All v
Stipend
Users L Search Resat
Zones
AT Exar And Year Month Establishment Code Establishment Name Total Stipend Amount Payment Status Action

Certification
No Records Found
8TpP

TC

Technician Vocational

DBT Payrall

A

> 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
i All ~ All v
Courses
Regions

D 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

> 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

]
Eih raskin m:m
.

> 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 & Back

Note : If the Course Curriculum is already existing in the portc

@
T

Course Name * NAPS

© nars Non NAPS

Are you creating this course for PwD candidates

Proposed M5QF Level * Sectorrrlndustry .

Select Leval ~ Select Sector/Industry ~
QpP(NOs) [ Module * @
Oiodule  Car(nos)

Description

Curriculum *

Choose file Browse

> 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.

s TR

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

R - =

» 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

Total Marks :

100

35

35

Practical Theory
Passing Passing
Qe QpP Qe NOS/MODULE  NOS/MODULE Maximum Percentage  Passing Maximum Percentage  Passing
Type Code Name Version CODE Name marks * marks * marks * . marks * Action
Module s MODO1982

100

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.

Qualillication Pock ®

or EEIT A e e e oo [ | P

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

it P | AT ) P WAL it iz | i |

Toll sarks [ [+

> 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,
Sector, Category/Sector, Job Role, NSQF Level, Specialization, and also allows the user to delete the
added minimum qualification under Action.

B 3L

>
>
Note:
[ ]
[ ]

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

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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Success...

> 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

— = =

tm.

(=

Q
a =3
a

> 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
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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.

Crawle Upportunity

LiFL o e ren e

> 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.

Success...

> 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 camoidate ®  Register a5 a candidate

M Stisdent

Bl pienipear

> 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.
15 &5 JMENRE - ":."',;""‘.' 53 LA oae

Flease gnter [he OTF Fedeiyesd O v MEgeersd Bobile
Burmibsr

> 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.

Registered Successfully!!

Flesse check your emal fior actvation!
PFlease note ihis Apprentice Cade

A0523134967

The activation Hok will expires on below mentioned date
June 1sE 2023, 5447 pm

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

Candidate Login & Register

B LfRNas & AHEEE P a5 8 fandidars

> 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

Emiall 1D b udgmnelccm
Candiduba Codw @ 80523755067

Regisiered mahbile mambsesr ; =*TroigTEs

- - - - [} - - | o e r - |
Fleama enler the OTP recesved o vour registered Mohiis

MurmberfE-ma

‘\

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

i

P
B f ledis
— ey

@)
BRI

Cmn didhates [hanhibosrd

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

Complete your eKYC

Erfer Your Aadhear Mumber

|:| s o gy UM N Br for AuEhEntlcatk

v ifrgion 3 0 Lereh et T ) 3
o i U et A B o genta Enpy Sl o ek
AT T e S T A e S

R B N

|

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

> Click Send OTP, the following screen appears.
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Complete your eKYC

Entar Your OTP sant on yourmabiie”

Entar OfTF hare

Hesend CXTP in D43

> 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/0: Dilip Kumar

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

Enter your relatioship with - C/0O: Dilip Kumar

Select Relationship v

Aadhaar Image Profile Image

pg and png

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.

Fiedgd Infarmation i Profils Infarmation fram Aadhaar |
[a ;] ) (1 0 G - - B |
Mamea PEITY FTA Muninwn

Fathor Mame BIKGD Oilip

| | yrea b0 odste mmy prehie o w per oy Aadbear Orthe baeis of i =TT 2T
PRL TR M =T e LB e kil L gl

[ -]

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

> Click Go, the following screen appears.

kY done successfully!

oK

> 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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