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1 Introduction 
 
The User Manual for Assessment and Certification – Optional Trade is designed to provide information on, 
how the Assessment is initiated and completed. Also, how the Sector Skill Council (SSC) can assign the 
Assessment Agency (AA) and Assessor (AR) to the Assessment requests. Also, the Apprentice can perform 
the following functionalities as listed. 
 

• View Apprentice Details - Establishment 
o Notification – Attendance Update Pending 
o Enter Attendance 

• Apply for Assessments -Apprentice 
o Notification – Registration Fees Paid 
o View Acknowledgement - NAPS and/Non-NAPS Joint Certification (JC) 
o View Acknowledgement – Non-NAPS Single Certification (SC) 

• View Assessment Request - Establishment 
o Notification – Start Assessments 
o Enter Marks – NAPS and/Non-NAPS Joint Certification (JC) - Individual 
o Enter Marks – Non-NAPS Single Certification (SC) - Individual 
o Enter Marks - Bulk 
o View Review History 
o Publish Result 

• View Assessment Request – SSC for NAPS and Non-NAPS Joint Certification (JC) 
o Notification – Result Upload 
o View Contract Details 
o View Review History 
o Assign Assessment Agency 
o View Practical Marks 

• View all Assessment Request – Assessment Agency 
o Accept SSC Assessment Request 
o Reject SSC Assessment Request 
o View Review History 
o Change Assessment Agency 
o Assign Assessor 

• View all Assessment Request – Assessor 
o Accept Assessment Request 
o Reject Assessment Request 
o View Review History 
o Change Assessor 
o Enter Theory Marks 
o Enter theory Marks - Bulk 

• View Theory Marksheet – Assessment Agency 
o Approve Marksheet 
o Send Back Marksheet 

• View Theory Marksheet – SSC 
o Approve Marksheet 
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o Send Back Marksheet 

• Apply for Re-Assessment – Apprentice 
o Enter Marks – NAPS and Non - Joint Certification (JC) - Individual 
o Enter Marks – Non-NAPS Single Certification (SC) - Individual 
o Enter Marks - Bulk 

• View/Download Marksheet 

• View/Download Certificate 

• Notifications – A&C 
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2 View Apprentice Details - Establishment 
The Attendance screen lists all the apprentices associated with the Establishment. 
 
To Navigate 
Home - - > Establishment Login - - > Dashboard - - > Assessment and Certificate - - > Attendance 
 

 
 
➢ The Attendance screen displays the details of the Apprentice such as Contract Code, Apprentice 

Name, Course, NAPS/Non-NAPS, Attendance (%), Status, and can view the details under Action. 
 
➢ The Establishment can search a particular Apprentice based on Status, Apprentice Name or Contract 

Code, and Course Name. Click Search, to search for a particular Apprentice. 
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2.1 Notification - Attendance Update Pending  
The Attendance update pending for contracts notification email is to notify Establishment to enter the 
attendance for the Apprentice before 45 days of contract completion. 
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2.2 Enter Attendance - Individual 
The Enter Attendance screen allows the Establishment to enter the attendance for the selected 
Apprentice. 
 
To Navigate 
Home - - > Establishment Login - - > Dashboard - - > Assessment and Certificate - - > Attendance - - > Enter 
Attendance 
 

 
 
➢ The Attendance screen displays the details of the Apprentice such as Contract Code, Apprentice 

Name, Course, NAPS/Non-NAPS, Attendance (%), Status and also allows to enter attendance under 
Action. 

 
➢ The Establishment can search a particular Apprentice based on Status, Apprentice Name or Contract 

Code, and Course Name. Click Search, to search for a particular Apprentice. 
 

➢ Click Enter Attendance, the Enter Attendance screen appears. 
 

Note: The Establishment can enter the attendance of Apprentice only prior 45 days to the OJT End Date. 
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➢ The Enter Attendance screen displays the Apprentice details such as Contract Code, Apprentice 
Name, Course, Opportunity, NAPS/ Non-NAPS, and allows to enter details of Attendance (in 
percentage). 

 

 
 
➢ Click Submit Attendance, following screen appears. 

 

 
 

➢ Click OK, to navigate to the Attendance screen. 
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➢ The Establishment can view the Attendance Percentage after the successful update of Apprentice 
attendance along with the changed status as Attendance Updated under Attendance screen, also 
view the details of the Apprentice such as Contract Code, Apprentice Name, Course, and NAPS/Non-
NAPS. 
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2.3 Enter Attendance – Bulk 
The Enter Attendance - Bulk screen allows the Establishment to enter the attendance for the multiple 
Apprentice. 
 
To Navigate 
Home - - > Establishment Login - - > Dashboard - - > Assessment and Certificate - - > Attendance - - > Enter 
Attendance 
 

 
 
➢ To Enter the Attendance for the multiple apprentices, select the check box next to the respective 

candidate code, click Enter Attendance. 
 

 
 
➢ The Enter Multiple Attendance screen list the details of the apprentices such as Contract Code, 

Candidate Name, Opportunity, Course, NAPS/Non-NAPS, and also allows an employer to enter the 
Attendance (%)* for the required apprentices. 

 
➢ Click Submit, The Attendance Updated Successfully message appears.  
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3 Apply for Assessment – Apprentice 
The Apply for Assessment screen allows the Apprentice to apply for the required assessment for the 
contract. 
 
To Navigate 
Home - - > Apprentice Login - - > Dashboard - - > Assessment - -> Action - - > Apply for Assessments 
 

 
 
➢ The Assessment screen displays the Apprentice details such as Contract Code, Establishment, Course, 

NAPS/Non-NAPS, Attendance (%), Attempt, Status and also allows to apply for assessment under 
Action. 

 
➢ The Apprentice can search for a particular contract based on Status, and Contract Code. Click Search, 

to search for a particular contract. 
 

 
 

➢ Click Apply for Assessment, the Examination Application Form screen appears. 
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Note: The Apprentice can apply for assessment, 40 days prior to the OJT End Date (only after the 
Establishment entered the attendance). 

 
➢ The Examination Application Form screen displays the auto-filled details such as Apprentice ID, 

Apprentice Name, Sector, Course, Establishment, Theoretical Start-End Date, and Practical Start-End 
Date. 
 

 
 

➢ Click Pay Examination Fee, the Billing Information screen appears. 
 

Note: The Pay Examination Fee option is not available for the Non-NAPS course.  
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➢ The Billing Information and Payment Information section allows the Apprentice to enter the payment 
details. 

 

 
 
➢ The Billing Information section allows the Apprentice to enter the appropriate billing details of the 

applicants. 
 
➢ Click Cancel, to cancel the payment procedure. 
  



 

    P a g e 14 | 111 

➢ The Payment Information section allows the Apprentice to enter the payment details. Enter the 
appropriate details to make the payment. Click Make Payment, the following message appears. 

 

  
 
➢ Click Return To the Merchant Site, the Payment Information screen appears as follows. 
 

 
 
➢ Click Go to Dashboard, to navigate to the Apprentice Dashboard. 
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3.1 Notification – Registration Fees Paid 
The Registration Fees Paid notification email to notify the Apprentice to pay the required assessment fee 
after Establishment add the attendance. 
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3.2 View Acknowledgement - NAPS and/Non-NAPS Joint Certification (JC) 
The View Acknowledgement screen allows the Apprentice to view the acknowledgment receipt/Hall 
Ticket of the assessments. 
 
To Navigate 
Home - - > Apprentice Login - - > Dashboard - - > Assessment - - > Action - - > View Acknowledgement 
 

 
 
➢ Click View Acknowledgement Receipt, to view and download the hall ticket. 

 

 
 

➢ The Acknowledgement Receipt displays the Apprentice details such as Apprentice Contract No, Name 
of the Apprentice, Date of Birth, Father’s/Mother’s/Guardian’s Name, Course Name and Code, Sector, 
Practical Assessment Conducted by, Theory Assessment conducted by, Transaction ID, Assessment 
Fee and Date of receipt. 



 

    P a g e 17 | 111 

3.3 View Acknowledgement - Non-NAPS Single Certification (SC) 
The View Acknowledgement screen allows the Apprentice to view the acknowledgment receipt/Hall 
Ticket of the assessments. 
 
To Navigate 
Home - - > Apprentice Login - - > Dashboard - - > Assessment - - > Action - - > View Acknowledgement 
 

 
 
➢ Click View Acknowledgement Receipt, to view and download the hall ticket. 

 

 
 
➢ The Acknowledgement Receipt displays the Apprentice details such as Apprentice Contract No, Name 

of the Apprentice, Date of Birth, Father’s/Mother’s/Guardian’s Name, Course Name and Code, Sector, 
Practical Assessment Conducted by, Theory Assessment conducted by, Transaction ID, Assessment 
Fee and Date of receipt. 



 

    P a g e 18 | 111 

4 View Assessment Request – Establishment 
The View Assessment Request screen allows the Establishment to view all the assessment requests 
received from Apprentice. 
 
To Navigate 
Home - - > Establishment Login - - > Dashboard - - > Assessment and Certificate - - > Assessment 
 

 
 
➢ The Assessment screen displays the details of the assessment requests such as Contract Code, 

Apprentice Name, Course, NAPS/Non-NAPS, Attendance (%), Assessment Duration, Attempt, Status 
and also allows to view the details under Action. 

 
➢ The Establishment can search particular assessment requests based on Status, Apprentice Name or 

Contract Code, and Course Name. Click Search, to search for a particular assessment request. 
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4.1 Notification –Start Assessment 
The Start Assessment notification email notify the Establishment to start the assessment after Apprentice 
pays the required assessment fees. 
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4.2 Enter Marks – NAPS and/Non-NAPS Joint Certification (JC) - Individual 
The Enter Practical Marks screen allows the Establishment to enter the practical marks for the 
assessments. 
 
To Navigate 
Home - - > Establishment Login - - > Dashboard - - > Assessment and Certificate - - > Assessment - - > Enter 
Marks 
 

 
 
➢ The Assessment screen displays the details such as Contract Code, Apprentice Name, Course, 

NAPS/Non-NAPS, Attendance (%), Assessment Duration, Attempt, Status and also allows to enter 
marks under Action. 
 

➢ Click Enter Marks, the Apprentice Details for Marksheet screen appears. 
 

➢ The Apprentice Details for Marksheet screen displays the details of the marks into two different 
sections as listed below. 

 

• Apprentice Details 

• Marksheet 
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➢ The Apprentice Details screen displays the details such as Contract Code, Apprentice Name, NSQF 
Level, Course, Sector, Opportunity. 
 

 
 
➢ Click Browse to upload the appropriate Questionnaire Documents. The Establishment can upload only 

jpg, png, jpeg, pdf, and the maximum file size is four MB each. 
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➢ The Marksheet screen displays the details such as Module ID, Module Name, Maximum Marks, 
Passing Percentage %, Pass/Fail and allows to choose Assessment Month+ Year from the calendar and 
also allows to enter Marks Obtained. 

 

 
 
➢ The Grand Total screen displays the details such as Grand Total, In Words, and the total Percentage 

(%) of the assessments. 
 
➢ Click Save & Apply, the following screen appears. 
 

  
 
➢ Click OK, to navigate to the Assessment screen. 
 

Note:  

• The Establishment should enter only practical marks for Naps Joint Certificate, and Non-Naps 
Joint Certificate (JC).  

• The Establishment should enter for both Practical and Theory marks for Non-NAPS Single Certification (SC). 
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➢ The Establishment can view the status as Practical Marksheet Updated for the assessment along with 
details of the Apprentice such as Contract Code, Apprentice Name, Course, NAPS/Non-NAPS, 
Attendance (%), Assessment Duration, Attempt, and Payment Status. 
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4.3 Enter Marks – Non-NAPS Single Certification (SC) - Individual 
The Enter Marks screen allows the Establishment to enter the practical and Theory marks for the 
assessments. 
 
To Navigate 
Home - - > Establishment Login - - > Dashboard - - > Assessment and Certificate - - > Assessment - - > Enter 
Marks 
 

 
 
➢ The Assessment screen displays the details such as Contract Code, Apprentice Name, Course, 

NAPS/Non-NAPS, Attendance (%), Assessment Duration, Attempt, Status and also allows to enter 
marks under Action. 
 

Note: The Establishment should enter for both Practical and Theory marks for NON NAPS Single 
Certification (SC) courses. 

 
➢ Click Enter Marks, the Apprentice Details for Marksheet screen appears. 
 
➢ The Apprentice Details for Marksheet screen displays the details of the marks into two different 

sections as listed below. 
 

• Apprentice Details 

• Marksheet 
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➢ The Apprentice Details screen displays the details such as Contract Code, Apprentice Name, NSQF 
Level, Course, Sector, and Opportunity. 
 

 
 
➢ Click Browse to upload the appropriate Questionnaire Documents. The Establishment can upload only 

jpg, png, jpeg, pdf, and the maximum file size is four MB each. 
 

➢ The Marksheet screen displays the marks into sections as listed below. 
 

• Theory 

• Practical 
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➢  The Theory section displays the details such as Module ID, Module Name, Maximum Marks, Passing 
Percentage %, Total Marks and allows to choose Assessment Month + Year from the calendar and also 
allows to enter Marks Obtained. 
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➢ The Theory section displays the details such as Module ID, Module Name, Maximum Marks, Passing 
Percentage %, Total Marks and allows to choose Assessment Month + Year from the calendar and also 
allows to enter Marks Obtained. 

 

 
 
➢ Also displays the details such as Grand Total, In Words, and Percentage. 
 

 
 
➢ Click Save & Apply, the following screen appears. 
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➢ Click OK, to navigate to the Assessment screen. 
 
➢ The Establishment can view the status as Practical Marksheet Updated for the assessment along with 

details of the Apprentice such as Contract Code, Apprentice Name, Course, NAPS/Non-NAPS, 
Attendance (%), Assessment Duration, Attempt, and Payment Status. 
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4.4 Enter Marks – Bulk 
The Enter Marks screen allows the Establishment to enter the practical marks for the assessments for 
multiple apprentices at a time. 
 
To Navigate 
Home - - > Establishment Login - - > Dashboard - - > Assessment and Certificate - - > Assessment - - > Enter 
Marks 
 

 
 
➢ To Enter the Marks for the multiple apprentices, select the check box next to the respective candidate 

code, click Enter Marks. 
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➢ The Enter Marksheet for Multiple Contracts screen displays the details such as Contract Code, 
Candidate Name, Opportunity, Course, NAPS/Non-NAPS, Assessment Duration, Practical, Max Marks 
100, Passing % 60 and along with the Assessment month and year. 

 

 
 

➢ The Establishment can upload questionnaire allows to upload the questionnaire if required. Click 
Browse and select the document and click open. 
 

➢ The Establishment can enter the marks for the candidate. Click Submit, the message appears as Marks 
for these candidates are updated successfully. 
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4.5 View Review History 
The View Review History screen allows the Establishment to view the history of the assessment requests. 
 
To Navigate 
Home - - > Establishment Login - - > Dashboard - - > Assessment - - > All Contracts I Assessment - - > Action 
- - > View Review History 
 

 
 
➢ The Assessment screen displays the Apprentice details such as Contract Code, Apprentice Name, 

Course, NAPS/Non-NAPS, Theory Assessment Duration, Attempt, Status and also allows to review 
history under Action. 

 
➢ The Establishment can search for a particular Apprentice based on Assessment Training Status, 

Apprentice Name or Contract Code, and Course Name. Click Search, to search for a particular 
Apprentice. 

 
➢ Click Review History, the Review History screen appears. 
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➢ The Review History screen displays the review history details such as Action Taken Date, Actor Name 
(role), and Action. 

 

 
 
➢ Click X, to navigate to the Assessment screen. 
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4.6 Publish Result 
The Publish Result screen allows the Establishment to publish the result of the Apprentice. 
 
To Navigate 
Home - - > Establishment Login - - > Dashboard - - > Assessment and Certificate - - > Certification - - > 
Action - - > Publish Result 
 

 
 
➢ The Certification screen displays the details of the Apprentice such as Contract Code, Apprentice 

Name, Course, NAPS/Non-NAPS, Attendance, Marksheet Generated Date, Status and also allows to 
publish result under Action. 

 
➢ Click Publish Result, the following screen appears. 
 

 
 
➢ Click Yes, the Published Successfully screen appears. 
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➢ Click OK, to navigate to the All Contracts | Certification screen. 
 

Note: The Apprentice can view the mark sheet and certificate only after the Result is published by the 
Establishment. 
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5 View Assessment Request – SSC for NAPS and Non-NAPS Joint 
Certification (JC) 

The View Assessment Request screen allows the Sector Skill Council (SSC) to view all the assessment 
requests. 
 
To Navigate 
Home - - > SSC Login - - > Dashboard - - > Assessment and Certificate - - > Assessment - - > All Contracts I 
Assessment 
 

 
 
➢ The Assessment screen displays the contract details such as Contract Code, Apprentice Name, Course, 

NAPS/Non-NAPS, Establishment Name, Theory Assessment Duration, Attempt, Status, and can also 
view the details under Action. 

 
➢ The Sector Skill Council (SSC) can search for a particular Apprentice based on Assessment Training 

Status, Apprentice Name or Contract Code, and Course Name. Click Search, to search for a particular 
Apprentice. 
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5.1 Notification – Result Upload 
The Result Upload notification email notify Sector Skill Council (SSC) to start the theory assessment for 
the Apprentice, after establishment submits practical marks. 
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5.2 View Contract Details 
The View Contract Details screen allows the Sector Skill Council (SSC) to view the contract details of the 
Apprentice. 
 
To Navigate 
Home - - > SSC Login - - > Dashboard - - > Assessment and Certificate - - > Assessment - - > All Contracts I 
Assessment - - > Action - - > View Contracts Details 
 

 
 
➢ The Assessment screen displays the details of the Apprentice such as Contract Code, Apprentice 

Name, Course, NAPS/Non-NAPS, Establishment Name, Theory Assessment Duration, Attempt, Status 
and allows to view contract details under Action. 

 
➢ Click View Contract Details, the Contacts Details screen appears. 
 
➢ The View Contract Details screen displays the details of the contract into four different sections as 

listed below. 
 

• Apprentice Details 

• Contract Details 

• Module Mapped 

• Remarks 
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➢ The Apprentice Details section displays the details of the Apprentice such as Apprentice Code, 
Apprentice Name, Establishment Code, Establishment Name, Opportunity Code, Opportunity Name, 
Course Code, and Course Name. 
 

 
 
➢ The Contract Details section displays the contract details such as Contract Generated at, First Year 

Stipend, Second Year Stipend, Third Year Stipend, Is NAPS, Joint Certification, TPA Applicable, and TPA 
Name. 
 

 
 
➢ The Training Periods section displays the training period details such as Basic Training Period, On Job 

Training Period, and BT Hours/Day. 
 
➢ The Basic Training Partner Details section displays the basic Training Partner details such as Training 

Partner, Training Center, and Training Center Address. 
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➢ The Module Mapped section displays the module mapped details such as Type, QP Code, QP Name, 

NOS/ Module Code, NOS/ Module Name, Maximum Practical (On the Job Training) marks, Maximum 
Theory (with/without Basic Training) marks, and Total Marks and also displays the details of Passing 
percentage for Practical (On the Job Training) and Passing percentage for Theory (with/without Basic 
Training). 

 

 
 
➢ The Remarks section displays the remark details such as Authority Remarks and Apprentice Remarks. 
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5.3 View Review History 
The View Review History screen allows the Sector Skill Council (SSC) to view the history of the assessment 
request. 
 
To Navigate 
Home - - > SSC Login - - > Dashboard - - > Assessment and Certificate - - > Assessment - - > All Contracts I 
Assessment - - > Action - - > Review History 
 

 
 
➢ The Assessment screen displays the details of the contract such as Contract Code, Apprentice Name, 

Course, NAPS/Non-NAPS, Establishment Name, Theory Assessment Duration, Attempt, Status and 
also allows to view the history under Action. 

 
➢ The Sector Skill Council (SSC) can search for a particular Apprentice based on Assessment Training 

Status, Apprentice Name or Contract Code, and Course Name. Click Search, to search for a particular 
Apprentice. 

 
➢ Click Review History, the Review History screen appears. 
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➢ The Review History screen displays the review history details such as Action Taken Date, Actor Name 
(role), and Action. 

 

 
 

➢ Click X, to navigate to the Assessment screen. 
  



 

    P a g e 42 | 111 

5.4 Assign Assessment Agency 
The Assign Assessment Agency screen allows the Sector Skill Council (SSC) to assign the required 
Assessment Agency (AA) for the assessment request. 
 
To Navigate 
Home - - > SSC Login - - > Dashboard - - > Assessment and Certificate - - > Assessment - - > All Contracts I 
Assessment - - > Action - - > Assign Assessment Agency 
 

 
 
➢ The Assessment screen displays the contract details such as Contract Code, Apprentice Name, Course, 

NAPS/Non-NAPS, Establishment Name, Theory Assessment Duration, Attempt, Status and also allows 
to assign Assessment Agency (AA) under Action. 

 
➢ The Sector Skill Council (SSC) can search for a particular Apprentice based on Assessment Training 

Status, Apprentice Name or Contract Code, and Course Name. Click Search, to search for a particular 
Apprentice. 

 
➢ Click Assign Assessment Agency, the Assign Assessment Agency screen appears. 
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➢ The Assign Assessment Agency screen displays the Assessment Agency (AA) details such as Contract 
Code, Apprentice Name, Course Name, Opportunity, NAPS/Non-NAPS, Assessment Duration, and also 
allows Sector Skill Council (SSC) to search a particular Assessment Agency (AA). 
 

 
 
➢ Click Submit, the following screen appears. 

 

 
 
➢ Click OK, to navigate to the Assessment screen.  
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5.5 View Practical Marksheet 
The View Practical Marksheet screen allows the Sector Skill Council (SSC) to view the practical marks. 
 
To Navigate 
Home - - > SSC Login - - > Dashboard - - > Assessment and Certificate - - > Assessment - - > All Contracts I 
Assessment - - > Action - - > View Practical Marksheet 
 

 
 
➢ The Assessment screen displays the details of the Apprentice such as Contract Code, Apprentice 

Name, Course, NAPS/Non-NAPS, Establishment Name, Theory Assessment Duration, Attempt, Status 
and also allows to view practical marksheet under Action. 

 
➢ The Sector Skill Council (SSC) can search for a particular Apprentice based on Assessment Training 

Status, Apprentice Name or Contract Code, and Course Name. Click Search, to search for a particular 
Apprentice. 

 
➢ Click View Practical Marksheet, the Apprentice Details for Marksheet screen appears. 

 

➢ The Apprentice Details for Marksheet screen displays the details of the marks into two different 
sections as listed below. 

 

• Apprentice Details 

• Marksheet 
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➢ The Apprentice Details for Marksheet section displays the details of the marksheet such as Contract 
Code, Apprentice Name, NSQF level, Course, Sector, Opportunity, and also displays the questionnaire 
uploaded by the Establishment. 
 

 
 
➢ Click View, to view the uploaded questionnaire. 
 
➢ The Marksheet section displays the details of the practical marksheet such as Assessment Month+ 

Year, Module ID, Module Name, Maximum Marks, Passing Percentage %, Marks Obtained, and Pass/ 
Fail. 
 

 
 
➢ Click Back, the Assessment screen appears. 
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6 View all Assessment Request-Assessment Agency 
The View all Assessment Request screen allows the Assessment Agency (AA) to view the assessment 
request. 
 
To Navigate 
Home - - > Assessment Agency Login - - > Dashboard - - > Assessment 
 

 
 
➢ The Assessment screen displays the Apprentice details such as Contract Code, Apprentice Name, 

Course, NAPS/Non-NAPS, Theory Assessment Duration, Attempt, Status and can view the details 
under Action. 

 
➢ The Assessment Agency (AA) can search for a particular Apprentice based on Assessment Training 

Status, Apprentice Name or Contract Code, and Course Name. Click Search, to search for a particular 
Apprentice. 

 
  



 

    P a g e 47 | 111 

6.1 Accept SSC Assessment Request 
The Accept SSC Assessment Request screen allows the Assessment Agency (AA) to accept the assessment 
request assigned by the Sector Skill Council (SSC). 
 
To Navigate 
Home - - > Assessment Agency Login - - > Dashboard - - > Assessment - - > All Contracts I Assessment - - > 
Action - - > Accept SSC Request 
 

 
 
➢ The Assessment screen displays the Apprentice details such as Contract Code, Apprentice Name, 

Course, NAPS/Non-NAPS, Theory Assessment Duration, Attempt, Status and also allows to accept 
Sector Skill Council (SSC) request under Action. 

 
➢ The Assessment Agency (AA) can search for a particular Apprentice based on Assessment Training 

Status, Apprentice Name or Contract Code, and Course Name. Click Search, to search for a particular 
Apprentice. 

 
➢ Click Accept Sector Skill Council (SSC) Request, the Accept Request for Contract Assessment screen 

appears. 
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➢ The Accept Request for Contract Assessment screen displays the contract assessment details such as 
Contract Code, Apprentice Name, Course Name, Opportunity, NAPS/Non-NAPS, and Assessment 
Duration. 
 

 
 

➢ Click Accept, the Successfully Accepted screen appears. 
 

 
 
➢ Click Yes, to navigate to the Assign Assessor for Contract Assessment screen. 
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6.2 Reject SSC Assessment Request 
The Reject SSC Assessment Request screen allows the Assessment Agency (AA) to reject the assessment 
request assigned by the Sector Skill Council (SSC) request. 
 
To Navigate 
Home - - > Assessment Agency Login - - > Dashboard - - > Assessment - - > All Contracts I Assessment - - > 
Action - - > Reject SSC Request 
 

 
 
➢ The Assessment screen displays the Apprentice details such as Contract Code, Apprentice Name, 

Course, NAPS/Non-NAPS, Theory Assessment Duration, Attempt, Status and also allows to reject 
Sector Skill Council (SSC) request under Action. 

 
➢ The Assessment Agency (AA) can search for a particular Apprentice based on Assessment Training 

Status, Apprentice Name or Contract Code, and Course Name. Click Search, to search for a particular 
Apprentice. 

 
➢ Click Reject Sector Skill Council (SSC) Request, the Reject Request for Contract Assessment screen 

appears. 
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➢ The Reject Request for Contract Assessment screen displays the contract assessment details such as 
Contract Code, Apprentice Name, Course Name, Opportunity, NAPS/Non-NAPS, Assessment 
Duration, and also allows to enter comments for rejection. 
 

 
 
➢ Click Reject, the Rejected screen appears. 
 

 
 
➢ Click OK, to navigate to the Assessment screen.  
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6.3 View Review History 
The Review History screen allows the Assessment Agency (AA) to view the history of the assessment 
requests. 
 
To Navigate 
Home - - > Assessment Agency Login - - > Dashboard - - > Assessment - - > All Contracts I Assessment - - > 
Action - - > View Review History 
 

 
 
➢ The Assessment screen displays the Apprentice details such as Contract Code, Apprentice Name, 

Course, NAPS/Non-NAPS, Theory Assessment Duration, Attempt, Status and also allows to review 
history under Action. 

 
➢ The Assessment Agency (AA) can search for a particular Apprentice based on Assessment Training 

Status, Apprentice Name or Contract Code, and Course Name. Click Search, to search for a particular 
Apprentice. 

 
➢ Click Review History, the Review History screen appears. 
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➢ The Review History screen displays the review history details such as Action Taken Date, Actor Name 
(role), and also the action updated. 

 

 
 
➢ Click X, to navigate to the Assessment screen. 
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6.4 Change Assessment Agency 
The Change Assessment Agency screen allows the Assessment Agency (AA) to change the Assessment 
Agency (AA) for the particular assessment request. 
 
To Navigate 
Home - - > Assessment Agency Login - - > Dashboard - - > Assessment - - > All Contracts I Assessment - - > 
Action - - > Change Assessment Agency 
 

 
 
➢ The Assessment screen displays the Apprentice details such as Contract Code, Apprentice Name, 

Course, NAPS/Non-NAPS, Theory Assessment Duration, Attempt, Status and also allows to change 
Assessment Agency (AA) under Action. 

 
➢ The Assessment Agency (AA) can search for a particular Apprentice based on Assessment Training 

Status, Apprentice Name or Contract Code, and Course Name. Click Search, to search for a particular 
Apprentice. 

 
➢ Click Change Assessment Agency, the Request for Change of Assessment Agency screen appears. 
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➢ The Request for Change of Assessment Agency screen displays the details such as Contract Code, 
Apprentice Name, Course Name, Opportunity, NAPS/Non-NAPS, Assessment Duration and also allows 
to enter reason and Remarks on requesting Assessment Agency (AA) change. And also allows to search 
a particular Assessment Agency (AA) from the drop-down list. 
 

 
 
➢ Click Request Change, the Successfully Requested Assessment Agency Change screen appears. 
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➢ Click OK, to navigate to the Assessment screen. 
 

Note:  

• The Sector Skill Council (SSC) can Approve or Reject the Change Assessment Agency (AA) 
request. 

• If the Sector Skill Council (SSC) Rejects the Change Assessor request, then the request will re-
assign for the same Assessment Agency (AA). 
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6.5 Assign Assessor 
The Assign Assessor screen allows the Assessment Agency (AA) to assign the Assessor (AR) to the accepted 
assessment request. 
 
To Navigate 
Home - - > Assessment Agency Login - - > Dashboard - - > Assessment - - > All Contracts I Assessment - - > 
Action - - > Assign Assessor 
 

 
 
➢ The Assessment screen displays the Apprentice details such as Contract Code, Apprentice Name, 

Course, NAPS/Non-NAPS, Theory Assessment Duration, Attempt, Status and also allows to Assign 
Assessor under Action. 

 
➢ The Assessment Agency (AA) can search for a particular Apprentice based on Assessment Training 

Status, Apprentice Name or Contract Code, and Course Name. Click Search, to search for a particular 
Apprentice. 

 
➢ Click Assign Assessor, the Assign Assessor for Contract Assessment screen appears. 
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➢ The Assign Assessor for Contract Assessment screen displays the assessment details such as Contract 

Code, Apprentice Name, Course Name, Opportunity, NAPS/Non-NAPS, Assessment Duration and also 
allows to search Assessor (AR) from the drop-down list. 

 

 
 
➢ Click Assign, the Successfully Assigned screen appears. 

 

 
 
➢ Click OK, to navigate to the Assessment screen.  
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7 View all Assessment Request – Assessor 
The View all Assessment Request screen allows the Assessor (AR) to view the assessment requests 
assigned by Assessment Agency (AA). 
 
To Navigate 
Home - - > Assessor Login - - > Dashboard - - > Assessments 
 

 
 
➢ The Assessment screen displays the details of the Apprentice such as Contract Code, Apprentice 

Name, Course, NAPS/Non-NAPS, Theory Assessment Duration, Attempt, Status and also allows to 
view the details under Action. 

 
➢ The Assessor (AR) can search a particular Apprentice based on Assessment Training Status, Apprentice 

Name or Contract Code, and Course Name. Click Search, to search for a particular Apprentice. 
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7.1 Accept Assessment Request 
The Accept Assessment Request screen allows the Assessor (AR) to accept the assessment request 
assigned by the Assessment Agency (AA). 
 
To Navigate 
Home - - > Assessor Login - - > Dashboard - - > Assessments - - > All Contracts I Assessment - - > Action - - 
> Accept 
 

 
 
➢ The Assessment screen displays the details of the Apprentice such as Contract Code, Apprentice 

Name, Course, NAPS/Non-NAPS, Theory Assessment Duration, Attempt, Status and also allows to 
accept the request under Action. 

 
➢ The Assessor (AR) can search a particular Apprentice based on Assessment Training Status, Apprentice 

Name or Contract Code, and Course Name. Click Search, to search for a particular Apprentice. 
 
➢ Click Accept, the Accept Request for Contract Assessment screen appears. 
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➢ The Accept Request for Contract Assessment screen displays the details such as Contract Code, 
Apprentice Name, Course Name, Opportunity, NAPS/Non-NAPS, and Assessment Duration. 

 

 
 
➢ Click Accept, the Successfully Accepted screen appears. 

 

 
 
➢ Click OK, to navigate to the Assessment screen. 
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7.2 Reject Assessment Request 
The Reject Assessment Request screen allows the Assessor (AR) to reject the assessment request assigned 
by the Assessment Agency (AA). 
 
To Navigate 
Home - - > Assessor Login - - > Dashboard - - > Assessments - - > All Contracts I Assessment - - > Action - - 
> Reject 
 

 
 
➢ The Assessment screen displays the details of the Apprentice such as Contract Code, Apprentice 

Name, Course, NAPS/Non-NAPS, Theory Assessment Duration, Attempt, Status and also allows to 
reject request under Action. 

 
➢ The Assessor (AR) can search a particular Apprentice based on Assessment Training Status, Apprentice 

Name or Contract Code, and Course Name. Click Search, to search for a particular Apprentice. 
 
➢ Click Reject, the Reject Request for Contract Assessment screen appears. 
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➢ The Reject Request for Contract Assessment screen displays the assessment request details such as 
Contract Code, Apprentice Name, Course Name, Opportunity, NAPS/Non-NAPS, Assessment 
Duration, and also allows to enter comments for rejection. 
 

 
 
➢ Click Reject, the Rejected screen appears. 

 

 
 
➢ Click OK, to navigate to the Assessment screen. 
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7.3 View Review History 
The Review History screen allows the Assessor (AR) to view the history of the assessment requests. 
 
To Navigate 
Home - - > Assessor Login - - > Dashboard - - > Assessments - - > All Contracts I Assessment - - > Action - - 
> Review History 
 

 
 
➢ The Assessment screen displays the details of the Apprentice such as Contract Code, Apprentice 

Name, Course, NAPS/Non-NAPS, Theory Assessment Duration, Attempt, Status and also allows to 
review history under Action. 

 
➢ The Assessor (AR) can search a particular Apprentice based on Assessment Training Status, Apprentice 

Name or Contract Code, and Course Name. Click Search, to search for a particular Apprentice. 
 
➢ Click Review History, the Review History screen appears. 
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➢ The Review History screen displays the review history details such as Action Taken Date, Actor Name 
(role), and Action. 

 

 
 
➢ Click X, to navigate to the Assessment screen. 
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7.4 Change Assessor 
The Change Assessor screen allows the Assessor (AR) to change the Assessor (AR) for the particular 
assessment request. 
 
To Navigate 
Home - - > Assessor Login - - > Dashboard - - > Assessments - - > All Contracts I Assessment - - > Action - - 
> Change Assessor 
 

 
 
➢ The Assessment screen displays the details of the Apprentice such as Contract Code, Apprentice 

Name, Course, NAPS/Non-NAPS, Theory Assessment Duration, Attempt, Status and also allows to 
change Assessor under Action. 

 
➢ The Assessor (AR) can search a particular Apprentice based on Assessment Training Status, Apprentice 

Name or Contract Code, and Course Name. Click Search, to search for a particular Apprentice. 
 
➢ Click Change Assessor, the Request for Change of Assessor screen appears. 
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➢ The Request for Change of Assessor screen displays the details such as Contract Code, Apprentice 
Name, Course Name, Opportunity, NAPS/Non-NAPS, Assessment Duration and also allows to enter 
reason and Remarks on requesting Assessor (AR) change. 
 

 
 
➢ Select the appropriate Assessor (AR) from the drop-down list. 
 
➢ Click Request Change, the Successfully Requested Assessor Change screen appears. 
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➢ Click OK, to navigate to the Assessment screen. 
 

Note:  

• The Sector Skill Council (SSC) can Approve or Reject the Change Assessor request. 

• If Sector Skill Council (SSC) Rejects the Change Assessor request, then the request will re-assign 
for the same Assessor (AR). 
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7.5 Enter Theory Marks 
The Enter Theory Marks screen allows the Assessor (AR) to enter the theory marks for the accepted 
assessment request. 
 
To Navigate 
Home - - > Assessor Login - - > Dashboard - - > Assessments - - > All Contracts I Assessment - - > Action - - 
> Enter Marks 
 

 
 
➢ The Assessment screen displays the details of the Apprentice such as Contract Code, Apprentice 

Name, Course, NAPS/Non-NAPS, Theory Assessment Duration, Attempt, Status and also allows to 
enter marks under Action. 

 
➢ The Assessor (AR) can search a particular Apprentice based on Assessment Training Status, Apprentice 

Name or Contract Code, and Course Name. Click Search, to search for a particular Apprentice. 
 
➢ Click Enter Marks, the Apprentice Details for Marksheet screen appears. 

 

➢ The Apprentice Details for Marksheet screen displays the details of the marks into two different 
sections as listed below. 

 

• Apprentice Details 

• Marksheet 
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➢ The Apprentice Details screen displays the details of the marksheet such as Contract Code, Apprentice 
Name, NSQF level, Course, Sector, Opportunity and also allows to upload the Questionnaire. 
 

 
 
➢ Click Browse to upload the Questionnaire. The Assessor (AR) can upload only jpg, png, jpeg, pdf, and 

the maximum file size is four MB each. 
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➢ The Marksheet screen displays the details of the marks such as Theory (Assessment Month+ Year, 
Module ID, Module Name, Maximum Marks, Passing Percentage, Pass/ Fail), Grand Total, In Words, 
and Percentage. And also allows to enter the appropriate marks obtained. 

 

 
 
➢ Click Save & Apply, the following screen appears. 
 

 
 
➢ Click OK, to navigate to the Assessment screen. 
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7.6 Enter Theory Marks – Bulk 
The Enter Theory Marks - Bulk screen allows the Assessor (AR) to enter the theory marks (bulk) for the 
accepted assessment request. 
 
To Navigate 
Home - - > Assessor Login - - > Dashboard - - > Assessments - - > All Contracts I Assessment - - > Bulk Action 
 

 
 
➢ To Enter the Marks for the multiple apprentices, select the check box next to the respective Contract 

code. 
 
➢ Click Bulk Actions, to select the option from the given list. 
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➢ Select Enter Marks, the Enter Marksheet for Multiple Contracts screen appears. 
 
➢ The Enter Marksheet for Multiple Contracts screen displays the details such as Contract Code, 

Candidate Name, Opportunity, Course, NAPS/Non-NAPS, Assessment Duration, Max Marks 100 
Passing % 60, Max Marks 100 Passing % 50 and along with the Assessment month and year. 

 

 
 
➢ The Assessor (AR) can upload questionnaire allows to upload the questionnaire if required. Click 

Browse and select the document and click open. 
 

➢ The Assessor (AR) can enter the marks for the apprentice. Click Submit, the message appears as 
Marks for these candidates are updated successfully. 
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8 View Theory Marksheet – Assessment Agency 
The View Theory Marksheet screen allows the Assessment Agency (AA) to view the assessor submitted 
theory marksheet. 
 
To Navigate 
Home - - > Assessment Agency Login - - > Dashboard - - > Assessment and Certificate - - > Assessment 
 

 
 
➢ The Assessment screen displays the details of the Apprentice such as Contract Code, Apprentice 

Name, Course, NAPS/Non NAPS, Theory Assessment Duration, Attempt, Status and also allows to view 
theory marksheet under Action. 

 
➢ Click View Theory Marksheet, the Apprentice Details for Marksheet screen appears. 
 
➢ The Apprentice Details for Marksheet screen hosts the details into two sections as listed below. 
 

• Apprentice Details 

• Marksheet 
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➢ The Apprentice Details screen displays the details such as Contract Code, Apprentice Name, NSQF 
Level, Course, Sector, Opportunity, and Uploaded Questionnaire. 

 

 
 
➢ The Marksheet screen displays the marks details such as Theory (Assessment Month + Year, Module 

ID, Module Name, Maximum Marks, Passing Percentage, Marks Obtained, Pass/Fail and Total Marks), 
Grand Total, In Words, and Percentage. 

 

 
 
➢ Click Back, to navigate to the Assessment screen. 
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8.1 Approve Marksheet 
The Approve Marksheet screen allows the Assessment Agency (AA) to approve the marks entered by the 
Assessor (AR). 
 
To Navigate 
Home - - > Assessment Agency Login - - > Dashboard - - > Assessment and Certificate - - > Assessment - - 
> Action - - > Approve Marksheet 
 

 
 
➢ The Assessment screen displays the details of the Apprentice such as Contract Code, Apprentice 

Name, Course, NAPS/Non NAPS, Theory Assessment Duration, Attempt, Status and also allows to 
approve marksheet under Action. 

 
➢ Click Approve Marksheet, the Marksheet Request Approval screen appears. 
 

Note:  

• The Marksheet and certificate are generated only after the Sector Skill Council (SSC) Approves 
the marks uploaded. 

• Marksheet is generated in spite of passing or failing of the apprentice. The certificate is 
generated only if an apprentice has passed the assessment. 
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➢ The Marksheet Request Approval screen displays the Marksheet details such as Contract Code, 
Apprentice Name, Course Name, Opportunity, NAPS/Non-NAPS, Assessment Duration, Grand Total, 
and Percentage. 

 

 
 
➢ Click Approve, the Successfully Approved screen appears. 
 

 
 
➢ Click OK, to navigate to the Assessment screen. 
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8.2 Send Back Marksheet 
The Send Back Marksheet screen allows the Assessment Agency (AA) to send back the marks entered by 
the Assessor (AR). 
 
To Navigate 
Home - - > Assessment Agency Login - - > Dashboard - - > Assessment and Certificate - - > Assessment - - 
> Action - - > Send Back Marksheet 
 

 
 
➢ The Assessment screen displays the details of the Apprentice such as Contract Code, Apprentice 

Name, Course, NAPS/Non NAPS, Theory Assessment Duration, Attempt, Status and also allows to send 
back marksheet under Action. 

 
➢ Click Send Back Marksheet, the Marksheet Request Send Back screen appears. 
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➢ The Marksheet Request Send Back screen displays the details such as Contract Code, Apprentice 
Name, Course Name, Opportunity, NAPS/Non-NAPS, Assessment Duration, Grand Total, and 
Percentage. 

 

 
 
➢ The Enter remarks for send back action section allows the Assessment Agency (AA) to enter the 

appropriate comment for sending back the approval request to Assessor (AR). 
 
➢ Click Send Back, the Successfully Sent Back screen appears. 
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➢ Click OK, to navigate to the Assessment screen. 
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9 View Theory Marksheet – SSC 
The View Theory Marksheet screen allows the Sector Skill Council (SSC) to view the Assessment Agency 
(AA) approved theory marks for the required assessment request. 
 
To Navigate 
Home - - > SSC Login - - > Dashboard - - > Assessment and Certificate - - > Assessment - - > All Contracts | 
Assessment - - > All Contracts | Assessment - - - > View Theory Marksheet 
 

 
 
➢ The Assessment screen displays the details of the Apprentice such as Contract Code, Apprentice 

Name, Course, NAPS/Non NAPS, Establishment Name, Theory Assessment Duration, Attempt, Status 
and also allows to view theory marksheet under Action. 

 
➢ Click View Theory Marksheet, the Apprentice Details for Marksheet screen appears. 
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➢ The Apprentice Details for Marksheet screen hosts the details into two sections as listed below. 
 

• Apprentice Details 

• Marksheet 
 
➢ The Apprentice Details screen displays the details such as Contract Code, Apprentice Name, NSQF 

Level, Course, Sector, Opportunity, and Uploaded Questionnaire. 
 

 
 
➢ The Marksheet screen displays the marks details such as Theory (Assessment Month + Year, Module 

ID, Module Name, Maximum Marks, Passing Percentage, Marks Obtained, Pass/Fail and Total Marks), 
Grand Total, In Words, and Percentage. 

 

 
 

➢ Click Back, to navigate to the Assessment screen. 
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9.1 Approve Marksheet 
The Approve Marksheet screen allows the Sector Skill Council (SSC) to approve the marksheet approved 
by the Assessment Agency (AA). 
 
To Navigate 
Home - - > SSC Login - - > Dashboard - - > Assessment and Certificate - - > Assessment - - > All Contracts | 
Assessment - - > All Contracts | Assessment - - - > Approve Marksheet 
 

 
 
➢ The Assessment screen displays the details of the Apprentice such as Contract Code, Apprentice 

Name, Course, NAPS/Non NAPS, Establishment Name, Theory Assessment Duration, Attempt, Status 
and also allows to approve marksheet under Action. 

 
➢ Click Approve Marksheet, the Marksheet Request Approval screen appears. 
  



 

    P a g e 83 | 111 

➢ The Marksheet Request Approval screen displays the Contract Code, Apprentice Name, Course 
Name, Opportunity, NAPS/Non-NAPS, Assessment Duration, Grand Total, and Percentage. 

 

 
 
➢ Click Approve, the Successfully Approved screen appears. 
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➢ Click OK, to navigate to the Assessment screen. 
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9.2 Send Back Marksheet 
The Send Back Marksheet screen allows the Sector Skill Council (SSC) to send back the marksheet to the 
Assessment Agency (AA). 
 
To Navigate 
Home - - > SSC Login - - > Dashboard - - > Assessment and Certificate - - > Assessment - - > All Contracts | 
Assessment - - > All Contracts | Assessment - - - > Send Back Marksheet 
 

 
 
➢ The Assessment screen displays the details of the Apprentice such as Contract Code, Apprentice 

Name, Course, NAPS/Non-NAPS, Establishment Name, Theory Assessment Duration, Attempt, Status 
and also allows to send back marksheet under Action. 

 
➢ Click Send Back Marksheet, the Marksheet Request Send Back screen appears. 
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➢ The Marksheet Request Send Back screen displays the marksheet details such as Contract Code, 
Apprentice Name, Course Name, Opportunity, NAPS/Non NAPS, Assessment Duration, Grand Total, 
and Percentage. 

 

 
 
➢ The Enter remarks for send back action section allows the Sector Skill Council (SSC) to enter the 

appropriate comment for sending back the approval request to the Assessment Agency (AA). 
 
➢ Click Send Back, the Successfully Sent Back screen appears. 
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➢ Click OK, to navigate to the Assessment screen. 
 
  



 

    P a g e 88 | 111 

10 Apply for Re-Assessment - Apprentice 
The Apply for Re-Assessment screen allows the Apprentice to re-apply to complete the unsuccessful 
assessments. 
 
To Navigate 
Home - - > Apprentice Login - - > Dashboard - - > Assessment - - > Action - - > Apply for Re-Assessment 
 

 
 
➢ The Assessment screen displays the Apprentice details such as Contract Code, Establishment, Course, 

NAPS/Non-NAPS, Attendance (%), Attempt, Status and also allows to apply for re-assessment under 
Action. 

 
➢ Click Apply for Re-Assessment, the Examination Application Form screen appears. 
 

Note:  

• The Apprentice can apply for re-assessment, only after the establishment submits the 
attendance. 

• The Apprentice can have a total of 4 (four) attempts to clear the assessments. i.e., 1 (one) 
Assessment and 3 (three) Reassessment attempts. 

• The apprentice shall be eligible for reassessment if he/she fails even in one NOS or module or in case of 
absence in even one NOS/module. 

• The apprentice shall appear for reassessment for that NOS/module he/she has failed. 
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➢ The Examination Application Form screen displays the auto-filled details such as Apprentice ID, 
Apprentice Name, Sector, Course, Establishment, Theoretical Start-End Date, and Practical Start-End 
Date. 
 

 
 

➢ Click Pay Examination Fee, the Billing Information screen appears. 
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➢ The Billing Information and Payment Information section allows the Apprentice to enter the payment 
details. 

 

 
 
➢ The Billing Information section allows the Apprentice to enter the appropriate billing details of the 

applicants. 
 
➢ Click Cancel, to cancel the payment procedure. 
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➢ The Payment Information section allows the Apprentice to enter the payment details. Enter the 
appropriate details to make the payment. Click Make Payment, the following message appears. 

 

  
 
➢ Click Return To the Merchant Site, the Payment Information screen appears as follows. 
 

 
 
➢ Click Go to Dashboard, to navigate to the Apprentice Dashboard. 
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10.1 Enter Marks – NAPS and Non-NAPS Joint Certification (JC) - Individual 
The Enter Marks screen allows the Establishment to enter the practical and theory marks for the re-
assessments. 
 
To Navigate 
Home - - > Establishment Login - - > Dashboard - - > Assessment and Certificate - - > Assessment - - > Action 
- - > Enter Marks 
 

 
 
➢ The Assessment screen displays the details such as Contract Code, Apprentice Name, Course, 

NAPS/Non-NAPS, Attendance (%), Assessment Duration, Attempt, Status and also allows to enter 
marks under Action. 
 

➢ Click Enter Marks, the Apprentice Details for Marksheet screen appears. 
 

➢ The Apprentice Details for Marksheet screen displays the details of the marks into two different 
sections as listed below. 

 

• Apprentice Details 

• Marksheet 
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➢ The Apprentice Details screen displays the details such as Contract Code, Apprentice Name, NSQF 
Level, Course, Sector, Opportunity. 
 

 
 
➢ Click Browse to upload the appropriate Questionnaire Documents. The Establishment can upload only 

jpg, png, jpeg, pdf, and the maximum file size is four MB each. 
 

➢ The Marksheet screen displays the details and also allows to enter the marks obtained in the re-
assessment. 
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➢ Also displays the details such as Grand Total, In Words, and Percentage. 
 

 
 
➢ Click Save & Apply, the following screen appears. 
 

  
 
➢ Click OK, to navigate to the Assessment screen. 
  



 

    P a g e 95 | 111 

10.2 Enter Marks – Non-NAPS Single Certification (SC) - Individual 
The Enter Marks screen allows the Establishment to enter the practical and theory marks for the re-
assessments. 
 
To Navigate 
Home - - > Establishment Login - - > Dashboard - - > Assessment and Certificate - - > Assessment - - > Action 
- - > Enter Marks 
 

 
 
➢ The Assessment screen displays the details such as Contract Code, Apprentice Name, Course, 

NAPS/Non-NAPS, Attendance (%), Assessment Duration, Attempt, Status and also allows to enter 
marks under Action. 
 

➢ Click Enter Marks, the Apprentice Details for Marksheet screen appears. 
 

➢ The Apprentice Details for Marksheet screen displays the details of the marks into two different 
sections as listed below. 

 

• Apprentice Details 

• Marksheet 
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➢ The Apprentice Details screen displays the details such as Contract Code, Apprentice Name, NSQF 
Level, Course, Sector, Opportunity. 
 

 
 
➢ Click Browse to upload the appropriate Questionnaire Documents. The Establishment can upload only 

jpg, png, jpeg, pdf, and the maximum file size is four MB each. 
 

➢ The Marksheet screen displays the marks into sections as listed below. 
 

• Theory 

• Practical 
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➢  The Theory section displays the details such as Module ID, Module Name, Maximum Marks, Passing 
Percentage %, Total Marks and allows to choose Assessment Month + Year from the calendar and also 
allows to enter Marks Obtained. 

 

 
 
➢ The Theory section displays the details such as Module ID, Module Name, Maximum Marks, Passing 

Percentage %, Total Marks and allows to choose Assessment Month + Year from the calendar and also 
allows to enter Marks Obtained. 
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➢ Also displays the details such as Grand Total, In Words, and Percentage. 
 

 
 
➢ Click Save & Apply, the following screen appears. 
 

  
 
➢ Click OK, to navigate to the Assessment screen. 
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10.3 Enter Marks –Bulk 
The Enter Marks screen allows the Establishment to enter the practical marks for the assessments for 
multiple apprentices at a time. 
 
To Navigate 
Home - - > Establishment Login - - > Dashboard - - > Assessment and Certificate - - > Assessment - - > Enter 
Marks 
 

 
 
➢ To Enter the Marks for the multiple apprentices, select the check box next to the respective candidate 

code, click Enter Marks. 
  



 

    P a g e 100 | 111 

➢ The Enter Marksheet for Multiple Contracts screen displays the details such as Contract Code, 
Candidate Name, Opportunity, Course, NAPS/Non-NAPS, Assessment Duration, Practical, Max Marks 
100, Passing % 60 and along with the Assessment month and year. 

 

 
 

➢ The Establishment can upload questionnaire allows to upload the questionnaire if required. Click 
Browse and select the document and click open. 
 

➢ The Establishment can enter the marks for the candidate. Click Submit, the message appears as Marks 
for these candidates are updated successfully. 
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11 View/Download Marksheet 
The View/Download Marksheet screen allows the Establishment to view/download the Marksheet. 
 
To Navigate 
Home - - > Apprentice/Establishment Login - - > Dashboard - - > Assessment and Certificate - - > 
Certification - - > Action - - > View Marksheet 
 

 
 
➢ The Certification screen displays the details of the Apprentice such as Contract Code, Apprentice 

Name, Course, NAPS/Non-NAPS, Attendance, Marksheet Generated Date, Status and also allows to 
view/download marksheet under Action. 

 
➢ Click View Marksheet, to view/download marksheet. 
 

Note: The Apprentice/Establishment can view/download the Certificates only after the Apprentice 
clears all the subjects. 
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➢ The Marksheet displays the Apprentice details such as Name, Contract ID, Course Name, NSQF Level, 
Sector, Type of certificate, and Date of Issue. 

 
➢ The Marksheet screen also displays the theoretical and practical assessment marks such as theoretical 

assessment (Nos Name and Code, Maximum Marks and Marks Obtained), Practical assessment (Nos 
Name and Code, Maximum Marks and Marks Obtained), Theory Marks, Practical Marks, and Overall 
Score. 

 
➢ Below is the sample marksheet for different categories of A&C. 
 
➢ Naps 
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➢ Non-Naps - Single Certification (SC) 
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➢ Non-Naps - Joint Certification (JC) 
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12 View/Download Certificate 
The View/Download Certificate screen allows the Establishment to view/download the certificate. 
 
To Navigate 
Home - - > Apprentice/Establishment Login - - > Dashboard - - > Assessment and Certificate - - > 
Certification - - > Action - - > View Certificate 
 

 
 
➢ The Certification screen displays the details of the Apprentice such as Contract Code, Apprentice 

Name, Course, NAPS/Non-NAPS, Attendance, Marksheet Generated Date, Status and also allows to 
view/download certificate under Action. 

 
➢ Click View Certificate, to view/download the marksheet. 

 
Note: The Apprentice/Establishment can view/download the Certificates only after the Apprentice 
clears all the subjects of the contract. 
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➢ The Certificate screen displays the details such as Name, Son/Daughter of Ms/Mr, Start and End Date, 
Course Name, Sector, NSQF Level, and Establishment. 

 
➢ Also displays the Competencies covered details such as NOSs/Modules List. 
 
➢ Below are the sample Certificates for different categories of A&C. 
 
➢ Naps 
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➢ Non-Naps - Single Certification (SC) 
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➢ Non-Naps - Joint Certification (JC) 
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13 Notifications – A&C 
The Notifications A&C section provides the complete information about all the notifications shared by 
the apprenticeship portal to Apprentice, Establishment, and Sector Skill Council (SSC). 
 
Establishment 
 

 

• The Establishment receives a notification for Attendance upload, before 45 days of completion of 
training as "Dear Est (name) Kindly freeze the attendance data for contract ID/IDs........ for 
conducting assessment" for NAPS and Non NAPS (JC). 

 

• The Establishment receives a notification for Attendance upload, before 45 days of completion of 
training as " "Dear Est (name) Kindly freeze the attendance data for contract ID/IDs........ for 
conducting assessment" for Non NAPS (SC). 

 

• The Establishment receives a notification for Assessment Fee, before 40 days of completion of 
training as "Dear Est (name), registration fee for assessment is paid by Apprentice, kindly start the 
practical assessment for contract ID/IDs…..." for NAPS. 

 

• The Establishment receives a notification to start practical assessment, before 40 days of 
completion of training as “Dear Est (name), kindly start the practical assessment for contract 
ID/IDs…..” for Non NAPS (JC). 

 

• The Establishment receives a notification, before 40 days of completion of training as " Dear Est 
(name) kindly start the assessment for Apprentice with contract ID/IDs….” for Non NAPS (SC) 

 

• The Establishment receives a notification for Upload Marks, before 15 days of completion of 
training as "Dear Est (name), kindly upload the practical assessment marks for contract ID/IDs…." 
for NAPS and Non NAPS (JC). 

 

• The Establishment receives a notification for Upload Marks, before 2 to 1 day of completion of 
training as " Dear Est (name), kindly upload the theory and practical assessment marks for contract 
ID/IDs…." for Non NAPS (SC). 

 

• The Establishment receives a notification when results are published and marksheets are 
generated as " Dear Est (name), Results are now available on the portal. Kindly check…" for NAPS 
and Non NAPS (JC). 

 

• The Establishment receives a notification for Upload Marks, before 0 days of completion of training 
as "Dear Est (name), Results are now available on the portal. Kindly check..." for Non NAPS (SC). 
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Sector Skill Council (SSC) 

 

• The Sector Skill Council (SSC) receives a notification for Start Assessment, before 40 days of 
completion of training as "Dear SSC, kindly advice Establishment to start the practical assessment 
for contract ID/IDs……" for NAPS and Non NAPS (JC). 

 

• The Sector Skill Council (SSC) receives a notification for Start Assessment, before 40 days of 
completion of training as "Dear SSC, kindly advice Establishment to start the assessment for 
contract ID/IDs……" for Non NAPS (SC). 

 

• The Sector Skill Council (SSC) receives a notification for Start Assessment, before 15 days of 
completion of training as "Dear SSC, Establishment (name) has uploaded practical marks on 
apprenticeship portal, Kindly conduct theory assessment for contract ID/IDs..." for NAPS and Non 
NAPS (JC). 

 

• The Sector Skill Council (SSC) receives a notification for Start Assessment, before 1 to 2 days of 
completion of training as "Dear SSC, kindly upload the theory assessment marks for contract 
ID/IDs…." for NAPS and Non NAPS (JC). 

 

• The Sector Skill Council (SSC) receives a notification when results are published and 
marksheets/certificate are generated, on 0 days of completion of training as “Dear Sir/Mam, 
Results are now available on the apprenticeship portal. Kindly check.” for NAPS and Non NAPS (JC). 

 

• The Sector Skill Council (SSC) receives a notification when results are published and 
marksheets/certificate are generated, on 0 days of completion of training as “Dear Sir/Mam, 
Results are now available on the apprenticeship portal. Kindly check.” for Non NAPS (SC). 

 
Apprentices 

 

• The Apprentices receive a notification for Assessment Fee Payment, before 40 days of completion 
of training as "Dear Apprentice, Kindly pay registration fees for Optional Trades assessment in 
apprenticeship portal” for NAPS and Non NAPS (JC). 

 

• The Apprentices receive a notification for Assessment Fee Payment, before 40 days of completion 
of training as "Dear Apprentice, Kindly pay registration fees for Optional Trades assessment in 
apprenticeship portal” for Non NAPS (SC). 

 

• The Apprentices receive a notification for acknowledgment receipt, after payment of fees as "Dear 
Apprentice, Kindly download acknowledgment receipt for registration fees for Optional Trades 
assessment from apprenticeship portal" for NAPS and Non NAPS (JC). 

 

• The Apprentices receive a notification for Results as, "Dear Apprentice, Results are now available 
on the portal. Kindly check.  For any queries, please write to your Establishment." for NAPS, Non 
NAPS (JC) and Non NAPS (SC). 
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• The Apprentices receives a notification for Results as, "Dear Apprentice, Results are now available 
on the portal. Kindly check. For any queries, please write to your Establishment." for Non NAPS 
(SC). 

 
Assessment Agency (AA) 
 

 

• The Assessment Agency (AA) receives the notification to assign the Assessor (AR), before 13 days 
to the completion of training as" Dear Assessment Agency, kindly assign Assessor for contract 
ID/IDs…...." for NAPS and Non NAPS (JC). 

 

• The Assessment Agency (AA) receives the notification to validate marks, before 6 days to the 
completion of training as " Dear Assessment Agency, kindly validate theory marks for contract 
ID/IDs…...."for NAPS and Non NAPS (JC). 

 
 
 
Assessor (AR) 
 

 

• The Assessor (AR) receives the notification to Conduct assessment before 11 days to the 
completion of training as "Dear Assessor, Kindly conduct theory assessment for Apprentice 
ID/IDs..."for NAPS and Non NAPS (JC). 

 

• The Assessor (AR) receives the notification to Update marks before 8 days to the completion of 
training as "Dear Assessor, Kindly upload theory assessment marks for contract ID/IDs..." for NAPS 
and Non NAPS (JC). 

 


