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1. Introduction

1.1 Overview
The Apprentices Act, 1961 was enacted with the objective of regulating the programme of training of
apprentices in the industry by utilizing the facilities available therein for imparting on-the-job training.
The Act makes it obligatory for employers in specified industries to engage apprentices in Approval
trades to impart Apprenticeship Training on the job in industry to youth to develop skilled manpower
for the industry.

1.2 Scope of the Document
This document covers various functionalities available in MIS for internal/registered users. These
functional are as below:
1. Establishment Edit Profile after Registration.
Establishment Create, Edit & Delete Course details.
Establishment Approve or Reject application for Apprenticeship.
Establishment view and Edit Apprentice Profile.
Establishment Register apprentice under APY Scheme.
Establishment Create and Edit APY Claim.
Establishment can create and edit the AITT application for new and failed candidate.
Establishment can capture the attendance of candidate.
Establishment can print hall ticket, mark sheet and NAC certificate.
. Establishment can apply or edit apprentice for novation/extension/ termination
. Approval authority Create, Edit & Delete the advertisement.
12. Approval authority view and upload the Establishment
13. Approval authority view, approve and upload the apprentice profile
14. Approval authorityu pdat e t he Apprenticedbs Bank Det ai
15. Approval authority approve the claim and upload payment status.
16. Approval authority Approve, Sent for Correction and reject application for Apprenticeship.
17. Approval authority can approve the AITT application for new and failed candidate.
18. Approval authority can upload Exam centre mapping as well as candidate marks
19. Approval authority can also print hall ticket, mark sheet and NAC certificate.

©OoNOOAWDN

N
= O

20. Approval authority can Approve, Sent for Correction and reject appr enti ceods

novation/extension/ termination
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2. About the Document

2.1 Intended Audience

Login user as Establishments, RDAT, Central Approval Authority (CAA) and State Apprenticeship
Advisors (SAA) of each state.

2.2 Document Conventions

This guide uses the following conventions:

Fields which have * sign at the end indicates that it is mandatory.
Success messages are displayed in green boxes.
Instructionsarement i oned Befder ®r oceedi ngpoiptlvisease ensul

PowbdpE
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3. Process Flow

3.1 Apprenticeship Flow

It defines the transaction flow of Establishment, Apprentice and RDAT/SAA.
Apprenticeship& APY Enrollment Process

Apprentice Establishment

NCVTMIS Portal

1. Apply on
MIS Portal for
Establishment

System would registe
Registration

Establishmen& Send
Activation Link on
registered Email ID

2. Activate Estb

through Activation
Link and get

password by email

3. In MIS Course Details wil
Update get updated in
Available System& can be
Apprentice viewed on public
Trade Course
details along

portal along with
available seds)

details
4. Register on

MIS portal

pPply

System would registe
Apprentice& Send
Activation Link on
registered Email ID

5.0n MIS

mail of Apprenticeship Contreet—————
Portal Search
' Establishment

& Apply for
Apprenticeship,

t5.3 Send Offer—

Candidate request
5.1 Search Establishm e vacancy Esta;‘l’i‘;‘;'g::(tgn p—
MIS ID

Will do scrutiny andih
assessment

5.2 Apply for Apprenticeship

—Email of Apprenticeship Contr
5.4 Candidate attach signatug accept Offer

Approve
Apprenticeship reques

along with Training 5.5 Request forwarded to concern R,
start, End DateX

Stipend amount

Concern RDABAA
would check detail&
prove(within 30

30days on31% day it
would be Auto
approve

5. Initiate

(EEESL (a7 EUARy 6.1 Process through MIS InternatH

apprentice to

cover under

APY Scheme,

RDAT will approve

.2 Email of APY Sanction O

.2 Email of APY Sanction O
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Process Description

10.

11.

12.

13.

14.

Establishment need to register themselves on Public Portal under Establishment Registration
option for Apprenticeship and the Establishment details will be saved into MIS Database.

After registration process, Establishment will receive an activation link on their registered Email
ID along with Activation Link.

After activation of Establishment Registration MIS User ID & Password would be send on the
same registered email ID for logging in MIS system and process further (refer below Sections
of functionality) and simultaneously establishment would be available to NPIU/SPIU for
Approval.

SPIU/NPIU can Approve/Reject Establishment. On Approval, establishment would get rights to
to perform further in MIS. On Rejection, establishment profile will be inactive in system.

The Establishment will create the trade and vacancy in trades (refer section 5.1.1.2) and same
will reflect in public portal.

Apprentice wild.l apply from public port al
Establishment will approve the same as per the available vacancies (refer section 5.1.1.3)
After candidate Scrutining (offline) Establishment will send Offer and a mail will be triggered to
apprenticebs registered email | D.

For sending offer Establishment would specify Training Start Date, training End date and
Stipend amount in system.

Apprentice will upload their Signature to accept the Offer online.

After Candidate acceptance offer will reach to Establishment MIS ID for approval and a contract
will be generated by System.

After approval from Establishment contract request request will go to concern Approval authority
for further approval (only if applied for Approval Trade, in case of Optional Trade process will
End at previous stage only).

Once Approval authority will approve it, system generated contract will be generated (refer
section 5.2.1.5).

Establishment have rights to convert apprentice to APY and the same will be initiated by
Establishment itself and will go to Approval authority for approval

Once Approval authority will approve it, Sanction Order will be generated and a mail will be
triggered along with the copy of sanction Order to apprentice and Establishment.
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3.2 Allindia Trade Test (AITT) Flow
It defines the transaction flow of Establishment, Candidate and Approval Authority as RDAT/ SAA/ CAA.

Process Description
1. NPIU needs to create and approve the date sheet.
2. The Establishment will create the Quarterly attendance of candidate(s).
3. Establishment need to create the AITT application for new candidate and it will go to Approval
authority for approval (refer section 6.1.1.2 and 6.2.1.1)
4. Once Approvalaut hority will approve the application
5. Approval Authority will update the Exam center mapping (refer section 6.2.1.2)
6. Once Exam center has been uploaded, a backend process will run to generate the hall ticket.
7
8

Establishment and Approval authority both can print the hall ticket of candidate(s)
After Examination (offline), Approval Authority will upload the marks of the candidate(s) (refer
section 6.2.1.4)

9. Once marks has been uploaded, a backend process will run to generate the mark sheet of
candidate. Establishment and Approval Authority both can print the marks sheet of the
candidate(s)

10. For the past candidate, NAC certificate will be generated by backend process. Establishment
and Approval Authority both can print the NAC certificate of candidate(s)

11. Failed candidate will reflect to Establishment under AITT Application for failure candidate.
Establishment will create the application for failure students and same will go for approval to
Approval Authority.

Verl.02 USER MANUALIMIS APPRENTICE PageB of 103
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4. Getting Started

4.1 Accessing portal

Public portal of MIS application has been designed as a comprehensive platform for external as well
as internal users of DGT to allow timely and transparent flow of information. The web portal will have
information such as, details of establishments and apprentices if they want to participate in the
Scheme, period of training, trade of training, result of monitoring visits etc.

To access, type the address in the address bar as: https://ncvtmis.gov.in/. User will be redirected to the
Home page of the Public Portal.

4.2 Home page
Through provided URL user would directly access Home page of NCVT MIS module. To
access the Apprenticeship page user need to select the Apprenticeship from the Menu item
(refer below image).

Figure- NCVT Home page

E Ministry of Skill Development And Entrepreneurshlp

Home’l"".:Triilee: ification | Cz‘end:rl Ims

s Welcome to NCVT-Management Information System

2 Login [ie Support @ FaQ /@ Help

Shri Rajiv Pratap Rudy

Minister of State (1/C)
Shri Narendra Modi
Hon'ble Prime Minister of India 7
R

The National Council for Vocational Training, an advisory body, was set up by the Government of India in 1956 (the then National Council of Training in Vocational Trades—NCTVT). The Council
has been entrusted with the responsibilities of prescribing standards and curricula for craftsmen training, advising the Government of India on the overall policy and programs, conducting All India )
Trade Tests and awarding National Trade Certificates.

This portal is a one-stop information source for all Institutes and courses under the purview of the National Council of Vocational Training (NCVT). The links in the boxes below may be used for shri Sunil Arora
currently available features of the portal. Secretary
1f you are an internal user from the DGT, Regional Directorates, State Directorates, ITls or any other field Institutions, please click here to login.

News & Updates

ITI (1.2 MB) (9

» Instructions to ITI's for Trainee Data
and Sessional Marks Update (size: 0.13
ME) (@

= NCVT MISFAQ (1 MB) (F

= NCVT MIS Training for Pvt. ITls Annex
1(1.19 MB) lﬁ

_(o 54 MB) (3

= DGET-MIS User Manual Data Entry By I

Apprenticeship

TR nmm_ad

Server: MISWEB-STAGE| @ 2015 Ministry of Skill Devel of India. Total Hits : 489,715 | Yearly Hits : 489,715 | Monthly Hits : 7,583

Once the user will select the Apprenticeship, user will be redirect to the Apprentice homepage.
It will provide the different menu options as Establishment, Apprentice, and Certificate
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verification, Apprentice protsahana Yojana, TPA, Apprentice Act and also allows internal user
to login into the MIS portal.

Figure- Apprenticeship Home page

..... | @ Login l~ Support |@ FAQ |@ Help
7 T r

© NCVT Home I Home ! i ! i [ TPA | i ificati I lice Act I APY
Welcome to Apprenticeship Training Portal
e
y Milfions and Millions of Indian youth should go for acquisition of skills and there should be a network across the country for this and not the archaic
¥ systems. They should acquire the skills which could contribute towards making India a modern country. Whenever they go to any country in the world,
their skills must be appreciated. - Shri. Narendra Modi (Hon ble Prime Minister of India)

Shri Narendra Modi
Hon'ble Prime Minister of India

Shri Rajiv Pratap Rudy
Minister of State (I/C)

Apprentice Establishment RDATs
= Apprentice Registration = Establishment Registration = Contract Approval = Contract Approval

Search = Update Apprenticeship Vacancies = APY Approvals = APY Approvals

Server: DEL-GNDC-0033|@ 2015 Ministry of Skill Development And Entrepreneurship, Government of India.

Total Hits : 53,93,445 | Yearly Hits : 53,93,445 | Monthly Hits : 1,358

Once user wild/@ click on 6Loginé, the user wil

4.3 Login Page

Login page provides access to authorized users inside the MIS application. Authorized users include

Registered Establishments & Ap pr o v a |l s.alhid page alsothas éinks to recover the password if
forgot. Login Page for the MIS is as follows:

Verl.02 USER MANUALIMIS APPRENTICE PagelOof 103
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Figure: Login Page

& NCVT MIS Oh._ -

Sign In
LoginID:
Password : |

Business Unit : —-Select--

Enter characters v
Welcome to MIS displayed: 7

Application

R S TR I A
32 E :

Change the picture displayed

! Remember Me | Forgot Passwo

Login

® 2015 Ministry of Skill Development And Entrepreneurship, Government of India.| Server Name: DEL-GNDC-0033

The login page allows the user to login inside the portal. The user has to enter the User Name,
Password, select the name of the Business Unit to which user belongs and click on Login. Business
Unit field is a drop down menu that displays the Business Units that have been assigned to the
user.

In case of unsuccessful login,amessage 6 | nval i d pp & s wo rcdogdbk didplayed.
On ten unsuccessful l ogin attempts in a row, t
6Your account i S | ocked due to 10 unsuccessHf

Ad mi ni swouldbe digplayéd.
Tip: Click on the password field once Username is entered, to populate the Business Unit drop down

| Note: If the user account has been locked, user should contact the administrator. |

In case of successful Login, No two users can login using the same Username into the MIS
Application. If one user is already logged into the application, and the other user tries to access the
MIS system using the same Username, he gets the Warning screen as follows indicating if user
wants to terminate the session for the first user:
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Figure: Warning

waring ]

There are already other user sessions in progress:

Login IP Adress Last Access Time

10.201.51.16 12 Oct 2012 12:00 PM

Continue will result in Termination of the other session.Please select from one of the following
options:

[ Continue the sessian ] [ Cancel l

Clickihgon 6 Cont i nue t heminstesshe isessiod for the first user. Clicking 6 Ca nc e |

redirects the logged in user to the Logout page.

4.4 Forgot Password

If the user forgets his password, user has to recover the password. On clicking Forgot Password
link, a new page prompts the user to answer his/her security question. To recover the password:
Click Forgot Password link on the Login page. Screen for Forgot Password is as follows:

Figure: Forgot password

% NcvT MIS

Forgot Password

Click here ta go back to Login page

1) Enter the login id.

2) Both the security questions set by users would be displayed.

3) Enter the answer and click Submit. On successful validation-
mail 1D registered with the DGE&T.

User can set his Hint Question and answer as follows:
When logged in for the first time, user is redirected to the following screen.

Verl.02 USER MANUALIMIS APPRENTICE Pagel2of 103
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Figure: Hint questions

Hint Quégtien L1 | -Slager v

Answer !
Hint Quastion 21 | «ss«Eulacts=s L
Answer :

Submit

1. Select Hint Question 1 and set the answer to the question.
2. Select Hint Question 2 (Question that has been selected in the Hint Question 1 will not get
visible again in the drop down field of Hint Question 2) and set the answer to Hint Question 2.
Click on 6Submité to save the Hint Question
4. User is redirected to change his password. On changing Password, user can access modules

of MIS application.

w

Note: In case user has forgotten the answers to the security question, user should contact the
administrator

Tip: Click the tab key on entering Login ID such that Hint Questions are displayed on Forgot
Password page

Verl.02 USER MANUALIMIS APPRENTICE Pagel3of 103
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5. Apprenticehip
5.1 Establishment Functionality

5.1.1 Apprenticeship

MIS Apprenticeship module will enable existing Establishments Edit their profile, create, edit and
delete the course details, process candidates for apprenticeship, to view and edit the processed
apprentice profile, and to create and edit the claim. Explanations of these sub functions are
given below.

5.1.1.1 Establishment
5.1.1.1.1 Profile

5.1.1.1.1.1Edit
This link enables Establishment user to edit the profile of establishment. To edit the profile of
establishment, follow the below mention steps:

1. Select MIS> APPRENTICESHIP>Establishment>Profile>Edit.

2. The edit page will be displayed of establishment, and user can edit the editable field (except
disabled field) under Establishment details panel, Establishment Contact details panel, Details
Head of Establishment panel, Details of contact person for apprenticeship panel and also can
upload the signature of authorized person (This signature will be placed on the apprenticeship
contract to be issued).

3. Clickavedn tlo save the @aadelad | tso ocamdelckt bem @©hang
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Figure- Establishment Edit Profile (i)

u._§=v/

Welcome, test_sstbname

E07150600006-test_estbname |  OPTIONS ~
= Ms
(=) APPRENTICESHIP Establishment Details
& Establishment Registration Type: _ Registration Number: EQ7150600006
& Profile Establishment Name:
Establishment Type: |Central Goverment ¥ Establishment Categol Large vl
Cleim Is Establishment dealing with Natural Resource | [Mines .
Apprentice natural resources? :
Course Industry Type: |Manufacturing v Business Nature:
& Training Operating in States (count) |3 Working Days in a Week: | -Select- v
& Approval Establishment Strength Regular [2 + Contractual® [« + Seasonal® [3 + Others [10 Total Strength = 19
ueue -
) e e oo Hostel Type [~sair= ¥
Establishment Contact Details
Establishment Address: [hikhihjhk;
state: | HEREnc District: | Fatshabad v
PinCode: (122016 Contact Number: [09540566863
Email: [shatakshiz712218{ Fax Number:
Details for Head of Establishment B
Name: |Suman Kumar Designation: |test_designation
Contact Number: (09540566863 2 Email: [shatakshi271221@gmail.com
Mobile Number: (9571338653 = Fax Number:
Details of Contact Person for Apprenticeship
Same as Head of Establishment
Name: |Suman Kumar Designation: |test_designation
Contact Numher: 195201586863 # Fmail: [shatakshi2 71721 @amail.com M

Il Development And Entrepreneurship, Government of India.| Server Name: MISWEB-STAGE]| Help Desk: support.dget@wipro.com or 0120-440-5610] Date Time: 1¢

§=—/

Welcome, test_estbname

E07150600006-test_estbname OPTIONS ~
Head Quarter Establishment o
y —-Select-- v
Menu Registration Number Hostel Type elect
= M . .
Establishment Contact Details
|5 APPRENTICESHIP
Establishment Address: |hj 3]
© Establishment
state: [HERERa District: | Fatehabad v
© Profile
PinCode: (122016 Contact Number: [09540566863
Claim Email:  [shatakshi271221@ Fax Number:
Apprentice Details for Head of Establishment
Course Name: |Suman Kumar Designation: |test_designation
[ Training Contact Number: |09540566863 2 Email:
= Approval Mabile Number: (5971338553 # Fax Number:
Queue
Details of Contact Person for Apprenticeship
Same as Head of Establishment
Name: [Suman Kumar Designation: [test_designation
Contact Number: |09540566863 z Email: |shatakshi271221@gmail.com
Mobile Number: (9571338653 = Fax Number:
Upload signature image of authorized signatory.
Upload Signature [ Chesse Fis ] No file chosen Upload Attachments upte 200 KB only in JPEG/JPG format.
This signature will be placed on the apprenticeship contract to be issued.
All fields marked with * zrs mandatory.

istry of S overnment of India.| Server Name: MISWEB-STAGE| Help Desk: support.dget@wipro.com or 0120-440-5610] Date Tim:

Il Development And Entrepreneurshi

Pagel5of 103
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4. If user will select Save, the details will be updated successfully and display a confirmation
message an®Ké&l ick on 0

5.1.1.2 Course
5.1.1.2.1 Course details

5.1.1.2.1.1Create

This link enables Establishment users to create the courses which are running under the establishment.
User can create two types of Courses (i) Under Approval Trade (Trades defined by DGT) (ii) Under
Optional Trade (which are tailor-made courses of individual Establishment) but under predefined
Sectors only. To create the Courses for the establishment, follow the below mention steps:

1) Select MIS> Apprenticeship>Course > Course Details>Create.
2) Select type of trade either Approval or optional.

I f user will Apprevhlectt hemdesears meed t o enter the

Basic Training Facility Availability, Practical training Availability, AITT Facility Availability, Types of
Apprentice Engagement for Approval Trade, Total Seats(it should be less than or equal to
Permissible Seat Capacity as Apprentice Act mentioned on the Top of the page) and Remarks.

4) 1 f user will select trade as 6Optional 6, then
which establishment creating the trade), Trade name, Basic Training Facility Availability, Practical
training Availability, Outcome Competency (set of knowledge and skills which would be imparted
through this course. Trade duration(it should be between 6 to 24 months), Type of Apprentice
Engagement for Optional trade, Total Seats (it should be less than or equal to Permissible Seat
Capacity as Apprentice Act mentioned on the top of the page), Upload Syllabus details (up to 2 MB
only in PDF/JPEG/JPG format), and Remarks.

5 Cl i clhAddont 6 add the trade i n t Qleatbh d oe <tl a&ekalri & thme 1

6) If user will select Add, the trade will be save and will display under saved Apprenticeship Trade
details.
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Figure- Create Course-Approval Trade

N CVT M IS —»&’/ Welcome, Aditya Chadha

MIS > Apprenticeship > Course > Create E11150700021-Y0 YO Enterprises | OPTIONS ~
Menu Apprenticeship Trade details of Establishment
= Ms
Maximum Permissible Seat(s) as per Apprentices Act| 40 Seats Located by Establishment in Designated + Optional Trade| 17
= APPRENTICESHIP
Eetablishment Minimum Permissible Seat(s) as per Apprentices Act| 10 Apprentice Engaged in Designated + Optional Trade 1
[ Trades (Designsted/Optianal) Select Type of Trade : @ pesignated Gptionz|
@ Trade Details Capture details for Apprenticeship trade (Designated Trade)
Create Trade Mame |--Select— v Basic Training Facility Available ves O No
Apprentice Practical Training Available ves @ No AITT Facility Available ves @ no
Training ~
Type of Apprentice Engagement [ oo g
Claim for Designated Trade slee Total Seats

Remarks

(i Y ceor ]
=l EX3

Saved Apprenticeship Trade Details
Apprentice Is Basic Is Practical AITT Fadilit

Select Trade Name Engagement Type g Available Training Available Available | Total Seats Remarks
Advance Mechanic (Instruments) Both Yes Yes Yes 1 Aa
Wood Handicrafts Worker TYITC Passed No No No 1 Appro
Battery Repairer ITI/ITC Passed Yes Yes Yes 1 Aaw
Fitter Structural ITYITC Passed Yes Yes Yes 1 dfd1
Apprentice Food Production (Vegetarian) Both Yes Yes Yes 1 Applied
Assistant Fashion Designer{Garment) Both Yes Yes Yes 1 Fashion Designer
Auto Electrician Mon TTI Yes Yes Yes 1 Apply
Auto MEChamC\A)(}»T:\:P,\—A‘{hee‘e” Three ITY/ITC Passed Yes No No 1 Apply -

Welcome, Aditya Chadha

e e ey ey, ey E11150700021-Y0 YO Enterprises |  OPTIONS -
Menu Apprenticeship Trade details of Establishme:
= ms
Maximum Permissible Seat(s) as per Apprentices Act 30 Seats Located by Establishment in Designated + Optional Trade 17
[© APPRENTICESHIP
Establishment Minimum Permissible Seat(s) as per Apprentices Act| 10 ice d in Desi d + Optional Trade 1
g Trades (Designated/Optional) Select Type of Trade : Designated ® optional
@ Trade Details Capture details for Apprenticeship trade (Optional Trade)
Create Sector | --Select— v [*

Apprentice Trade Mame * Basic Training Facility Available ves U No

-

=g Practical Training Available ves @ No

Claim

Outcome Competency Trade Duration [*(MOnths) (batwecn & to 24 months

Type of Apprentice Engagement
for Optional Trade

Upload Syllabus Details |-ChogseFie | o file ch

—-Select— v Total Seats

Upload Attachments upto 2 MB only in PDF/JPEG/JPG format

Remarks

(i Y ceor ]
D E

Saved Apprenticeship Trade Details

Trade Apprentice Is Basic Is Practical
Select Trade Name Duration c;:“"t“;g‘““ Engagement Sector Name Training Training STB";;’; Remarks ";"'I‘I’::::
(in Months) BEEncy Available Available Y
Agriculture,
Optional Trade 10 Optional 8th pass and above|  Horticulture, No No 1 Optional Trade

Floriculture

Optional2 10 Optionalz  |8th pass and above Aviation Yes Yes 1 Optional2
Agriculture,

Optional 11l 10 Optional I |8th pass and above|  Harticulture, Yes Yes 1 Optional 11T .

Flariculbura

Il Development And Entrepreneurshi
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5.1.1.2.1.2Edit
This link enables user to edit the trade which are running under the establishment. To edit the trade for
the establishment, follow the below mention steps:

1) Select MIS> Apprenticeship> Course> Course Details>Create.

2) Select the trade under Saved Apprenticeship Trade Details.

3) ClicEditont 0 edit the details of the trade.

4) The existing details of selected trade will displayed under Capture details for Apprenticeship trade.

Figure- Edit Course-Approval Trade

ﬂ N CVT M IS -&-’L/ Welcome, Aditya Chadha
hi Create

MIS > Apprenticeship > Course > E11150700021-Y0 YO Enterprises |  OPTIONS =
Menu Apprenticeship Trade details of Establishment
= wmIs
Maximum Permissible Seat(s) as per Apprentices Act| 40 Seats Located by Establishment in Designated + Optional Trade| 17
= APPRENTICESHIP
Establishment Minimum Permissible Seat(s) as per Apprentices Act 10 ice d in Desi d + Optional Trade 1
g Trades (Designated/Optional) Select Type of Trade : @ pesignated Optional
@ Trade Details Capture details for Apprenticeship trade (Designated Trade)
Craats Trade Name [Advance Mechanic (Instruments) ¥ |* Basic Training Facility Available  ® yes O ng
Apprentice Practical Training Available  ® yes ) o AILTT Facility Available @ ves O no
Training B
Type of Apprentice Engagement 5o ¥
Claim for Designated Trade oo Total Seats
creating Trade|
Remarks
4
==
=
Saved Apprenticeship Trade Details
Apprentice Is Basic Is Practical ATTT Facility
Eslett irndeiame Engagement Type Training Available Training Available Available Eolaksenty REmasS
Advance Mechanic (Instruments) Both Yes Yes Yes 1 Aa
Wood Handicrafts Worker ITY/ITC Passed Mo Ho Ho 1 Appro
Battery Repairer ITYITC Passed Yes Yes Yes 1 Aaw
Fitter Structural ITYITC Passed Yes Yes Yes 1 dfd1
Apprentice Food Production (Vegetarian) Both Yes Yes Yes 1 Applied
Assistant Fashion Designer(Garment) Both Yes Yes Yes 1 Fashion Desianer
Auto Electrician Mon TTT Yes Yes Yes 1 Apply
Auto Mechanic I(;\F:\;l‘:lpl\_‘“a"hee\e|'! Three ITV/ITC Passed Yes e e ! apols .

© 2015 Ministry of Skill Development And Entrepreneurship, Government of India.| Server Name: MISWEB-STAGE| Help Desk: support.dget@wipro.com or 0120-440-5610] Date Time: 23-11-2015 16:11:47
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Figure- Edit Course-Optional Trade

l Welcome, Aditya Chadha

MIS > Apprenticeship > Course > Create E11150700021-Y0 YO Enterprises |  OPTIONS ~
Menu Apprenticeship Trade details of Establishment
= ms
Maximum Permissible Seat(s) as per Apprentices Act 40 Seats Located by Establishment in Designated + Optional Trade 17
[© APPRENTICESHIP
Establishment Minimum Permissible Seat(s) as per Apprentices Act 10 ice d in Desi d + Optional Trade 1
g Trades (Designated/Optional) Select Type of Trade : Designated ® optional
© Trade Details Capture details for Apprenticeship trade (Optional Trade)
Craate Sector | Agriculture, Horticulture, Flo ¥ [*
Apprentice Trade Name |Agri ' Basic Training Facility Available @ yes () g
-
"""""" 9 Practical Training Available  ® yes () g
Claim o
Outcome Competency |- 20" Pn Trade Duration |6 H(Months) (between 6 to 24 months only)
Type of Apprentice Engagement g0 v Total Seats 20

for Optional Trade

Choose Fie | verification doc.pdf

Upload Syllabus Details L =2==2E ¥ Upload Attachments upto 2 MB only in PDF/JPEG/JPG format

lcreating trade|
Remarks
4

i e ]
oo Y o]

Saved Apprenticeship Trade Details

Trade Apprentice 1s Basic 1s Practical
Select Trade Name Duration cg"";‘;'i'!‘l:’w Engagement Sector Name Training Training ;g:; Remarks 'Js':,'lf:lﬂf:
(in Months) Type Available Available
Agriculture,
Optional Trade 10 Optional 8th pass and above|  Horticulture, No No 1 Optional Trade

Floriculture

Optional2 10 Optional2  |8th pass and above, Aviation Yes Yes 1 Optional2
Agriculture,

Optional 111 10 Optional I [8th pass and above|  Horticulture, Yes Yes 1 Optional 11 .
Fimviclbire

© 2015 Ministry of Skill Development And Entrepreneurship, Government of India.| Server Name: MISWEB-STAGE| Help Desk: support.dget@wipro.com or 0120-440-5610] Date Time: 23-11-2015 16:11:47

5) Cl i clsavedn t®o update the GQdadngescoracl itbhle dmat a&.
6) If user will select Save, the details will be updated successfully and will get a confirmation message.
Cl i cOKéo.n 6

5.1.1.2.1.3Delete

This link enables user to delete the trade which are running under the establishment. To delete the
trade for the establishment, follow the below mention steps:

1) Select MIS> Apprenticeship> Course > Course Details>Create.

2) Select the trade under Saved Apprenticeship Trade Details.

3) Clicbeletedh ©0 del ete the details of the trade.

4) A confirmation messad@kd wid |dedliesopd atyh Eackerd acdke 6o o a
the deletion.

5) If user will select the OK the trade will be delete from the establishment.
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Figure- Delete Course-Approval Trade

NCVT M IS The page at 164.100.128.233 says:

MIS > Apprenticeship > Course > Create Are you sure you want to delste?

Maximum Permissible Seat(s) as per App ¥ Establishment in Designated + Optional Trade 17

Welcome, Aditya Chadha

= APPRENTICESHIP

Establichment num Permissible Seat(s) as per esACT] 10 ice Engaged in Desi d + Optional Trade| 1
[ Trades (Designated/Optionzl) Select Type of Trade : @ pasignared Optional
@ Trade Details Capture details for Apprenticeship trade (Designated Trade)
Create Trade Mame | --Select— v Basic Training Facility Available ves ) No
Apprentice Practical Training Available ves @ No AITT Facility Available ves @ no
Training | r
claim T esanated Trode | = M) Total Seats

Remarks

B £

saved Apprenticeship Trade Details

Select Trade Name Eng“a:‘;‘:ﬁ:ltlit(?[ype Isgﬂzflia(ilahle T Isl:’:;tvia(iiilable A]ATa;:Eilltiaty Total Seats Remarks
" Advance Mechanic (Instruments) Both Yes Yes Yes 1 2a
Wood Handicrafts Worker ITYITC Passed No No No 1 Appro
Battery Repairer ITY/ITC Passed Yes Yes Yes 1 Aaw
Fitter Structural TYITC Passed Yes Yes Yes 1 dfd1i
Apprentice Food Production (Vegetarian) Both Yes Yes Yes 1 Applied
Assistant Fashion Designer(Garment) Both Yes Yes Yes 1 Fashion Designer
Auto Electrician Mon ITI Yes Yes Yes 1 Apply
Auto MEChamc\,\‘.(’,T:;‘nﬂ\Ehee‘ew Three ITYITC Passed Yes Mo Mo 1 Apply -

2015 Ministry of Skill Development And Entrepreneurshi

Figure- Delete Course-Optional Trade

NCVT M Is The page at 164.100.128.233 says:

Welcome, Aditya Chadha

Tioe e e e Are you sure you want to delete?
= wmIs

Maximum Permissible Seat(s) as per App

¥ Establishment in Designated + Optional Trade 17
[E APPRENTICESHIP — — — : - - : -
Establishment Minimum Permissible Seat(s) as per Apj prentice Engaged in Designated + Optional Trade 1

@ Trades [Designated/Optional) ® oprional
© Trade Details Capture details for Apprenticeship trade (Optional Trade)
Create Sector [ --select— v
Apprantice Trade Name ¥ Basic Training Facility Available ves ) No
Trai . . .
reining Practical Training Available Yes © Mo
Claim
Outcome Competency Trade Duration *(months) (between 6 to 24 months «
Type of Apprentice Engagement oo +1= Total Seats

for Optional Trads
Upload Syllabus Details | 1ees® Fie | e file <h

Upload Attachments upto 2 MB only in PDF/JPEG/JPG format

Remarks

= £

saved Apprenticeship Trade Details

Trade Apprentice Is Bas Is Practical
Select Trade Name Duration c‘g""t‘;':: Engagement Sector Name Training Training ;2:2 Remarks L;“'I?:If::
(in Months) petency Available Available ¥
Agriculture,
e Optional Trade 10 Optional 8th pass and above|  Horticulture, Mo Mo 1 Optional Trade

Floriculture

Optional2 10 Optional2 8th pass and above Aviation Yes Yes 1 Optional2
Agriculture,

Optional 111 10 Optional I |Bth pass and above|  Horticulture, Yes Yes 1 Optional 111

Flarieilbira

2015 Ministry of Skill Development And Entrepreneurshi 7
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5.1.1.3 Training
5.1.1.3.1 Approval

5.1.1.3.1.1Queue

This link enables Establishment user to search the apprentice details who have applied in that
establishment for Apprenticeship training under any trade. User can also offer, approve, reject and also
can resend the trainees for correction (according to application status). To view the details of apprentice
Application, follow the below mention steps:

1) Select MIS> Apprenticeship>Training>Approval>Queue

2) Enter the required details to search the apprentice as Apprentice Registration No., Apprentice
Name, State, District, Trade Type, Trade and Status.

3) Clicleamwmd & o search t he aQanceledn ttioc ec aonrc ecll itchke osne

Figure- Search Apprentice

-u-.L—/ e
E07150600006-test_estbname |  OPTIONS ~
Menu Apprentice Queue List

SR
|5 APPRENTICESHIP

Search Criteria ¥
Apprentice Registration Mo. Apprentice Name
State | -Select— hd District | —Select State— v
Trade Type | -Select— v|* Trade |-—Select Trade Type— v

Status | --Select-- v

e Details Search Cancel
3

© 2015 Ministry of Skill Development And Entrepreneurship, Government of India.| Server Name: MISWEB-STAGE| Help Desk: support.dget@wipro.com or 0120-440-5610| Date Time: 14-07-2015 17:07:13
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4) If user will select the Search, the details will be display under pending Approval List panel as per
the filter criteria.
5) Select the record(s) to offer, approve, reject and to resend the trainee for correction.
6) Select required option from the dropdown list.
9 Offer- If Establishment will select offer, a pop up window will appear to enter training start date,
training end date and Stipend Amount (it includes column as Year, Stipend Amount and
Minimum Wages as on current date) as displayed in below image.

Figure-View Apprentice Details: Offer

N L/ Welcome, Ranji Goel
IS » Apprenticeship = Trsining + Cantract Approval E11150700012-UPCO Mills |  OPTIONS ~
Menu Apprentice Queue List
= Ms Search Criteria ¥

[= APPRENTICESHIP

Al e Trode Test Apprentice Registration No. Apprentice Name
Select- v Fi --Selact State= v
Establishment State [ --Select District | --Select State:
Claim Trade Type | --Select- M Trade [—Select Trade Type— v
Status | —Select— v

Apprentics

Course Search Cancel
= Training Pending Approval List

= Approval

View i = —
Apprentice Reg. No. Apprentice Name | Trade Type | Trade Name T’a"‘[',“a% Start Training End A‘g’;'ﬂi‘;'e

Status Remarks

Computer
Operator and
Programming
Assistant
Computer
Operator and 5
Programming

Assistant

ADS1501326 gyan bharti ghaziabad  |Designated 17/11/2015  |10/11/2016 3 Accepted by Apprentice  |app

¥ a111500006 shatakshi Designated Applied by Apprentice

® 2015 Ministry of Skill Development And Entrepreneurship, Gavernment of India.| Server Name: DEL-GNDC-0033] Help Desk: support.dget@wipro.com or 0120-440-5610| Date Time: 26-11-2015 17:11:26
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Figure- Offer Apprentice

Click on Save to save the details or click on Close to close the pop up window. Once user will click on
save a mail has been triggered to apprentice mail ID with the acceptance link. The apprentice need to
click on the link for the acceptance and will update the self-signature, then it will again reflect in queue
of establishment and they can approve/reject/send for correction.

1 Approve- It allows establishment to approve the Apprentice Application aligned in queue. It can

be done by Establishment and after that it will go the concern Approval authority for further
approval.

1 Reject- It allows establishment to reject the Apprentice application aligned in queue. Once the

apprentice has been rejected, the Application would be in reject state and can be found under
Rejected Status.

1 Send for Correction- It allows establishment to resend the apprentice details for correction

and the apprentice itself need to correct it (Once offer is accepted by Apprentice then only it
can be sent for correction by Establishment)

Verl.02 USER MANUALIMIS APPRENTICE Page23of 103




User Manual 1 Apprentice

MIS > Apprenticeship > Training > Contract Approval

Menu
= Mis
[ APPRENTICESHIP
All India Trade Test

Establishment

Course

@ Training
= Approval
Queus

View

5.1.1.3.1.2View

Verl.02

E11150700012-UPCOMills |  OPTIONS ~

Apprentice Queue List -

Search Criteria

Apprentice Name
District
Trade | --Select Trade Type-- v

Apprentice Registration No.
state
Trade Type
status
Search Cancel

Pending Approval List

Select Action

Training Start Training End  Available
s Remarks

[J  Apprentice; ame Trade Type | Trade Name ate ot Status
Send for correction
Reject Computer
= Operator and
¥ Apsisp1z26 gyan bharti ghaziabad Designated Programming 17/11/2015 10/11/2016 2 Accepted by Apprentice app
Assistant
4 »

skill Development And Entrepreneurship, Gavernment of India.| Server Name: DEL-GNDC-0033] Help @viipro.com or 0120-440- | Date Time: 27
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This link enables Establishment User to view the Apprentice profile. To view the profile of apprentice,
follow the below mention steps:

1. Select MIS> APPRENTICESHIP>Training>Approval> View.

2. Enter the search Criteria as Apprentice Registration no., Apprentice name, State, District, Trade
Type, Trade, and Status.

3. Select Search to search the details as per entered criteria or select Cancel to cancel the search.

4. If user will select Search the details will be displayed under Apprentice Training List panel. User
can view the Apprentice profile by clicking on Hyperlink under Apprentice Reg. No. Column
(refer below image)

Figure- Apprentice Training List

% NcvT MIs togom

E04150700001-GURU |  OPTIONS ~
Menu Apprentice View List
e ms Search Criteria ¥
|5 APPRENTICESHIP
ceeablishment Apprentice Registration No. Apprentice Name
Claim State | ~Sslact- v District | --Select State— v
pprentice Trade Type | Cptional v Trade |optional-testing v
Course Status | —Select-- v
= Training Search Cancel

appraval
B Approval Apprentice Training List
Queue

View Apprentice Reg. No. Apprentice Name Trade Type Trade Nalne‘"a"‘[',“ageEtart EEiningjEod AVEE'IET;IE Status Remarks
AD61500002 Monazir Ahsan Optional t”:t‘i”n";" 15/07/2015  |30/11/2016 |7 Contract Generated pr
ADG61500003 Raj Kumar Optional fED:t‘i”n";" 15/07/2015  |30/07/2015 |7 Applied by Apprentice ok

® 2015 Ministry of Skill Development And Entrepreneurship, Gavernment of India.| Server Name: L-219037016| Help Desk: support.dget@wipro.com or 0120-440-5610| Date Time: 28-07-2015 16:07:20
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5.1.1.3.2 Novation/Extension/Termination
5.1.1.3.2.1 Novation

5.1.1.3.2.1.1 Apply
This link enables establishmentds user to apply
the below mention steps:

1. Select MIS> Apprenticeship>Training>Novation/extension/Termination>Apply.

2. Enter the required details as Apprentice Reg. No., Contract Reg. No., select action Type as
Novation and Application Type as New.

3. Click on Search to search the apprentice for novation or click on Clear to clear the entered data.
If user will click on Search, the list of apprentice will be diplay as shown in below screenshot:

Figure: Novation Apply(i)

% NCVT MIS togom

E02160700007-Anita systems Itd. | OPTIONS ~

Menu Novation/Extension/Termination of Apprenticeship Training Contract
= Ms
= APPRENTICESHIP

Search Criteria ¥

Search for New Application -
Al Indiz Trade Te | 1. Apprentice records which are pending for Novation/Extension/Termination approval, sent for correction & whose Novation/Termination are approved will not display here.
2. Novation - Only those Apprentice records will appear whose training is going on, in designated trade with Non-APY Scheme.
3. Extension/Termination - Only those Apprentice recards will appear whose training is going on in designated trade.
Claim Search for Sent for correction —
1. Only those apprentice records will appear whose application is sent for correction.
Aaprentice Gn Submission - F P

Course 1. Novation - Approval request will be sent to New Establishment and on approval from new Establishment request will be sent to new establishment RDAT/CAA/SAA/AAA,
2. Extension/Termination - Approval request will be sent to concern RDAT/CAA/SAA/ARA,

Establishment

= Training
approval Apprentice Registration No. Contract Registration No.
& Novation/Exy Action Type  ® novation () Extension ) Termination Application Type  ® new O Sent For Correction
Apply
Clear
soprore [ scarch || clear ]

List of Apprentices

Apprentice . ) ) . o New Establis
Registration No. Apprentice Name Contract Registration No. Training Start Date Training End Date Trade RegIStSthaerl:
A0D21600026 Abhishek CRO103160700026SADL 12/02/2014 20/05/2016 Advanced Attendant Operator (Process)
| 3

© 2015 Ministry of Skill Development And Entrepreneurship, Government of India.| Server Name: MISWEB-STAGE]| Help Desk: support.dget@wipro.com or 0120-440-5610| Date Time: 04-03-2016 13:03:44

Verl.02 USER MANUALIMIS APPRENTICE Page26 of 103




User Manual T Apprentice

Figure: Novation Apply (ii)

Menu Novation/Extension/Termination of Apprenticeship Training Contract
= wmIs
= APPRENTICESHIP

Search Criteria ¥

Search for New Application -

Al India Trade Te || 1. Apprentice records which are pending for Novation/Extension/Termination approval, sent for correction & whose Novation/Termination are approved will not display here.
2. Novation - Only those Apprentice records will appear whose training is going on, in designated trade with Non-APY Scheme.

3. Extension/Termination - Only those Apprentice records will appear whose training is going on in designated trade.

Claim Search for Sent for correction -

1. Only those apprentice records will appear whose application is sent for correction.

On Submission -

Course 1. Novation - Approval request will be sent to New Establishment and on approval from new Establishment request will be sent to new establishment RDAT/CAA/SAA/AAA.
2. Extension/Termination - Approval request will be sent to concern RDAT/CAA/SAAJAAA.

Establishment

Apprentics

= Trainin g
fpproval Apprentice Registration No. Contract Registration No.
& Novation/Bx Action Type  ® Novation ) Extension © Termination Application Type  ® new () Sent For Correction
Apply
Clear
romave ==

l. u LCaiN
— Welcome, Anita Rathare

E02160700007-Anita systems lkd. | OPTIONS ~

List of Apprentices

New Establishment
Trade Registration No.* New Establishment Name *
Search

Unutilized Training New End Novation Effective

Seats * Date Date* @

=d Attendant Operator (Process) ] i
b ? ¢ ) (DB/MM/YYYY) (DD/MM/YYYY)

4

Al eles markee it * are mandatory. (I

© 2015 Ministry of Skill Development And Entrepreneurship, Government of India.| Server Name: MISWEB-STAGE| Help Desk: support.dget@wipro.com or 0120-440-5610] Date Time: 04-03-2016 13:03:44

emarks *

4. Sel ect the apprentice, and enter the

New Est a

new estb. Reg. No. user can search the reg. no. by clicking on Hyperlink Search) Once user will
enter the New Establishment Registration No., New Establishment Name and Utilized seats will
populate automatically, enter Training New end date (if required), novation efferctive date and

remarks.

5. Click on Submit to submit the data or click on Clear to clear the entered data. If user will click

on Submit, the record will go to new establishment for approval and the record ed
disabled for the current establishment.
6. A confirmation message will display, Click on OK to process.

iting will be

Note:
1. Trade and vacant seats should be available in the new establishment for novation.

2. User can view apprentice profile by clicking on apprentice Reg. No. and also can view the

contract by clicking on Contract Registration No.

Verl.02 USER MANUALIMIS APPRENTICE Page27 of 103
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5.1.1.3.2.1.2 Approve
This | ink enables establishmentodos user t
establishment. To approve record(s) for novation, follow the below mention steps:

1. Select MIS> Apprenticeship>Training>Novation/extension/Termination>Approve.

2. Enter the required details as Apprentice Reg. No., Contract Reg. No., and Application Type as
New.
Click on Search to search the apprentice for novation or click on Clear to clear the entered data.
If user will click on Search, the list of apprentice will be display as shown in below screenshot:

o

Figure: Approve by Establishment

Logout

% NcvT MIs

Welcome, Pawan Kuamr Singh

E02160700013-Pascolndialtd |  OPTIONS ~

Menu Approval of Novation of Apprenticeship Training Contract
B MmIS Search for New Application -

ice current will display here.

Apprentice records which are pending for
Search for Sent for correction -

Only those apprentice records will appear whose application is sent for correction, after your approval.
On Submission —

approval, r d by

=l APPRENTICESHIP
Al Indiz Trade Test

aothprr o0 V

Approval

E Movation/Extension/Termina

[Search ] cleor ]

Select Action | -—-Select—

stablishment Novation Approval request will be sent to concern RDAT/CAA/SAA/AAA.
=im Search Criteria ¥
Apprentice Apprentice Registration Mo. Contract Registration Mo.
Course A y .
Application Type  ® new () Sent For Correction
& Training

' | =

Apply List of Apprentices
A v
pRrave Establishment Apprentice e e Contract Training Start Training End S Novation  Training New Establishment
Registration No. Registration No. Date Effective Date  End Date Remarks
Anita systems Itd AD21600025 Abhishek LROIDIEOT00026SAD | 13/02/2014 20/05/2016 "‘c‘j;;”;ts‘d ('“Pt‘tsc”ed:‘s"‘t 05/03/2016 28/05/2016 navation

© 2015 Ministry of Skill Development And Entrepreneurship, Government of India.| Server Name: MISWEB-STAGE| Help Desk: support.dget@wipro.com or 0120-440-5610] Date Time: 04-03-2016 15:03:12

4. Select the record(s).

5. Select the Action type from the dropdown list:
1 Approve- It allows new establishment to approve the Apprentice record which is applied by
another establishment. If user click on approve, a pop window will appear. They can update the
stipend amount (if previous estb. Enter the new extension date), enter remarks and check the
declaration, then click on Save to save the record or click on Close to close that window. If user
will click on the record will go the concern Approval authority for further approval.
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Figure: Approve by estb. Confirmation

W NcvTMIs N -

Stipend Amount Details

Year Stipend Amount Minimum Wages as on current date
1 INR. 1000.00 ! INR. 500.00
2 INR. 1000.00 ! INR. 500.00
3 IMR. 1000.00 ! INR. 500.00
aIpprove
Remarks

|

¥ I here by confirm that amount mentioned in Minimum Wages as per current Minimum Wages declared by
the State and stipend amount is in accordance with rules of Apprenticeship Act. *

~sove ] Close

1 Reject- It allows new establishment to reject the Apprentice record which is applied by another
establishment, and a pop window will appear. They need to enter the remarks, then click on
Save to save the record or click on Close to close that window. Once the apprentice has been
rejected, the record will go to previous establishment.

1 Send for Correction- It allows new establishment to resend the novated record for correction,
and a pop window will appear. They need to enter the remarks, then click on Save to save the
record or click on Close to close that window and it will go to previous establishment.

6. A confirmation message will display, Click on OK to process.

5.1.1.3.2.1.3 Edit

This link enables establishmentds user t o sendhbyt
any establishment or designated authority. To edit it for novation, follow the below mention steps:

1. Select MIS> Apprenticeship>Training>Novation/extension/Termination>Apply.

2. Enter the required details as Apprentice Reg. No., Contract Reg. No., select action Type as
Novation and Application Type as Sent for Correction.

3. Click on Search to search the apprentice for novation or click on Clear to clear the entered data.
If user will click on Search, the list of apprentice will be display as shown in below screenshot:
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Figure: Edit Novation

Welcome, Anita Rathare
E02160700007-Anita systems lkd. | OPTIONS -

Menu Novation/Extension/ Termination of Apprenticeship Training Contract

= ms Search Criteria ¥
=5 APPRENTICESHIP Search for New Application -
Al India Trade T+ | 1. Apprentice records which are pending for Novation/Extension/Termination approval, sent for correction & whose Novation/Termination are approved will not display here.
cetablishment 2. Novation - Only those Apprentice records will appear whose training is going on, in designated trade with Non-APY Scheme.
3. Extension/Termination - Only those Apprentice records will appear whose training is going on in designated trade.
Claim Search for Sent for correction -
1. Only those apprentice records will appear whose application is sent for correction.

On Submission -
1. Novation — Approval request will be sent to New Establishment and on approval from new Establishment request will be sent to new establishment RDAT/CAA/SAA/AAA.

Apprentice

Course
2. Extension/Termination — Approval request will be sent to concern RDAT/CAA/SAA/AAA.
= Trainin g
fpproval Apprentice Registration No. Contract Registration No.
& Novation/Ext Action Type  ® Novation - Extension ) Termination Application Type New ® Sent For Correction
Apply
e [ Search | Clear ]

List of Apprentices

Training Start | Training End NejESIALIEh ment

Apprentice - B et f

Regiotration No. Apprentice Name Contract Registration No. i e Trade Registration No. ]
Search

A021600026 Abhishek CRO103160700026SADL 12/02/2014 20/05/2016  Advanced Attendant Operator (Process) E02160700013 Pasca

All fields marked with * are mandatory. (TS N

© 2015 Ministry of Skill Development And Entrepreneurship, Government of India.| Server Name: MISWEB-STAGE| Help Desk: support.dget@wipro.com or 0120-440-5610] Date Time: 04-03-2016 16:03:05

4. Update the New Establishment Registration No.

can search the reg. no. by clicking on Hyperlink Search) Once user will enter the New
Establishment Registration No., New Establishment Name and Utilized seats will populate
automatically, update Training New end date (if required), novation effective date and remarks.
5. Click on Submit to submit the data or click on Clear to clear the entered data. If user will click
on Submit, the record will go to new establishment for approval and the record editing will be
disabled for the current establishment.
6. A confirmation message will display, Click on OK to process.

5.1.1.3.2.2Extension

5.1.1.3.2.2.1 Apply
This |Iink enables establishmentés user to apply
the below mention steps:

1. Select MIS> Apprenticeship>Training>Novation/extension/Termination>Apply.
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2. Enter the required details as Apprentice Reg. No., Contract Reg. No., select action Type as
Extension and Application Type as New.

3. Click on Search to search the apprentice for extension or click on Clear to clear the entered
data. If user will click on Search, the list of apprentice will be display as shown in below
screenshot:

Figure: Extension Apply

Welcome, Anita Rathare
E02160700007-Anita systems Itd. | OPTIONS ~

Menu Novation/Extension/Termination of Apprenticeship Training Contract

SR
|5 APPRENTICESHIP

Search Criteria ¥

Search for New Application -
Al Indiz Trade Tes | 1. Apprentice records which are pending for Novation/Extension/Termination approval, sent for correction & whose Novation/Termination are approved will not display here.
2. Novation - Only those Apprentice records will appear whose training is going on, in designated trade with Non-APY Scheme.

Establishment 3. Extension/Termination - Only those Apprentice records will appear whose training is going on in designated trade.

Claim Search for Sent for correction -
1. Only those apprentice records will appear whose application is sent for correction.
Apprentice On Submission -
Course 1. Novation — Approval request will be sent to Mew Establishment and on approval from new Establishment request will be sent to new establishment RDAT/CAA/SAA/AAA,
N 2. Extension/Termination - Approval request will be sent to concern RDAT/CAA/SAA/AAA,
[ Training
Approval Apprentice Registration No. Contract Registration No.
& Novation/Extg Action Type Movation ® Extension ) Termination Application Type @ new ) Sent For Correction
Apply
m' Clear
Approve -

List of Apprentices

Stipend Amount Minimum Wag

Training Start | Training End ~ Is
(in INR) * (in INR) *

Apprentice
Date Date Break

Registration No. Training New End Date *

Apprentice Name Contract Registration No.

A Abhis CRO1031607000265A1 /02/2014 /05, ]
AD21600026 Abhishek CRO1031607000265ADL 12/02/201. 20/05/2016 (oD /MM/YYYY)

© 2015 Ministry of Skill Development And Entrepreneurship, Government of India.| Server Name: MISWEB-STAGE| Help Desk: support.dget@wipro.com or 0120-440-5610| Date Time: 04-03-2016 13:03:21

4. Check 6éls break6é6 column (i f apprentice have

Training new End date and Stipend amount, minimum wages will populate automatically (it will
be same as entered earlier while offering the apprentice) and enter remarks.

5. Click on Submit to submit the data or click on Clear to clear the entered data. If user will click
on Submit, the record will go to designated authority for approval and the record editing will be
disabled for the current establishment.

6. A confirmation message will display, Click on OK to process.

Note: If training period is less than 2 year then only one break is allowed, If training period is more

than 2 year then only two breaks are allowed
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5.1.1.3.2.2.2 Edit

This Iink enables establishmentés user to edit &
follow the below mention steps:

1. Select MIS> Apprenticeship>Training>Novation/extension/Termination>Apply.

2. Enter the required details as Apprentice Reg. No., Contract Reg. No., select action Type as
Extension and Application Type as Sent for Correction.

3. Click on Search to search the apprentice for extension or click on Clear to clear the entered
data. If user will click on Search, the list of apprentice will be display as shown in below
screenshot:

Figure: Extension Edit

% NCVT MIS T
— Welcome, Pawan Kuamr Singh

E02160700013-PascoIndiaLtd |  OPTIONS -

Menu

Novation/Extension/Termination of Apprenticeship Training Contract

= wms
[ APPRENTICESHIP

Search Criteria ¥

Search for New Application -

Al India Trade Test 1. Apprentice records which are pending for Novation/Extension/Termination approval, sent for correction & whose Novation/Termination are approved will not display here.
2. Novation - Only those Apprentice records will appear whose training is going on, in designated trade with Mon-APY Scheme.

3. Extension/Termination - Only those Apprentice records will appear whose training is going on in designated trade.

Claim Search for Sent for correction -

1. Only those apprentice records will appear whose application is sent for correction.

©On Submission —

Course 1. Novation - Approval request will be sent to New Establishment and on approval from new Establishment request will be sent to new establishment RDAT/CAA/SAA/AAA.
2. Extension/Termination - Approval request will be sent to concern RDAT/CAA/SAA/AAA.

Establishment

Apprentice

= Trainin g
Approval Apprentice Registration No. Contract Registration No.
& Novation/Extansion/Terming Action Type Novation @ Extension * Termination Application Type New ® Sent For Carrection
2eply
Clear
e [ Search J° Clear ]
List of Apprentices
Apprentice —_— - - Stipend Minimum
Registration Apprentice Name Contract Registration Training Start Training End | Ts o .00 e End Date | Amount Wages Remarks *
No. Date Date | Break . -
No. (in INR) (in INR)
extension
- 04/03/2016
A031600007 Abhra CRO103160700007SADL | 01/03/2016 | 01/03/2016

G
(DD/MM/YYYY)

© 2015 Ministry of Skill Development And Entrepreneurship, Government of India.| Server Name: MISWEB-STAGE| Help Desk: support.dget@wipro.com or 0120-440-5610] Date Time: 04-03-2016 16:03:25

4. Update the Training New End date and Stipend amount, minimum wages will populate
automatically (it will be same as entered earlier while offering the apprentice) and enter remarks.

5. Click on Submit to submit the data or click on Clear to clear the entered data. If user will click
on Submit, the record will go to designated.

6. A confirmation message will display, Click on OK to process.

Verl.02 USER MANUALIMIS APPRENTICE Page32of 103




User Manual T Apprentice

5.1.1.3.2.3Termination

5.1.1.3.2.3.1 Apply
Thisl i nk enabl es
follow the below mention steps:

establishmentés user to apply

1.
2.

% NcvT MIS

Menu
SR

4 Enter

Verl.02

= APPRENTICESHIP

Claim Search for Sent for correction —
1. Only those apprentice records will appear whose application is sent for correction.
Apprentice On Submission -
Course 1. Novation - Approval request will be sent to New Establishment and on appraval from new Establishment request will be sent to new establishment RDAT/CAA/SAA/AAA,
= e 2. Extension/Termination - Approval request will be sent to concern RDAT/CAA/SAA/AAA.
raining

Select MIS> Apprenticeship>Training>Novation/extension/Termination>Apply.

Enter the required details as Apprentice Reg. No., Contract Reg. No., select action Type as
Termination and Application Type as New.

Click on Search to search the apprentice for termination or click on Clear to clear the entered
data. If user will click on Search, the list of apprentice will be display as shown in below
screenshot:

Figure: Termination Apply

Logout
Welcome, Anita Rathare

E02160700007-Anita systems Itd. | OPTIONS ~

Novation/Extension /Termination of Apprenticeship Training Contract

Search Criteria ¥

Search for New Application -
1. Apprentice records which are pending for Novation/Extension/Termination approval, sent for correction & whose Novation/Termination are approved will not display here.
2. Novation - Only those Apprentice records will appear whose training is going on, in designated trade with Mon-APY Scheme.

3. Extension/Termination - Only those Apprentice records will appear whose training is going on in designated trade.

All India Trade Test

Establishment

Approval Apprentice Registration No. Contract Reqgistration Mo.

& Movation/Extension/Termina Action Type Movation (' Extension ® Termination Application Type . ® new () Sent For Correction

Apply

[seoen ] ceor ]

Approve

List of Apprentices

Is

Apprentice . . . Training Start | Training End - R s R
Registration No. Apprentice Name Contract Registration No. s e Termination Date Termination Remarks
with Stipend
AD21600026 Abhishel CRO1031607000265ADL 12/02/2014 20/05/2016 i
(DD/MMAYYYY) “

nat

nat i

Ter mi
remarks.
Click on Submit to submit the data or click on Clear to clear the entered data. If user will click
on Submit, the record will designated authority for approval and the record editing will be
disabled for the current establishment.
A confirmation message will display, Click on OK to process.

USER MANUALIMIS APPRENTICE Page33of 103

ap

D r o




User Manual T Apprentice

5.1.1.3.2.3.2 Edit

This Iink enabl es est abl i sdomhferterninatioru ® edit it forcerménationt
follow the below mention steps:

1. Select MIS> Apprenticeship>Training>Novation/extension/Termination>Apply.

2. Enter the required details as Apprentice Reg. No., Contract Reg. No., select action Type as
Extension and Application Type as Sent for Correction.

3. Click on Search to search the apprentice for termination or click on Clear to clear the entered
data. If user will click on Search, the list of apprentice will be display as shown in below
screenshot:

Figure: Termination Edit

% NCVT MIS T
— Welcome, Pawan Kuamr Singh

E02160700013-PascoIndiaLtd |  OPTIONS -

Menu

Novation/Extension/Termination of Apprenticeship Training Contract

= wms
[ APPRENTICESHIP

Search Criteria ¥

Search for New Application -
Al India Trade Test 1. Apprentice records which are pending for Novation/Extension/Termination approval, sent for correction & whose Novation/Termination are approved will not display here.
Cetmblizhment 2. Novation - Only those Apprentice recards will appear whose training is going on, in designated trade with Non-APY Scheme.
3. Extension/Termination - Only those Apprentice records will appear whose training is going on in designated trade.
Claim Search for Sent for correction -
1. Only those apprentice records will appear whose application is sent for correction.
©On Submission —
Course 1. Novation - Approval request will be sent to New Establishment and on approval from new Establishment request will be sent to new establishment RDAT/CAA/SAA/AAA.
2. Extension/Termination - Approval request will be sent to concern RDAT/CAA/SAA/AAA.

Apprentice

= Trainin g
Approval Apprentice Registration No. Contract Registration No.
& Novation/Extansion/Terming Action Type Novation ) Extension ® Termination Application Type New ® Sent For Carrection

Apply

=3
Approve

List of Apprentices

Is

Apprentice . Contract Registration | Training Start | Training End — i Approval
Registration No,  APPrentice Name e e - Termination Date Te E H
with Stipend
o ‘termina te
A021600041 Ashish CR2502160700041SADL 01/03/2015 27/03/2016 [26/03/2016 &= SFC
(DD/MM/YYYY) 4

Al ks matkee vith * e mandatorr. (EI

© 2015 Ministry of Skill Development And Entrepreneurship, Government of India.| Server Name: MISWEB-STAGE| Help Desk: support.dget@wipro.com or 0120-440-5610] Date Time: 04-03-2016 17:03:18

4. Update the Termination date and Stipend amount, check column is termination with stipend and
enter remarks.

5. Click on Submit to submit the data or click on Clear to clear the entered data. If user will click
on Submit, the record will go to designated.

6. A confirmation message will display, Click on OK to process.
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5.1.1.4 Apprentice
5.1.1.4.1 Profile

5.1.1.4.1.1Edit

This link enables user to edit the processed apprentice profile. To edit the apprentice profile follow the
below mention steps:

1) Select MIS> Apprenticeship>Apprentice>Profile> Edit.
2) Enter the required details as Status (mandatory), Scheme type, Apprentice Registration No.
Apprentice name, training Start Date, training End date, Trade Type, and Trade.
3) Cl i c Iseacmbto éearch the apprentice details as per the search criteriaorc | i ¢ €anaeld & o
cancel the search. The details will be displayed as per the search criteria.
Figure- Edit Apprentice Profile

. ;—/ e e e e e |
E07150600006-test_estbname I OPTIONS ~

Menu Search Apprentice Details

g wms
[ APPRENTICESHIP

Establishment Status | Pracessad v Scheme Type | —Select—- v

Apprentice Registration No. Apprentice Name

Training Start date Training End date

Trade Type |~Select— v Trade |—Selsct Trade Type- [
: Al fields marked with * are mandatory.
Course List Of Apprentice

B Training Apprentice Apprentice . Apprentice  Apprentice | Training | Training  Contract ;
o Approval S.Ne-  pegistration No Name Gender | State DIt MiTrade G e Type Trade Start Date| End Date | Date | Scheme| Status | Edit
Queue 1 071510897  |Pawan Kumar  Male  Maharashtra |Mumbai Designated |Advance Welder 27/07/2015(30/08/2015 NON-APY Processed| {2

© 2015 Ministry of Skill Development And Entrepreneurship, Government of India.| Server Name: MISWEB-STAGE| Help Desk: support.dget@wipro.com or 0120-440-5610] Date Time: 28-07-2015 13:07:22

4) Select the apprentice from the list (Establishment can view the apprentice profile by clicking on
Apprentice Registration No.)

5) Click on Edit link, apprentice profile will be opened in editable mode and user can update the
apprentice details as Adhar Card No. (UID No.), Spouse Name, Apprentice Address, State, District,
Pincode, Is Person with Disability (PwD), Mobile No., Email ID, and Apprentice Photograph.

6) CIl i c Kpdatebto apdate the changes or click on Close to close the edit window.
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Figure-Edit Apprentice Profile

Edit Apprentice Details

Apprentice Details (Apprentice Registration No.: A111500001)

Vihether ITI Pazsed Yes ® No +
Apprentice Name [AditysChadha Apprantics Gender | Male v
Apprentice DOB [26/08/1588 Father/Guardian Name (08
Adhar Card uID Spouse Name
Apprentice Address P
State [0 v District | Centra v
Pincode [140401 Advertisemen t Reference | —Select— v
Apprenticaship Trade | Apprentice Food and Beverage ¥ Apprentice Catsgery | Genersl v
Is Person with Disability (PwD) ® N Yes Mobile ¥
Email ID [sthishek.sharmass@mnipro.co Traini Date [pi/0172016
Training End Date [02/01/2016 tract R nNo. [CR2311150700001SADL

Contract Registration Date [23/11/2015

Qualification Details

v Attach Document

Academic Qualificatio 10th Cnoose Fie | N file chose
FemieseaEren Sumeet Rawalcvnew 20151113 12 52 15.pdf

Technical Qualification Details
Institute Name
Trade Name
Course End Date (DD/MM/YYYY)

(DD/MM/YYYY)

Institute Name Council /University Trade Course Start Date Course End Date | Is Highest Qualification  Edit Delete

1 = NT 01/01/2015 02/11/2015 < Edit Delste

Uploaded Highest Qualification Document | |_C19952 71 | 1o fie chse
ploaded Highest Qualifcation Document ' 5\ Heet Rawslovnew 20151113 12 52 15.pof

Trade Preference

SNo. Preference Type Description

First Trade Preferance

Second Trade Prefersnce

Third Trade Preference lAdvance Mechanic (Instruments)

cnogse Fie | No i

Uplaaz Apprantize Photagragh E

Note: The Edit link will be enable if the apprentice satisfies the below condition:
1 The Apprentice Status should be Processed
I The End date of training should be future date.

5.1.1.4.1.2View
This link enables user to view the apprentice profile. To view the apprentice profile follow the below

mention steps:

1) Select MIS> Apprenticeship>Apprentice>Profile> View.
2) Enter the required details as Status (mandatory), Scheme type, Apprentice Registration No.
Apprentice name, training Start Date, training End date, Trade Type, and Trade.
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3) Cl i c Iseawmbto éearcht h e

apprentice details

as [Cancelét hteo

cancel the search. The details will be displayed as per the search criteria (Establishment can view
the apprentice profile by clicking on Apprentice Registration No.)

® NcvT MIS

Figure-View Apprentice List

L—/

Welcome, testestbname porwal

Logout

EQ7150600006-test_estbname |  OPTIONS ~

e
= = Search Criteria ¥
= APPRENTICESHIP
Establishment Status | Processed M Scheme Type | ~Select— v
Clsim Apprentice Registration No. Apprentice Name
o apprenice Training Start date Training End date
= Profile Trade Type | -Select— v Trade [—Select Trade Type— v
o Al fizlds marked with * are mandatory.
Caurse List Of Apprentice
= Training e Apprentice |, o — =en —— — Apprentice tice Trade TraiNing  Training | Contract | ¢, Stat
g Aeproval Mo | D hon No APPrentice Name Gender ate istri rade P e Apprentice Trade GTiTN0 TG | COEt | Scheme | Status
Queus 1 4071510897  |Pawan Kumar Male Maharashtra  Mumbai Designated |Advance Welder  |27/07/2015 |30/08/2015 NON-APY |Processed

© 2015 Ministry of Skill Development And Entrepreneurship, Government of India.| Server Name: MISWEB-STAGE| Help Desk: support.dget@wipro.com or 0120-440-5610| Date Time: 28-07-2015 14:07:34

Verl.02

USER MANUALIMIS APPRENTICE

Page37 of 103




User Manual T Apprentice

Figure-View Apprentice Profile

% NcvT MIS HO0h.

Pevsansl (ntails [ Apprestos Registraties Mo, A111500008 )

E— e

sl ieation Detaily

% Mo Instaute Maine Coundil [ Univessiby Masne af Trade Courss Siam Date Caurve [ nd Dals

Heghewt Qualifestion Dezument Dorlaly
i Heghe el dalelal ¥ ol Suregi Blebiiovi: JR330iid 22 30 2ae¥

Tiad e Fredesence

. M 1 stabilishment Trade Type Trade Training Siae Dale Teaining §nd Dabe € Regiatered {anlrat el (v Laraline
~R - T Dpicrstand fumnce Hachaear [lnpurants
shpend Amoust Details

L ¥ Armis sl ']

5.1.1.4.2 Enrollment

5.1.1.4.2.1APY

This link enables the Establishment user to enroll a Non-APY apprentice user to APY Scheme
(Apprentice Protsahan Yojana Scheme). To enroll apprentice from Non APY to APY, follow the below
mention steps:

1) Login with Establishment User in MIS application.
2) Select MIS> Apprenticeship> Apprentice> Enrollment> APY.

3) List of Non APY apprentice will be displayed. Click on Edit icon for the conversion of apprentice
to APY.
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Figure- View Non APY Apprentice Details

LN y Welcame, Adiya Chadha

E07150300006-Adiya | OPTIONS ~

Menu Apprentice Enrollment

= mis
[ APPRENTICESHIP

Details of Establishment

ot lihmene Registration No  E07150300006 Registration Name:  Adiva
. o Registration Type. EPFO-Employee Provident Fund Organisation Number No. of Registration Type: REG
aim
= apprancice Non APY Apprentice Details
& Enroliment Name Gender I ITI Trade Training Start | Training End | congract pate | Contract No. Edit
o Passed Date Date
Profil Raj Kumar Male No 14/07/2014 30/07/2015 09/07/2015 &
Course
Training

© 2015 Ministry of Skill Development And Entrepreneurship, Government of India.| Server Name: DEL-GNDC-0033| Help Desk: support.dget@wipro.com or 0120-440-5610] Date Time: 23-07-2015 12:07:04

4) Enter the Bank details of the apprentice under Apprentice Bank details panel.

5) Select Update to update the bank details or select Close to close the Edit screen.

6) Once user will select the Update, that apprentice will go to concern Approval authority for
approval.
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Apprentice Details (Apprentice Registration No.: AD61500003)

Apprentice Name

Apprentice DOB

Adhar Card Mo. {UID No.)

Apprentice Address

State

Pincode

Apprenticeship Trade

Is Person with Disability (PwD)

Email 1D

Training End Date

Contract Registration Date
Apprentice Bank Details

Name on Bank Account

Bank Branch

State of Bank

Bank Account No.

Upload Apprentice Photograph

Figure- Edit Non APY Bank details

Applying For Scheme APY

Raj Kumar

01/01/1992

Maulana Minnatullzh Rahmani *
Memorial Technical Institute, .

Uttar Pradesh v
201308

Apprentice Food and Beverage s ¥

Mo Yes
amin1983@hotmail.com
30/07/2015
09/07/2015

Aditya Chadha

Grester Noida

Uttar Pradesh v|*

34534534534543534534

Close

Whether ITI Passed

Apprentice Gender
Father/Guardian Name

Spouse Name

District

Advertisement Reference
Apprentice Category
Mobile No.

Training Start Date
Contract Registration No.

MName of Bank
IFSC Code of Branch

District of Bank

Upload Self Declaration

Ve No
Male v
Binod Kumar Singh
Chandauli v
—-Selact-- v
General v
9711391264
14/07/2014
SEP
SEINO01B185

e.g.: SBINOD18185

Gautam Buddha Nagar v

Male.ipg

Download Self Declaration Template

Note:

1) If a candidate have ever been nominated as APY candidate by same or different
establishment, then candidate cannot be nominated for APY enrolment again.

2) An establishment can nominate maximum two or 10% of Total Strength (whichever is less)
candidates for APY enrollment.

3) In order to nominate for APY enrollment, an establishment must have at least 6 employees in
the organization, else establishment cannot nominate an apprentice for APY enroliment.

5.1.1.5 Claim

5.1.1.5.1 Create
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This link enables Establishment user to create the claim for the apprentice. To create the claim follow
the below mention steps:

1) Select MIS> Apprenticeship>Claim>Create.

2) Enter the required details as Apprentice, Registration No., Claim type, Claim period, Year, Claim
Amount, Total No. of unauthorized leaves, and need to upload the payment proof and
Attendance proof (as per the template)

3) Click on Submit to save the details or click on Cancel to cancel the changes.

4) If user will click on Submit button the claim will be created and will go to Approval authority or
the approval.

Figure-Create Claim

C

MIS > Apprenticeship > Claim > Claim Submission E07150600006-test_estbname |  OPTIONS ~

ey Claim Submission
= ws
O APPRENTICESHIP Enter Claim details
Establishment Select Apprentice --Select-- v
Claim Type v Sele v
vear |-Select— v Claim Amount(Rs.)
Total No. of Unauthorized leaves View Terms & Condition
Payment Proof | Choose File | No file chosen
Attendance Proof | Choose File | No file chosen Attendance proof Template
==
Vie
= ¢
Course D
cre
= Traiming
o Aeproval
Que

© 3015 Ministry of Skill Development And Entrepreneurship. Government of India.| Server Name: MISWEB-STAGE| Help Desk: support.dget@wipro.com or 0120-440-5610] Date Time: 14-07-2015 17:07:50
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Figure-Attendance Proof Template

Monthly Attendance Proof (APY)

Apprentice Reg. No. (MIS)

Apprentice Name

Apprentice Father/Guardian Name

Contract Reg. No.

Reg. No. (MIS)

Address

District & State

ized Absence (days) for (MM-YYYY)

Day of Day of
Month
Day1 Day 16
Day2 Day 17
Day3 Day 18
Day4 Day 19
Days Day 20
Day6 Day 21
Day7 Day 22
Dayg Day 23
Day9 Day 24
Day 10 Day 25
Day 11 Day 26
Day 12 Day 27
Day 13 Day 28
Day 14 Day 29
Day 15 Day 30
Day 31

Signature of Apprentice Signature of Apprentice

of A ized Signatory (with seall

Note:

1) User can check the Terms and Conditions by selecting Terms and conditions link.

2) User can download the template of Attendance Proof by selecting the Attendance Proof Template
link.

5.1.1.5.2 Edit
This link enables Establishment user to edit the claim for the apprentice. In order to edit a claim follow
the below mention steps:

1) Select MIS> Apprenticeship>Claim>Edit.

2) Enter the required details as Claim No., Year, and Status.

3) Click on Search to search the claim details or click on Clear to clear the changes.

4) If user will select the Search, the claim details will be displayed as per the search criteria. (refer

below image)
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Figure-Search claim

_---.L/ Welcome, GURU ajhskh
MIS > Apprenticeship > Claim > Claim Approval
Menu Edit Claim Details

E04150700001-GURU |  OPTIONS -

8 ms
=2 APPRENTICESHIP Claim No. Year |--Select—- v
Establishment Status | —-Sslect— v
= Create
Create List of Claims
= Edit _ . Claim "
Edic Claim No. | Registration No. Apprentice Name Establishment 'f;fi'c'l'; ch';:‘ Submission Attendance Proof Payment Proof Af‘!z'l'l'l'lt Remarks Edit
Date
Apprentice 29/07/2015
Course 150400000201 /4061500002 Monazir Ahsan  |Guru April 2015 230773045 |avs2015_Ane1500002.pdf PHE2015_ADS1500002. e 367.00 ()
Training 150200000201 |A061500002 Monazir Ahsan | Guru February 2015 23'0”:'12%5 AME2015_ADE1500002. pdf | PME2015_ADE1500002.pdf |967.00 [
: ) } ; 29/07/2015 |, . .
150400000401 /4051500004 Ranjeet Kumar  |Guru april 2015 | 270772015 |ame2015_A061500004.p2F PME2015_ADE1500004.pdf (48300 [
: i } o 29/07/2015 |, . A
150200000401 /4051500004 Ranjeet Kumar  |Guru February | 2015 | 23077/2005 lamez015_aos1500004.pef Pr62015_A061500004.p2F 483.00 [

2015 | 130772015 |y \70015_ane1500005. pef |PM72015_A061500005. pef 483.00

C150300000401 A0S1500004 Ranjeet Kumar Guru March 15:41:07

© 2015 Ministry of Skill Development And Entrepreneurship, Government of India.| Server Name: DEL-GNDC-0033| Help Desk: support.dget@wipro.com or 0120-440-5610| Date Time: 29-07-2015 11:07:45

5) Click on Edit to update the details of the claim (Establishment user can download the
Attendance and Payment proof by selecting the hyper link under Attendance Proof and Payment

Proof columns)
6) Update the required details as Total No. of Unauthorized leaves, Payment Proof, and

Attendance Proof.
7) Click on Submit to update the changes or click on Cancel to cancel the changes.

8) If user will select Submit, the claim will go to Approval authority for approval.
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Figure-Edit claim

% NCVT MIS L —-— togout
— ‘Welcome, GURU ajhskh

MIS > Apprenticeship > Claim > Claim Submission E04150700001-GURU |  OPTIONS ~
8 ms
@ APPRENTICESHIP Enter Claim details
Establishment Select Apprentice | ERSRARSSRI Registration No. A061500002
= Claim claim Type | claim period | SR
E Create vear |EEICHRE Claim Amount(Rs.) 967.00
Create Total No. of Unauthorized leaves 1 View Terms & Condition
8 Edi Payment Proof | Chosse Fik | No file chosen * PMB2015 ADE1500002.pcf
Bt Attendance Proof | Choese File | Mo file chosen * AMB2015 ADE1500002.pdf Attendance proof Template

Apprentice
courne E

Training

© 2015 Ministry of Skill Development And Entrepreneurship, Government of India.| Server Name: DEL-GNDC-0033| Help Desk: support.dget@wipro.com or 0120-440-5610| Date Time: 28-07-2015 11:07:21

Note: The claims which are created and not approved, can be edited. After creating/editing, the
claim will go to concern RDAT/SAA/CAA for approval.
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5.2 Approval Authority (RDAT/SAA/CAA Functionality)
5.2.1 Apprenticeship

5.2.1.1 Advertisement

Advertisement module enables the approval authority to manage the entire process of advertisement

for all the states belonging to them. Approval authorityc an cr eate 6énewd advert
advertisements and can view the advertisements as explained in below sections.

5.2.1.1.1 Create
This link enables approval authorities to create a new APY advertisement in MIS application. To create
a new advertisement follow the below mention steps:

1) Select MIS > APPRENTICESHIP >Advertisement > Create.

2) Enter the details as Advertisement Title, Description(details related to the advertisement of a
state), Start Date of advertisement, End Date of advertisement, Attachment Language
languages (English, Hindi, Regional) and need to upload the file related to Advertisement
(uploaded attachment should meet the guidelines as displayed on the page, refer bellow
image).

Figure- Create Advertisement

;j el

MIS > Apprenticeship > Advertisement > Advertisment Create RDAT Faridabad 1 OPTIONS ~
Menu APY Advertisement Details
B Mis

[= APPRENTICESHIP Advertisement Title | Test Advertisement
= Advertizement [The description of the advertizement need to provided in this section.
8 Create Description
4

01/07/2015 (DD/MM/YYYY) 01/07/2016 (DD/MM/YYYY)

Start Date End Date

Attachment Language | English ¥ Please select file | Choose Fik | verification doc.pdf Upload
Upload Attachments upto 2 MB only in PDF/JPEG/IPG format
Upto 3 attachments can be uploaded

All fields marked with * are mandatory.

s | “carce

CENTRAL MIS.

© 2015 Ministry of Skill Development And Entrepreneurship, Government of India.| Server Name: DEL-GNDC-0033] Help Desk: support.dget@wipro.com or 0120-440-5610| Date Time: 30-07-2015 17:07:14
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3) Click on Submit to create an advertisement or Cancel it to cancel the changes. Click on OK to
confirm, once the claim has been submitted the approval authority further can edit or view the
advertisement.

5.2.1.1.2 Edit
This link enables approval authority to edit the existing advertisement details. To edit an advertisement,
follow the below mention steps:
1) Select MIS > APPRENTICESHIP >Advertisement > Edit.
2) Enter the required details as State (mandatory), Advertisement Title, Start Date, End
date,
3) Click on Search to search the details or click on Clear to clear the selected data, if user
will select search the details related to search criteria will be displayed, (refer below
image)

Figure-Search Advertisement

__L—/

Welcome, rdat delhi

View
Establishment

CENTRAL MIS.

MIS > Apprenticeship > Advertisemenf t > Advertisment Edit RDAT Faridabad | OPTIONS ~
Menu View APY Advertisement
=2 Mis
O APPRENTICESHIP State | Delhi M Advertisement Title
= Advertisement Start Date (DD/MM/YYYY) End Date (DD/MM/YYYY)
Create
o e All fizlds marked with = ar2 mandatory.

Advertisement Title : Requirement

Description

Description Requiremnet

Attachments

Claim
Apprantice Start Date 28/05/2015 5. No. File Name
End Date 31/07/2015 1 56 English 08072015 190331.pdf
Published On  08/07/2015

Edit &

Advertisement Title : hgng656

Description dfaoffdh654654 Attachments

Start Date 18/06/2015 S. No. File Name

End Date 23/07/2015 1 S7 English 26052015 174532.pdf
Published On 26/06/2015

Edit &

Advertisement Title : ppp

1

Description ppp Attachments
Start Date 30/12/2008 S. No. File Name
End Date 15/08/2015 -

79 2015 2 4aob.ivo

© 2015 Ministry of Skill Development And Entrepreneurship, Government of India.| Server Name: DEL-GNDC-0033| Help Desk: support.dget@wipro.com or 0120-440-5610| Date Time: 30-07-2015 17:07:25

4) Click on Edit to make changes, the advertisement will be open in editable mode.
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5) Update the details as Description, End date of Advertisement, Attachment Languages
(English, Hindi, Regional) and need to upload the file related to Advertisement (uploaded
attachment should meet the guidelines as displayed on the page, refer bellow image).

6) Click on Submit to update the changes or click on Cancel to cannel the changes.

Figure-Edit Advertisement

Welcome, rdat delhi

RDAT Faridabad |  OPTIONS -

MIS > Apprenticeship > Advertisement > Advertisment Create

APY Advertisement Details
= wms

= APPRENTICESHIP Advertisement Title

Menu

= Advertizement [Dezcription Requiremne t
Create Description
= Edit P

Start Date BRS¢ (DD/MMYYYY) End Date | 3407/2015 (DD/MM/YYYY)
Attachment Language | —Select-—- ¥ Please select file | Choose Fie | No file chosen Upload

soprent Upload Attachments upto 2 MB only in PDF/JPEG/IPG format

® Apprentice

Training Upto 3 attachments can be uploaded

CENTRAL MIS All fields marked with * are mandatory.
S
Delete Row
Select S. No. File Name
1 98 English 08072015 190331.pdf

© 2015 Ministry of Skill Development And Entrepreneurship, Government of India.| Server Name: DEL-GNDC-0033| Help Desk: support.dget@wipro.com or 0120-440-5610] Date Time: 30-07-2015 17:07:32

5.2.1.1.3 View
This link enables approval authority user to view the saved Advertisement details. To view an
advertisement, follow the below given steps:
1) Select MIS > APPRENTICESHIP >Advertisement > View.
2) Enter the required details as State (mandatory), Advertisement Title, Start Date, End date,
3) Click on Search to search the details or click on Clear to clear the selected data, if user will
select search the details related to search criteria will be displayed.
4) The advertisement will display the following details of an advertisement (refer below image):
1 Advertisement title: It will display the title of the advertisement.

9 Description: It will display the details of an advertisement.
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Start date: It will display the start date of an advertisement.
End Date: It will display the end date of an advertisement.

Published On: It will display the published date of an advertisement

= =4 =4 =4

Attachments: Under this tab, three details will display
U S.no: It will display the serial no. of the attached documents
U File name: It will display the name of the attachment file. Click on the link available in
this column to download the attachments.

U File Language: It will display the language of an attachment.

Figure-View Advertisement

% NcvT MIS e — .. .. togot

MIS > Apprenticeship > Advertisement > Advartismant View RDAT Faridabad | OPTIONS ~
Menu View APY Advertisement
= Ms

[ APPRENTICESHIP State || Delhi Al Advertisement Title

 Advertisement (DD/MMYYYY) (DD/MM/YYYY)

Start Date End Date
Create

Edit All fields marked with * are mandatery.

G view [“Search ]

View Advertisement Title : Requirement
Esuablishment

o Description Description Requiremnet Attachments
Apprentice Start Date 28/05/2015 S. No. File Name
Training End Date 31/07/2015 1 58 English 08072015 150331.pdf
CENTRAL WIS Published On  08/07/2015
Advertisement Title : hgng656
Description dfggffdhss4654 Attachments
Start Date 18/06/2015 S. No. File Name
End Date 23/07/2015 1 97 English 26062015 174532.pdf

Published On 26/06/2015

Advertisement Title : ppp

Description  ppp Attachments
Start Date 30/12/2008 S. No. File Name
End Date 15/08/2015 1 79 2015 2 dgbipn

Published On 10/02/2015

Advertisement Title : Required a fitter with instrumentation

® 2015 Ministry of Skill Davelopment And Entrepreneurship, Government of India.| Server Name: DEL-GNDC-0033| Help Desk: support.dget@wipro.com or 0120-440-5610| Date Time: 30-07-2015 17:07:33

5.2.1.2 Establishment
5.2.1.2.1 Profile

5.2.1.2.1.1View
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This link enables approval authority user to view the profile of establishment. To view the profile of
establishment, follow the below mention steps:

1. Select MIS> APPRENTICESHIP>Establishment>Profile> View.
2. Enter the search Criteria as Establishment name, Establishment Registration No., State, District

and Scheme Type (mandatory).

Figure-View Establishment list

ﬁ NCVT MIS e — .. ...
RDAT Mumbai | OPTIONS ~
Menu View Approved Establishment Details

ERCH Search Criteria ¥
= APPRENTICESHIP

Establishment Name Establishment Registration Mo.

Advertis
@ Est State | --Select-- v District | -Select State- v
stablis
o Profile Scheme Type | 4PV v
e Al fields marked with * are mandatory.
Apprentice B ~
List of Approved Establishments
Training .
S.No.  Reg No. Estb Name State District Estb Regist Estb Type Industry Address Contact No.  Edit
Type. Category
EPFO-Employee
1 ED6152700001 Logitech Limited Maharashtra |Nashik Provident Fund  |Private Sector Medium Mumbai 0sd22345678)
orgnaisation No.
ESI-Employee’s
2 |[E06152700002 ABC Electrinics Limited Maharashtra |Pune State Insurance | Private Sector small Fune 02223456777
o.
|ATI Campus, V N
. Regional Directorate of Apprenticeship shin TAN-Tax Deduction . i . Purav Marg, 022-
3 |ED6152700003 et Maharashtra |Mumbai rerot Mo Central Goverment |Other Chunmebhetth, Sion 23057518 o
East
. coa - ) N ) ; ) . 0261-
4 |E06152400001 XYZ Itd Gujarat \Ahmadabad Cther Private Sector Large DEF campus ios124 o
MSME-Ministry of
Micro Small and S.NO.-21, F-2
5 |[E03152700001 EINEARC SYSTEM PVT. LTD. Maharashtra |Pune Medium Private Sector small BLOCK, MIDC, 27130582 o
Enterprises PIMPRI
Reaistration No.
EL 31/15,
ELECTRONICS
6 E03152700002 MOGORA COSMIC PVT. LTD. Maharashtra |Pune Other Private Sector Small ZONE, PIMPRI 02066123861 @
INDUSTRIAL ARES,
MIDC, BHOSARI
Factory SRS A ot AR (N B T ¢

© 2015 Ministry of Skill Development And Entrepreneurship, Government of India.| Server Name: MISWEB-STAGE| Help Desk: support.dget@wipro.com or 0120-440-5610] Date Time: 28-07-2015 17:07:05

3. Select Search to search the details as per entered criteria or select Cancel to cancel the search.
If user will select Search, the details will be displayed as per the search criteria (approval
authority can view the Establishment profile by clicking on Hyperlink under estb name Column
and can view the Registration details, Establishment trade Details, and Apprentice details of
particular Establishment, refer below image).
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Figure-View establishment Profile

Registration Details | Establishment Trade Details | Apprentice Details

Details of Establishment

Registration Type: EPFO-Employee Provident Fund orgnaisation Mo. Reqistration No. E06152700001
Establishment Name: Logitech Limited
Establishment Type: Private Sector Establishment Category: Medium
Industry Type: Manufacturing Business Mature: Tech Tools
Operating in States (count): 23 Working Days in a Week: 6
Establishment Strength: 870 Head Quarter Establishment Registration
Number:
Establishment Contact Details
Address: Mumbai
State: Maharashtra District: Mashik
Pin Code: 410010 Phone Number: 05422345678
Email:  ashish.chauhan01i@rediffmail.com Fax Number:
Head Person Details
Mame: Abhijeet Mane Designation: MD
Contact No. 05422345678 Email ID:  ashish.chauhan011@rediffmail.com
Mabile No. Fax No.
Contact Person Details
Mame: Abhijeet Mane Designation: MD
Contact No. 05422345678 Email ID:  ashish.chauhan011@rediffmail.com
Mobile Mo. Fax No.

5.2.1.2.1.2Upload
This link enables approval authority users to upload the Establishment data in Bulk as per given
template. To upload the Establishment data, follow the below mention steps:

1) Select MIS> Apprenticeship>Establishment>Profile>Upload.

2) Download the template using the link Download template.

3) Fill the details in the template and save.

4) Browse the file & click on Upload to upload the trainee Details.

5) Once submitted acknowledgement message will display on the screen.
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Figure-Upload Establishment

MI5 > iceship > Establishy > Upload RDAT Faridabad | OPTIONS ~
Menu Upload Establishment Details
= Mis

Page Brief Description
E APPRENTICESHIP 1. This screen is used to upload establishments in bulk.
Adverisement 2. Successfully Uploaded file will be processed through a schedule process which will run overnight.
3. Mail will be triggered to successfully registered establishment on AP Contact Email ID along with Login credentials to login into the MIS System.

S Establishment 4. Functionality to view result for Processed file is accessible by RDAT from MIS > Apprenticeship > Establishment > Profile > View Establishment File Status.

= Profile
View Please select file: | Choose File | No file chosen Only xls,xlsx,zip files are allowed. Download Template
Upload
View Establishment File
‘Apprentice
Trainini g
Claim

CENTRAL MIS

6) I f the file is uploaded successfully, .then i

Note:
1. In template, the combination of Registration Type and Registration No. should be different
every time.
2. Intemplate, AP Contact Email ID should be unigue.

5.2.1.2.1.3View Establishment File Status
This link enables approval authority Us er 6 s t dile staiugovM tihpel oaded Est abl i
the status, follow the below mention steps:
1. Select MIS> Apprenticeship>Establishment>Profile>View Establishment File Status.
2. User can view the upload file Status under List of Establishment Files and also can export the
status of Establishment Files in Excel format by clicking on Export tab panel as displayed in
below screenshot:
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Figure-View Establishment File Status

®
. ;—/ Welcome, RDAT MASTER

Mis > iceship > blighi > View blish File Status RDAT Faridabad | OPTIONS ~
Menu Uploaded Establishment File Results
| MIS
Status Description
= APPRENTICESHIP
sdvertis 1. Pending : File has not been processed yet
vertizement 2. Running : File is getting processed
B Establishment 3. Error : Uploaded file have some issue
4. Complete : File has been processed
= Profile
View
Uplead List of Establishment Files: [ Export |
View Establizhmer ] jiotal Succsess | Error Record -
S. No. File Name Processed Status Error Description Uploaded Date
Record Count|  Count
Apprentice Records
Training 1 [EstablishmentRegistration$#@_20150813150317_14176_20151118114318.xlsx 0 0 0 Pending 16/11/2015
® cl records successfully
# Claim 2 ExtablishmentRegistrations#@_20150813150317_14174_20150915121224.xlsx 1 1 0 Complete|! o ‘('f;”.‘d‘ loaded successfully. 15/09/2015
CENTRAL MIS Processed in 0 secs
3 |ExtablishmentRegistration$#®_20150813150317_14174_20150915115748.xlsx] 1 1 0 Complete 2 o 1 records loaded successfully. 15/09/2015
Processed in 0 secs
4 |ExtablishmentRegistration$#®_20150813150317_14174_20150915112435.xlsx] 1 0 1 Complete 0 o 1 records loaded successfully. 15/09/2015
Processed in O secs
< [EstablishmentRegistrations=@_20150813150317- 0 of 2 records loaded successfully. -
® Copy_14174_20150915103257.xlsx 2 0 2 Complete|o, . o ced in 0 secs 15/09/2015
EstablishmentRegistrations #@_20150813150317- 0 of 2 records loaded successfully. S
5 |Copy_14176_20150907162212 xlsx 2 0 2 Complete|o o essed in 0 secs 07/09/2015
- |EstablishmentRegistrations#@_20150813150317- 2 of 2 records loaded successfully. [
" |copy_14176_20150907125802.xlsx 2 2 0 Complete o o ocsed in 0 secs 07/09/2015
4 » »

© 2015 Ministry of Skill Development And Entrepreneurship, Government of India.| Server Name: MISWEB-STAGE| Help Desk: support.dget@wipro.com or 0120-440-5610] Date Time: 18-11-2015 11:11:41

Note: Description of Status
1. Pending : File has not been processed yet
2. Running : File is getting processed
3. Error : Uploaded file have some issue
4. Complete : File has been processed

5.2.1.3 Claim

5.2.1.3.1 Approve
This link enables approval authority users to view the details of the claims and can approve, reject, or
sent the claim for correction as well. Once the claim has been created by Establishment, it will come to
approval authority to proceed further. To view and for the approvals of the claim follow the below
mention steps:

7) Select MIS> Apprenticeship>Claim>Approve.

8) Enter the required details under Claim Approval Queue panel as Claim No., Year, Status, or

Establishment.
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9) Click on Search to search the claim details or click on Clear to clear the selection criteria (by
default pending state claims will be displayed under List of Claims panel).
10) Select the claims at the right corner from the list of pending state Claims.
11) Select the status under Approval for claims options:
1 Approved- If claim has been approved, can be viewed in Approved status
1 Rejected- If claim has been rejected, can be viewed in Rejected status
1 Correction Required- If claim has been sent for correction, it will reflecting Edit screen of
that Establishment.

Figure-Approve Claim

% NcvT MIS togom

MIS > Apprenticeship > Claim > Claim Approval RDAT Faridabad | OPTIONS ~
Menu Claim Approval Queue
= MIs

APPRENTICESHIP .
] Claim No. Year [-—Select— v Approved Claim Summary

Advertiz
ertisemant Status | Pending v Establishment [ ~-Select—- v Quater till date Year till date Total

Establishment

Count 4 4 5
EE iii. Cfeir
g claim Amount  1933.00 1833.00 2400.00
Create
. List of Claims
E Approve Claim Claim Claim
Claim No.  Registration No. | Apprentice Name | Establishment  Claim Period Submission | Attendance Proof Payment Proof
Approve Year Date Amount
® P tStatus X /07/2015
[ Peymentsisty 150400000201 | ADG1500002 Monazir Ahsan Guru April 2015 | 23/07/2015 015 aoe1s00002.pef | PMB2015_ADE1SDOO0Z.pdf  |967.00
Apprentice 10:32:44
Course 150200000201 |AD61500002 Monazir Ahsan Gury February 2015 AME2015_AQGLSO0002.pef  FME2015_ADG1S00002.pdf  967.00
= Training 150400000401 |AD61500004 Ranjeet Kumar Gury april 2015 AMO2015_A0G1S00004.pcf  PME2015_ADG1S00004.pef  483.00
= Appraval 10772015
Queue €150200000401 A061500004 Ranjeet Kumar Guru February 2015 2?;’5?%’ AME2015_A061500004.pdf  PME2015_A0G1500004.pdf | 483.00
View

& cenaaLmis Approval For Claims
N M

Approval Status | [ -~-Select-- v Remarks

All fields marked with * are mandatory.

[Sibmit J Corcer

© 2015 Ministry of Skill Development And Entrepreneurship, Government of India.| Server Name: DEL-GNDC-0033| Help Desk: support.dget@wipro.com or 0120-440-5610] Date Time: 29-07-2015 12:07:03

Note:

1 Approve Claim Summary panel display the information about the no. of approved claim and total
approved claim amount.

I RDAT is supposed to fetch the report from the MIS system and upload in PFMS system for DDO
approval & DBT. Once payment is made by PFMS system, RDAT would fetch PAO report from
their system & upload in MIS system.
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5.2.1.3.2 Payment Status

5.2.1.3.2.1Upload
This link enables approval authority users to upload the final payment report status (in excel format) in
MIS system. To view the status of payment follow the below mention steps:

1) Select MIS> Apprenticeship>Claim>Payment Status> Upload.

2) Upload the file under Upload paid Claim Status.

3) Select Upload to upload the file or click on Cancel to cancel the upload.

Figure-Upload Payment Status

Welcome, Nitya Singh

RDAT Faridabad |  OPTIONS ~

B Ms
) APPRENTICESHIP Claim Status File Upload | Ghosse Fike | Mo file chosen Upload Excel file only
advertissmant
Establishmant
g Claim

Create
Edit

© Approve

Training
CENTRAL MIS

© 2015 Ministry of Skill Development And Entrepreneurship, Government of India.| Server Name: DEL-GNDC-0033| Help Desk: support.dget@wipro.com or 0120-440-5610| Date Time: 29-07-2015 13:07:25

5.2.1.4 Apprentice
5.2.1.4.1 Enrollment

5.2.1.4.1.1 Approve
This link enables approval authority user to approve or reject the apprentice which are processed by
Establishment. Once Establishment has been processed the apprentice to APY, it will reflect in approval
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authority screen for the approval. To process the apprentice, login with credentials in MIS application
and follow the below steps:

1) Select MIS>Apprenticeship>Apprentice>Enrollment>Approve
2) Enter the details to search the records as Application Registration No., Apprentice Name, Estb.
State, Estb. District, or Advertisement.
3) Select Search to search the records, or click on Cancel to cancel the search.
4) If user will select Search, the apprentice details will be displayed under List of Apprentices.
5) Select the record from list, select status from dropdown as Approved/ Rejected and enter
remarks.
1 Approved- If apprentice is approve, the contract will be generated.
1 Rejected- If apprentice is rejected at any step of the process then candidate will be
excluded from the process but record will be available in rejected status
6) Click on Submit button to submit the apprentice application or click on Clear to clear the
changes.

Note:
1) If a candidate have ever been nominated as APY candidate by same or different
establishment, then candidate cannot be nominated for APY enrolment again.
2) An establishment can nominate maximum two or 10% of Total Strength (whichever is less)
candidates for APY enroliment.
3) In order to nominate for APY enrollment, an establishment must have at least 6 employees in
the organization, else establishment cannot nominate an apprentice for APY enrollment.

5.2.1.4.1.2Update Bank Details
This Link enables approval authority users to updatet he bank details of apprt
bank details of apprentice, follow the below mention Steps:

1) Select MIS> Apprenticeship>Apprentice>Enrollment>Update Bank Details.

2) Enter the required fields under Update Apprentice Bank Details panel.

3) Click on Update to update the details of Click on Clear to clear the data as displayed below:
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Figure: Update Apprentice Bank Details

% NcvT MIS togot

MIS > Apprenticeship > Apprentice > Update Bank Details RDAT Faridabad |  OPTIONS -

Menu Update Apprentice Bank Details
= wms 1. Data of Apprentices registered in Apprenticeship Training with processed status will appear here.

[ APPRENTICESHIP 2. This Screen is used to update the bank details of apprentice.
3. Updated bank details of apprentice will appear in View Apprentice Details Pop-Up.
Advartisement

Establishment Apprentice Reaistration No. * Apprentice Name
= Apprentice

Name on Bank Account : Name of Bank
& Enrollment
Approve gank Branch IFSC Code of Branch <o 10018185
Update Bank Details State of Bank | ~-Select—- M District of Bank | --Select State-- M

Uplozd
Bank Account No.
View Apprentice File Stat
Trinin g

CENTRAL MIS

All fields marked with * are mandatory.

© 2015 Ministry of Skill Development And Entrepreneurship, Government of India.| Server Name: MISWEB-STAGE| Help Desk: support.dget@wipro.com or 0120-440-5610] Date Time: 18-11-2015 12:11:54

4) If User will click on Update the bank details of apprentice will be updated and will appear in View
Apprentice Details Pop-Up.

Note: Data of Apprentices registered in Apprenticeship Training with processed status will appear
here.

5.2.1.4.1.3Upload
This link enables approval authority users to upload the apprentice data in Bulk as per given template.
To upload the apprentice data, follow the below mention steps:

1) Select MIS> Apprenticeship>Apprentice>Enrollment>Upload.

2) Download the template using the link Download template.

3) Fill the details in the template and save.

4) Browse the file & click on Upload to upload the trainee Details.

5) Once submitted acknowledgement message will display on the screen.
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Figure-Upload Apprentice

% NCvT MIS o

Welcome, RDAT MASTER

MIS > Apprenticeship > Apprentice > Upload Apprentice RDAT Faridabad | OPTIONS ~

Menu Upload Apprentice Details

mis
a Page Brief Description
B APPRENTICESHIP 1. This screen is used to upload apprentices in bulk.

Advertisement 2. Successfully Uploaded file will be processed through a schedule process which will run overnight.
3. Mail will be triggered for successfully registered apprentice’s on his Email ID.

Establishment 4. Functionality to view result for Processed file is accessible by RDAT from MIS > Apprenticeship > Apprentice > Enroliment > View Apprentice File Status.

© Apprentice

& Enroliment Please select file: Choose File | No file chosen Only xls, xlsx,zip files are allowed. Download Template

Apprave Upload

Update Bank Details
Upload

View Apprentice File Stat
Trainin g
Clzim
CENTRAL MIS

6) Il f the file is uploaded successfully, then i

5.2.1.4.1.4View Apprentice File Status
This link enables approval authority Us er 6 s t dile statugofvuploddad Apprentice6 s . T the v i
status, follow the below mention steps:

3. Select MIS> Apprenticeship> Apprentice>Enrollment >View Apprentice File Status.

4. User can view the upload file Status under List of Apprentice Files and also can export the status

of Apprentice Files in Excel format by clicking on Export tab panel as displayed in below
screenshot:
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Figure-View Apprentice File Status

5
;—/ Welcome, RDAT MASTER

Mis > iceship > ice > View File Status RDAT Faridabad | OPTIONS ~
Menu Uploaded Apprentice File Results
MIS
E Status Description
5 APPRENTICESHIP 1. Pending : File has not been processed yet
Advertisement 2. Running : File is getting processed
etk 3. Error : Uploaded file have some issue
Establishment 4. Complete : File has been processed
= Apprentice
= Enroliment List of Apprentice Files: m
Approve
#F S. No. File Name Tﬂtaé Pm(desserj 5"[[5;“ R;emrd Em::r Re;md Status Error Description Uploaded Date
Update Bank Details =2l S T
Uplozd 1 AxprenticeRegistration_1_14176_20151118120541.xlsx 0 0 0 Pending 18/11/2015
WView Apprantice File Stat 5 wupienticeReqistration_1_14174_20150915120805.xsx 1 1 0 Complete érgze‘(fséﬂi‘:;‘f:ffd suceessfully. 15/09/2015
Training S8 secs
o i - 0 of 1 records loaded st ssfully. cinar -
Clsim 3 AxprenticeRegistration_1_14174_20150915120601.xlsx 1 0 1 Complete P‘_gces‘;gul‘n 5 :’;‘c: uccessiully. 15/09/2015
CENTRAL MIS 4 |AxprenticeRegistration_1_14174_20150915120204.xlsx 1 0 1 Complete &.gi;,‘,’i;u,‘f;‘f;‘ffd successfully. 15/09/2015
5 ApprenticeRegistration(2)_14174_20150015103742.xlsx 1 0 1 Complete g‘_gigrfsgﬂl‘:ﬁn‘f:ffd successfully. 15/09/2015
6 |ApprenticeRegistration(2)_14176_20150907162342.xlsx 1 0 1 Complete grgie‘(fséﬂi‘:;‘f:ffd successfully. 07/09/2015
ApprenticeRegistration{2)_14174_20150907131113.xlsx 1 1 0 Complete érgie‘(fséﬂi‘:;‘f:ffd successfully. 07/09/2015
» »

© 2015 Ministry of Skill Development And Entrepreneurship, Government of India.| Server Name: MISWEB-STAGE| Help Desk: support.dget@wipro.com or 0120-440-5610] Date Time: 18-11-2015 12:11:44

Note: Description of Status

Pending : File has not been processed yet
Running : File is getting processed

Error : Uploaded file have some issue
Complete : File has been processed

PwWN P

5.2.1.5 Training
5.2.1.5.1 Approval

5.2.1.5.1.1Queue

This link enables approval authorityd siser to search the apprentice details who have applied in the
establishment for Apprenticeship under any trade. Once the apprentice has been approved by
Establishment, it will reflectina p pr ov al  profile.FApproval aytldosty user can Process, Reject
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Figg AR

and also can Resend for correction the apprentice. The approval authority will be as per the below
matrix:

Figure: Contract Approval Matrix

Establishment Type/Final Approval Authority RDAT SAA CAA
Central Government v

Central Public Sector Undertaking ¥

State Government v

State Public Sector Undertaking v

Private Sector v

Private Sector (PanIndia) v
Matural Resources v

To view the details of apprentice Application, follow the below mention steps:

1) Select MIS> Apprenticeship>Training>Approval>Queue
2) Enter the required details to search the apprentice as Apprentice Registration No., Apprentice
Name, State, District, Trade Type, Trade and Status.
3) Click on Search to search the details or click on Cancel to cancel the search.
4) If user will select Search, the list of apprentice will be displayed under Pending Approval List
panel.
5) Select the records and click on appropriate action from the dropdown as explained below:
9 Process: If user will select Process, the apprentice application will be processed. A pop up
window will appear either to upload the physically signed contract copy (If the approval
a ut h o digital gignature is not available) or to Enter the Certificate password (If the
approval digital lsignature ig available), click on Save and the record will be
updated (refer below image)
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Figure-Search Apprentice Application via approval authority

% NcvT MIS

Logout
‘Welcome, RDAT MASTER
MIS = Apprenticeship > Training > Cantract Approvzl RDAT Faridabad |  OPTIONS -
g ms Search Criteria ¥
= APPRENTICESHIP

dverticement Apprentice Registration No. Apprentice Name

Eszablishment State | | ~Select— M District | [—Select Stata— v

Apprentice Trade Type |—Selza- v Trade |-—Select Trace Type— v

o Treining Status | ~Select— v

Quaue Pending Approval List
Claim

bprentice Reg.
No.

CENTRAL MIS Select Action

Establishm =

4t Trade Trade Training Training | Available
Reg. No.| 5=nd for correction

Apprentice Name | 0 Name  Start Date End Date

Status Remarks

Reject
E09150700014 Nitya e Ltd. [A0S1500017 Aditya Optional Optional |15/09/2015 |30/09/2015 2 Forwarded by CAA  |FTR
| |E10150600002 DNC pvt LTD A101500001 praveen Designated | Fitter 20/10/2015 |19/10/2016 9 Approved by \Approve
I o Establishment
Welder
~ . . e rs Approved by .
E08150700002 bhel A111500004 Ram Singh Designated (E?::t\?c‘l 26/11/2015 25/11/2018 59 Establishment dain

© 2015 Ministry of Skill Development And Entrepreneurship, Government of India.| Server Name: MISWEB-STAGE| Help Desk: support.dget@wipro.com or 0120-440-5610| Date Time: 23-11-2015 15:11:42

Case 1: When Digital Signature is not available

In this case, user need to upload the physically signed contract copy in Contract file option and click
on save to update the record.

Figure-RDAT Signed Contract Upload when not present

i NevTMis KO -

Upload manually signed contract for Approval (Digital Signature not available)

Mote:Existing contract will be replaced with uploaded document. Please upload valid signed contract.

Contract File Choose File | Mo file chosen

Remarks
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Case 2: When Digital Signature is available
In this case, user need to Enter the Certificate password and click on save to update the record.
Figure-RDAT Signed Contract Upload when present

Enter Digital Certificate Password

Certificate Password

Confirm Password

Remarks

1 Send for Correction: If user will select send for correction, the application will go back to
Establishment for the correction

1 Reject: If user will select, the application will be removed from the system.

1 Forward to RDAT: This link enables only CAA (by CAA login ID) to forward the request to
RDAT or SAA.

Figure-Forward to RDAT via CAA

—_ & Welcome, CAA Delhi

Central Approval Authority - Dethi | OPTIONS ~

Menu Apprentice Queue List
5 M
[ APPRENTICESHIP

Search Criteria Y

Apprentice Registration Ho. Apprentice Name

B Approval State | -select- District [ sslect state-
Que Trade Type [—Select— Trade [~Sele
View Status [Approved by Establishmen

earct ancel
Pending Approval List

select e

Establishment Reg. Training | Training | Available
i Establishment Name | Apprentice Reg. No. | Apprentice Name  Trade Type Trade Name IFAINNG | Training | Availab Status Remarks
Computer
05150700008 Jhansi products Itd. 081500011 Dimpy mahajan Designated (OPErator and |y g 063015 0471172015 2 [Approved by \Approved.
rogramming Establishment
[Assistant
@ Eosisoroonsa Parvati Ent Ltd. ADS1500013 Iaditya Designated [Electrician  |16/09/2015 |20/11/2015 1 approved now.
Establishment
7 A 7 /09/ 09/ \Approved by
E0o150700014 Nitya e Ltd. ags1500017 Iaditya Optional  [Optional |15/09/2015 |30/09/2015 1 feeroved by approved
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FapggAas

Once user will click on Forward to RDAT, pop up window will appear to select RDAT and to
enter the Remarks as displayed in below screenshot:

Figure-Select RDAT to Forward

I NCVT MIS

Select RDAT to forward

RDAT | RDAT Chennai v |
--Select—-

RDAT Faridabad
RDAT Hyderabad
Remarks | RDAT Kanpur
RDAT Kalkata
RDAT Mumbai

|

“Sove Y Close ]

Click on Save to save the details or click on Close to Close the pop up window. Once user will
select save, the record will be move to select RDAT.

Note: Once the request has been forwarded to RDAT/SAA, the further communication will remain
between Establishment and RDAT/SAA (it will not reflect in CAA queue again)

Note: If signature of RDAT already exists in MIS, then RDAT need to enter their login password for
authentication else need to upload the signature for approval.

5.2.1.5.1.2View

This link enables approval authority User to view the Apprentice and Establishment profile. To view the
profile, follow the below mention steps:

1. Select MIS> APPRENTICESHIP>Training>Approval> View.

2. Enter the search Criteria as Apprentice Registration no., Apprentice name, State, District, Trade

Type, Trade or Status.

Select Search to search the details as per entered criteria or select Cancel to cancel the search.

4. If user will select Search, the details of both apprentice and Establishment will be displayed
under Apprentice Training list. User can view the Establishment profile by clicking on Hyperlink
under Establishment Reg. No. and can view the Apprentice profile by clicking on Hyperlink
under Apprentice Reg. No. Column (refer below image)

w
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Figure-View Apprentice list

& NCvT MIS ) — _

Search Criteria ¥

Logout
Welcome, Nitya Singh
OPTIONS -

Menu

SR

= APPRENTICESHIP

Apprentice Registration No. Apprentice Name

Advertisement

3]

Establishment State v District | --Select State-- v
Claim Trade Type | Optional v Trade | [—Selec— .
Apprentice Status | --Select-- v
Course Search Cancel

= Approval

Establishment Trade Trade  Training Training Available

Queus Establishment A"'"E';ﬁfe Reg.  apprentice Name LS| = | e | g e Status Remarks
cenTRAL M]:IE” E04150700001 Guru A061500002 Monazir Ahsan Optional :’gstt‘;"ga" 15/01/2015 |30/11/2016 6 Contract Generated pr
E04150700001 Guru A061500003 Raj Kumar Optional :’g;t‘f'n";" 15/07/2015 30/07/2015 6 Applied by Apprentice ok
E04150700001 Guru AD71500029 Neha Optional fg;t‘?n“qa" 01/08/2015 |31/10/2015 & Contract Generated processing neha.
E06150700002 AdityaE 4061500012 Aditya Optional | Remarks |01/01/2014 |09/07/2015 -1 Offered by Establishment
E06150700002 AdityaE 4061500017 Aditya234 Optional |Remarks |01/01/2015 |01/05/2016 -1 Offered by Establishment
E06150700002 AdityaE A061500023 Nitish Kumar Optional |Remarks |11/07/2015 [24/10/2015 -1 Contract Generated
01150700020 Wwipro 4061500001 Amin Rehman optional  DUTMY |16/09/2015 16/12/2015 0 Offered by Establishment
01150700001 Nitya 4061500001 Amin Rehman Optional |ewewew 50 Offered by Establishment
E07150300004 Adityall AD71500017 AdityaChadha Optional gﬁ_‘s‘f“a' 1 Rejected Rejected.

® 2015 Ministry of Skill Development And Entrepreneurshi

Government of Ind

Server Name: DEL-GNDC-0033| Help Dask:

support.dget@wipro.com or 0120-440-5610| Date Time: 29-07-2015 13:07:29

5.

Verl.02

If User will click on hyperlink under Apprentice Reg.

No. Column, a pop-up window will open
with apprentice details and user can also download the registered contract under Training
Details (completed/in progress) panel as displayed in below screenshot.
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Figure-View Apprentice Profile

Personal Details ( Apprentice Registration No.: A101500001 )

Scheme NON-ARY Whather ITI Passed Yes
NCVT/SCVT Certification Type Certified Candidate Type
NCVT/SCVT Certificate No. 1000234 ITI Trade  Fitter
Name praveen Gender Male
Date Of Birth  12/10/1992 Father/Guardian Name shyam lal
Adhar Card No. (UID No.) 122349004880 Spouse Name geeta
Category General Iz Parson with Disability (PwD) No

Apprentice Photograph Apprentice Signature

Apprentice Guardian Signature
(In case of Minor)

Contact Details

Address 14/32, ajeronda chewk, secter 1, FARIDABAD Stats Haryana
District Fatehabad Pincode 123635
Contact No. 5632450903 Email ID  =dlshiri@yahos.com

Qualification Details

Academic Qualification Tl

Technical Qualification

S. No. Institute Name Council [ University Name of Course Start Date Course End Date
1 GIT State board of Technical Education Diploma Mechanical f2010 01/10/2013
Highe st Qualification Document Details
Uploaded Highest Qualification Document
Trade Preferance
SNo. Preference Type Description
Ne racord(s) found.
Training Details(completed/in progress)
S. No Establishment Trade Type Training Start Date | T g End Date et e T Self Declaration
- e Registration No. Date
1 DNCpwtuTD Designated Fitter 19/10/2016 CR1210150800001RDFE(13/10/2015 [R1310150600001RDFB.pof
Stipend Amount Details
S. Ne. Year Amount

1 1 5000.00
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5.2.1.5.2 Novation/Extension/Termination
5.2.1.5.2.1 Novation

5.2.1.5.2.1.1 Approve
This link enables designated authority to approve/reject/ sent the novated record for correction. To
perform these action, follow the below mention steps:

1. Select MIS> Apprenticeship>Training>Novation/extension/Termination>Approve.

2. Enter the required details as Establishment Reg. No., Contract Reg. No., Apprentice Reg. No.,
and select action Type as Novation.

3. Click on Search to search the record or click on Clear to clear the entered data. If user will click
on Search, the list of apprentice will be display as shown in below screenshot:

Figure: Novation approve

% NCVT MIS togom

ABA - Delhi Central | OPTIONS ~

Menu Approval of Novation/Extension/Termination of Apprenticeship Training Contract
2 Mms Search Criteria ¥
= APPRENTICESHIP On Search -

1. Novation - Apprentice records whase request is created by Apprentice current Establishment & approved by new Establishment (belangs ta this business unit) which are pending for Novation

Al Indiz Trede Test approval will display here.

@ Training 2. Extension/Termination - Apprentice records whose request is created by establishment (belongs to this business unit) which are pending for Extension/Termination approval will display here.
Appraval Establishment Registration Mo. Contract Registration Mo.
E Movation/Extension/Termina Apprentice Registration No.
Al v Acti v
pprave Action Type  ® Novation ) Extension ' Termination

[searer J clear |

Select Action | --Select- v n

List of Apprentices

. . Apprentice . Contract - . New Novation = Training .
Select Establishment = Establishment P - Apprentice P E Training | Training 5 . Establishment
One Registration No. e Registration e Registration Start Date | End Date Trade Establishment Effective New End R
No. No. Name Date Date
CRD1031607000265 Advanced Atten
rd E02160700007 | Anita systems ltd A021600026 Abhishek 12/02/201420/05/2016 dant Operator | Pasco India Ltd |05/03/2016/28/05/2016 novation

(Process)

© 2015 Ministry of Skill Development And Entrepreneurship, Government of India.| Server Name: MISWEB-STAGE| Help Desk: support.dget@wipro.com or 0120-440-5610| Date Time: 04-03-2016 16:03:30

4. Select the record(s).
5. Select the Action type from the dropdown list:

1 Approve- It allows designated authority to approve the record. If user will click on approve, a
pop window will appear. They need to enter the password (if digital signature is present) or
upload the signed copy of contract (if digital signature is not present and contract copy will be
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replaced with the new one) then enter remarks and check the declaration. Then click on Save
to save the record or click on Close to close that window. If user will click on save the record
will be approved.

Figure: Novation approve confirmation

Stipend Amount Details

Year Amount Minimum Wages as on current date{in INR)
1 1000.00 S00.00
2 1000.00 soo0.o0
3 1000.00 500.00

Upload manually signed contract for Approval [(Digital Signature not available)

Mote:Existing contract will be replaced with uploaded document. Please upload walid signed contract.

Contract File Choose Filke | No file chosen *  Download Contract To Sign

Remarks
o

I here by confirm that I hawve verified amount mentioned in Minimum Wages is as per current Minimum
Wages declared by the State and stipend amount is in accordance with rules of Apprenticeship Act. *

1 Reject- It allows designated authority to reject the record, they need to enter the remarks, then
click on Save to save the record or click on Close to close that window. Once the apprentice
has been rejected, the record will be deleted and will go the previous estb. Who initiated for
novation.

1 Send for Correction- It allows designated authority to send the record for the correction, they
need to enter the remarks then click on Save to save the record or click on Close to close that

window and it will go to establishment for correction who sent it to designated authority.

6. A confirmation message will display, Click on OK to process.

Note: User can view Establishment profile by clicking on Establishment Reg. No., can view apprentice
profile by clicking on apprentice Reg. No. and also can view the contract by clicking on Contract
Registration No.
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5.2.1.5.2.2Extension

5.2.1.5.2.2.1 Approve
This link enables designated authority to approve/reject/ sent the extended record for correction. To
perform these action, follow the below mention steps:

1. Select MIS> Apprenticeship>Training>Novation/extension/Termination>Approve.
2. Enter the required details as Establishment Reg. No., Contract Reg. No., Apprentice Reg. No.,

and select action Type as Extension.
3. Click on Search to search the record or click on Clear to clear the entered data. If user will click

on Search, the list of apprentice will be display as shown in below screenshot:

Figure: Extension Approve

—.& Welcome, District Advisar Central

Menu Approval of Novation/Extension/Termination of Apprenticeship Training Contract

ARA - Delhi Central | OPTIONS -

= wms Search Criteria ¥

[= APPRENTICESHIP On Search -
1. Movation - Apprentice records whose request is created by Apprentice current Establishment & approved by new Establishment (belongs to this business unit) which are pending for Novation

approval will display here.

All Indiz Trade Test
2. Extension/Termination - Apprentice records whose request is created by establishment (belongs to this business unit) which are pending for Extension/Termination approval will display here.

Approval Establishment Registration Mo. Contract Registration No.
[ Novation/Extension/Termina Apprentice Registration No.

Approv . .

pRreve Action Type ) Novation ® Extension ) Termination

[seorch Jcleor ]

Select Action | —-Select-- v

List of Apprentices
Stipend | Minimum

Select  Establishment Apprentice N - Contract Training Start Training End . Training New » ® (i Establishment
One Name Registration No. pprentice Name | p . gistration No. Date Date SLa= End Date | fimount Wages (in Remarks
(in INR) | INR)
Pasco India Ltd AD31600007 Abhra CRO103160700007SADL | 01/03/2016 | 01/03/2016 No 04/03/2016 | 5675.00 | 6000.00 extensian

{® 2015 Ministry of Skill Develooment And Entreoreneurshin. Govemment of India.| Server Name: MISWEB-STAGE| Halp Desk: suooort.doet@wioro.com or 0120-440-56101 Date Time: 04-03-2016 16:03:35

4. Select the record(s).
5. Select the Action type from the dropdown list:

1 Approve- It allows designated authority to approve the record. If user will click on approve, a
pop window will appear. They need to enter the password (if digital signature is present) or
upload the signed copy of contract (if digital signature is not present and contract copy will be
replaced with the new one) then enter remarks and check the declaration. Then click on Save
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to save the record or click on Close to close that window. If user will click on save the record
will be approved.

Figure: Extension approve confirmation

% NcvT MIS

Upload manually signed contract for Approval (Digital Signature not available)

Note:Existing contract will be replaced with uploaded document. Please upload valid signed contract.

Contract File Choose File | Mo file chosen * Downlead Contract Te Sign

Remarks
P

I here by confirm that I have verified amount mentioned in Minimum Wages is as per current Minimum
Wages declared by the State and stipend amount is in accordance with rules of Apprenticeship Act. *

1 Reject- It allows designated authority to reject the record, they need to enter the remarks, then
click on Save to save the record or click on Close to close that window. Once the apprentice
has been rejected, the record will be deleted.

1 Send for Correction- It allows designated authority to send the record for the correction, they
need to enter the remarks then click on Save to save the record or click on Close to close that
window and it will go to establishment for correction.

6. A confirmation message will display, Click on OK to process.

5.2.1.5.2.3Termination

5.2.1.5.2.3.1 Approve
This link enables designated authority to approve/reject/ sent the terminated record for correction. To
perform these action, follow the below mention steps:

1. Select MIS> Apprenticeship>Training>Novation/extension/Termination>Approve.
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2. Enter the required details as Establishment Reg. No., Contract Reg. No., Apprentice Reg. No.,

and select action Type as Termination.
3. Click on Search to search the record or click on Clear to clear the entered data. If user will click

on Search, the list of apprentice will be display as shown in below screenshot:

Figure: Termination approve

Welcome, District Advisor Central

ARA - Delhi Central | OPTIONS -

Menu Approval of Novation/Extension/Termination of Apprenticeship Training Contract

= MIs Search Criteria ¥

[= APPRENTICESHIP On Search -
1. Novation - Apprentice records whose request is created by Apprentice current Establishment & approved by new Establishment (belongs to this business unit] which are pending for Novation

approval will display here.

All India Trade Test
2. Extension/Termination - Apprentice records whose request is created by establishment (belongs to this business unit) which are pending for Extension/Termination approval will display here.

Approval Establishment Registration Mo. Establishment Registration No. Contract Registration Mo.
= Movation/Extension/Termina Apprentice Registration No.

Al v Acti y

pprove Action Type Movation ' Extension ‘® Termination

[Cseorch ] cleor ]

Select Action | —-Select-- v

List of Apprentices

: - - Is
53'::‘ Establishment Name Re;i';{’r':t'i'ﬂt'lﬁn_ Apprentice Name Regics‘::‘;t’ii‘: No. T'a'“";geﬂm T'E"'"E';’BE“" Termination Date Termination = Establishment Remarks
with Stipend
Pasco India Ltd AD21600041 Ashish CRZS0ZIGOTON0MIA|  01/03/2015 27/03/2016 05/03/2016 No terminate

© 2015 Ministry of Skill Development And Entrepreneurship, Government of India.| Server Name: MISWEB-STAGE]| Help Desk: support.dget@wipro.com or 0120-440-5610| Date Time: 04-03-2016 16:03:28

4. Select the record(s).
5. Select the Action type from the dropdown list:

1 Approve- It allows designated authority to approve the record.

1 Reject- It allows designated authority to reject the record and the record will display to
establishment under Application Type New. Enter the remarks, click on save to save toe
records or click on Close to close the window

1 Send for Correction- It allows designated authority to send the record for the correction and it
will go to establishment for correction.

6. A confirmation message will display, Click on OK to process.
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6. All India Trade Test

6.1 Establishment Functionality
6.1.1 All India Trade Test

6.1.1.1 Apprentice Quarterly Attendance

6.1.1.1.1 Create

This link enables Establishment user to enter the Quarterly Attendance of the apprentice (APY or Non-
APY). To enter the Quarterly attendance follow the below mention steps:

1. Select MIS> Apprenticeship>All India Trade Test>Apprentice Quarterly Attendance>
Create.
2. Enter the required details under search criteria panel.
3. Click on Search, the details of Candidate will be displayed under List of Apprentices panel as
shown in below screenshot:
Figure: Create/Edit Quarterly Attendance

MIS > Apprenticaship > Al > Apprentice Quarterly Altendancs > Create E02160700003-Thrones | OPTIONS ~

Menu

1. Using this page establishment can enter quarterly attendance of Apprentices.

2. Only those apprentice records will be shown on this page whose training end date exists between selected end date and 5 months older date than selected end date.
3. This page can be used for creation as well as editing.

End Date [ " (oosmmsvvy) Apprentice Name.

Contract Ragistration No.

Apprentice Trade

. | List of Apprentices

Contract Be ion | Apprentice Name Designated Trade Quarter Quarter Start Date | Quarter End Date |'°t3lQuarterly Attendance
CTR13 Aditi Advance Mechanic (Instruments) 20/06/2015
CTR13 Aditi vance Mechanic (Instruments) 3 20/08/2015
@ Tesining CIR13 Aditi = Mechanic (Instruments) 4 30/12/2015
W CENTRAL MIS CTR13 Aditi Advanc nic (Instruments) 1 21/03/2015
CTR13 Alok rdant Operstor 01/04/2015 30/06/2015
(Process)
CIR15 Alok Aduanced Attendant Operator 3 01/07/2015 30/05/2015
Process!
CTR15 Alok Advanced Attendant Operator 4 01/10/2015 30/12/2015
(Process)
CIR15 Alok Aduanced Attendant Operator 1 01/01/2015 31/03/2015 50
Process|
o it Advanced Attendant Dperator 01/04/2015 20/06/2015
(Process)
CIR11 Kirti Aduanced Attendant Operator 3 01/07/2015 30/05/2015
Process|
1l203l4

All fields marked with ™ are mandatory,
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7.

Enter the attendance under Total quarterly Attendance column.

Select the record(s).

Click on Submit to submit the details or click on Clear to clear the entered data. If user will click
on Submit, captured attendance of apprentice will be saved and a confirmation will be displayed.
Click on Ok.

6.1.1.2 AITT Application for New Candidate

6.1.1.2.1 Create Application

This link enables Establishment user to create AITT application for new candidate in which the user can
create the Fees status and Sessional Marks of candidate. To enter the fees status and sessional marks
of candidate, follow the below mention steps:

1.

Select MIS> Apprenticeship>All India Trade Test>AITT Application for New Candidate>
Create Application.

Enter the Contract Registration no. whose application need to create under Candidate details
panel.

Click on Get Data, the existing data of that candidate will display in greyed textbox and will be

non-editable as displayed in below screen:
Figure: Create AITT application
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