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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. 

2. Establishment Create, Edit & Delete Course details. 

3. Establishment Approve or Reject application for Apprenticeship. 

4. Establishment view and Edit Apprentice Profile. 

5. Establishment Register apprentice under APY Scheme. 

6. Establishment Create and Edit APY Claim. 

7. Establishment can create and edit the AITT application for new and failed candidate. 

8. Establishment can capture the attendance of candidate. 

9. Establishment can print hall ticket, mark sheet and NAC certificate. 

10. Establishment can apply or edit apprentice for novation/extension/ termination  

11. 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 authority update the Apprentice’s Bank Details 

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. 

20. Approval authority can Approve, Sent for Correction and reject apprentice’s record for 

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 

 

1. This guide uses the following conventions: 

2. Fields which have * sign at the end indicates that it is mandatory. 

3. Success messages are displayed in green boxes. 

4. Instructions are mentioned under “Before Proceeding please ensure” point wise. 
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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

EstablishmentApprentice NCVTMIS Portal RDAT/SAA

RDAT will approve

5. On MIS 
Portal Search 
Establishment 

& Apply  for  
Apprenticeship

Candidate request 
would go to 

Establishment on their 
MIS ID

5.1 Search Establishment & vacancy

Will do scrutiny and 
assessment

5.2 Apply  for  Apprenticeship5.3 Send Offer

5.4 Candidate attach signature & accept Offer Approve 
Apprenticeship request 

along with Training 
start, End Date & 
Stipend amount

Concern RDAT/SAA 
would check details & 

approve (within 30 
days).If not approve in 
30 days on 31st day  it 

would be Auto 
approve.

5.5 Request forwarded to concern RDAT/SAA

Email of Apprenticeship Contract

Email of Apprenticeship Contract

5. Init iate 
request for any 
apprentice to 
cover under 
APY Scheme

6.1 Process through MIS Internal ID

End 6.2 Emai l of APY Sanction O rder

6.2 Emai l of APY Sanction O rder

4. Register on 
MIS portal

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

Apply

Start

System would register 
Establishment & Send 

Activation Link  on 
registered Email  ID

1. Apply  on 
MIS Portal for  
Establishment 
Registration

Apply

2. Activate Estb. 
through Activation 

Link and get 
password by email.

3. In MIS 
Update 

Available 
Apprentice 

Trade Course 
details along 
with Seats.

Course Details will 
get updated in 

System & can be 
viewed on public 
portal along with 
available seat(s) 

details.
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Process Description 

 

  

1. Establishment need to register themselves on Public Portal under Establishment Registration 

option for Apprenticeship and the Establishment details will be saved into MIS Database. 

2. After registration process, Establishment will receive an activation link on their registered Email 

ID along with Activation Link. 

3. 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. 

4. 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. 

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

will reflect in public portal. 

6. Apprentice will apply from public portal and it’ll reflect in Establishment’s MIS ID and 

Establishment will approve the same as per the available vacancies (refer section 5.1.1.3) 

7. After candidate Scrutining (offline) Establishment will send Offer and a mail will be triggered to 

apprentice’s registered email ID.  

8. For sending offer Establishment would specify Training Start Date, training End date and 

Stipend amount in system. 

9. Apprentice will upload their Signature to accept the Offer online. 

10. After Candidate acceptance offer will reach to Establishment MIS ID for approval and a contract 

will be generated by System. 

11. 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). 

12. Once Approval authority will approve it, system generated contract will be generated (refer 

section 5.2.1.5). 

13.  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 

14. 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 All india 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 Approval authority will approve the application, it’ll reflect in Establishment profile. 

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. Establishment and Approval authority both can print the hall ticket of candidate(s) 

8. 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. 
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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

 
 

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 

https://ncvtmis.gov.in/
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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

 
 

Once user will click on ‘Login’, the user will redirect to NCVT MIS login page. 

 

 

4.3 Login Page 

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

Registered Establishments & Approval authority’s. This page also has links to recover the password if 

forgot. Login Page for the MIS is as follows: 
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Figure: Login Page

 
 

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, a message ‘Invalid password, please check…!’ would be displayed. 

On ten unsuccessful login attempts in a row, the user’s account would be locked and a message 

‘Your account is locked due to 10 unsuccessful login attempts, please contact System 

Administrator.’ would be displayed. 

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

 

 

Clicking on ‘Continue the session’, terminates the session for the first user. Clicking ‘Cancel’ 

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

 
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, user’s password is sent on the e-

mail ID 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. 
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Figure: Hint questions

 
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. 

3. Click on ‘Submit’ to save the Hint Question and Answer. 

4. User is redirected to change his password. On changing Password, user can access modules 

of MIS application. 

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 
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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 

5.1.1.1.1.1 Edit 

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. Click on ‘Save’ to save the details or click on ‘Cancel’ to cancel the changes. 
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Figure- Establishment Edit Profile (i)

 
 

Figure- Establishment Edit Profile (ii)
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4. If user will select Save, the details will be updated successfully and display a confirmation 

message and click on ‘OK’ 

 

5.1.1.2 Course  

5.1.1.2.1 Course details 

5.1.1.2.1.1 Create 

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. 

3) If user will select trade as ‘Approval’, then user need to enter the required details as Trade name, 

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) If user will select trade as ‘Optional’, then user need to enter the required details as Sector (under 

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) Click on ‘Add’ to add the trade in to the establishment or click on ‘Clear’ to clear the entered details. 

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 

 
 

Figure- Create Course-Optional Trade 
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5.1.1.2.1.2 Edit 

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) Click on ‘Edit’ to 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 
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Figure- Edit Course-Optional Trade 

 
 

 

5) Click on ‘Save’ to update the changes or click on ‘Clear’ to clear the data. 

6) If user will select Save, the details will be updated successfully and will get a confirmation message. 

Click on ‘OK’. 

 

5.1.1.2.1.3 Delete 

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) Click on ‘Delete’ to delete the details of the trade. 

4) A confirmation message will display, click on ‘Ok’ to delete the trade or click on ‘Cancel’ to cancel 

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 

 
 

 

Figure- Delete Course-Optional Trade 
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5.1.1.3 Training 

5.1.1.3.1 Approval 

5.1.1.3.1.1 Queue 

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) Click on ‘Search’ to search the apprentice or click on ‘Cancel’ to cancel the search. 

 

 

Figure- Search Apprentice
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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. 

 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
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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. 

 

 

 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. 

 

 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. 

 

 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) 
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Figure-View Apprentice Details: Approve/Reject/Sent for Correction

 
 

 

Note:  

 If the application is applied by apprentice then for the first time establishment can 
Offer/Reject it and establishment need to enter Training Start date/ End date and Stipend 
amount (it includes column as Year, Stipend Amount and Minimum Wages as on current 
date). 

 Once it has been offered by Establishment, it will go to apprentice for the acceptance and to 
upload the self-signature and apprentice will send it back to Establishment. 

 At last Establishment can Approve, Reject or Sent it of correction to the apprentice. 

 Once it has been approved by Establishment, it’ll go to the concern approval authority 
(RDAT/SAA/CAA). 

 

Note: If Trade type is Optional Trade then Contract will not go ahead to any approval authority for 
approval. It will be finalize after Establishment Approval. 

 

 

 

5.1.1.3.1.2 View 
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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
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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 establishment’s user to apply apprentice for novation. To apply 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 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)
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Figure: Novation Apply (ii)

 
 

 

4. Select the apprentice, and enter the New Establishment Registration No. (If user didn’t know the 

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 editing will be 

disabled for the current establishment. 

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

 

 

 
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. 
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5.1.1.3.2.1.2 Approve 

This link enables establishment’s user to approve apprentice for novation which is applied by another 

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. 

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: 

 

Figure: Approve by Establishment

 
 

4. Select the record(s). 

5. Select the Action type from the dropdown list: 

 

 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

 
 

 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. 

 

 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 establishment’s user to edit apprentice record for novation, it can be either send by 

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

 
 

 

4. Update the New Establishment Registration No. (If user didn’t know the 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, 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. 

 

5.1.1.3.2.2 Extension 

5.1.1.3.2.2.1 Apply 

This link enables establishment’s user to apply apprentice for extension. To apply for extension, follow 

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

 

 

4. Check ‘Is break’ column (if apprentice have any break during apprenticeship training), enter 

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 link enables establishment’s user to edit apprentice record for extension. To edit it for extension, 

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

 
 

 

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. 
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5.1.1.3.2.3 Termination 

5.1.1.3.2.3.1 Apply 

This link enables establishment’s user to apply apprentice for termination. To apply for termination, 

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 

Termination and Application Type as New. 

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 Apply

 
4. Enter Termination date, check ‘Is termination with stipend’ column (if required) 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 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. 
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5.1.1.3.2.3.2 Edit 

This link enables establishment’s user to edit apprentice record for termination. To edit it for termination, 

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

 
 

 

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 

5.1.1.4.1.1 Edit 

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) Click on ‘Search’ to search the apprentice details as per the search criteria or click on ‘Cancel’ to 

cancel the search. The details will be displayed as per the search criteria.  

Figure- Edit Apprentice Profile

 
 

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) Click on ‘Update’ to update the changes or click on Close to close the edit window. 
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Figure-Edit Apprentice Profile 

 
 

 

Note: The Edit link will be enable if the apprentice satisfies the below condition: 

 The Apprentice Status should be Processed 

 The End date of training should be future date. 

 

 

5.1.1.4.1.2 View 

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) Click on ‘Search’ to search the apprentice details as per the search criteria or click on ‘Cancel’ to 

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.) 

 

 

Figure-View Apprentice List 
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Figure-View Apprentice Profile 

 
 

 

 

5.1.1.4.2 Enrollment 

5.1.1.4.2.1 APY 

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

 
 

 

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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Figure- Edit Non APY Bank details

 
 

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 enrollment. 

 

  

 

 

 

 

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 
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Figure-Attendance Proof Template 

 
 

 

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 

 
 

 

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 

 
 

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 authority can create ‘new’ advertisements, edit existing 

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
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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

 

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

 

 

 

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):  

 Advertisement title: It will display the title of the advertisement. 

 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 

 Attachments: Under this tab, three details will display 

 S.no: It will display the serial no. of the attached documents 

 File name: It will display the name of the attachment file. Click on the link available in 

this column to download the attachments. 

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

 

Figure-View Advertisement

 
 

 

5.2.1.2 Establishment 

5.2.1.2.1 Profile 

5.2.1.2.1.1 View 
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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

 
 

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

 
 

5.2.1.2.1.2 Upload 

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

 
 

6) If the file is uploaded successfully, then it’ll reflect under View Apprentice File Status. 

 

Note:  
1. In template, the combination of Registration Type and Registration No. should be different 

every time. 
2. In template, AP Contact Email ID should be unique. 

 

 

5.2.1.2.1.3 View Establishment File Status 

This link enables approval authority User’s to view the file status of uploaded Establishment’s. To view 

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

 
 

 

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:  

 Approved- If claim has been approved, can be viewed in Approved status 

 Rejected-  If claim has been rejected, can be viewed in Rejected status 

 Correction Required- If claim has been sent for correction, it will reflecting Edit screen of 

that Establishment. 

 

 

Figure-Approve Claim

 
 

 

Note:  

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

 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 

5.2.1.3.2.1 Upload 

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

 
 

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. 

 Approved- If apprentice is approve, the contract will be generated. 

 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 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 enrollment. 
 

 

 

5.2.1.4.1.2 Update Bank Details 

This Link enables approval authority users to update the bank details of apprentice’s. To update the 

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

 
 

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. 

 

5.2.1.4.1.3 Upload 

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

 
 

6) If the file is uploaded successfully, then it’ll reflect under View Apprentice File Status 

5.2.1.4.1.4 View Apprentice File Status 

This link enables approval authority User’s to view the file status of uploaded Apprentice’s. To view the 

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 

 
 

 

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 

 

 

 

5.2.1.5 Training 

5.2.1.5.1 Approval 

5.2.1.5.1.1 Queue 

This link enables approval authority’s user 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 reflect in approval authority’s profile. Approval authority user can Process, Reject 
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and also can Resend for correction the apprentice. The approval authority will be as per the below 

matrix: 

 

Figure: Contract Approval Matrix

 
 

 

 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: 

 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 

authority’s digital signature is not available) or to Enter the Certificate password (If the 

approval authority’s digital signature is available), click on Save and the record will be 

updated (refer below image) 
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Figure-Search Apprentice Application via approval authority 

 
 

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
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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 

 
 

 

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

Establishment for the correction  

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

 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
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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 

 
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. 

 

5.2.1.5.1.2 View 

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. 

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 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) 
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Figure-View Apprentice list

 
 

5. 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
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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 

 
4. Select the record(s). 

5. Select the Action type from the dropdown list: 

 

 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

 
 

 

 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. 

 

 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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5.2.1.5.2.2 Extension  

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

 
4. Select the record(s). 

5. Select the Action type from the dropdown list: 

 

 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

 
 

 

 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. 

 

 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. 

 

 

5.2.1.5.2.3 Termination 

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

 
 

4. Select the record(s). 

5. Select the Action type from the dropdown list: 

 

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

 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  

 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

 
 

1. Note:  
1. 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. 
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2. If the hall ticket has been  generated of any candidate, the attendance field will be disabled for that 
candidate  

 

4. Enter the attendance under Total quarterly Attendance column. 

5. Select the record(s). 

6. 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. 

7. 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. 

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

panel. 

3. 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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Note: Date sheet should be created and approved by NPIU 

4. Enter the required details as Fees status under the Candidate details panel and Sessional Marks 

as per the mentioned subject under Sessional Marks Details. If the candidate is Non-APY, the 

establishment should check the Force training Eligibility Field under Attendance details panel. 

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

Establishment will click on Submit, the application will go to Approval Authority for approval. 

 

6.1.1.2.2 Edit Application 

This link enables Establishment user to edit AITT application for new candidate in which the user can 

update the Fees status and Sessional Marks of candidate. To update 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> 

Edit Application. 

2. Enter the details to search the candidate for editing under Search Criteria panel. 

3. Click on Search to search the details or click on Cancel to cancel the search. If user will click on 

search, the list of candidates will be displayed under List of AITT applicants as displayed in 

below screen: 

Figure: Search AITT application for new candidate
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4. Click on Edit link under Edit column. 

5. Update the Fees status and enter the Edit Remarks under Candidate details panel and can also 

update the sessional marks of candidate under Sessional Marks details panel as displayed in 

below screen: 

 

Figure: Edit AITT application for new candidate

 

 

6. Click on Submit to update the data or click on Close to close the screen, if user will click on 

Submit, a confirmation message will display. 

7. Click on Ok and the updated record will go to Approval Authority for approval. 

 

 

Note: Once the hall ticket has been processed, the candidates will not appear under edit options. 

 

6.1.1.3 Hall Ticket 

6.1.1.3.1 Print 

This link enables user to print the generated hall ticket of candidate(s). To print the hall ticket follow the 

below mention steps: 

1. Select MIS> Apprenticeship>All India Trade Test>Hall Ticket> Print. 
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2. Select the print Option either Single Print or Batch Print.  

3. Click on Submit to submit the details or click on Clear to clear the selected data.  

4. Single Print- If user will select the single print and click on submit, it will redirect to another 

screen. 

a) Enter the required details under Search criteria panel 

b) Click on Search to search the details or click on Back to go back to previous screen. If user 

will select on Search, the list of candidate will be displayed under Details of Apprentice panel 

as shown in below screenshot: 

 

Figure: Print Hall ticket-Single print 

 
 

c) Select the record. 

d) Click on Print to print the hall ticket of selected record or click on Clear to clear the selection. 

If user select Print, a pop-up window will appear and a file of hall ticket will be downloaded 

and afterwards user can print those downloaded hall ticket. 

 

5. Batch Print- If user will select the batch print and click on submit, it will redirect to another screen. 

a) Enter the required details under Print Hall ticket panel 

b) Click on Search to search the details or click on Back to go back to previous screen. If user 

will select on Search, the list of candidate will be displayed under Details of Apprentice panel 

as shown in below screenshot: 
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Figure: Print hall ticket- Batch Print 

 
 

c) Select the record(s). 

d) Click on given options: 

 Print All: This option enables user to print all the hall ticket of candidates who are 

displaying in that page (there is no need to select the record) 

 Print: This link enables user to print the selected hall ticket of the candidate(s) 

 Clear: This link enables user to clear the selection 

e) If user will select either print all or print, a pop-up window will appear and a file of hall ticket 

will be downloaded and afterwards user can print those downloaded hall ticket. 

 

6.1.1.4 Apprentice Mark sheet 

6.1.1.4.1 Print 

This link enables user to print the generated mark sheet of candidate(s). To print the mark sheet follow 

the below mention steps: 

1. Select MIS> Apprenticeship>All India Trade Test>Apprentice Mark sheet> Print. 

2. Select the print Option either Single Print or Batch Print.  

3. Click on Submit to submit the details or click on Clear to clear the selected data.  
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4. Single Print- If user will select the single print and click on submit, it will redirect to another 

screen as displayed in below screenshot:    

Figure: Print mark sheet-Search

 
 

a) Enter the Registration No. of candidate under Search criteria panel 

b) Click on Search to search the details or click on Back to go back to previous screen or click 

on Clear to clear the entered data. If user will select on Search, the candidate will be 

displayed under Details of Apprentice panel as shown in below screenshot: 
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Figure: Print mark sheet-Single print 

 
 

c) Select the record. 

d) Click on Print to print the mark sheet of selected record, a pop-up window will appear and a 

file of mark sheet will be downloaded and afterwards user can print those downloaded marks 

sheet of candidate. 

 

5. Batch Print- If user will select the batch print and click on submit, it will redirect to another 

screen. 

a) Enter the required details under Print Mark sheet panel 

b) Click on Search to search the details or click on Back to go back to previous screen or click 

on Clear to clear the entered data. If user will select on Search, the list of candidate will be 

displayed under Details of Apprentice panel as shown in below screenshot: 
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Figure: Print Mark sheet-Batch Print

 
 

c) Select the record(s). 

d) Click on given options: 

 Print All: This option enables user to print all the mark sheet of candidates who are 

displaying in that page (there is no need to select the record) 

 Print: This link enables user to print the selected Mark sheet of the candidate(s) 

f) If user will select either print all or print, a pop-up window will appear and a file of mark sheet 

will be downloaded and afterwards user can print those downloaded mark sheet. 

 

6.1.1.5 NAC Certificate 

6.1.1.5.1 Print 

This link enables user to print the generated NAC certificate of candidate(s). To print the NAC certificate 

follow the below mention steps: 

 

1. Select MIS> Apprenticeship>All India Trade Test>NAC Certificate> Print. 

2. Select the print Option either Single Print or Batch Print.  

3. Click on Submit to submit the details or click on Clear to clear the selected data.  
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4. Single Print- If user will select the single print and click on submit, it will redirect to another 

screen. 

a) Enter the Registration No. of candidate under Search criteria panel 

b) Click on Search to search the details or click on Back to go back to previous screen or click 

on Clear to clear the entered data. If user will select on Search, the candidate will be 

displayed under Details of Apprentice panel as displayed in below screenshot: 

 

Figure: Print NAC Certificate-Single print

 
c) Select the record. 

d) Click on Print to print the NAC certificate of selected record, a pop-up window will appear 

and a file of NAC certificate will be downloaded and afterwards user can print those 

downloaded NAC certificate of candidate. 

 

6. Batch Print- If user will select the batch print and click on submit, it will redirect to another screen. 

a) Enter the required details under Print NAC certificate panel 

b) Click on Search to search the details or click on Back to go back to previous screen or click 

on Clear to clear the entered data. If user will select on Search, the list of candidate will be 

displayed under Details of Apprentice panel as displayed in below screenshot: 
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Figure: Print NAC certificate-Batch Print

 
c) Select the record(s). 

d) Click on given options: 

 Print All: This option enables user to print all the NAC certificate of candidates who 

are displaying in that page (there is no need to select the record) 

 Print: This link enables user to print the selected NAC certificate of the candidate(s) 

g) If user will select either print all or print, a pop-up window will appear and a file of NAC 

certificate will be downloaded and afterwards user can print those downloaded NAC 

certificate. 

 

6.1.1.6 AITT Application for Failure Candidate 

6.1.1.6.1 Create 

This link enables Establishment user to create the application for those students who were failed in 

Exams. To Create the application for failed candidate(s), follow the below mention steps: 

 

1. Select MIS> Apprenticeship>All India Trade Test>AITT Application for Failure Candidate> 

Create Application. 

2. Enter the required details to search under Search criteria panel. 
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3. Click on Search to search the candidate(s) or click in Cancel to cancel the search. If user will 

click Search, the details of candidate will display under Candidate List panel as displayed in 

below screenshot:  

 

Figure: Search AITT application for failed candidate

 

 

4. Click on icon  under Apply for AITT Exam panel, a new pop-up window will appear. 

5. Enter the Exam Fees status under Candidate Details panel as displayed in below screenshot: 

Figure: Create AITT application for failed candidate
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6. Click on Submit to submit the application or click on close to close that window. If user will click 

on Submit, a confirmation message will display. 

7. Click on Ok and that application will go to Approval authority for approval. 

 

6.1.1.6.2 Edit 

This link enables Establishment user to edit the application for those students who were failed in Exams. 

To Edit the application for failed candidate(s), follow the below mention steps: 

 

1. Select MIS> Apprenticeship>All India Trade Test>AITT Application for Failure Candidate> 

Edit Application. 

2. Enter the required details to search under Search criteria panel. 

3. Click on Search to search the candidate(s) or click in Cancel to cancel the search. If user will 

click Search, the details of candidate will display under List of AITT Applicants panel as 

displayed in below screenshot: 

 

 

Figure: Edit AITT application for failed candidate 

 

 

4. Click on Edit icon, a pop- window will appear with the candidate details and Establishment will 

update the candidate details 

5. Click on Submit to save the updated details or click on Close to close that window. If User will 

click on Submit that application will go to Approval authority for approval. 
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6.2 Approval Authority Functionality (RDAT/SAA/CAA Functionality) 

6.2.1 All India Trade Test 

6.2.1.1 AITT Application for new Candidate 

6.2.1.1.1 Approve Application 

This link enables Approval Authority to approve the AITT application for candidate(s). To approve the 

candidate’s application, follow the below mention steps: 

 

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

Approve Application. 

2. Enter the details of candidate under Search Criteria panel. 

3. Click on Search to search the details or click on Cancel to cancel the search. If user will click 

on search, the list of candidates will be displayed under List of AITT applicants as shown in 

below screenshot: 

 

Figure: Approve AITT Application 

 
 

4. Select the record(s) 

5. Select the Approval Status for the application and enter remarks. 
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 Approve- To approve the application of Candidate 

 Sent For Correction- To send the application for correction and the application will display 

to Establishment for correction 

 Reject- To reject the application of Candidate. 

6. Click on Submit. If user will click on Submit, a confirmation message will display. 

7. Click on OK to submit the application or click on Cancel to cancel the changes. If user will click 

on OK a confirmation message will display stating the Record has been saved successfully and 

click on OK. 

 

6.2.1.2 Exam center Mapping 

6.2.1.2.1 Upload 

This link enables user to upload the marks of candidate(s). To upload the marks of candidate(s) follow 

the below mention steps: 

 

1. Select MIS> Apprenticeship>All India Trade Test>Exam Center Mapping> Upload 

2. Enter the required details under Upload exam center mapping panel as displayed in below 

screen 

 

Figure: Upload Exam center Mapping
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3. Browse the file and click on Upload to upload the exam center Mapping. Once user will click 

on upload the file be uploaded and record status will be displayed. 

 

Note: 
1. User can download the template of exam Center mapping by selecting Download Template 

link. 
2. User can download the existing exam center mapping by selecting Download Existing 

Mapping Template link. 

 

6.2.1.3 Hall ticket 

6.2.1.3.1 Print 

This link enables user to print the generated hall ticket of candidate(s). To print the hall ticket follow the 

below mention steps: 

1. Select MIS> Apprenticeship>All India Trade Test>Hall Ticket> Print. 

2. Select the print Option either Single Print or Batch Print.  

3. Click on Submit to submit the details or click on Clear to clear the selected data.  

4. Single Print- If user will select the single print and click on submit, it will redirect to another 

screen.    

a) Enter the required details under Search criteria panel 

b) Click on Search to search the details or click on Back to go back to previous screen. If user 

will select on Search, the list of candidate will be displayed under Details of Apprentice panel 

as displayed in below screenshot: 
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Figure: Print Hall ticket-Single print 

 
 

 

c) Select the record. 

d) Click on Print to print the hall ticket of selected record or click on Clear to clear the selection. 

If user select Print, a pop-up window will appear and a file of hall ticket will be downloaded 

and afterwards user can print those downloaded hall ticket. 

 

5. Batch Print- If user will select the batch print and click on submit, it will redirect to another 

screen 

 

a) Enter the required details under Print Hall ticket panel 

b) Click on Search to search the details or click on Back to go back to previous screen. If user 

will select on Search, the list of candidate will be displayed under Details of Apprentice panel 

as shown in below screenshot: 
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Figure: Print Hall ticket-Batch print 

 
 

 

c) Select the record(s). 

d) Click on given options: 

 Print All: This option enables user to print all the hall ticket of candidates who are 

displaying in that page (there is no need to select the record) 

 Print: This link enables user to print the selected hall ticket of the candidate(s) 

 Clear: This link enables user to clear the selection 

e) If user will select either print all or print, a pop-up window will appear and a file of hall ticket 

will be downloaded and afterwards user can print those downloaded hall ticket. 

6.2.1.4 Apprentice Marks Upload 

6.2.1.4.1 Upload 

This link enables Approval authority to upload the examination marks of candidate(s). To upload the 

marks of candidates follow the below mention steps: 

 

1. Select MIS> Apprenticeship>All India Trade Test>Apprentice Marks Upload> Upload. 
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2. Enter the required details under Upload Candidate Marks Details panel as Exam type, trade 

type, Examination Session, paper, select the Excel file of marks which need to be upload, and 

enter remarks as displayed in below screenshot: 

 

 

Figure: Apprentice Marks Upload

 
3. Click on Upload, once user will click on Upload the processed/rejection summary of records will 

be displayed if any record will be rejected the reason of rejection will also display as shown in 

below screenshot: 
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Figure: Apprentice marks Upload message

 
 

Note: 
User can download the template of Marks Upload by selecting Download Template link. 

 

 

 

 

 

6.2.1.5 Apprentice Mark sheet 

6.2.1.5.1 Print 

This link enables user to print the generated mark sheet of candidate(s). To print the mark sheet follow 

the below mention steps: 

1. Select MIS> Apprenticeship>All India Trade Test>Apprentice Mark sheet> Print. 

2. Select the print Option either Single Print or Batch Print.  

3. Click on Submit to submit the details or click on Clear to clear the selected data.  

4. Single Print- If user will select the single print and click on submit, it will redirect to another 

screen. 

a) Enter the required details under Search criteria panel 
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b) Click on Search to search the details or click on Back to go back to previous screen or click 

on Clear to clear the entered data. If user will select on Search, the candidate will be 

displayed under Details of Apprentice panel as shown in below screenshot: 

 

Figure: Print mark sheet- Single print 

 
c) Select the record. 

d) Click on Print to print the mark sheet of selected record, a pop-up window will appear and a 

file of mark sheet will be downloaded and afterwards user can print those downloaded marks 

sheet of candidate. 

 

 

5. Batch Print- If user will select the batch print and click on submit, it will redirect to another screen. 

a) Enter the required details under Print Mark sheet panel. 

b) Click on Search to search the details or click on Back to go back to previous screen or click 

on Clear to clear the entered data. If user will select on Search, the list of candidate will be 

displayed under Details of Apprentice panel as shown in below screenshot: 
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Figure: Print mark sheet- Batch print 

 
c) Select the record(s). 

d) Click on given options: 

 Print All: This option enables user to print all the mark sheet of candidates who are 

displaying in that page (there is no need to select the record) 

 Print: This link enables user to print the selected Mark sheet of the candidate(s) 

e) If user will select either print all or print, a pop-up window will appear and a file of mark sheet 

will be downloaded and afterwards user can print those downloaded mark sheet. 

 

 

 

 

6.2.1.6 NAC certificate 

6.2.1.6.1 Print 

 

This link enables user to print the generated NAC certificate of candidate(s). To print the NAC certificate 

follow the below mention steps: 

1. Select MIS> Apprenticeship>All India Trade Test>NAC Certificate> Print. 

2. Select the print Option either Single Print or Batch Print.  
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3. Click on Submit to submit the details or click on Clear to clear the selected data.  

4. Single Print- If user will select the single print and click on submit, it will redirect to another 

screen. 

 

 

 

 

a) Enter the required details under Search criteria panel 

b) Click on Search to search the details or click on Back to go back to previous screen or click 

on Clear to clear the entered data. If user will select on Search, the candidate will be 

displayed under Details of Apprentice panel as shown in below screenshot: 

 

 

Figure: Print NAC certificate- Single print 

 
c) Select the record. 

d) Click on Print to print the NAC certificate of selected record, a pop-up window will appear 

and a file of NAC certificate will be downloaded and afterwards user can print those 

downloaded NAC certificate of candidate. 
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5. Batch Print- If user will select the batch print and click on submit, it will redirect to another 

screen. 

 

a) Enter the required details under Print NAC certificate panel 

b) Click on Search to search the details or click on Back to go back to previous screen or click 

on Clear to clear the entered data. If user will select on Search, the list of candidate will be 

displayed under Details of Apprentice panel as shown in below screenshot: 

 

 

 

Figure: Print NAC certificate- Batch print 

 
c) Select the record(s). 

d) Click on given options: 

 Print All: This option enables user to print all the NAC certificate of candidates who 

are displaying in that page (there is no need to select the record) 

 Print: This link enables user to print the selected NAC certificate of the candidate(s) 

e) If user will select either print all or print, a pop-up window will appear and a file of NAC 

certificate will be downloaded and afterwards user can print those downloaded NAC 

certificate. 



 

 

User Manual – Apprentice 

 

 

Ver1.02                                                          USER MANUAL – MIS APPRENTICE          Page 94 of 103 
 

 
 

6.2.1.7 AITT Application for Failure Candidate 

6.2.1.7.1 Approve Application 

This link enables Approval Authority to approve/reject/sent that application for correction. To 

approve/reject/sent that application for correction, follow the below mention steps: 

 

1. Select MIS> Apprenticeship>All India Trade Test>AITT Application for Failure Candidate> 

Approve Application. 

2. Enter the required details to search under Search criteria panel. 

3. Click on Search to search the candidate(s) or click in Cancel to cancel the search. If user will 

click on Search, the details of candidate will display under List of AITT Applicants panel as 

shown in below screen: 

 

 

 

 

Figure: Approve AITT application for failed candidate

 
 

 

 

4. Select the record(s). 
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5. Select the Approval Status for the application and enter remarks. 

 Approve- To approve the application of Candidate 

 Sent For Correction- To send the application for correction and the application will display 

to Establishment for correction 

 Reject- To reject the application of Candidate. 

6. Click on Submit. If user will click on Submit, a confirmation message will display. 

7. Click on OK to submit the application or click on Cancel to cancel the changes. If user will click 

on OK a confirmation message will display stating the Record has been saved successfully and 

click on OK. 

 

 

 

 

 

7. Central MIS Reports 
CENTRAL MIS module facilitates generation of MIS related Reports pertaining to the modules of 

MIS application i.e. RDAT, Establishment. 

7.1 Fixed Format Report 
This module enables users to generate the reports which have fixed format and data for the report 

to be fetched from MIS database. Report will be generated on the basis of filter criterions on the 

columns of the report. 

7.1.1 Sanction Order 
       Displays all the system generated sanction orders in the MIS portal, 

1. Go to > MIS > Central MIS > Fixed Format Report > Sanction Order 

2. User can enter the search criteria in the following fields : 

a. Apprentice Registration No  

b. Establishment Registration No 

c. State 

d. Establishment 

3. Click on View Report.  

4. The report will get displayed, refer below screen 
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Figure- Sanction Order Report

 
5. User will have the following options in the Sanction Order report , 

Option Description 

 

Displays the current page of the report and enables users to 

browse between multiple pages by using navigation arrows. 

 

Enables users to find text in the report. 

 

Enables users to export the report in the following formats: 

 XML File with Report data 

 CSV (Comma Delimited) 

 PDF 

 MHTML (Web Archive) 

 Excel 

 TIFF File 

 Word 

 

Enables users to refresh the report 
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Enables users to go to Parent Report 

7.1.2 Claim Summary Report 
Displays the summary of approved/rejected/send for correction/pending claims of each    

Establishment. 

1. Go to > MIS > Central MIS > Fixed Format Report > Claim Summary Report 

2. User can enter the search criteria in the following fields : 

a. Start Date 

b. End Date 

c. Status 

d. State 

e. Establishment 

3. Click on View Report.  

4. The report will get displayed, refer below screen  

Figure- Claim Summary Report
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5. User will be able to view the report generation date and time at the left most corner of the 

page. 

6. The following options will be available in the report , 

 

Option Description 

 

Displays the current page of the report and enables users to 

browse between multiple pages. 

 

Enables users to find text in the report. 

 

Enables users to export the report in the following formats: 

 XML File with Report data 

 CSV (Comma Delimited) 

 PDF 

 MHTML (Web Archive) 

 Excel 

 TIFF File 

 Word 

 

Enables users to refresh the report 

 

Enables users to go to Parent Report 

 

7.1.3 PAO 
 Displays the PAO report according to the search criteria given by the user. 

1. Go to > MIS > Central MIS > Fixed Format Report > PAO Report. 

2. User can enter the search criteria in the following fields: 

a. Start Date 

b. End Date 

c. Region 

3. Click on View Report.  

4. The report will get displayed, refer below screen: 



 

 

User Manual – Apprentice 

 

 

Ver1.02                                                          USER MANUAL – MIS APPRENTICE          Page 99 of 103 
 

 
 

Figure- PAO report

 
 

5. User will be having the following options in the report. 

Option Description 

 

Displays the current page of the report and enables users to 

browse between multiple pages. 

 

Enables users to find text in the report. 

 

Enables users to export the report in the following formats: 

 XML File with Report data 

 CSV (Comma Delimited) 

 PDF 

 MHTML (Web Archive) 

 Excel 

 TIFF File 

 Word 
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Enables users to refresh the report 

 

Enables users to go to Parent Report 

 

7.1.4 List of Establishments 
        Displays the list of Establishment according to the search criteria given by the user.  

Follow the below steps to generate the report. 

1. Go to > MIS > Central MIS > Fixed Format Report > List of Establishment. 

2. User can enter the search criteria in the following fields: 

a. Start Date* 

b. End Date* 

c. State* 

d. Status* 

3. Click on View Report.  

4. The report will get displayed, refer below screen: 

 

Figure- List of Establishment report

 
 

5. User will be having the following options in the report. 



 

 

User Manual – Apprentice 

 

 

Ver1.02                                                          USER MANUAL – MIS APPRENTICE          Page 101 of 103 
 

 
 

 

Option Description 

 

Displays the current page of the report and enables users to 

browse between multiple pages. 

 

Enables users to find text in the report. 

 

Enables users to export the report in the following formats: 

 XML File with Report data 

 CSV (Comma Delimited) 

 PDF 

 MHTML (Web Archive) 

 Excel 

 TIFF File 

 Word 

 

Enables users to refresh the report 

 

Enables users to go to Parent Report 

 

7.1.5 Claim Payment Report. 
RDAT will be able to view claim payment report according to the search criteria given by the user.        

Follow the steps to generate the report, 

1. Go to > MIS > Central MIS > Fixed Format Report > Claim Payment Report. 

2. User can enter the search criteria in the following fields: 

a. From Date* 

b. To Date* 

3. Click on View Report.  

4. The report will get displayed, refer below screen: 
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Figure- Claim Summary Report

 
 

5. User will be having the following options in the report. 

Option Description 

 

Displays the current page of the report and enables users to 

browse between multiple pages. 

 

Enables users to find text in the report. 

 

Enables users to export the report in the following formats: 

 XML File with Report data 

 CSV (Comma Delimited) 

 PDF 

 MHTML (Web Archive) 

 Excel 

 TIFF File 

 Word 
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Enables users to refresh the report 

 

Enables users to go to Parent Report 

 

8. Help 
 

For any guidance user can Refer Help section on the extreme top right corner of MIS application in 

OPTIONS (refer below image).Through this link user can download user manual any time, number of 

times. Path to access User manual is: 

Login into MIS Application > OPTIONS > Help  

 

 

 
 


