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1. Introduction

In order to enable the colleges affiliated under The West Bengal University of Health Sciences to
registertheirstudents online, TCSiON eForms solutionhas provided the required online tool.
This manual has been written to help the applicants to understand and use the registration form
webpage of The West Bengal University of Health Sciences.

2. Steps for Online Registration Process

The online students’ registration process consists of the following steps:

STEP-I: Visitthe website of The West Bengal University of Health Sciences (http://www.wbuhs.ac.in/)
STEP-II: Click on the Online Student Registration Link.

STEP-III: The login form will be displayed as below. Please provide the following details and
mentionthe CORRECT and UPDATED mobile number (without DND) where the UserID
and Password will be sent.

OERATY o,

$7 ?‘% West Bengal University
N, ¥/ of Health Sciences

Registration

W

Personal Details

*Student Name

(As recorded in the previous Qualifying Examina tion)
*Date of Birth > *Father's Name
(DD/MM/YVYYY accor ding to Admit
Card/Pass Certificate of
M.P./Equivalent Examination)
*Mobile No. *Email ID
Course Details
) UG D PG D
*Degree - i e Course Of Stud Select-- [=]
PD
*College Name Select [+] *College 1D
*Subject Select [+] Session 2017-2018

Figure 1. Initial Login Page
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STEP-IV: Click the “Complete Registration” button as shown below:

Student Registration Form Helpdesk

The login id and password for WBUHS Registration is sent to your your registered Mobile Number .
Please didk on the button below to o the i 3 Page.
case of any issues/concern please go to the HelpDesk

Complete Registration

Student Profile Details

Contact Details

Application Sequence Number:

179D0110002

: 2017-2018

: SAJMON

: UG

: B.Sc in Critical Care Technology

: Critical Care Technology

: 9DO11

: SANJIIBAN INSTITUTE OF HEALTH SCIENCE
: 01-02-2001

: DASDAD

Email ID:

asdad@abc.com

Mobile Number:

STEP-V: Go through the Instructions and click on “I Agree” to proceed further.

d. For the candidates other than "INDIAN" nationality, "No Objection Certificate” must be submitted from Ministry of External Affairs and
Ministry of Health & Family Welfare (Govt. of India).

e. Age Proof certificate.

f. Letter of permission from the employer, if employed

g. Registration Fee of Rs. 2000/- (Rupees Two thousand). FOR CANDIDATES WHO HAVE ALREADY PAID THE REGISTRATION FEES
THROUGH OFFLINE MODE, MUST ENTER THE PAYMENT CODE NO. TO BE ISSUED BY THE PRINCIPAL, AT THE TIME OF ONLINE
SUBMISSION OF APPLICATION. CANDIDATES WHO ARE YET TO PAY THE REGISTRATION FEES, SHALL PROCEED WITH THE ONLINE
MODE OF PAYMENT.

h. Self-attested hard copies of documents mentioned in 3), c), d), e) & f) and ORIGINAL Migration Certificate/ School Leaving Certificate

have to be sent to the University through the Head of the Institution.

. Until the original Migration certificates / School Leaving certificate is received in the University, admission is considered as provisional. Final
Registration will be confirmed only after receipt of these documents.

j. NO CANDIDATE IS ALLOWED REGISTRATION IN 2 (TWO) OR MORE UNIVERSITIES OR 2(TWO) OR MORE COURSES IN THE SAME

UNIVERSITY AT THE SAME TIME. IF FOUND SO, HIS/HER REGISTRATION IS LIABLE TO BE CANCELLED ALONGWITH ADMISSION TO

THE COURSE(S).

Figure 2. Login Instructions
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STEP-VI: The Registration home page will be displayed with 4 tabs:—
a.) Check Eligibility Status
b.) Basic Details

c.) Qualifications

d.) Payment Details

Check Eligibility Status

Check Eligibility Status Basic Details Qualifications Payment Details
Check Eligibility Status
Session 2017-2018
*Degrez (@) UG Degree PG Degree PD *Course Of Study | B.Sc in Critical Care TechrE’
*Caste Category = GENERAL EI #Subject | Critical Care Technology E]
2Whether emploved to amve X N -
SERRTIET € @ Yes () No *Please upload No Objection certificate from the Employer, here,
College Status
*College Name | SANJIBAN INSTITUTE OF v | #College ID 9DO11
Higher Secondary Marks Details
Subjects Total Marks Obtained Marks Marks%o
Physics
Chemistry
Biology
Total Aggregate Marks
7‘ 1 have successfully passed all the theoretical and practical papers individually in the following subjects — Physics, Chemistry, and Biclogy.
Save & Next

Figure 3. Check Eligibility Details

Nbcl) Label Type Actions to be performed

1 Degree The Degree forwhich registration will take place will be pre-selected

2 Course of Study Thecourse of studyaccordingtothetype of degree willbe pre-selected.

3 | Subject The subject pertaining to the course of study will be pre-selected

4 Caste Category Selectthe casteanduploadthe castecertificateforthe candidatesother

than General.

5 Whether employed to| If“Yes”, then upload the No Objection certificate from the Employer.
any Organization

6 College Name The College name will also be pre-selected.

7 | College ID Accordingtothe College selected, College ID will be auto-populated.

3 Higher Secondary Forthe U.G. candidates, provide the Higher Secondary marks details and
Marks Details check the eligibility.

9 Total Aggregate Marks| Total Aggregate Marks will be auto-calculated.
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STEP-VII: Proceed to “Basic Details” and fill-up the details as shown below:
Basic Details

Check Eligibility Status 7. Basic Details 21 Qualifications | (725 Payment Details

Student Profile

=Student Name SAIMON

*Cate of 3oy 01/02/2001 “Gencer | ——Select— B
*Upicad Age Procf Cartficats here, Deffaranty Kol . NG
*Marieal St | —Sefect—

sonesiity e

*Refigion | —Select—

[ ] []

*FarearsName DASDAD

AoressUne 2 *Coury | Inda

xSate | West Bengal B oieric | —Select—

[ [

*Pin coce

* Pmrmanant Address Same As Presant Addres=? () Yes () No

Present Address

£Pin coce *Tmal 1D asdxdfabc.com

“Manie Numnes 9999995999

Cowe | sevesren

Figure 4. Basic Details

Nb(I) Label Type Actions to be performed

The correct name of the Applicant as mentioned in previous
qualifying examination will be pre-selected. For the Female

1| StudentName married candidates, Name should be filled as Maiden Name

followed by the Surname after marriage within brackets.
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2 Date of Birth

Choose the Date of Birth in DD/MM/YYYY format. This date of
birth should be same as mentioned in the Age-proof document
uploaded. This will be pre-selected.

3 Gender

Select the Gender from the list.

4 Marital Status

Select the Marital Status from the list.

5 | Differently Abled

Click Yes or No depending on whether student is
disabled/handicapped. If “Yes”, then provide the “Handicap
Card No.”

6 | Nationality

Select the “Nationality” from the list. If the nationality is
“Indian”, then provide the Aadhar No. Ifthe nationality is other
than“Indian”, then provide the Passport No. and upload the
no-objection certificate from Ministry of External Affairs and
Ministry of Health & Family Welfare.

7 | Religion

Select Religion from list. If not mentioned, select Other.

8 Mother's Name

Enter the correct Mother's Name

9 Father's Name

Father’'s Name will be pre-filled.

10 | Address Linel, 2

Enter the correct Address.

11 | City/Locality/Village

Enter the correctCity/Locality/Village

12 | Country Enter the correct Country
13 | State Enter the correct State
14 | District Enter the correct District
15 | Pincode Enter the correct Pincode

If thePermanent Addressissameas that of Present Addressclick “Yes”, otherwise “No” andfill-up

the Present Address.

16 | E-mail ID

The E-mail I1d will be pre-filled.

17 | Mobile No.

The Mobile No.willbe pre-selected. SMSwillbe senttothe
Applicant for viewing his/her Registration form after
submission.

Please providethe CORRECT mobile number as there will be notification to all the

successfully registered candidates through SMS after submission of the Registration

form.SMSoncesentwillnotberesent again so please don’tdelete.

Click Next to Move to the “Qualification” Section.

Page 7 0f22



The West Bengal University of Health Sciences — User Manual for student registration

Qualification

STEP-VIII — Provide the Previous Academic Qualification(s) details as shown below:

Check Eligibility Status Basic Details  Qualifications Payment Details

Previous Academic Qualification(s) Details(from Higher Secondary For U.G.Degree)

= Name Of Examination Board/ University Year-of Roll No. Total Marks
) Passing
- ———
z —Sedact— E]
s [=]
4 —Selact—- E
5 —Select— E]
< 1 . »
Eresk in studes (@) Yes | No
*Pleaze upicad Candidste =aif declarslion here,
*Whether presently registered in West Bengal Universily of Health Sciences? | | Yes é No
*\Whether previously regisierad o amy other Univers. @) Yes No
lame of the Bcard/Univers
*Ohick here to ugicad the sttestad copes Migration certificate (=) Ovniginal Migration carlificste(s) must D= sttach=d.

Upload Your Photo and Signature

* Te upload your ghoto and signature click here.,

[ | s

Figure 5. QualificationDetails

S| No. Label Name Actions to beperformed

1 Name of Enter the previous name of the examination qualified.
Examination

2 Board/University | Enter the name of the Board/University.

3 Year of Passing Select the correct Year of Passing from the drop-down.

4 Roll No. Enter the previous roll no.

5 Total Marks Enter the total marks.

6 Marks Obtained Enter the marks obtained

7 Marks% Marks% will be auto-calculated

8 Upload Marksheets | Marksheets and Certificates can be uploaded in a zip file.
and certificates

9 Breakin Studies If “Yes”, then upload applicant’s self-declaration
Whether registered | If“Yes”, then provide the WBUHS Registration No. If“No”, then

10 in West Bengal providethe name ofanyotheruniversityfromwherethe applicant
University of Health | hasqualified. Please select“No”ifthe applicanthas notqualified
Science from any University.
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Scroll down to upload photo and signature
Upload Photo and Signature

1) Click on ‘here’ as shown. The following screen appears.

Photograph Signature

* photograph :| Choose File | No file chosen

a) Create or scan aphotograph of dimensions 30mmwidth and 45 mm height as shown
b) Ensure that the photograph does not exceed 30KB in size
c) Click Choose File, selectthe scanned photograph file and then click Upload

2) Click Signature tab beside Photograph as shown below

cument / Imaae Ubload
Document / Image Upload

Signature

* signature :| Choose File | No file chosen Uploa Somly s

Signaturetab

a) Scan your signature of the dimension 80mm width X 3.5 cm height as shown
b) Ensure thatthe scanned image does NOT exceed 20KB in size
c) Click Choose File, select the scanned signature file and then click Upload

Click Next to proceed for “Payment Details” section
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Payment Details
Step-IX — Provide the necessary details for payment of Registration fees as shown below:

Check Eligibility Status Basic Details 1) Qualifications . Payment Details

Payment Details

#Registration Fees already S No 10V Yes
paid - wwives

*Payment Code Number

Disclaimer

"I hereby declare that all the particulars stated in this application form are true to the best of my knowledge and belief. If any of these
information provided is found falsefincorrect, I shall abide by the actions/decisions taken by the University. *

-

[] 1Agree

[ Preview ] [ Back ][ Submit ]

Figure 6. Payment Details

Ifthe Registration Fees is already paid offline, then provide the 8-character Payment Code Number to
be issued by the Principal of the College.

Ifthe Registration Feesis not paid offline, then after previewing the formthis will furtherleadtothe
online mode of payment as shown below:

B3 crean cara > Merchant Name

=

)

Debit Card

Pay by Credit Card
THE WEST BENGAI
UNIVERSITY OF HEALTH

visa @ SCIENCES - EXAMINATION
FE Debit Card + ATM PIN
Card Number
Internet Banking — Payment Amount ¥ 4000
Expiration Date Ccvv/CcvC
Month Year

Card Holder Name

ard I

Make Payment

Figure 7. Online Payment Page

Declaration
1) Read the declaration and click on the radio button beside ‘I Agree’.
2) Click“Preview Application” before final submission to check allthe details of the candidates.

3) Click Submitbutton.

Acknowledgement:
Once the student registration form is submitted successfully, an acknowledgement number for the
student registration will be generated, please note this number corresponding to the student name
for future reference by the applicant and the college.
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The snapshot of the Registration form is given below:

ogout

Student Registration Form

Student Profile Details

Appcation Sequence Numb=r: 92
Sodent Name: KRISHMA PRASAD
De=gr==: UG
Cowr=e of Study: s e

€ in Sc 8 Or

Cofieg= Io: SB800L
Colleg= Name: NATIONAL INSTITUTE FOR LOCOMOTOR DISASILITIES (DIVYANGIAN)
Det= OF Sicth: 20010103
S=nOer: Female
Mmeitel Stetu=:  Sirsghe
I= Differentiy ADiec>: No
Remgon:  Hindue
Ca=te Category: GENERAL
Mother= MName: SDASD
Fatfer's Name: SDOZCZX
If MEnooty Communty>: No

Amdnmr Nomb=r: 121233125312

Age Proof Certificate

To vimw Age Proot Certificat= =

Higher Secondary Marks Details

Subjects Total Marks Obtained Marks Markseo
Proy=ic= 100 7= 700
Chemi=toy 100 s7 s7.00
Simiogy 100 =s ss.00
* v g T o e e e o
Totet PCS Sercemtage: 81
Permanent Address Details
werwerd231233
FAFSAF3123312
Dageeting
West Bengal
Erackin
123123
Present Address Details
AdGr=== Lin= 1: rwerwerd231233
Ctyflocsity Villages: FAfsSf312312
Diztoict: Darjecling
Stete:  West Beogal
Other State:
Couftry: rdia
Tncoo=: 123123
Address for Correspondence
=r=a ID: abogmail.com
Mot NurmDe-: SE30301782
Previous Academic Qualification(s)
Sr Mame OF = = Year of Total Marks Marks
no. Examination Do=rd/University Passing Roll No. Moriks Obtained — Marksheets

T e Mark=tmets

Break In studies

Wh=Ties you fimes oy Semsk o studes: M

Previously Admitted to any other University

Whether you Neve previcusly sdmitted to ooy
~
StFemr Universaty=:

Previously Admitted to West Bengal University of Health Saence

WWhether Sreousty sdemitted o West Seocs
e

Ty of He=mn ===

Registration fees Payment Status

Reg=tration fe=(P=d/Nct P=d) Ye=

Payment Detail{lf Registration fee already paid)

Payrment Code Mumb=- 1234

Dedlaration

"I Perely Socisre Thet =8 Ths carficufars sisted in ez spohcston Torm ars Irus Io The D=t of my Xnowiedos and Deee’. IT ooy of thes=

formation - = Touna T = - T =ha atids Dy the schons/Oocimions Token Dy the Uneversity ™
@&/;ﬂ

Figure 8. Snapshot of Registration Form
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3. Steps for the Applicants to check their Registration Form

Once the Registration formis successfully submitted, students will receive an SMS with their respective
User ID and Password to login and check their registration form. Applicants are requested to provide
their CORRECT UPDATED mobile no. The applicants will check their registration forms through the
following steps.

STEP- | : Visit the website of The West Bengal University of Health Sciences
(http://www.wbuhs.ac.in/)

STEP- Il : Click on Reqgistered Applicant’s Application Form Login

STEP-III: Thelogin form will be displayed. Input your User ID and password received through SMS as
shown below:

f/’ “w West Bengal University
,, of Health Sciences

e :qov

User Login

* Application Sequence Number/User ID

*Password

Version 12.02.01

Applicant’s Login
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STEP- 1V : After Login, view the Registration Form as shown below. Check all the details mentioned in

the Registration form.

&b Prant Foern = Edit B Logous
Student Registration Form
Student Profile Details
Apccstion Segumncs NumbD=-: 92
Sodent Mare: KRISHMA PRASAD
D=gr==: UG
Cour=e of Stody: in e
. = Sc & Or
Coeg= Io: SBOOL
Cofieg= fare=: MNATIONAL INSTITUTE FOR LOCOMOTOR DISASILITIES (DIVYANGIAN)
Dste OF Sirth: 20010103
G=no=-:  Female
Mot Steto=:  Single
I= DEfferectiy ADiec>: No
Reigion:  Hirsdas
Caste Cotegory: GEMERAL
Mcther = Nare: SDASD
Fother s Nare:  SDOXZCZX
If MEnooty Communty®: MNo
Aodnes NomDe=-: 1231233312533
Age Proof Certificate
To vimw Age Proot Cetificat= =
Higher Secondary Marks Details
Subjects Tortal Marks Obtained Marks Markso
Pro=ics 100 7= 7s.00
e e 100 s7 s7.00
Ssciooy 100 =3 as.00
* Crres s T C T e e o
Totes PCS Percetage: 81
Permanent Address Details
AdGrm== Lin= 1: rwenwerd231233
Gty siocssn FAFSaF312312
Dagecting
Wiest Bengal
Ercsin
123123
Arereerd 231233
FEFSSF312312
Dadgeciing
West Bengal
Tractin
1233123
Address for Correspondence
E=rsa ID: abo@gmail.com
Mot NurDer: SE303017S2
Previous Acadermic Qualification(=s)
S Mame OF = = Year of Total Marks PMarks
no. Examination Doard/University Passing Roll No. Marks Obtained o Marksheets
To e Macksneets
Break In studies
WheSTies o fimes oy Semok i studes: M
Previously Admitted to any other University
Whether you Niove previousty sdemltted to ooy
~
SR Uniwer=ity 2:
Previously Admitted to West Bengal University of Health Scence
Wt Sreousy Sdrmitted in WWest Sencs
~
U=ty of Hesith Scimnco=>:
Registration fees Payment Status
Regstrstion Te==(P=d ot P=d)  Yes=
Payment Details{(if Registration fee already paid)
Pmyrrent Coos MurmDe- 1234
Declaratton
"I Py Secisre That =8 The corSioufsrs =isted in e soohcsiion Torm are Irus Io The D=t of my Snowiedgs and Dolel. IT ooy of Thes=
o S = Touna T f - I =ha smics Dy The schions /O=cimions Loken Dy The Useesssity
@qﬂ»ﬁ\ﬁ\dﬁ
e ——
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STEP-V: Aftercheckingallthe detailsif any discrepancy isfoundinthe Registration form, then
there is a provision to edit the form by the applicant.
STEP- VI : Print the Registration form and Logout from the Registration Form.

If the Applicant forgets/wants to change the password then follow the below mentioned steps:

Step-I: Click on the Forgot Password.
Step-Il: Enter the User ID and type the text as shown below:

GOARNTY o

e

i ¥
—

£

1] §

B 200N

Applicant”s Login

[ 15
\ % '3

LOGIN

*Plaase enter your User 1d

West Bengal University
of Health Sciences

*User Id

*Password
Login
Forgot Password? Change Password

Type the text shown in the imag
Entar 7 characters. No spaces.
No special charactars.

Get Password |

Step-Ill: The Password will be sentto the Student’s mobile number as given by the College while filling

up the form.
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If the student wants to change the Password, then follow the below mentioned steps:

Step-I: Click on the Change Password.
Step-II: Enterthe User ID, Current Password, new Password and confirm the New Password as shown

below:

PRy

,/2%;\ West Bengal University
&Y 4 of Health Sciences

—.:Q“' 200

Change Password

Please Enter The Required Details To Change Your Current Password.

=%

*User 1d

*Current Password

*New Password

*Confirm Password

_ Change Password

Step-lll: The Password will be changed.
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4. Student Login for Helpdesk issues

If the applicant faces any issue while filling-up the forms, then follow the below-mentioned steps:

Step-I: Click on the “Helpdesk” button as displayed below:

West Bengal University
of Health Sciences

Student Registration For

passaBrd for WBUHS Registration is sent to your your registered Mobile Number .
Please click on the button below to go to complete the Registration Page.
In case of any issues/concern please go to the HelpDesk Tab.

Complete Registration

Student Profile Details

Application Sequence Number: 172A0030008
Session: 2017-2018
Student Name: HARE RAM

Degree: PG

Step-Il: Click on “Log Grievance” as shown below:

SWNERSIT Y y

Mest Bengal U
of Health Sciert

Student Registration Form Helpdesk

Step-lll: Selectthe correct Problem Category and its corresponding type, provide problem statement
and submit the issue as shown below:

Grievance Form

Note : Kindly use Internet Explorer(version 7+) or Mozilla Firefox (version 14+) or Google Chrome(version 20+) to fill in the Grievance Form.

Fields marked with * are mandatory.

“Problem Category = Certificate Upload m ——Select— m
*Problem Type | —Select— B Profie Detais

Certificate Upload
Academic Details

*Problem Statement

Online Payment
Others

| Submit |
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Finally the issue will be logged as shown below:

% West Bengal University
¢ of Health Sciences

Eatu2003

e

0

8
D
PWatog 4

&,

WEST B
o

Grievance Details

Grievance Details

Grievance Number : 73
Current Status : Open

Problem Category : Certificate Upload
Problem Type : Upload Issue

Problem Statement : Uploading delay

VCIose

Once the issue will be resolved, the candidates will receive the resolution notification through SMS in
the mobile no. provided by them.
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5. Searchand Approveregistered candidates (for Colleges & WBUHS)

The candidates who have been registered for the examination can be searched and their
registrationformcanbeapproved/kepton-hold/rejected. Thefollowing steps may be

followed:

1. Openthe website of The West Bengal University of Health Sciences (http://www.wbuhs.ac.in/)
2. Click onthe Online College Registration Link.

3. Theloginformwillbedisplayed. Inputyourcollegeloginidand password sharedbythe
university and clickon Login. Thisloginid and password will be shared withthe College.

TCS iON Webtop Login

Username:

Password:

Forgot Password

Figure 9. Login Page

4. The application home page will be displayed. Click onthe eForms button -i on the top of
the home page highlighted below.

Figure 10. eForms Link on Home Page

ﬁ.
5. Ifthee-Formn iconisnotvisible afterloginthenyouneedto cIickon button on

bottom left corner of the home page as shown below and then the e-Forms application will be
available.
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6. Inordertomakethe EFormsapplication displayed onthetop panelalways, rightclick the
EForms application and then click on Add to Quick Launcher option.

Eél‘i on the below W icon “ ‘

‘and the application list
ill be displayed as shown in
he right. Click the e-Forms e b
application to open student
registration form.

ou need to right click on e-
Forms button and then click
on Add to Quick launcher for
permanently adding it at top
panel.

&)

Ferfech Solvmion

Figure 11. Access eForms Application

7. Click on“2-Student Registration” to approve the status of the registration form of the applicant
as shown below:

1t m

ABoen EFcrmy apphcanien

Figure 12. Student Registration

8. Select “Search” from the options available:

£

Settings
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9. The“Search” criterion can be entered and any candidate or candidates can be searched:

The candidate records will appear. For each candidate following operations can be
performed andthe concerned buttons are highlighted on the following image:
a) View— View the Candidates Registration details

b) Edit— Edit the candidate’s application
c) Checklogs—The logs of update of the candidate record can be checked.
)

d) Delete — The candidate application can be deleted.
Yourtersh Russ kdh check Logs View student Details
Mm Studet name Momer narce Fatter Name
n
L L IO 1200
' 0 %
Create filter criteria My saved basic filters | Select Filter v |% | show Advanced Filter
* From Date D To Date : 117202015 m Registration Number : [~
Status : [All v Select from Label : [Select v Select Value : [ 1
Applicant Name : 7‘ Emailld: [~ 7‘
) i

10. Click on the Application Sequence No. of each applicant to approve / keep on-hold/
reject the Registration application as shown below:

Search

Select Labels Language € Back
Home »»> E-Forms »> Student Registration »>> Search

YOUR SELECTION  Student Registration

Create filter criteria Wy saved basicfiters Select Filter » x | Show Advanced Fifter
From Date E] ToDate: 01/04/2018 E] Application SeqNo i ‘
Status : | Al E} Selectfrom Label | Select B Select Value i ‘
Emailld: }

=3

Your Search Result

B Acion  Application SeqNo Application Date (ddimmmiyyyy) Photograph Signature Age Proof Certificate ngﬁ:

B 2EE®x 10/Dect2017 %

Figure 13. Candidate Search Data
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11. Then the applicant’s Registration form will be displayed as shown below. Go through
the entire form thoroughly and click on “Approve”, “Reject”, “On-hold”, “Ask for
correction” with proper remarks as highlighted below. This will be in turn notified to

the applicant through SMS.

e Details

]

; Approve I‘ Reject ” On-Hold H Ask For Correction \

6 Logout

Student Profile Details

Application Sequence Number: 38
Student Name: STUDENT NAME

Degree: PG

e
Course of Study: Diploma In Orthopaedics k e o‘ J i =

Figure 14. Approval of Registration form

After this, the status of the Application form will be changed accordingly as shown below:

snliratinmn Sam No -
Application Seq No : 38
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6. Bulk Download of candidate data (for Colleges and WBUHS only)

The candidates who have been registered for the examination can be searched and their
information can be edited. The following steps to be followed:
1. ThestepsltoVaretobefollowedasmentionedinthe Stepsfor OnlineRegistration Process

section to open the Students Registration Form.
2. Select “Download” from the options available:

3. There will two options available:
a) Download Application—To download all the data of the applied candidates in Excel.
b) Downloadtemplate—Todownloadthetemplateinwhichdatacanbe canbeaddedand
uploaded. Therewillbe nocandidate datadownloadedinthisoption. Thiswillgive allthe
mandatory columns that need to be present in the excel file to be uploaded.

* Please select your download criteria for the selected form

® Download Application Download Template

I Student Profile I Qualifications l Enrolment Information I Registration Info

Select the data field you need for the excel template download.
Required fields cannot be unchanged

¥ Appication Seq No* ¥ Appiication Status* ¥ Remarks® @ Appication Date*
Student Name Course Honours Or Pass Stream Or Subject
Date Of Birth Gender Marital Status Differently Abled
Religion Caste Minority Community Mother Name
Father Name Husband Name BuikingOrAvenue LocalityOrVilage
PO city District State

¥ Country" Other City Other District Other State
Other Country Pincode Email ID Mobile Number
STD Code Phone No Course Code If Minority Community

Belowthetwooptionsthe candidateinformationthatistobe downloaded canbe selected.
Forexample, if we want to download the date of birth and the name of the candidates.

4. Click “Download” to download the template or the data as required.

A B C D E F G H
1 |Application Seq No App Status Remarks App Date (dd/MMM/yyyy) Student Name Date Of Birth Country Country where the Board Or Council situated 10th Co
2h Approved 15/Nov/2015 Danish 07/02/2002  India  India Indi
1P Pending 18/Nov/2015 Akshat 07/02/2002  India India Indi
13 Pending 18/Nov/2015 Nishakar 07/02/2002  India India Indi
5 '4 Pending 18/Nov/2015 Poornima 07/02/2002  India  India Indi

Once the candidate data or the template is downloaded and necessary data updates are
completed, it can be uploaded using the upload option as explained in the following Bulk Upload
of Candidate Datasection.

END OF THE USER MANUAL
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