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1 Introduction

The Craftsmen Training Scheme (CTS) trainee lifecycle is currently managed on the
NCVTMIS portal by Directorate General of Training (DGT). This portal needs to be upgraded
to the latest technology. Therefore, the Directorate General of Training (DGT), Ministry of
Skill Development and Entrepreneurship (MSDE) is in the process of designing, developing,
and commissioning a new tech-driven platform, Skill India Digital Hub, to oversee the CTS
trainee lifecycle.

This manual is intended for ITI Creator users to manage participation and contributions
within the Trainee Examination Module. ITI creator may have access to the trainee profile to
view the trainee details to take necessary actions like enter trainee attendance, Formative
Assessment (FA) marks, update practical examination fees and update CBT examination fees
status for trainees who fall under their respective ITI.

It also aims to provide insights into the operational status of processes, indicating whether
they are ongoing or completed.

1.1 System Requirements

You can access Skill India Digital from various devices and platforms, on both PC and Mac
desktops/laptops.

a. Minimum system requirements:
e Browser: Google Chrome (latest version), Firefox, Safari, Edge, or Opera for
desktop/laptop
e Abroadband/mobile internet connection with good speed
b. PC specific requirements
e Platform: Windows 8.1 or higher with the latest updates installed
e RAM: 4GB or more
e Video: Graphics output capability
¢ Sound: Sound output capability
c. Mac specific requirements
Platform: Mac OS X 10.12 or higher with the latest updates installed
RAM: 4GB or more
Video: Graphics output capability
Sound: Sound output capability



2 Visit Skill India Digital Hub (SIDH) to login as ITI/NSTI Creator

a. These are the steps to visit Skill India Digital Hub:

e To visit Skill India Digital Hub, make sure you have a device with internet
connection.

¢ Open any browser in your device.

e Enter the Skill India Digital Hub URL in the address bar
‘https://www.skillindiadigital.gov.in/home’ and then press enter or click on go
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SKILL INDIA DIGITAL HUB 2
Celebrates 850K+ App Downloads -

Figure 2-1

b. Click on the LOGIN button in the top right corner

Figure 2-2




c. Select “Partner” option

Skill India

[ —

Welcome to Skill India Digital Hub (SIDH)

tform to meet all your skilling needs digitally anytime anywhere

Learner/Participant Partner

find Skill Centres near y

ITI Trainee - 2nd
Year Only

trainees can log in to view and

jownload their hall tickets

d. Click on “Login” button

Figure 2-3

in ITI/NSTI Creator role card

Back
Login As
Login Login Login Login
i ® @ ® B ® e
ITI/NSTI Creator ITI/NSTI Approver NIMI Admin State Admin
Login Login Login Login
K ® K ®
ITI/NSTI Examiner Nodal ITI
Login Login

Figure 2-4




e. After clicking on the "Login" button on the role card of ITI/NSTI Creator, another
pop-up will appear displaying relevant admin options amongst these, select the
ITI/NSTI Creator option.

Login As
@& Examination . ITI/NSTI ITI/NSTI a NIMI
-h— Controller i Creator o Approver h— Admin
State o . o
¥ At h_ Examiner h_ Nodal ITI
By choosing to continue, you agree to accept all applicable Te and Pri
f.
Figure 2-5

g. Now, please enter your registered mobile number as ITI/NSTI Creator and click the
"Continue" button to log into the SIDH platform, as shown in the image below:

f skl India 'l

Welcome to Skill India Digital & ITI/NSTI Creator
Hub(SIDH)
LET'S GET STARTED == Enter Your Contact Number

Figure 2-6

Enter the OTP received on your registered/entered mobile number as ITI/NSTI Creator from the
previous screen, then click the "Login" button. If you do not receive the OTP, click on the "Resend
OTP" option.
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Welcome to Skill India Digital Kindly
Hub(SIDH) SR

LOGIN

LET'S GET STARTED
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Figure 2-7




3 Overview of the functionality

After Login, the first screen will be comprising of multiple options at the left side of the

screen namely:

e Dashboard o Eligible

e Trainees e Bulk CBT Payment

e Attendance e Download Practical Hall Ticket
e FA Marks e Download CBT Hall Ticket

e Practical Exam Fees e Download Marksheet

e (BT Fee e Download Certificate



4 Trainees

In the Trainees Module the ITI Creator will be able to view a list of all the trainees in that
respective ITL.

4.1 Trainee Search
In this section Trainees can be searched along with their details as shown in image below,
based on certain parameters such as:

e Admission Year e Trade
e Trainee Code e Shift
e Trainee Name e Unit

On clicking the search button below the details based on search results will be

displayed as a list below, and by clicking on '/ reset button the input parameters will
reset itself.

S.i skill India o @ SRR XD NNHK

Dashboard

Trainees

T  Attendance Trainees

FA Marks
& Practical Exam Fees
CBT Fee

Eligible

¥  Bulk CBT Payment RESET

Download Practical Hall

Ticket

Trainee Code Trainee Name State District FA Marks Attendance Percentage Approval Count Action
Download CBT Hall
Ticket
XORONNX HARKXXXX DELHI  WEST 190 a8% - (o]
Download Marksheet
Download Certificate AEMXOCKXKREX  AOENNX DELHI  WEST 190 8
Figure 4-1

4.2 Trainee View
In this sub-section, ITI/NSTI Creator can view the details of a trainee by clicking on the 'View'
button in the Action column.



I Slincle @ OIOHRNIOKFRINK OGN TIRNK
Dashboard Trainee Code Trainee Name State District FA Marks Attendance Percentage Approval Count Action
Trainees

JOMXKNXX  DOGIXXKXX DELHI  WEST 190 98% (o}

u Attendance

RICUOTOORK AXXHHKHHX DELHI  WEST 10 98% e
FA Marks
£ Practical Exam Fees RROBHOOOENK YOO DELHI ~ WEST 190 98 % o
CBT Fee
JONAOOOMNX 30000 DELHI  WEST 190 98 % °
E  Eligible
¥ Bulk CBT Payment XXOOOOOUNK  MAXOXXXKX DELHI  WEST 190 98 % a
Download Practical Hall
Ticket KIOURMRIOE XXX X DELHI  WEST 190 a8 % o
Figure 4-2

The trainee details are as follows:

@] Skl india == @ OOOEEN XM UOOTHOPROHEIHNX
Dashboard
O Trainees
I Attendance Trainee Details [ BACK
)
E FAMarks
Practical Exam Fees Name F Mobile RO
Date of Birth 1 Father Name XXXKMKAXKRX
E CBTFee State District
Bt Approval Count Status
igible
ITI Name JOOOCCKOCOOOERR ITI Code KOO
= FXXKHHAXXKIHOOORX
F  Bulk CBT Payment
¢ Download Practical Hall
= Ticket
. Download CBT Hall
© Ticket e
Figure 4-3

At the bottom of the screen two options are placed for viewing the list:

1. Itis to show the range of the number of trainees shown at an instant.
2. It shows the total number of trainees selected in the list, which can be changed
through this selection.



Q) Skl India XX HAAANAOMNIRK XX XK NN KAXKKNX

ROOEOAEXX XORAXXKIUMXX DELHI  WEST 190 9809 % - °
Dashboard
Trainees SOUGHIERY  YOUOBXKXXXXXX  DELHI - WEST 190 9809% °
T Attendance
MORSOORIKKRX ~ XOOPOROOXXXXXX  DELHI  WEST 190 9809 % °
= FA Marks
¥ Practical Exam Fees SRIHHRIK RRKXREXXXXXXX DELHI  WEST 90 98.09% °
E CBTFee
PV E00.99.0.4 BOGOROXXXXX DELHI  WEST 90 98.09 % °
E  Eligible
i XOOOODOKKX  HKRRKOOGKMKK  DELHI  WEST 190 9809% (o]
<  Bulk CBT Payment

Download Practical Hall

= Ticket NEXT » 1-15OF 167 <3 1 2= 15
Download CBT Hall

T\”kii

Figure 4-4



5 Attendance

In the attendance section, trainees will be categorized based on their eligibility under two
sections: Eligible and Not Eligible.

What is Eligible and Not Eligible?

DGT has set the following criteria for eligibility:
e Attendance should be >=80%
e Formative Assessment marks should be >=60%
e The status of trainee fee payment for:
o Practical exam fees should be marked as “Paid” for Practical Hall Ticket
generation.
o CBT exam fees should be marked as “Success” (which means payment is done
successfully) for CBT Hall Ticket generation.

Here, if any trainee fails to adhere to the set criteria, they will automatically be classified
under Not Eligible trainees by the system and the hall ticket of those trainees will not be
generated.

Now, in the attendance module all the trainees will be listed under Not Eligible by default as
their attendance has not been submitted.

r - —
] sk il India o @ OO FODODOACROOOMIDEIEIORENHX

i Dashboard

" Trainees G 0 G
Attendance ]
S FAMarks Attendance 1 DOWNLOAD ATTENDANCE TEMPLATE h | SAVE AS DRAFT |

| T Practical Exam Fees

£ CBTFee ‘ ATTENDANCE BULK UPDATE ‘ MOVE TO ENTER FA MARKS |
E  Eligible

ELIGIBLE NOT ELIGIBLE
T Bulk CBT Payment

g Trainee Name 5. e 6.

Download Practical Hall ~
= Ticket
. Download CBT Hall
= Ticket
Figure 5-1

The ITI creator has been provided the functionality to upload the attendance of the trainees
both individually as well as in bulk. The detail of the image 5-1 is given to perform the
attendance uploading activities:



1. Eligible/ Not Eligible Trainees: These shows the list of selected Eligible/ Not
Eligible Trainees as along with the selection parameters shown below:

'
Trainee Altencance o - vy} Vowers. | Vs & Yo Altendand
Traines Code i percontage T340 Name  Shift  Unit  Status :_I;:zr‘llcm/) ;r‘n;r'n Ui‘nyu.m) :;lt;sl-c'w\ v g
FN0000K  rarm 9836 % Eligils
OO0 T esses
~
Figure 5-2

Details of eligible and not eligible trainees can be downloaded from button highlighted
as 3.

2. Download Attendance Template: On clicking this button, the ITI Creator will be
able to download excel sheet which will consist of filled column number from A to E
as shown in figure 5-3 by default. And ITI creator will have to fill the other column
from F to I for all the trainees of its respective ITI as shown in figure 5-4. This
functionality will help the ITI Creator to enter the attendance of the trainees in bulk.
Once the excel sheet is completed it can be utilized to submit the bulk attendance in
one go.

T -
File Home Insert Pagelayout Formulas Data Review View Automate Help
h I ity A = == one ™ £ Insent
@ T $ - ’ 3= Del
] ® = || =S S e “ ] Format
ot J s ’ s - 1 dung 34 b
F v fe
A B C [} F G
Trainee Name Trade Shift  Unit Termlworkingdays __Term1 present days Term2 w|
JOUTFOXXXXXX  Draughtsman (Civil) (NSQF) 1 1 <
DOOOOXXXXXX Draughtsman (Civil) (NSQF) 1 1
AXXKMKXXXXX  Draughtsman (Civil) (NSQF) A 4
))(())(())(())(())(( Draughtsman (Civil) (NSQF) 1 1
XXXXXXX  Dravehtsman (Civil) (NSQF) 1 1 [ |
BOCOKXXXXXX  Draughtsman (Civil) (NSQF) 1 1
YOUDODXXXXXX ~ Draughtsman (Civil) (NSQF) 1 1
AURXXXXXXXX  Draughtsman (Civil) (NSQF) 1 1
W))(())((Xx))(())(())(())(( Draughtsman (Civil) (NSQF) 1 1
Draughtsman (Civil) (NSQF) 1 1
X Draughtsman (Civil) (NSQF) 1 1
13 ARRARRY  HOIOHXXXXXX ~ Dravghtsman (Civi) (NSQF) 1 1
ha ;im BOSOOMBAXXX  Draughtsman (Civil) (NSQF) 1 1
15 HOBODOES  WDOOUXXX  Draughtsman (Civil) (NSQF) 1 1
16 300000 SIRIOXXXXXX 55 ehtsman (Cvil) (NSQF) T
17 RENOEHNAXK1 7 X))(( Draughtsman (Civil) (NSQF) 1 1
18 ) YOO~ Draught (Civil) (NSQF) 1 1
19 % 9 BOGOMEXXXXXX  Oraughtsman (Civil) (NSQF) y 1
RO SRR %l\([%)\([)\(])\({)\(])\(] Draughtsman (Civil) (NSQF) 1 1

Figure 5-3



file Home Insert Pagelayout Formulas Data Review View Automate Help
] alt A A = == S . ! &~ oY
@ A $ - ’ F5 Delete B v
B I A, EEDEE 4
S B . o™ i Radarfianad b ] Format &~
i B [ [ ber [ dinng 14 M
" fx 180
D 3 F ] 4 1
1 Trade Shift  Unit Term1 working days Term1 present days Term2 working days Term2 present days
2 Draughtsman (Civil) (NSQF) 1 1 183 180 183 1815
3 Draughtsman (Civil) (NSQF) 1 1 183 180 183 _185
4 |Draughtsman (Civil) (NSQF) 1 1 183 180 183/ 180
5 |Draughtsman (Civil) (NSQF) 1 1 183 180 183| 180
6 |Draughtsman (Civil) (NSQF) 1 1 183 180 183| 180
7 |Draughtsman (Civil) (NSQF) 1 1 183 180 183 180
8 |Draughtsman (Civil) (NSQF) 1 1 183 180 183| 180
9 |Draughtsman (Civil) (NSQF) 1 1 183 180 183 180
10 |Draughtsman (Civil) (NSQF) 1 1 183 180 183 180
11 [Draughtsman (Civil) (NSQF) 1 1 183 180 183 180
12 |Draughtsman (Civil) (NSQF) 1 1 183 180 183 180
13 [Draughtsman (Civil) (NSQF) 1 1 183 180 183| 180
14 |Draughtsman (Civil) (NSQF) 1 1 183 180 183| 180
15 | Draughtsman (Civil) (NSQF) 1 1 183 180 183 180
16 | Draughtsman (Civil) (NSQF) 1 1 183 180 183 180
17 [Draughtsman (Civil) (NSQF) 1 1 183 180 183 120
18 [Draughtsman (Civil) (NSQF) 1 1 183 180 183| 180
19 |Draughtsman (Civil) (NSQF) 1 1 183 180 183 180|
20 [Draughtsman (Civil) (NSQF) 1 1 183 180 183 180/
21 |Drayghtsman (Civil) (NSQF) 1 1 183 180 183 Pl
eI (PR

Figure 5-4
While filling the attendance the ITI creator will have follow the following:

e Working days column for each trainee should be 183 days only for both Term 1
and Term 2

e Present day column should be less than or equal to working days for both Term
1 and Term 2.

In case, the trainees were absent for whole term, they can be given 0 and system
automatically treat it as not eligible trainees.

5. Attendance Bulk Update: On clicking this button, the ITI Creator will be navigated
to next screen as shown below, in which option is provided to upload the details of
the attendance in bulk for the respective trainees. Once the attendance template is
filled as mentioned in Pt 2, The ITI Creator can submit the attendance in bulk using
this option. After uploading the ITI Creator is required to submit it.

Attendance Bulk Update BACK |




Figure 5-5

6. Download Eligible/ Not Eligible List: On clicking this button, the ITI Creator will
be able to download excel sheet which will be comprising the details of overall list
of Eligible/ Not Eligible trainees based on the initial selection as shown in the image
below:

o o ‘
Teffl Terml Term2 Term2 Attendane Marks  Marks  Practical
Trainee Admission Academic total total total total Attendance Eligibility Terml Term2  Total Percenta Eligibility Exam
Trainee Code Name  ITIName T Code Year Course  Year State District  Shift Unit Working Present Working Present Percentage Status Marks  Marks  Marks  ge Status  Fee
X6 ROt Govt Industrial SRR 2023 Stenograp 2023 DELHI  WEST 2 1 183 180 183 180 98.36 Eligible 100 90 190 95 Eligible  paid
i 2023 DELHI  WEST 11 183 180 183 180 98.36 Eligible 100 90 1%
2023 DELHI  WEST 11 183 180 183 180 98.36 Eligible 100 %0 190
2023 DELHI  WEST I 183 180 183 180 98.36 Eligible 100 %0 190
2023 DELHI  WEST 11 183 180 183) mﬂ_ 98.36 Eligible 100 %0 190
k 2023 DELHI  WEST 2 1 183 180 183 180 98.36 Eligible 100 %0 190
2023 Cosmetok 2023 DELHI  WEST 11 183 180 183 180 98,36 Eligible 100 %0 190 95 Eligible  paid
2023 Sewing Te 2023 DELHI  WEST 1 183 180 183 180 98.36 Eligible 100 %0 190 95 Eligible  paid
Figure 5-6

7. Save As Draft: In case, the working day is filled less than 183 for any trainee then it
will be sent back in the not eligible trainee list. Further, to convert this not eligible
trainees to eligible it can be done individually by clicking on “Not Eligible” button
mentioned in point 1.

After updating the attendance by ITI Creator by filling the attendance in these not
eligible trainees, the ITI Creator will have to click the checkbox to finalize the
selection of trainees. Further, on clicking this button, “SAVE IT AS DRAFT” the ITI
Creator will be able to save the ongoing work in draft mode.

8. Move to Enter FA Marks: Once the ITI Creator successfully enters the attendance
for all the trainees, only then, details will be moved to the Formative Assessment
(FA) Marks section.

Please Note: In case, details are missing for any trainee, the system will not allow
the ITI creator to move further to enter FA Marks. Therefore, it will be mandatory to
complete the task of attendance entry of all the trainees of its ITI before proceeding
ahead for FA marks entry.



6 Formative Assessment (FA) Marks

In the FA Marks section, post approval from ITI Approver, the ITI Creator can enter the FA
Marks for all the trainees of its ITI. ITI Creator has two options to either enter the details
individually of the trainees on the SIDH platform or do a Bulk Update.

Before starting the activity of entry of FA marks of the trainees following needs to be
completed:

e Attendance entry and submission for all the trainees of its ITI must be successfully
completed.

e Once the ITI creator clicks on “Move to Enter FA Marks” the trainees’ fields will freeze, and
further ITI Creator will not be able to make any editing/revision.

What is Eligible and Not Eligible?
DGT has set the following criteria for eligibility:
e Attendance should be >=80%
e Formative Assessment marks should be >=60%
e The status of trainee fee payment for:
o Practical exam fees should be marked as “Paid” for Practical Hall Ticket
generation.
o CBT exam fees should be marked as “Success” (which means payment is done
successfully) for CBT Hall Ticket generation.

Here, if any trainee fails to adhere to the set criteria, they will automatically be classified
under Not Eligible trainees by the system. The detail of the Figure 6-1 is given to perform the
FA Marks uploading activities:

@] Skl Indke @ YOO KRNI KRKKINKIRKKIOBOTOOGRHRX

ees
1 Attendance Formative Assessment Marks 2. :>

FA Marks s

¥ Practical Exam Fees @

CBT Fee

ELIGIBLE NOT ELIGIBLE
Eligible

F  Bulk CBT Payment

Download Practical Hall
“ Ticket

Download CBT Hall




Figure 6-1

6.1 FA Marks process services:
1. Eligible/ NotEligible Trainees: This shows the list of selected Eligible /Not Eligible
(based on the eligibility criteria set by DGT) along with the selection parameters
shown below:

ELIGIBLE NOT ELIGIBLE

Trainee Code Trainee Name Sttandance Term 1 FA Marks Term 2 FA Marks FA Remarks  Status
Percentage Marks
RIGOBRFOOCKIXN  SHWETA 98.36 % 100 ) 190 Approved
FOOOOEKIK MUSKAN 98.36 % 1 El 190 Approved
FA
KIBOCRKKFOOENK ~ Nisha Kumari 98.36 % o 190 Approved

Figure 6-2

2. Download Marks Template: In this, the ITI Creator can download the marks
template by clicking button “DOWNLOAD MARKS TEMPLATE”. The downloaded
excel sheet will consist of filled column number from A to E as shown in figure 6-3
by default. And ITI Creator will have to fill the other column F and G for all the
trainees of its respective ITI for Term 1 Marks Obtained and Term 2 Marks Obtained.

A Cali A A A 2~ jO)
M-
8 A~ .
] Format pe
[ ot er 40 39 b
G fx 90
8 c ) F G
Trainee Name Trade Shift  Unit Term1Marks Obtained  Term2 Marks Obtained
RAKHI Stenographer and Secretarial Assistant (English) (NSQF) I 1000 T 1
Abhishek Jain Sewing Technology (NSQF) I 100
Veena Sewing Technology (NSQF) g 3 100
Aseeya Sewing Technology (NSQF) A 100
PALAK KAUR Stenographer and Secretarial Assistant (English) (NSQF) 1 1 100
HARPREET KAUR Cosmetology (NSQF) 2 A 100
KHUSHI KAUR Cosmetology (NSQF) T 100
AMRITA KAUR Sewing Technology (NSQF) 1 1 100
BHART! Computer Operator and Programming Assistant (NSQF) 101 100
KALYAN! SHARMA Computer Operator and Programming Assistant (NSQF) 1 1 100
KHUSHI Stenographer and Secretarial Assistant (English) (NSQF) 2 100
JAREENA Sewing Technology (NSQF) 101 100
ARCHITA Stenographer and Secretarial Assistant (English) (NSQF) 11 100
PRIYANKA Sewing Technology (NSQF) 11 100
ROSHNI CHAUHAN Computer Operator and Programming Assistant (NSQF) O 100
17 GUNJAN Computer Operator and Programming Assistant (NSQF) Y, 2 100
15 SORIOURRNSE  KAREENA Computer Operator and Programming Assistant (NSQF) Y 100
19 BOROEKROCI  SHAHIDA Computer Operator and Programming Assistant (NSQF) A 100
po XQOML  LauTA Sewing Technology (NSQF) 1 1 100
b1 XOOREXAN  Tamanna Camauter Onaratar and Prasramming Accistant (NSOF) 1 1 100
Yy

Figure 6-3



This functionality will help the ITI Creator to enter the FA Marks of the trainees in
bulk. Once the excel sheet is completed, it needs to be uploaded by clicking the
“MARKS BULK UPDATE” and upload the filled excel and click the “SUBMIT Button.
Once submitted, the bulk FA Marks is done in one go for all the trainees and same
will be reflected in the system.

Thus, this option helps to update the FA Marks in bulk for all the eligible trainees of
the ITL

. Download Eligible/ Not Eligible with FA Marks List: On clicking this button, the

ITI Creator will be able to download excel sheet which will be comprising of the
details of overall list of Eligible/ Not Eligible trainees of this ITI based on the initial
selection as shown in the image below:

=
A 8 R 5 T U vV W
1 Trainee Code Trainee Name Terml Marks  Term2 Marks  Total Marks Marks Percentage Marks Eligibility Status Practical Exam Fee Status
2 RAKHI 100 90 190 95 Eligible paid
1 RANSGANIOEE  Abhishek Jain 100 90 190 95 Eligible paid
4 KR0S veena 100 90 190 95 Eligible paid
5 Aseeya 100 920 190 95 Eligible paid
6 BRARSOTRIOEN  PALAK KAUR 100 90 190 95 Eligible paid
7 RXIRFINXAX ARPREET KAUR 100 90 190 95 Eligible pending
8 KHUSHI KAUR 100 90 190 95 Eligible pending
9 |PotREDDUMORE  AMRITA KAUR 100 90 o os|eligible pending
10 W BHARTI 100 20 190 95 Eligible pending
Iil KALYANI SHARMA 100 920 190 a5 Eligible pending
PR v e e = ama pop pre .
Figure 6-4

Save As Draft: In case, FA Marks is less than 60% for any trainee then it can be
viewed in the not eligible trainee list. Further, to convert this not eligible trainees to
eligible it can be done individually by clicking on “Not Eligible” button mentioned in
point 1.

After updating the FA Marks by ITI Creator by filling the attendance in these not
eligible trainees, the ITI Creator will have to click the checkbox to finalize the
selection of trainees. Further, on clicking this button, “SAVE IT AS DRAFT” the ITI
Creator will be able to save the ongoing work in draft mode.
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Figure 6-5

5. Marks Bulk Update: On clicking this button, the ITI Creator will be navigated to
next screen as shown below, in which option is provided to upload the details of the
FA Marks in bulk for the respective trainees. Once the FA marks is filled as
mentioned in point 2, ITI Creator can submit the FA Marks in bulk using this option.
After uploading the ITI Creator will be required to submit it by clicking the “SUBMIT”

button.

Marks Bulk Update

Choose file (Eg: xls, xlsx).

NOTE: The bulk update will overwrite all the existing details in the Marks

< BACK
e

Figure 6-6

6. Submit for Approval: On Clicking this button “SUBMIT FOR APPROVAL” the FA
marks details will be forwarded to the ITI Approver. And a confirmation popup will

appear; click Yes to proceed.



In case, ITI Approver rejects any data related to attendance and FA Marks, it will be
sent back to ITI Creator with remarks. Then, ITI Creator shall make required changes
as indicated by the ITI Approver and resubmit the data for approval following the
same process.

Are you sure?

You want to submit

Figure 6-7

Once, Ok button is clicked in the above pop-up message of “Are you Sure?” it will
be sent to the ITI Approver and further chance to revise may not be provided.
Therefore, please ensure that all the entered details are correct before
proceeding.

6.2 FA Marks Listing

In this window details ITI Creator may enter the Formative Assessment (FA) marks for
each trainee.

The following components of listing are explained below:

1.
2.

-

This check box is used to select the trainee and make necessary changes.

This option is used to search the trainees based on the several parameters above
Trainee Name, Trainee code and Trade etc.

RESET option is used to reset the parameters.

Remarks column is used to show the remarks given.

Status: This is used to show the status of the FA marks i.e., Pending, Approved etc.
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Figure 6-6

After the successful completion of submitting the details, ITI Creator must follow the Submit for
Approval (Pt 6) above.

Once ITI Approver approves Attendance and FA Marks sent by ITI Creator of its ITI all
the eligible trainees for practical fees will be listed and visible by clicking the
“PRACTICAL EXAM FEES” button to ITI Creator.



7 Practical Exam Fees

In the Practical Exam Fees module, the ITI Creator will receive a list of trainees with their
details. By default, all trainees will have status of "Pending" when the screen renders first
time. Then, the ITI Creator needs to select the payment status of each trainee, choosing
option between "Paid" and “Unpaid” for each trainee. Once the status of payment is updated
to “Paid”, the trainees will be listed under the download hall ticket button. In case of “unpaid”
the ITI Creator can change the status till the last date of the Practical exam fee status update
activity as per the schedule published by the DGT.

Please Note:

ITI Creator can do this function once the ITI approver approves the Attendance and

FA Marks of all the eligible trainees submitted for approval.

Only eligible trainees will be allowed to pay the Practical Exam Fee.

The ITI creator has been provided the functionality to update the payment update of the
practical exam fees for trainees. The detail of the image 7-1 is given below:
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Bulk CBT Payment A
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Download CBT Hall
chet
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Downlosd Marksheet ﬁ
No R 3.
Figure 7-1

1. Download the details of the practical exam fees of the trainees along with the

status.
{rrainee Name Trainee Code
Beiedxxxxxxx REABOBORBRHDAK
A KIRPRBOIEIAXX REROSOTFIRLONK
RAROSOTFIRLR0E
ACRYHXXXXXXXXX RADISOTIBOOON
‘WURXXXXX RADOSOTIBLION

Trainee Mobile %’ayment Status
RL0BBGBRES paid
R82000XY pending
FVPVEAEATY paid
BN0606XIBL pending
8M¥82&Apaid

Status
practical_hall_ticket_generated

practical_hall_ticket_generated

practical_hall_ticket_generated




2. Search the trainees from the list.
3. Reset the search parameters.



8 Computer Based Test (CBT) Fee

In this module of CBT Fee, the ITI/NSTI Creator can manage the payment process for eligible
trainees who are eligible for CBT Fee Payment. This includes both individual payments
through a payment gateway and bulk payments through challan.

The payment for the CBT as an ITI/NSTI Creator, may be done in two ways:

1. Individual Payment through Payment Gateway
2. Bulk Payment through Challan

] Skl india - @ OO RN XK NHOTONNONNNK
-, Dashboard
Trainees
CBT Fee
Attendance
Z  FAMarks
E Practical Exam Fees

=| CBTFee

Eligible

BT UICTIN | RESET
¥ Bulk CBT Payment \

Figure 8-1

Trainee Name Trainee Code Trainee Mobile Eligible Trade Shift Unit Payment Mode Status Action

No Records Found

| Ex

Figure 8-2



Bulk Payment Gateway

@ =

Dashboard

Trainees

Atterdance Bulk CBT Payment
FA Marks

T  Practical Exam Fees

= CBTFee

Eligible

T Bulk CBT Payment

GOOOMOOEODNRMOTE RN KON

i

1. ::> DOWNLOAD OFFLINE TEMPLATE BULK UPDATE

3.

T Payment Statu: rainse Mar sinee Code
~

| =

Figure 8-3

1. Download Offline Template: On clicking this button, the ITI Creator will be able to
download excel sheet which will be utilized to submit the bulk CBT Payment in one
go and will be comprising the details shown in the image below:

fx Trainee Code

A B c
1
2
3
4
5
6
7
8

9
10
11
12
13
14
15

Trainee Name ITIName Tl Code

E F G H | J K L

Admission Year Course State District Shift ~ Unit

Figure 8-4




2. Offline Bulk Update: This option is given to submit the bulk update of CBT Fee in
offline mode, for its ITI Creator needs to submit the Challan Number, Upload Offline
Payment File and Upload Offline Document Proof.

Offline Bulk Update [« Back

Choose file (Eg: xls, xisx).

NOTE: The bulk update will overwrite all the existing details in the Offline Payment

Choose file (Eg: PDF, JPG, JPEG, PNG).

Figure 8-5




9 Eligible

This module is used to list the eligibility of the trainee for examinations. To qualify for
participation, trainees must meet the following criteria:

o Attendance: Trainees must have an attendance record of at least 80%.

e FA Marks: Trainees must have achieved a minimum of 60% in their Formative
Assessment (FA) marks.

o Practical Marks Fees: The fees for practical marks must be paid in full.

These criteria ensure that only eligible trainees are considered for further processes. And,
this button helps ITI Creator to view the list of the only eligible trainees.

On clicking the search button below the details based on search results will be

displayed as a list below, and by clicking on """ reset button the input parameters will
reset itself.

—
—_— @ QAR MR M XD XD M DD RADOEN MM XE DO

Dashboard Eligible

Trainees
Attendance

= FA Marks

T Practical Exam Fees
E CBTFee

Eligible L

¥ Bulk CBT Payment
Trainee Name Trainee Code Trakise Bistrct ITI Code Trade Shift  Unit  Status
Download Practical Hall Mobile Name

—  Ticket

Stenographer and Secretarial (ST
. Download CBT Hal RESGOOO00K  FOOORKNOOBEXK  KXKXIOOEK  WEST SODOOMRRK e nisn) (NSQE) 2 1
—  Ticket
L Download Marksheet JOOGOONK  XKKI00MN  JOMBOOMXK  WEST KKMXOO06X  Sewing Technology (NSQF) 1 1

Figure 9-1



10 Download Practical Hall Ticket
ITI Creator can download the practical hall ticket in bulk for all the trainees whose practical
hall ticket is generated by clicking on “BULK DOWNLOAD” and same will be sent to the email
address of the ITI Creator. In case, ITI Creator wants to download the hall ticket one by one
of the trainee then same can be downloaded by selecting the trainee records.

Wy 3ell Incke '@ SOOI MIOOOMIEEDENINKX
Dasnbeare Download Practical Hall Ticket BULK DOWNLOAD
L Trainees
T Attendance
= FAMarks v

F  Practical Exam Fees

CET Fee
ESE
= Eligible
¥ Bulk CBT Payment
Trainee Name Trainee Code Trainee Mabile ENgible Trade Shift Unit Status Action

Downioad Practical Hall
= Ticket
Mo Records Found
Download CBT Hall
© Ticket

Download Marksheet

Figure 10-1



11 Download CBT Hall Ticket

ITI Creator can download the CBT hall ticket in bulk for all the trainees whose CBT hall ticket
is generated by clicking on “BULK DOWNLOAD” and same will be sent to the email address
of the ITI Creator. In case, ITI Creator wants to download the CBT hall ticket one by one of
the trainee then same can be downloaded by selecting the trainee records.

(@] skil India = @ BOOBODEOBOTBONAAOE O HBOG XXX
3 Dashboard

Trainees

Attendance

= FAMarks Download CBT Hall Ticket BULK DOWNLOAD
Practical Exam Fees

CBT Fee

Eligible

F  Bulk CBT Payment

Download Practical Hall
Ticket

. Download CBT Hall

Figure 11-1



12 Logout

The ITI Creator user will be able to Logout through the platform by clicking on the profile
name (ITI Name) at top right corner of the screen and then clicking on the logout button as
shown in the image below:

€3] skl India = I Q ORI KX KNI HKIHIHHONHX |

n QKRR OEADEAANHX
Dashboard o
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FA Marks
(> Logout

Practical Exam Fees

Z  CBTFee -

Eligible

Bulk CBT Payment

Download Practical Hall ‘ RESET
Ticket .

Download CBT Hall
Ticket Trainee Name Trainee Code Trainee Mobile Eligible Trade Shift Unit Status Action

Download Marksheet
No Records Found

Download Cartificate

Figure 12-1



