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COMMON OPERATING GUIDELINES-

¢ Do not reveal the login password to anyone

¢ Changing your password frequently enables you to maintain the secrecy.

¢ Inappropriate users are not permitted to view the page.

¢ In case of any error messages after logging into the website, re-enter the

Username and Password.

¢ Ensure that the system is protected by anti-virus software.

¢ Dust free environment allows a better performance of the system.

ROLES & RESPONSIBILITIES FOR INSTITUTON NODAL OFFICER-

¢ Role of Verification Authority if envisaged by Scheme guidelines

¢ Provision to edit application based on rejected reasons

¢ Provision to register student applications i.e. Pre-matric schemes of School

Educationin 19 column/ 20 column format
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ONLINE _ VERIFICATION/SCRUTINY OF _STUDENT APPLICATIONS FOR
SCHOLARSHIP BY INSTITUTE NODAL OFFICER

Step-1

¢ Enter URL - http://www.scholarships.gov.inthe web browser

¢ Institute can log-in by using the Institute/User ID and Password provided to them
by District Welfare Officer (District Nodal Officer )/Department.

¢ *In case of non-receipt of log-in account, Institute can contact District Nodal

Officer)/State Nodal Officer of the concerned District/StateNodal Officer

¢ Then, enter the Institute-ID , Password and Captcha Code as displayed (Example :
ins2949, ins2949*123, SD5K), click on LOGIN.
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Carrent Password:s

NewPassword:«

Re-eater New Password -»

Once Successfully logged in the National Scholarships Portal -

¢ It is recommended that the Institute Nodal Officer change the default

password as issued .
¢ The user can enter its own password as desired and Update the Password

as desired.
How to Update the Password ?

¢ After login,On the Home Screen enter the Current Password and then enter

the New Password. ( Eg:- haryana@1234)
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¢ The user is supposed to enter and confirm the new password as entered

and click on the ‘Update Password’

NOTE - Kindly note the Login Credentials for further use.

- Current Password and the New Password cannot be same.

In case if you forgot your Password

v In case if you forgot your password, fill up the details required, and then
the password will send to the respective mobile number

Official Login N

‘ css_ap_board| 2

v' Fill the Required Details
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Forgot Password

Email Address :

Mobile Number :

I

After successful Login, Institute Nodal Officer will be able access the page

shown below.

STEP - 2

*¢ The main responsibility of verifying the student application lies with the
Institute.

¢ Institute checks for the authencity of the Student application an Verifies all
the Scanned copies of the Documents uploaded on the National

Scholarships Portal and verifies/Scrutinizes against the originals.

The detailed process of the Student Application Verification is described

below -

¢ Once Logged in the National Scholarship Portal
¢ Go to and Click on the ‘Student Application Verification’ on the Left Hand

side of the web page as shown Below

% The dashboard showing the status of applications corresponding to the

schemes will displyed as shown in Screen Shot below.
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“ CH test.scholarships govan

0: 000 @

& Apstcation Yermicadon
& Home

& hinsons

& Uptals Your Moke

Click on the ‘Application

Verification’

College/ Institute Name will be
Displayed

Welcome AC COLLEGE [DAY)

Apphcation Verffication

« Academc Year :

201415

¢ Elcil

CIMIRSE - AN N8 (F QOB iEacE, ——

« Agphcation Type ;:  *Fresh | Renesal
5
APPUICATION NUNBER: AF201516000000141 GENDER: Male
FIRST NAME/MIDDLE NAME/LAST NAME GAAESH DATE OF BIRTH: 01/01/1%88
CASTEICOMMUNITY CATEGORY: GENERAL
FATHER'S FIRST NANE/MDOLE NANE/LAST NAME  SHIV i aae
MOTHER'S FIRST NAME/MIDOLE NAME/LAST NAME: | PARENTAL INCOME: 2 09,009 00
GUARTAN'S FIRST NAMEIMODOLE NANEILAST NANE: SCHENE NAME :  Centrad Sactor Scheon of Schilarshigs for Collegs and Unwersity Students

¢ Select the Academic Year (eg: 2014-15) from the Drop Down Menu and

Application type by clicking on the radio buttons next (*either Fresh or Renewal

) and click on the * et Application button’

+* Once the user clicks on the

o

applications pending for verification will be shown.

et Application button’ - All the registered

¢ A list of the Students Application/records are displayed as shown below in

the screen shot
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APPLICATION NUMBER: /2014160000007 GENDER: 1o Displays Student Appplications & Records

DEVI

~

DATE OF BIRTH: 07061440

FIRST NAMEMIODLE NAMELAST NAME RAM // SINGH

CASTE/COMMUNITY CATEGORY. 5C

FATHER'S FIRST NAME/MIDOLE NAME/LAST NAME - K/ / SINGH

RELIGION: Alusim

MOTHER'S FIRST NAMEMIDOLE NAMELAST NAME:  SEETA |/ pARENTAL INCOME: 10000 00

COLLEGE NAME ; INCIAN INSTITUTE OF MANAGEMENT LUCKNOW

GUARDIAN'S FIRST NAME/MIODLE NAME/LAST NAME.

COURSE : MASTER OF BUSINESS ADMINISTRATIONEQUCATION) I’ 2

Click Hare To View All Scanned

Oocuments

/

I

\ 4

Forward Button &View Summary report

Firstly to verify the Student Application ,the user ( In this case the instituutional

Nodal Officer/Admin) must click on the Link “Click here to View the Scanned

Documents” As shown in the Below Screen Shot -
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-~ cHN test.scholarships govir | —

€ Urcan Yo Motk
AgEeaten Ver s ann

* FOAtRIC Yoo! PUALAL

T el e

APPUCATION NUMEER: AP205 16000000141 GENDER: Nule

DATE OF BIRTH: 0101 1ses
CASTEICOMMUNITY CATEGORY, GENERAL
RELIGON  Hnek

MOTHER'S PRST NAMEMOOLE NAMEILAST NAME: PARENTAL INCONE- 2 1000000

FIRST NAVEMIDOLE NAVELAST NAVE GaniEsh

FATHER'S FIRST NAVMEMODOLE NAMELAST NAME S0V

GUARIEAN S FIRST MAVEMIDDLE RANELAST NAVE- SOHENE NAVE - Corerad Sector St of Scholaemipn for College an Universty “4ichennms

COURSE - BACHELOR OF SCENCESGENCE [_“l
Clhck Harn Tf - " r et e
Decurvanty ]

Upon clicking on the Link -

Note - For Demonstration Purposes an Image file Is uploaded

- c testscholarships govanyag

Student Photo

Click on the ‘Arrow’ for

viewing other

documents as scanned
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¢ Once all the Documents are Verified against the orginals as submittted by
the Student the user can close the Window by clicking on the ‘X’button as

shown Above.

¢ All the documents are made visible to the Institute Nodal Officer/Admin
for the purpose of Verification.In the link, “ Click here to view scanned
documents” only documents that needs to be verified are shown while in
the Student application form all the documents as submitted by student are

shown

+ Once the Scanned Documents have been verified successfully ,then the

Institute Nodal Officer/Admin Forwards the application to the next level

(i.e district nodal officer or other competent authority) for further Scrutiny

/Verification Process (as shown below in the screen shot)

¢ Further,the Scanned copy of the ‘Summary Report’ of the Student

Application is made available in the PDF format
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sestscholesships govin/applicationVerificationdoTmode=viewApplication&apglicationNo=AP201 51600000014 1 schemeld=336 - Google Cvome. = = IRl - ©

testscholarshipe.gov.in

National Scholarships Portal

l Personal Details l

Applaation \e AP201S 16000000141
Stadent Fiest Name | Midkdle Nasee | Lant Name: GANESH//
Father Flest Nasse / Mihdle Samse | Last Naone SHIVH
Shother Fievt Name /| Middle Nowme / Last Nawr: /!
Comnrdinn First Name / Middle Name / Lt Name: /"
Date of Birtk: OL01/1988 Gewder: MALE Duasicile SuteUT:  ANDHRA
PRADESH
Cante Category ; GENERAL Relegion: HINIM
Qualification Details

Aeadessie Year: 2015-16
Connse Nome: BACHELOR OF Coarse Year: |

SCIENCESCIENCE)
lastinutr Nase- A CCOLLEGE {DAY ), Guon
State Name: ANDHRA PRADESH

Bank Details
Task Seate ANDIHRA PRADESH
aak Nawr; CORPORATION BANK 1PN C00K: CORMO003TS
Trsach \ame BHEEMAVARAM
Haak Acconnt Number, ISHOTHOR 4654634
Contact Details

Presest Addrew:

Distrie

GUNTUR

Ir

ANDHRA PRADESH

RIEEICIEIE

Note - For Demonstration Purposes an Image file Is uploaded
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Searem ey al Pl O

The above ‘ Summary report’ for the Student Application can be saved or can be

printed if required

X/

*¢ Once the User clicks on the ‘Forward button’ -

X/

< A Pop Up Box is diplayed named as ‘Verification Check List’ - Under which

Different documents such as (Student photo,Previous Year Mark sheetfee

Receipts,Disability certificate etc ) are displayed.
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€ Hall Ot L5 9 8 ) [ rtons chclanhps 7o % | BH-E8

& c 4] rest ~‘,r0’.;.__‘ur_n_”‘-',._:;r», 1 l =

& hsmnms

& Updale Yo Prelle
Apgicaton Verficason

» Acadersc Year

« Appication Type :  *Fresh U Raneval

Venficabon Check List

Tuthon Fea Yes! ONe
Appuica) Fee Recoil *Yes! N

Student Photo *Yes/ ONe
FIRST M4 Pravious Year Mark sheet *Yes! Ohe

Desabiity Carficinte *Yes ! Ne

FATHER] # | cedity that the student has taken admission in the institution Above cetfication is hased on the vesfication of

m = Chlarships for [;;4-:1):,- and University Studants

=

Click Heve To Vew A Scanned

mognahl of studant AN KANNOS WS of the contificates uploaded by the student

Click Here.To

forward the

Student

Documeants

Application

¢ All the Documents hereby mentioned in the Verification Checklist has to

be verified by the Institute.

¢ If the Scanned document as mentioned in the Pop up box are verified

successfully,then the user can click on the ‘Yes’ or else ‘No’
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€ Vel O=t logn % | [ Naticns Scholanhps o x | B - g n
- =

€ C # [ testscholarshipsgovin/applicationvenficatica de Qi

& nsasors

& Updake Your Proiile
Applcation Verfication

* Academc Year 28445

« Mppicaton Type:  *Fresh URenesd

Verdcation Check List

APPLE

ARST

FATHER] # | carfiy that the student has taken admission in the instiufion Sbove cerfication is based on the vesfication of
caginals of studert against scanned copies of the carificates eploadad by the sudent
MOTHER]

GUARTHA frolarships for Colege and University Stadents

Click on’ Forward

Button’

In case where the Document as uploaded by the Student is not Genuine or found to be

fake or irrelevant -

¢ In Such cases,the institute must click on the “NO”option as shown Below -
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x| [ distionat Schotarships P x |

€ - C # [ testscholarships.govin/applicationVerficationde

& hstadons

& Updalz Your Proile -
Appisc2tion Verfication

« Academc Year 201413

Apgplication Type

Verfication Check List

Tution Fee
Fze Recsipt

xudent Photo

N Prvious Year Mark sheet

Dizaniity Cefidate

&

-

|

FFEER

&

Pemansnt Reedt

*Re-Veridy I

MoeTe

.
Ay Other Reasons

Student

dechan

vvalid ‘)J;;'l!‘ Shee

Upload Agan

pholzrships for Coliege and Unversity Sudents

% In case of the ‘NO’ Option Selected or the Institute is not satisfied with the

Documents as Uploaded by the student ,then in such case the Institute Nodal Officer

can ‘Reject’ the student Application.

¢ Once the student is ‘Rejected’ then from there on the Student application will not be

sent for further processing .Rejected applications are visible in State officer login

where state nodal officer can take a decision of permanently rejecting the application

or approve it.
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UPDATING COURSE & INTITUTE DETAILS -

% Click on the ‘Institute’ Link on the Left Hand Side of the Web Page

Once clicked - A New Webage is Displayed as shown below in the Screen shot-
+» The Institute can also update or edit the Courses as offered and the repective
fee structure

% Detailed Procedure to Add/Edit Courses are described Below -

€; Vi Giznt Leg In X U Nabonal ScholarshpsPor X | a = ﬂn

€ 2 C # [ testscholarships.govin/institutions de

: \ -
JLLUUIDUU -, -
A
A

nal Scholarships Porta
Engis
=@tome  lnsifufions Weicome A.C.COLLEGE (DAY
& nsibions
Copy Print Saver
& Updake Your Profie - e————————
ISTITUTES LST
1
D —
NSTITUTE
4 stz 3 st v Pbic ¢ Instiuisl v v v (ORE S
N Name ! SchoolColepe  Registeraion Code  Offered Cowses COURSES | DETALS Ede FEE Wedsie
NASTEROF
ARTS{HSTORY| BACKELOROF
0 COLLEGE ASHE  ARTSIARTSIBACHELCROF - -
o ATl College K Cede-C-  COMMERCE|COMMERCE| MASTE @ = atcolege
Ll 7RI e
(08 w
SCENCEICHENISTRY' BACHEL O
{F SCIENCEISCENCE

Shewing 1101071 eainiss
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DX To Add courses -

¢ Click on the ‘Add/Edit’ button under the Courses column

X/

¢ A new Web Page is Displayed as shown Below -

g Weicome to NSP - Google Chrome

_J testscholarships.govin/institutions.do?mode=getinstituteUniversiniesédype=1&instid=1774

INSTITUTE UNIVERSITES

-

—Sged-

University # :

Course level » 1 —seied-

Schoal 1-X

Infermediate [12th) Equivalent

Degres Graduate Uncer Graduate Integrated

Postgraduation
Dodorsta™ PR/PHD >
Note : Color Green Indicates Courses Offered by InstiteSon
Sho Select Al Course Name
1 ¢ BA[HE OR CF ARTSIARTS
2 ‘ BACHE CR CF COMMERCS,COMMERCE

» Select the respective Affiliated ‘University’
» Select the ‘Course Level’

> Click on ‘Show Courses’ Button
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A Complete List of Courses is Displayed as per the course Levl Selected —

NOTE - Those Marked Green Indicated that the Instituute is currently Offering

those courses to the Students

g

Wigioome to NSP - Google Chrome

1 testscholarships.gov.in/irstitutions.de

Schod 1-X =
Intesmediaiz [12th] Eguvalent Ul
Postgraduation

Doctocate/M PRSP HD i’

Note : Color Green Indicates Courses Offzead by Institution
P

o | Setectan
1 .

2 ¢

3 F

4 7

3 F WASTER OF SCIENCE(C-EMSTRY)

§ BACHELOR IN SOUAL SOENCESSOCIAL SCIENCE)
7 BACHEL OR OF AGRICULTUREIAGRICULTLRE]

8 BACHELOR OF AGRICULTUREICOMVERCE)

g BACHEL OR OF AGRICULTUREIFORESTRY)

10 BACHEL0R OF AGRICULTUREIHORTICULTURE)
1 BACHELOR OF ARCHITECTUREIARCHITECTURS)
7 BACHELOR OF ARTSIANTHROPOLOGY)

. BADHELOR OF ARTSIAREA STUDES)
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(3 ) Welcome 1o NS# - Google Chrome - o IEN

test.scholarships.gov.ini

NTEGRATED MASTER OF SORNCEBO-CHEMISTRY)

NTEGRATED MASTER OF SCENCEBNIO-SCIENCE)

NTPGRATED MASTER OF SCUENCERO-TECHNOLOGY)

INTEGRATED MASTER OF SCENCEBOTANY)

NIEGRATED MASTER OF SOENCEICHEMSTRY

NTEGRATED MASTER OF SCENCE(COMPUTER APPLICATION)

NTEGRATED MASTER OF SOENCECOMPUTER SCIENCE

INTEGRATED MASTER OF SCIENCEENVIRONMENTAL SCIENCE)

NTEGRATED MASTER OF SOENCEGEDLDGY)

NTEGRATED MASTER OF SOENCEGEO-PHYSICS)

NTEGRATED MASTER OF SCENCEONF ORMATION TECHNOLOGY

NTEGRATED MASTER OF SOENCELIFE SOIENCE

NIEGRATED MASTER OF SOENCEMATHEMATICS

NTEGRATED MASTER OF SOENCEMCROBIDLOGY)

NTEGRATED MASTER OF SOENCEMLLT! METIAY

NTEGRATED MASTER OF SUENCEPHYSICS

INTEGRATED MASTER OF SOENCESTATISTICS

NTEGRATED MASTER OF SCENCEZOOLOGY)

+» The Institute Nodal Officer can select the Courses as per the List Displayed by

clicking on the Check Box as provided against the Course Name.

+* Once the required courses are Selected Scroll Down and click on ‘Update’

How to Change/Update the Institute Details

¢ Other Details for the Institute is Displayed such as Institute Name,Institute ID,
AISHE Code,Website Phone Number ,email etc
% In Order to edit or update any of the details - the User can click on the Details and

Update the Necessary details and click on ‘Update’ for the changes to reflect.
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GgBE-EN

- e Welcome AC COLLEGE (DAY
Copy Mim  Save=
T8
"
mNATHIUTE
= mesmgle  § mesmeg 8§ Putis $  meineg 2 s % § cimmsr &
A LM L] P T L T e g b st e Lanle Ty ] Lot COus s 3 DETALY Bl FER LT

SOTE W CHEMSTEY | RalbEL D8
¥ ACIENCR SRR

ANDER FRADESHAF
ATHARY L NASAE IS | NVFRSTY GNTIE
Insfitugion Cades ISHE Code L-327A2
Ims tifusion PinCode -
InsSiution Katwre: Contact Person Name:

Confact Person Mobile No: Contact Person Emaik
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How to Update Your Profile ?
€; Vs Gint Leg In % | [ National Scholarships P % | H -0 n

€ - C # [ testscholarshipsgovin/UpdatelserProfile.do Qv =

& Apocaton Verdczion = & Homs ate 'Your Profle Welcome A.C.COLLEGE DAY

& nsitfons

& Update Your Prode

Updzte Your Frofi A Updzte Your Passward s
Foll Name:s  ACCOLLEGE DA Carrent Password:«
Badresse  Reoad No 35 Jubdes Hils Tefangana Hyderabad New Password: +

Re-enter New Passmord i+

ComactNoce 9933070653

Office Noce 23548474

Updaiz Your Aleris Al

EMaike ‘-;‘.IG.ZE;?@;:!'i;xv
MertFrequency:s  —SSECT— v
MetType's —SSECT- v

+¢ Click on the link “Update Your Profile” -

A new Web Page is displayed as shown Above.

+¢ The Institute can Update the Contact Details and Address details if required.Once

Updated click on the ‘Save Profile’ button.
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Institutes can set & receive ‘Alerts’ -

¢ Alerts can be customised on a monthly,weekly,Daily Basis.

¢ Alerts are basically to let the Institutes Know the New Student Applications as

registered in the National Scholarships Portal and Applications Verifications

Pending at the College/Institute Level .

Skok sk sk sk sk ok ok ok ok ok sk ok ok sk ke ok sk sk ok
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