
  Page 1

 

  
 

  

First Year Post SSC Diploma 
Technical Courses  

in  

Engineering/Technology 
Admissions 2021-2022 

 
Process Flow Manual  

Of 

 Merit List Approval  

 

 
 



  Page 2

 

  
 

Verify Admitted Candidate List by Institute: - 

 Login with the Institute Code 

 Enter the password 
 Enter the Captcha  
 Click on the login Button  
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  After Logging in, click on the Verify Admitted Candidates button. 
  Verify Admitted Candidates List by Institute 
  Verify the Choice Code Wise List of Admitted Candidates.  
  The Institute Shall Lock the Choice Code Wise List of Candidates by Clicking on the Lock Choice 

Codes for Verification button 
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 Click on the count for Admitted Candidate column to view Candidates admitted in that course. 
 Institute Need to click on Confirm Choice Codes button to submit candidates for Merit list 

Verification to RO (Regional Office). 
 After Clicking on the Lock Choice Codes for Verification button, Institute can see the Names of 

the courses along with the Choice Codes and Admitted Candidate Counts. 
 Click on the count for Admitted Candidate column to view Candidates admitted in that 

course. 
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When clicked on the count for Admitted Candidate column to view Candidates admitted 
in that course, this is how it will display  

 

 To get All the Details of the Candidates click on the Name of the Candidate. 
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For the Next Step 

  Click on the Candidate Document Report button. 
  Click on the Admitted Candidate count to view list of Candidates. 
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 When Clicked on Admitted Candidate Count of any Course, Institute can see the Application Id, 
Candidates Name and Documents Name.  

 Institute shall verify the Documents and click on the remark buttons YES or NO on the basis of 
Candidates Submitted Documents. 
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 Take the Printout of the Admitted Candidate’s List available in ‘Choice Code wise Composite 
Report’ by clicking on the Choice code or Course name. 
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 List of Admitted Candidates will be displayed  

 

 Take the print of ‘Candidate’s Document Report’ and arrange the document as per the Sr. 

Number of the candidate 
 Submit the List and Document to the respective Regional Office for Scrutiny. 
 Institute shall get the status of Approval. 
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Regional Officers: - 
 RO shall verify the Lists scrutinized by SO and Recommend to Competent Authority. 

 
 RO shall get various reports for monitoring the status. 

 
 Login in the RO login with RO Username 

 Enter the password 
 Enter the Captcha  
 Click on the Authentication type 
 Click on the login Button 
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 After logging in Dashboard, Choice Code Wise Status and Candidate Wise Status will be 
displayed. 

 Choice Code Wise Status :-   

            Choice Code Wise Status will display Confirmed by Institute, assigned to SO, Confirmed by   

                 SO, Not Confirmed by SO.                                                                    

 Candidate Wise Status :- 

            Candidate Wise Status will display Admitted candidates, Assigned candidates, Not Assigned 

             Candidates, Pending Candidates, Recommended Candidates and Not Recommend Candidates. 
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 RO shall create User Accounts for Scrutiny Office (SO) and assign the Choice Codes to 
them. 

 To create Scrutiny Officer Click on Create Scrutiny Officers. 
 Enter Scrutiny Officer Name  

 Enter Scrutiny Officer Mobile no  
 Enter Scrutiny Officer Email Id  

 Select Scrutiny Officer College  
 Enter Scrutiny Officer designation  
 Enter Scrutiny Officer department 
 Enter RO password 

 Click on the Submit button 
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 Click on Assign Scrutiny Officer to Choice Codes 
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 Select at least One Institute and Click on Select Scrutiny Officer to Select the Scrutiny 
Officer. 

 

 Click on the Assign Button. 
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Scrutiny Officers:- 

 

 Verify the List of the Candidates and Update the Status of Approval as ‘Recommended’ 
and ‘Not Recommended’ 

 In case of Not Recommended, the List of the Discrepancies shall be marked and a 
Remark shall be updated.,  

 SO shall get various reports regarding pending, Recommended, Not Recommended 
 Login with SO login Credentials which was created in the RO login  
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 Dashboard is displayed after logging in 

 Scrutinizing officer can scrutinize only those Choice Codes which are allotted to them by 
regional offices. 

 

 Click on View Assigned Choice Codes to view list of Choice codes, Admitted Candidates, 
pending, recommended, not recommended, and Ro status. 

 

 Click on the Admitted Candidate count to view list of Candidates and Confirm in that 
course. 
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SO (Scrutiny Officer) can update the candidate status as 'Recommended' or 'Not Recommended' 
for Admission 

 If SO (Scrutiny Officer) found any discrepancy in document, then SO should select 'Not 
Recommended' option and select the discrepancy and enter nature of discrepancy. 
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 In the Not Recommended Candidate , List of the candidates which have any discrepancy 
will be shown which are marked by SO (Scrutiny Officer) 
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 In the Candidate Document Report, Course name and Admitted Candidates will be 
displayed. 

 Click on the Admitted Candidate Count to view the list of Candidates. 
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For the Next Step 

 Login with RO login  
 Click on View Institute Wise SO Assigned. 
 Click on Any Institute Code or Choice Code to view the Details of Admitted Candidates  
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 Click on the Admitted Candidate Count to view the list of Candidates and Confirm in that 
course. 
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 SO (Scrutiny Officer) can update the candidate status as 'Recommended' or 'Not 
Recommended' for Admission 

 If SO (Scrutiny Officer) found any discrepancy in document then SO should select 'Not 
Recommended' option and select the discrepancy and enter nature of discrepancy. 

 Candidates having Admission status as 'Cancelled' will be considered as 'Not 
Recommended' for Admission 
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 SO (Scrutiny Officer) can click on Edit button and can edit if any issues are found. 

 

 

SO wise Assigned Statistics report will Name of the SO, Number of Choice Codes Assigned to 
SO, Number of Choice Codes Confirmed by SO, Number of Choice Codes Not Confirmed by SO 
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 Institute Verified by SO  
 Institute will appeared only if all Choice Code are confirmed by Scrutiny Officer(SO). 
 Pending Tab : List of the institutes of which all Choice Codes are verified by the Scrutiny 

Officer(SO). 

 

 To confirm the Institute, click on the Confirm button 
 Add remark for the course name or choice code If any  
 Add General remark if any 
 Click on the Confirm button 
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 After Confirming the choice code and institute will be locked. 
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 Confirmed Tab : List of the institutes verified by the RO. 

 

 To view the Detailed Report click on the View button. 
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