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Purpose of this Document 

This PI User - User Guide provides step-by-step instructions for Participating Institute (PI) 

Users to perform document verification of the allotted candidates which are assigned by the 

PI Admin. 

Manage Online Reporting 

Click on Manage Online Reporting. 

 

1. List of Assigned Candidates for Document Verification  

This option allows the PI Users to view the list of candidates which are assigned to them by 

the PI Admin for document Verification. 

 

Click on List of Assigned Candidates for Document Verification as highlighted in red in 

the figure above to view the list of candidates assigned to you by the PI Admin. 
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2. Document Verification (Candidate List Wise) 

Document Verification Process 

After the PI Admin assigns candidates to a PI User, the PI User initiates the document 

verification process. The mode of verification is determined based on the candidate’s 

willingness for upgradation: 

a. Willingness: "Float – I want to participate in the next round of counselling" 

The candidate’s documents are verified through the Online Document Verification process. 

b. Willingness: "Freeze – I do not want to participate in the next round of 

counselling" 

The candidate is required to report to the allotted institute, and Document Verification is 

conducted physically at the institute. 
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Click on “Document Verification (Candidate List Wise)”, to proceed for document 

verification of the assigned candidate. 
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A. CASE 1: Documents Verification Process for Willingness: “Float: I want 

to participate in next round of counselling”. 

Post Allotment Document Verification Eligible Candidate List 

 

Select the candidate and click on “Proceed”, to continue with document verification of the 

respective candidate.  

Enter the Candidate Roll Number and Date of Birth in DD-MM-YYYY format and click on 

Submit. 
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Document Verification Process 

 

PI User shall verify the Willingness details. 

 

The PI User shall review each document carefully.  

Select View to review a document.  

Select the Verified checkbox to confirm the document. 
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Click on Raise Query in case there is discrepancy in the submitted documents.  

 

The PI User shall select an action for each uploaded document: 

• Select Accept Uploaded Document for Processing if the document is valid. 

• Select Raise Discrepancy in Uploaded Document if the document contains any 

discrepancy along with supporting Remarks. 
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Verify the Specifications and Qualifications Details Carefully and click on Verified to confirm. 

 

Check the Specifications and click the tick the checkbox to confirm Verified. 
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Check the Qualification details and ick the checkbox to confirm Verified. 

 

Check the Document Verification Check List thoroughly, check the Action & Remarks and 

click on Verified, in case the all the supporting documents are in order. 
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Check the Minimum Qualification details and click on Verified and enter the supporting 

remarks. .Click on Submit and Review to proceed. 

 

PI User has the provision to select from “Yes – Satisfied” and “Not Satisfied and Seat will 

be cancelled”. 

 

Enter the supporting Remarks and click on Submit and Review to proceed.  
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Click on OK. 

 

 

Preview the entered details and check thoroughly.  
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PI User shall check I agree and select Final Submit to proceed.  

 

Note: Once the details are submitted the PI User will not be able to change the details at 

any point of time.  
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Document Verification cum Provisional Admission Letter 

 

Download Letter 

 



Page 16 of 25 

 

B. CASE 2: Document Verification Process for Willingness: “Freeze: I DO 

NOT want to participate in next round of counselling”. 

Post Allotment Document Verification Eligible Candidate List 

Select the candidate and click on “Proceed”, to continue with document verification of the 

respective candidate.  

 

Click on OK to proceed. 

 

Enter the Candidate Date of Birth in DD-MM-YYYY format and click on Submit. 
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Document Verification Process

 

PI User shall verify the Willingness details and click on Agreed. 

 

Verify the Specifications details and click on Verified to confirm. 
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Verify the Qualifications Details and click on Verified to confirm. 

 

Check the Document Verification Check List thoroughly, check the Action & Remarks 

(Yes/No) and click on Verified, in case the all the supporting documents are in order.  
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Capture the Admission fee detail and click on Verified in the Payment Status Column. 

 

Pay mode options: 
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Check the Minimum Qualification details and click on Verified and enter the supporting 

remarks. .Click on Submit and Review to proceed. 

 

PI User has the provision to select from “Yes – Satisfied” and “Not Satisfied and Seat will 

be cancelled”. 

 

Enter the supporting Remarks and click on Submit and Review to proceed.  

 

Click on OK. 
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Preview the entered details and check thoroughly. 
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PI User shall check I agree and choose either, “Edit Candidate Details” or “Final Submit”.  

 

Confirm Submit: Read the instructions carefully and Click on Submit. 
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Document Verification cum Provisional Admission Letter 

 

Download Letter 
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3. Document Verification (Candidate Wise) 

This feature allows the PI Users to view the current status of the candidate’s document 

verification. 

 

Enter the Candidate Roll No. and Date of Birth and click on Submit. 

 

The system displays a message showing the current status. 

 

 

END OF DOCUMENT 

***** 


