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Step By Step Guide to New Enrollment Registration

Stage 1 :_Data Update

Step 1: Navigate to “Enrollment Data update” under the section Student Detail.
Step 2: Choose the Desired courses from the course dropdown list to load the Data.

Step 3: After the Data is loaded on the Record Grid, select the Data by clicking on the student
name to load the complete data of that student on the screen.

Step 4: Modify and update the student details as required, saving changes.

Note : Name of the students will not be able to change/modify at college level.

Step 5: Repeat the Steps 2,3 & 4 for remaining students and for other courses.

Step 6: Once all the students' records are updated and saved. Verify the details from the
downloaded Excel file from the screen.

Stage 2 : Locking and Challan Generation

Step 7: Navigate to “Enrollment and Exam Application Submit” under the section Student
Detail

Step 8: Select the relevant field and select the challan type as : Enrollment fees,
Select the years and lock the Data.
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Stage 3 : Fee payment and Challan Uploading

Stage 9: Navigate to “Challan details” under the section Challan

Stage 10: select the enrollment fees record from the grid by clicking on the record to load the
challan data on the screen.

Stage 11: Download the challan PDF from the screen and make the payment as per the challan.
Note: always verify the system generated challan amount manually and highlight the discrepancy if found
any.

Stage 12: Update the necessary details such as challan amount paid and transaction id/UTR id
and upload the bank receipt and challan pdf. On the screen and save it.

Note: Challan downloaded and bank slip should be merged together and uploaded as PDF on portal.
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