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1.0verview

A career center profile on the National Career Service (NCS) portal offers a variety of professional
development services and programs to jobseekers so they can explore their interests, discover
paths to opportunities, and prepare themselves for various professional interactions.

On the NCS portal a career center supports jobseekers to become an effective employees and
lifelong learners. A career center also assists portal users with their personal growth as well as
professional development. A career center offers a wide spectrum of services on the NCS portal
to users whether they are students, fresh graduates, or alumni. It also provides different types of
group workshops for portal users to upskill themselves.

The career center module covers the following functionality:

e Access the Application

e Change Language

e Logout of the Application

e View/Update Career Center Profile
e Register Jobseeker, Employer, Local Services
e Search Candidate

e Feedback on Local Services

e User Management

e Announcements

e Grievances

e (Cases

e Change Password

e Access to Job Fairs

e Reports

e Documents

e Dashboard Report

2.Getting Started

2.1 Access the Application
To access the NCS portal, type the following website address or Uniform Resource Locator (URL)
in the address bar of your Internet browser: http://www.ncs.gov.in/. The Home page of the NCS
portal displays.
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2.2 Log into the Application
As a career center user you can log into the NCS portal by using your valid login credentials. Enter
your user name and password in the fields provided on the Login section of the portal’s Home
page.

1. Enter your user name
2. Enter your password
3. Click the Sign In button. This displays the Career Center Home screen.
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Home  Jobseeker Employer  Local Services Counsellor  Skill Provider ~ Placement Organisation ~ Govt. Dept.  Reports & Documents

Career Center Home

Job Fairs/event Module Steps

View/Update Profile

Please follow the following steps to access the Job Fair Module :-
Register User 1. Click the *Job Fair” link from Career Centre Menu and Job fair landing page will open in new window. kb 4
2. Refer to Job Fair User Manual for guidelines about Job Fair. \\7/
NCS$ Internal Users can
Feedback on Local Services reach to IT helpdesk{24*7

Search User

through these dedicated

User Management numbers

7,080 7770

Change Password 080
Cases
Announcements
Job Fair
Dashboard Report -
L J.;m..‘.S;E;E; ’;e.;r;‘ S

Employer Dashboard

Policy and other Links ‘Website Policy Disclaimer Sitemap Grievance / Feedback FAQs

@ Content Owned and Updated by Ministry of Labour & Employment

Career Center Home Screen
2.3 Logout of the Application

At any given point you can logout of the portal by clicking the Sign Out option.

Home | About us | Contact Us

National Career Service

Ministry of Labour & Employment AMAN AN CC~

Change Password

Notice against frauds in t
Sign Qut
Home  Jobseeker Employer Local Services Counsellor  Skill Provider  Placement Organisation ~ Govt. Dept.  Reports & Documents

Trainings at NICS  Grievance

Career Center Home
Job Fairs/event Module Steps

View/Update NCS Profile

Please follow the following steps to access the Job Fair Module :-

Register User 1. Click the “Job Fair” link from Career Cenire Menu and Job fair landing page will open in new window. A 4

2 Refer to Job Fair User Manual for guidelines about Job Fair. \P/
Search User 3. Refer to Job Fair SOP for guidance on conduction of Job Fair.

4. Refer to the Template Tur.r.epunln.g Jobseeker Placements ?jala through Job Fairs. It is me.mqatcry that after NCS Internal Users can
Feadback on Local Services completion of every Job Fair/ Job drive, the placements data is shared at support.ncs@gov.in in an excel sheet based reach to IT helpdesk(24°7)

on this template. This data is required for monitoring the center's performance.
through these dedicated

User Management numbers

Cases 080-23012800, 080-23012888

Announcements R

Sign Out Option

2.4 View/Update Career Centre Profile
This link allows you to view or update your career centre user profile.

1. Click the View/Update Profile link from the left panel. The Profile screen displays.
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Organisation Name* ! Emfl%lrﬁntix%flgi[)eihi ‘
Registered Office
Address 1* ‘ CP ‘
Address 2 ‘ ‘
Address 3 ‘ ‘
Address 4 ‘ ‘
State* NCT OF DELHI E‘
District | CENTRAL M
Taluka/Tehshil PAHAR GANJ Ei[
CitylVillage* | PAHAR GANJ E|
pincode* (110011 \
Contact Number EHEH Phone ‘E‘
Mobiler ‘EH,‘C’,%%ZSS,SQ \
Company Email* ‘ adetee anand@agreeya.com ‘
Company WebSite URL ‘ ‘
Identity Information
PAN Number  Either PAN or TAN is mandatory
| |
TAN Number \ ‘
Contact Details
Aadhar Number* ‘ ‘
Person Name ‘ adetee ‘
(as per Aadhar details) *
Father's Name* ‘ ‘
Miscellaneous
Year of Incorporation* —Select-- :}
Area of Operation (s)
Key Activities i ‘

Profile Screen

2. Enter the company’s official website address or URL
3. Enter Permanent Account Number (PAN)
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Enter Tax Deduction Account Number (TAN) of the organisation

Enter contact person’s Aadhaar number

Enter father’s name of the contact person

Date of Birth

Enter the landline number of the organisation with area code and extension (if any)
Select the year when the organisation was incorporated from the drop-down list
10. Enter the operation area(s) for the organisation

11. Enter the key activities of the organisation

12. Click the Update button to save the details

LN U e

3.Register User

This link allows you, as a career center user to register jobseeker, employer, and local services
user profiles on the NCS portal.

3.1 Jobseeker Registration
1. Click the Register User link from the left panel. This displays the Register As screen.

Register As

Register As* --Select-- ﬁ

Register As Screen

2. Select the Jobseeker option from the Register As drop-down list. This displays the
Registration screen for a jobseeker user.

8|Page CareerCenter-v4.10.25.07.2020



Registration

Register As®

First Name *

Middle Name

Last Name

Gender *

Unique ldentification(UID) Type*

Unique Identification(U1D) Number *

Date of Birth *

Guardian/Father's Name *

Highest Education Level *

State *

Email ID

Mobile Number *

Password *

Retype Password *

Choose Your Username

Job Preference/Key Skills*

Enter Security Code *

O

Jobseeker A

@ Male () Female ) Transgender

Pan Card v
| =
|Se|ect‘rom calendar ‘ =

—Select- v

—-Select—- M

| name@example.com |

| +91 || 10 digit Mobile Number |

| at least 8 characters |

| at least 8 characters |

—-Select- v

| ex: DTP Operator, Computer Operator etc |

To add multiple Key Skills use semicolon (") as separator

QRJWAS5

Type Capisha: ;
|. Type the text |

| agree to terms and conditions click here

Registration Screen

3. Enter the first name of the jobseeker

4. Enter the middle name
5. Enter the last name
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6.
7.

10.
11.

12.
13.

14.
15.
16.

17.
18.

10| Page

Select the appropriate gender ®© radio button
Select the Unique Identification type (PAN card, Aadhaar card or Others) from the drop-
down list

Note: Aadhaar card number will be verified through the Unique Identification Authority of
India (UIDAI) service.

Note: Selecting the Others option enables you to choose any one of the following
identification type for the jobseeker: Voter’s Identity Card, Passport, Driving License, or UAN
Number.

Enter the Unique Identification number based on the Unique Identification type
Note: Use the Check button to see if the entered UID already exists.

Select the date of birth of the jobseeker from the calendar
Enter guardian or father’s name of the jobseeker
Select jobseeker’s highest education level from the drop-down list

Note: The Education field only displays when you select one of the following options from
Highest Education Level drop-down list: Diploma After 12, Graduate, PG Diploma, Post
Graduate, or PhD. Further, additional fields display based on the option selected from the
Education drop-down list.

Note: The profile of a jobseeker in the NCS portal is defined either as a Basic profile or an
Advanced profile. This is based on the option you select from the Highest Education Level
drop-down list. Selecting any one of the following options: No Schooling, Up to 8%, Up to 9",
10t 11%, 12t Diploma after 10™, or ITI creates a Basic user profile. Selecting an option such
as: Diploma after 12", Graduate, PG Diploma, Post Graduate, or PhD, creates an Advanced
profile.

Note: Once the registration process is completed, the education related data entered here is
saved to the jobseeker’s profile (in the Education & Training tab for an Advanced profile and
the default option in the Highest Education Level drop-down list in the Personal Information
tab for a Basic profile).

Select a state from the drop-down list
Select a district from the drop-down list

Note: The options in the State and District drop-down lists will default to that of the career
center user but the same can be changed as required.

Enter the jobseeker’s Email ID

Enter the ten digit mobile number for the jobseeker

Enter a password. The password should at least have eight characters, contain at least one
alphabet, one number and one special character (@ $ %) for example: “pass@word1”.
Retype the same password for confirmation

Select the username option that would be used by the jobseeker for logging in to the NCS
portal

CareerCenter-v4.10.25.07.2020



19. Enter job preferences or key skills of the jobseeker (enter multiple skills as required)

20. Enter security code as shown in the displayed image

21. Check the | agree to terms and conditions check box. To read the terms and conditions
document of the NCS portal, click the Click Here link.

22. Click the Submit button. The jobseeker’s registration is completed successfully.

Registration Status

User Registrabon 15 complete

User NCS 1D is - J14BTE-1526538076009

Click here to update user education

Successful Registration Notification

23. The notification has a link that enables the career center user to update the education details
of the newly registered jobseeker.

24. The newly registered jobseeker also receives a SMS that has registration details such as their
User Name and Password.

3.2 Employer Registration
1. Click the Register User link from the left panel. This displays the Register As screen.

Register As* --Select-- EJ

Register As Screen

2. Select the Employer option from the Register As drop-down list. This displays the Registration
screen for an employer user.
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Reister As* Employer v
Organisation Name* ‘ ‘
Former Registered Name ‘ ‘
Organisation Category” ~Select-- v
Organisation Type* —Select-- v
Sestort ~Select- v
Description
Waximum 50 Cnsractsrs ars &llowsd I Dsscrpton
Registered Office
Address 1+ ‘ ‘
Address 2 ‘ ‘
state ~Select-- v
District _Select- ¥
‘Sub-DistrictTalukaTehsi _Select- T
CityVilage ~Select-- v
Fincode’ ‘ ‘
Prone |491 || avea Cod|[Phone [[Ean |
Note: Flease Input ares cads wimout leading 0",
wobile Number' 491 || 10 clgit Mobile Number |
Company Email* ‘ name@example com ‘
WebsSHe URL | lp(s) v name com |
Identity Information
Ovganisation PAN * ‘ ‘
Additional Details. _Select- v
Year of Incorporation ~Select- ¥
User Details
Person Name * ‘ ‘
Contact Number +91 Area Cod | Phone ” Extn ‘
Hate: Fias8e Inpul area cade wikhout iading 9.
Wobile Number* 491 | 10 aigt Mobile Number |
Email * ‘ ‘
Contact Designation * ‘ ‘
User 1D*
Password*
Retype Password *
Miscellaneous
Enter Security Code *
Type Capicha:
| Tyme the text
[ Iagreeto terms and conditions

Registration Screen
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© o

10.
11.
12.

13.
14.
15.
16.
17.
18.
19.
20.

21.
22.

23.
24.

25.
26.
27.
28.
29.

30.
31.

13| Page

Enter Organisation Name

Enter Former Registered Name

Select Organisation Category (Private Sector or Public Sector)
Select the Organisation Type from the drop-down

Enter Organisation Type Name (field displays only if Others option has been selected from
the Organisation Type drop-down)

Select the Sector from the drop-down

Enter organization’s description

Enter the address for the registered office

Select a state from the drop-down list

Select a district from the drop-down list

Note: The options in the State and District drop-down lists will default to that of the career
center user but the same can be changed as required.

Select a sub-district, taluka, or tehsil from the drop-down list

Select the name of city or village from the drop-down list

Enter the pin code

Enter the landline number with area code and extension (if any)

Enter the ten digit mobile number

Enter the company’s Email ID

Enter the company’s official website address or URL

Enter Organisation PAN or Proprietor’s PAN (only if the Private Sector organisation type is a
Proprietorship)

Note: The registration of an employer can be completed without entering their Organisation
PAN at the time of registration. The same can be entered at a later date either by the
employer user themselves or by the career center user who registered them.

Enter Proprietor’s Name (field appears only if Private Sector organisation is a Proprietorship)
Select date of birth of the proprietor as in PAN (calendar control displays only if selected
Private Sector organisation is a Proprietorship)

Select UID type from the Additional Details drop-down

Enter Registration Number (field displays once a UID type is selected from the Additional
Details drop-down)

Select the incorporation year from the drop-down (field only displays for all organisation
types except for Proprietorship)

Enter name of the contact person (field only displays for all organisation types except for
Proprietorship)

Enter landline number of the contact person

Enter the ten digit mobile number for the contact person

Enter the contact person’s Email ID

Enter designation of the contact person in the organisation

Enter User ID and then click the Check User ID button to check the availability of the entered
ID

CareerCenter-v4.10.25.07.2020



32. Enter a password. The password should at least have eight characters, contain at least one
alphabet, one number and one special character (@ $ %) for example: “pass@word1”.

33. Retype the same password for confirmation

34. Enter security code as shown in image

35. Check the | agree to terms and conditions check box. To read the terms and conditions
document of the NCS portal, click the Click Here link.

36. Click the Submit button. After successful registration the Registration Status screen displays
and an OTP is sent to the employer’s mobile number.

Registration Status

Jser Regsstrabon is complete

sar NCS 1D is - EVAET75-1220314177670

verity Moble via OTP
Please enter the verification code thal is sant on your Mobiie No  XOOO(XX2668

If verification code not received Resend the code

Registration Status Screen

37. Enter the OTP verification code which is received on the registered mobile number
Note: Click the Resend link, if the OTP is not received.
38. Click the Submit button. The employer’s registration is completed successfully.

Note: At this point a registered employer user can log into the NCS portal and if need be they
can view and even update their profile on the portal. However, they cannot use any other
features or functionality of the NCS portal up until the time their Aadhaar number is verified.
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Registration Status

User Regstration is complete

User NCS ID s - E14E75-1220314177670

Your OTP has been verfied

Successful Registration Notification

39. The newly registered employer also receives a SMS that has registration details such as their
User Name and Password.

3.3. Local Service Provider Registration

1. Click the Register User link from the left panel. This displays the Register As screen

Register As* --Select-- E’

Register As Screen

2. Select the Local Services option from the Register As drop-down list. This displays the
Registration screen for a local service provider user.
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Registration

Register As” Local Services v
Local Services Type* —Select—- v
First Name *
Middle Name
Last Name
Gender * (@ Male () Female () Transgender
Unique Identification{UID) Type* Pan Card v
Unique Identification(UID) Number *
Date of Birth * Select from calendar 2
Guardian/Father's Name *
Highest Education Level * —Select—- v
State * —-Select-- v
Email ID 'ame@example.com
Mobile Number * +91 10 digit Mobile Number
Password * at least 8 characters e
Retype Password * at least 8 characters
Choose Your Username * —Select—- v
Area(s) of Operation * Pin Code Landmark Add
Atieast ona Ares of Oparation is raquirad 1o 33U the profile.
Days of operation *
'Monday | Tuesday | Wednesday | Thursday
I Friday | Saturday ' Sunday
Operating time * From Hours v Minutes M
To Hours v Minutes v
Enter Security Code * F T N 2 U
Type Capicha
Type the tex
[m] | agree to terms and conditions click here

Registration Screen

3. Select the type of local service that would be provided

Note: If the Driver option is selected the registration screen displays an additional field
named Register with. This field enables the local service provider to become a driver partner
who is associated with the required transportation network).
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10.
11.
12.
13.
14.

15.
16.
17.

18.
19.

20.
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Note: The selection of the Driver option also causes the Area(s) of Operation field to display
as a single field. Here you can only enter required location(s) where the local service
provider would operate as per the provided list.

Enter the first name of the local service provider
Enter the middle name
Enter the last name

Select the appropriate gender ® radio button
Select the Unique Identification type (PAN card, Aadhaar card or Others) from the drop-
down list

Note: Aadhaar card number will be verified through the Unique Identification Authority of
India (UIDAI) service.

Note: Selecting the Others option enables you to choose any one of the following
identification type: Voter’s Identity Card, Passport, Driving License, or UAN Number.

Enter Unique Identification Number based on the Unique Identification type
Note: Use the Check button to see if the entered UID already exists.

Select the date of birth of the local service provider

Enter guardian or father’s name of the local service provider

Select the highest education level of the local service provider from the drop-down list
Select a state from the drop-down list

Select a district from the drop-down list

Note: The options in the State and District drop-down lists will default to that of the career
center user but the same can be changed as required.

Enter the local service provider’s Email ID

Enter the ten digit mobile number of the local service provider

Enter a password. The password should at least have eight characters, contain at least one
alphabet, one number and one special character (@ $ %) for example: “pass@word1”.
Retype the same password for confirmation

Choose your username from the drop down list (options include: Unique ldentification (UID)
Number, Email, and NCS ID) for logging into the NCS portal

Select the transport network the local service provider wants to register with as a driver
partner. This will display a set of questions. Answer these questions by selecting the Yes or
No option.

Note: This field only displays if you select the Driver option from the local services type field.
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21.

22.
23.
24.
25.

26.

Register with UBER ¥ o

Do you know how to drive?* Yes, No

Do you have a commercial license?* Yes No

Do you own a car?* Yes No

Do you want to buy a car?® Yes No

Do you want to drive for someone else?* Yes No

Area(s) of Operation *
Please enter City or State

Mote : Location(s} selected from the list will only

be considered.

Note: Once the local service provider’s registration with UBER has been approved, UBER’s
logo will be displayed in front of their name on the NCS Portal in search results. For
Example: BMr. Sanjay Sahni.

Enter the area of operation (one or more as required) by providing the pin code and
landmark details. Use the Add button to mention additional areas of operation.

Note: The Area(s) of Operation field displays as a single field if the Driver option is selected
from the Local Service Type field.

Mention the days of the week you are operational by selecting the required check box
Select the time you would be operational using the From and To drop down lists

Enter security code as shown in image

Click “I Agree to Terms and Condition” check box. To read NCS Portal terms and condition
document, click “Click Here” link.

Click the Submit button. The local service provider’s registration is completed successfully.

Registration Status

User Registration is complete

User NCS ID is - L14ET5-1242253732149

Click here to update user education

27.
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Successful Registration Notification

The notification has a link that enables the career center user to update the education details
of the newly registered local service provider.
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28. The newly registered local service provider also receives a SMS that has registration details
such as their User Name and Password.

4.Search User

This link allows you, as a career centre user, to search for other portal users and counsellors. You
can also resend OTPs to candidates for verifying their profiles.

The Search User screen has two tabs namely Organisation and Individual that enables you to
search for organisation type users (employers, skill providers, placement organisations,
government departments, and career centres) or individual type users (jobseekers, local service
providers, and counsellors) as required.

Q Search User

QOrganisation || Individua

Search By Unigue ID

—Select-- v

= Search By Other Criteria

e

Haote:

ndividual type user includes J =

Organisation type user includes Emgloye: acement Organisation, Gowt. Organisation and Career Centre

Search User Screen

4.1. Search by Organisation
1. Click the Search User link from the left panel. This displays the Search User screen.
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Q Search User

QOrganisation || Individual

Search By Unigue ID

—Select-- v

= Search By Other Criteria

Search User Screen

2. Click the Organisation tab to make it the active tab (this is the active tab by default).
3. There are two ways to search for an organisation type user as follows Search by Unique ID or
Search by Other Criteria.

Select an option as follows:

a. Search by Unique ID
i. Select the Search by Unique ID radio button
ii. Next, choose an option from the drop-down list
iii. Then enter the corresponding ID in the text field

b. Search by Other Criteria
i. Select the Search by Other Criteria radio button

ii. Next, enter data in one or more search fields

4. Click the Search button.
5. The search result displays on the screen.
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Q, Search User

Organisation || Individua

Search By Unique 1D

—-Select-- A

= Search By Other Criteria

Note:

lacemsnt Organisation, Gowt. Organisation and Career Centre

Sr.No. NCSID User Name Contact Name Is Stakeholder
Number Active Type

1 E15A86-2230023617456  kunal B Kunal Singh Yes Employer

Search Results

6. Click the NCS ID link to view details of that particular organisation in a pop-up.

4.1.1 Update Profile
1. Click the Action button of the required organisation type user.

5r. No. NCSID User Name Contact Name Is Stakeholder
Number Active  Type
1 E15A86-2230023617456 kunal I <unal Singh Yes Employer

Action -

Update Profile

Action Button Options

2. Select the Update Profile option. The Employer Profile screen displays in a separate browser

window.
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Employer Profile Screen
3. Make the required changes to the profile.
4. Click the Update button.
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4.2 Search by Individual
1. Click the Search User link from the left panel. This displays the Search User screen.

Q, Search User

QOrganisation || Individua

Search By Unigue ID

—Select-- v

= Search By Other Criteria

Search User Screen

2. Click the Individual tab to make it the active tab (this is not the active tab by default).
3. There are two ways to search for an individual type user as follows Search by Unique ID or
Search by Other Criteria.

Select an option as follows:

a. Search by Unique ID
i. Select the Search by Unique ID radio button
ii. Next, choose an option from the drop-down list
iii. Then enter the corresponding ID in the text field

b. Search by Other Criteria
i. Select the Search by Other Criteria radio button

ii. Next, enter data in one or more search fields

4. Click the Search button.
5. The search result displays on the screen.
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Q, Search User

Organisation || Individua

Search By Unigue ID

—Select--

=) Search By Other Criteria

Mote:
ndividual type uzsr includes Jobsesker L5
Crrganisation type user includes Employer,
Sr.No. NCSID User Name Contact Name Is Stakeholder
Number Active  Type

il Al Gupta Ves Jobsesker

Search Results

1 J12C65-1110254484078

6. Click the NCS ID link of an individual type user. This displays the Candidate Profile screen for

that particular user in a separate browser window.

4.2.1 View Profile
1. Click the Action button of the required individual type user.

Sr.No. NCSID User Name Contact Name Is Stakeholder
Number Active  Type
1 J12C65-1110254484075 ] I A Gupta Yes Jobsesker -
Action -

View Profile
Update Profile
Search Counsellor
Resend OTP

Action Button Options
2. Select the View Profile option. The Candidate Profile screen displays in a separate browser

window.
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3. Click the Download Profile button. The displayed profile is downloaded in PDF format.

4.2.2 Update Profile
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Candidate Profile Screen

1. Click the Action button of the required individual type user.
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Sr.No. NCSID User Name Contact Name Is Stakeholder
Number Active  Type

1 J12C65-1110254434075 [ I A Gupta es Jobsesker Action

View Profile
Update Profile
Search Counsellor
Resend OTP

Action Button Options

2. Select the Update Profile option. The Personal Information screen displays in a separate
browser window.
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Personal Information Screen

3. Make the required changes to the profile.
4. Click the Save button.
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4.2.3 Search Counsellor
As a career centre user, you can book an appointment for a candidate with a counsellor using this
particular option.

1. Click the Action button of the required individual type user.

Sr. No.

NCSID User Name Contact Name Is Stakeholder
Number Active  Type
J12C65-1110254434073 ] I A Gupta Yes Jobseeker

Action ~

View Profile
Update Profile
Search Counsellor
Resend OTP

Action Button Options

2. Select the Search Counsellor option. The Counsellor Calendar screen displays in a separate
browser window.
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Counsellor Calendar Screen

3. Select the type of counsellor service from the drop-down, enter the location (city or state) in
the field, and then click the Search button.
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Counsellor Calendar

Career Counselling . lease enter City or State ‘ ﬁ

Note:
= For All India location do not select anything.
=  Multiple locations can also be selected.

Counsellor Search

The calendar displays search results of available counselling appointments.
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Counselling Appointments

4. Click the Counsellor Name link to view details of that counsellor in the Counsellor pop-up.
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Counsellor

Counsellor Details

Counsellor Name stagesleven

Services Career Counselling, Vocational Guidance
Mobile Number 9999736716

Email ID stageeleven@gmail.com

Education History

Education & Training Year of Passing Medium of Education

B Agri. (Bachelor of Agriculture) Agriculture Gujarati

B.C.A. (Bachelor of Computer Application) Computer Hindi

Cancel

Counsellor Pop-Up

5. Click the Green icon on the calendar to book a counselling appointment for the individual
type user. This displays the Counsellor Schedules pop-up.
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Counsellor Schedules

Selected Date 16 Apr 2020 (Thursday)
Email ID stageeleven@gmail com
Counsellor stageeleven

Mobile Number 9999736716

NOTE: Please refer to the Fee Structure as per the NCS Guidelines for
Counsellors for further details on fees.
Title Test Counselling

Location noida,
City: Greater Noida (ct), Sub-Dist: Gautam Buddha
MNagar, District: Gautam Buddha Nagar, State: Uttar
Pradesh 202020

Timings 05:30AM - 10:30PM
Fees Per Hour @)200
Services Career Counselling

My Booking Status Not Booked

Book

Counsellor Schedules Pop-Up

6. Click the Book button to book an appointment with the selected counsellor.
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Counsellor Schedules

Selected Date 16 Apr 2020 (Thursday)
Email ID stageeleven@gmail.com
Counsellor stageeleven
Mobile Number 9999736716

NOTE: Flease refer to the Fee Structure as per the NCS Guidelines for Counsellors
for further details on fees
Title Test Counselling

Location noida,
City: Greater Moida (ct), Sub-Dist: Gautam Buddha
Magar, District: Gautam Buddha Nagar, State: Uttar
Pradesh 202020

Timings 05:30AM - 10:30PM
Fees Per Hour (@200
Services Career Counselling
My Booking Status Approval Pending
Appointment booking reguest sent for confirmation.

Appointment Booking Notification
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4.2.4 Resend OTP

This option allows you to resend an OTP to candidates for verifying their NCS profile.

1. Click the Action button of the required individual type user.

Sr.No. NCSID User Name Contact Name Is Stakeholder
Number Active  Type
1 J12C65-1110254484073 ] I Al Gupta Yes Jobseeker

Action ~

View Profile
Update Profile
Search Counsellor
Resend OTP

Action Button Options

2. Select the Resend OTP option. An OTP is send to the registered mobile number of the
concerned NCS user.

Mew OTF has been generated and sent to registered mobile number.
Sr.No. NCSID User Name Contact Name Is Stakeholder
Number Active Type

1 J12C65-1110254434078 i i— I At Gupta Yes Jobseeker

OTP Send Notification

5.Feedback on Local Services

This link allows you to give your feedback to local service providers on the quality of their service.

1. Click the Feedback on Local Services link from the left panel. The Feedback on Local Services
screen displays.

Feedback on Local Services

Request Number

Date of Request between = =
Request # RequestDate  Type of Service Providers Feedback
2FD1EB1C2FBE41B5 3-Mar-2015 CARPENTER RAHUL TYAGI Feedback Given
BG0FE46BCE86B48C5 4-Mar-2015 CARPENTER RAHUL TYAGI Give Feedback
9B3ESE232C1545FB 4-Mar-2015 CARPENTER Shyam Kumar Gupta Give Feedback

Feedback on Local Services Screen

2. Click the Give Feedback link corresponding to a request. The Feedback Form pop-up displays.
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3. Select the service availed start and end date from the corresponding calendar

Feedback Form [ X|

Request #

Service Requested on

Date Service Availed on*

Date Service Availed end*

Service Availed from

Availed

BOFE46BCES6B48C5
47312015
&
| =
RAHUL TYAGI
|

Feedback Form Pop-up

4. Check the Availed M check box to enable additional feedback options
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Feedback Form [X|

Request #
Service Requested on

Date Service Availed on*

Date Service Availed end*

Service Availed from

Availed

24032015024E10A6

24/3/2015 12:00:00 AM

| 2310212015

\ 10/03/2015

Diwan Bisht
™

() Very Satisfied
O Satisfied

() Average

() Below Average
() Unsatisfied

() Very Unsatisfied

A

Service Availed Feedback Options
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5. Select the appropriate ®© radio button
6. Click the Submit button

6.User Management

This link allows you, as the career center user, to view list of existing candidates, manage users,
and their roles.

6.1 Add Organisation Member

This feature allows you to add a new organisation member to the portal. Using this feature you
can add the following types of members: career center admin, member, and campaign member.

1. Click the User Management link from the left panel. This displays the User Management

screen.
User Management €
——Select Roles— NCS ID User Name

10 digit Mobile Number name@example.com Reset Add User

Total No. of records :1

NCSID User Mame Display Account Mobile Email Member
Name Lock Type
status
C10D68- NCS.AN.AN.CC SP No 9531956390 NCS.ANAN.CC@gov.in PM Primary  Manage Manage
1343201492869 MEENA Member User Rale

Request

Page 1 of1

User Management Screen

2. Click the Add User button. The Add Organisation Member screen displays.
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Add Organization Member

Name* | MName |
Designation® | Designation |
Email* | name@example.com |

Mobile® (491 | 10 digit Mobile Number |

Phone Coun || Area Coc || Phone || Extn |
User Role:* —Select—
o[ |
Password™® | atleast 8 characters |
Retype Password* | atleast & characters |

Add Organisation Member Screen

3. Enter the user name, which is already registered in active directory
4. Select user role from the drop-down list
5. Click the Submit button to add a new user

6.2 Manage User

This link allows you to activate or deactivate a user and even reset their password.

1. Click the User Management link from the left panel. This displays the User Management
screen.

Home Jobseeker Employer Local Services Counsellor Skill Provider Placement Organisation Reports

Career Center Home

User Management €@

View/Update Profile

Register User

—Select All— v [NCS 1D | User Name ‘
Search Candidate X
Feedback on Local Services 10 digit number ‘ name@example.com ‘ Add User

User Management

My Discussions

My Documents

Job Fair

User Management Screen

2. Select the role from the drop-down list
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3. Click the Search button. The search result is populated in the User Management screen.

Home Jobseeker

Career Center Home

View/Update Profile

Register User

Search Candidate

Feedback on Local Services

User Management

My Discussions

My Documents

Job Fair

Employer Skill Provider Placement Organisation Reports

Local Services Counsellor
User Management @

[l Career Center Admin M | |nesio User Name
10 digit number name@example.com
NCS ID User Name Display Name Account Mobile Email
Lock
status
C10G61-1558222426963  dgeticcadmin CCAdmin No Manage User ~ Manage Role

User Management Screen

4. Click the Manage User link corresponding to the user’s NCS ID. This displays the Manage User
screen with the details of that particular user.

Manage User L10G61-1518035975535 @

Name RAKESH Last Login Detail 06/07/2015 15:19:08 PM

Created On 06/07/2015 15:18:04 PM Account Lock status No

Active Yes

Manage User Screen

Click the Reset Password button, if you wish to reset the password. A new password is
generated and sent to the registered Email ID and mobile number of the concerned NCS user.

Click the Deactivate button, if you wish to deactivate the user. User is deactivated successfully
and the Deactivate button changes to Activate.

Click the Activate button to reactivate the deactivated user. User is activated successfully and
Activate button changes to Deactivate.

7.Announcements

This link allows you, as a career center user to review documents that have been uploaded on the

NCS portal.

1. Click the Announcements link from the left panel. This displays the Documents screen.
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I
M Jobseeker Employer Local Services  Career Center  Counsellor  Skill Provider  Placement Organisation  Govt. Dept. Reports & Documents

FileName File Size File Type Created On
HCS_Interlinking_Final_Scheme Guidelines_-24.05.2016.pdf 308.05 KB PDF {Portable Document 5/26/2016 1:51 PM
Format)
Policy and other Links Website Policy Disclaimer Sitemap Grievance f Feedback FAQS

@ Content Owned and Updated by Ministry of Labour & Employment

< in |E 10 and ith 1024/768 resolution and sl

Documents Screen

8.Grievance/Feedback

This link allows you, as a representative of your career center, to post any feedback, grievance,
query, or request regarding the NCS portal.

Home Jobseeker Employer Local Services Counsellor Skill Provider Placement Organisation Govt. Dept. Reports

Career Center Home
Fairs/event Module St
View/Update Profile

Please follow the following steps to access the Job Fair Module :-

Register User 1. Open the browser and type https://203.129.202.66:10443/ in browser's address bar.
2. The page with title "Welcome to SSL VPN service™ would get loaded.
Search Candidate 3. When the page is loaded; click the link “Click here to download and install the plug-in*

4. Install the SSL VPN Client on your computer.

5. After installation; Close the browser which was open in Step 1

6. Open the new browser again and navigate to https://203.129.202.66:10443/

7. Provide the user name and password which is same as your career center login credentials, (should not close this
browser window)

8. The page with sub-caption “Tunnel Mode™ would be loaded and would display the link status as "UP".

Feedback on Local Services

User Management

Change Password 9. Now, try to access the “Job Fair” link from Career Centre page and Job fair landing page will open in new window.
times Please note
a. Above steps from 1 to 6 are one time activity.
Announcements b. The steps 7, 8 are to be carried out once in a day to access Job Fair
Job Fair
Privacy Policy Copyright Policy Terms & Conditions Disclaimer Feedback Sitemap

Grievance/Feedback Link

1. Click the Grievances/Feedback link from the footer section of the screen. The
Grievance/Feedback screen displays.
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Grievance Feedback

Name *
Email ID *

Mobile Number *

State * --Select-- v
District * —-Select-—- v
Case Type: * --Select- v
Stakeholder * v
Case Category* —-Select-- v e
Case Sub Category* —Select-- v (i ]
Description *

Enter Security Code * M 6 P 7 Q

Type Captcha:

Type the text

Grievance/Feedback Screen

Enter your name
Enter your Email ID
Enter your mobile number
Select a state from the drop-down list
Select a district from the drop-down list
Select type of case from the drop-down list
Stakeholder (displays your profile type - this field cannot be edited)
Select case category from the drop-down list
. Select sub category of the case from the drop-down list
. Enter the description for the case
. Review the security image and enter the displayed text
. Click the Submit button

LN UAEWN

[ S T G Y
W N R O
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14. Click the Help tool tip to know about Case Category and Case Sub Category types

Stakeholder * v
| Help [x]
Case Category™ —Select-- v a
Flease select Case Category.
Case Sub Category” —Select-- v a

Help Tool Tip

9.Cases

This link allows you, to review the status of registered cases. Using the Give Feedback link you can
provide your feedback on resolved or closed cases, registered with the NCS call center.

Cases

Case ID Case Category Case Description Registration Status Resolved Date Resolution Feedback
Subcategory Date

CAS- Unable to find data  Unable to Search asdfsafza 22-April-2016 Resolved 03-May-2016 Resolve Give

118044 Jobs Feedback

BOP2M2

Cases Screen

Once you click the Give Feedback link, the Feedback pop-up displays with Cancel and Submit
buttons. Enter the feedback and click the Submit button.

Feedback X

Feedback*

Good, feedback] ‘

Maximum 500 Characters are Allowed in Description.

Feedback Pop-up
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10. Change Password

The link “Change Password” is provided in the “Sign-out” menu and this allows user to change
password for the NCS portal.

Home | About us | Contact Us
t National Career Service

e Ministry of Labour & Employment ANANANCC~

Change Password
NCS —

Sign Out
Home  Jobseeker  Employer Local Services Counsellor  Skill Provider ~ Placement Organisation ~ Govt. Dept.  Reports & Documents

Trainings at NICS  Grievance

1. Thelink “Change Password” is provided in the “Sign-out” menu and this allows user to change
password for the NCS portal.

Change Password

* mandatory
Fassword shou'd have afleast one alphabet. one number. one special character and ateast & characters init.
Dld Password*

New Password® e

Confirm New Password*

Enter Security Code® B P 3 V g

Type Caplcha:

Type the fext

Change Password

Change Password Screen

2. Enter old password

3. Enter a password with the following criteria- It should be minimum 8 character containing at
least one alphabet, one number, one special character (@5$%) for e.g. pass@word1

4. Retype the same password for confirmation

Enter Security Code as shown in figure

6. Click on Change Password button to update the password

b

11. Job Fair

This link allows you to manage job fairs using the CRM application.

11.1 Access the Microsoft Dynamic CRM Application
1. Click the Job Fair link from the left panel. This displays the Disclaimer pop-up.
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Disclaimer

You are now being redirected to an extemal link. The Govemment of India does not take responsibility for
the accuracy of the contents in those sites. The hyperiink given o external sites do not constitute an
endorsement of information, products or services offered by these websites

Disclaimer Pop-up
2. Click the Continue button to display the CRM Login screen.

iexplore
Connecting to 172.16.12.60.

NCSANAN.CC

Domnain: ANURAG-PC

[] Remember my credentials

==

Login Screen

3. Enter your user name
4. Enter your password
5. Click the OK button. The Microsoft Dynamics CRM application displays.

In the CRM application, you can manage and create job fairs.
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File Edit View Favorites Tools Help

Ashish Singh Puna

| WORKPLACE ~ DGET

FPSAVEAS E% NEW & REFRESHALL il ADVANCED FIND

My Requests ~

~
Case Mix(By Status) o Bl Case Mix By Case type
My Requests My Requests
1,200 .
»
1,000
200
3 o0 e
g 400
200
0
Resolved
Stzws B Request [ Query B Complaint
My Requests ¥
Search fo s o
Case Mix(By Category) o for recorts
My Requests Complaints Case Title Customer Request Id Nesp id (Customer) Case Type Status v

Microsoft Dynamics CRM Application

11.2 Create a Job Fair in Microsoft Dynamic CRM

1. Click Microsoft Dynamics CRM > Job Fair Management > Job Fairs to access the Job Fairs

menu.
namics CRM v Y | JOB FAIR MANAGE. Job Fairs | «
+ CREATEJOBFAR e EMALALINK | v [FJRUNREPORT~  { EXPORTTO EXCEL i ADVANCED FIND  gll] CHART PANE ~
= All Job Fairs ~
+  lob Fair Code Job Fair Name 4 Status Reasen Created On 4 k 4
CMP-01353-NS..  JFZ9AUG Proposed 8/29/2017 1:56 ...
CMP-01352-L9)..  Morning Job Fair Morning Job Fair Moming Job Fair Morn...  Proposed 8/29/2017 951 ...
CMP-01351-K8... JF2BAUG Proposed 8/26/2017 2:46 ...
CMP-01349-D7...  lucknow job fair lucknow job fair lucknow job fair lucknow...  Proposed 5/28/2017 239 ...
CMP-01348-X0B... lucknow job fair lucknow job fair lucknow job fair lucknow. Proposed 8/28/2017 237 ..
CMP-01345-W7.. my job fair 26 Aug 2017 Proposed 8/26/2017 123 ...
CMP-01334-D5... 23 JULY!@#§%" &*(at 21JulyVivek & Te)_+& at 21JuiyVive.. Launched 7/21/2017 309 ...
CMP-01332-R8... Job fair for 18 July 2017 Launched 7/19/2017 3:14 ...
CMP-01330-W&..  new job fairnew job fairnew job fairmew job faimew job fa..  Launched 7/10/2017 11:25...
CMP-01329-T6). JOB FAIR WITH MAXIMUM LIMITIOB FAIR WITH MAXIMU. Launched T/10/2017 435 ..
CMP-01328-M5... 213 My Job Fair Launched 7/10/2017 422 ...
CMP-01325-L0L..  Pr Launched 7410/2017 258 ...
CMP-01323-Z2P... MaximumMaximumMaximumMaximumMaximumMaximu... Launched 7/10/2017 2:46 ...
CMP-01322-585.. Weekend Job Fair Launched 7/8/2017 10¢
CMP-01321-F1). Test JobFair Saturday&Test JobFair Saturday&Test JobFair .. Launched 7/8/2017 9:32 PM -
1-300f51(0 Pagel p
All # A B C D E F G H pl K L M N [} P Q R s T u v W X Y z

~

e

S:
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Job Fair Menu

2. Click Job Fair Management > Job Fairs to access existing job fairs. Click the particular job fair
item to see its corresponding information.
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Ais Microsoft Dynamics CRM « % | JOB FAIRMANAGE... v Job Fairs | v JF28, @ create

whs INVITE EMPLOYERS/PO'S E 7l COPY AS CAMPAIGN |} COPY AS TEMPLATE éﬁ ASSIGN () SHARE &= EMAIL A LINK e L |

JOE FAIR : INFORMATION
JF28AUG 5 vt

General
Campaign Details

Job Fair Name™ JF28AUG Status Proposed
Job Fair Code & CMP-01351-K8DIC3

Venue Details

Venue ™ Maximum 500 Characters are Allowed in Venue. State ® MADHYA PRADESH
Maximum 500 Characters are Allowed in Venue.

-
Maximum 500 Characters are Allowed in Venue. District Harda
Sub District Handiya
City BHARTAR
Schedule
Registration Start Date ™ 8/28/2017 2:48 PM Registration End Date ® 8/28/2017 2:54PM -
Active H

Job Fair Information
A job fair can have the following status:

a. Proposed- Default status of a job fair. This job fair is not yet published on the NCS portal.

b. Launched- Denotes that the job fair is now launched. Once launched, the job fair is visible
to the jobseeker on the NCS portal.

c. Completed- Denotes that the job fair has been completed.

d. Cancelled- Denotes that the job fair has been cancelled.

Note: Only a job fair that has been launched on the NCS portal and goes past its end date (and
time) can attain the Completed status.

3. Click the +Create Job Fair link to create a new job fair

Mg Microsoft Dynamics CRM « % | JOBFAIR MANAGE... v Job Fairs | « @ Create
+ B FAIR | e EMAILALINK | ~ [¥] RUN REPORT = ﬁi EXPORT TO EXCEL H ADVANCED FIND gl CHART PANE -
> All Job Fairs ~ L
~  lob Fair Code Job Fair Name 4 Status Resson Created On A Y & °
CMP-01353-N9...  JF28AUG Proposed 9
CMP-01352-L9). Morning Job Fair Merning Job Fair Moming Job Fair Morn.. Proposed :,‘
CMP-01351-K8... JF2BAUG Proposed
lucknow job fair lucknow jai far lucknow job fair lucknow...  Proposed
job fair lucknow jos fair lucknow...  Proposed
Proposed
CMP.01334-D5... % 8*(at 21JulyVivek & Te)_+& at 21JulyVive. Launched
CMP-01332-R8... Job fair for 1 ly 2017 Launched
CMP-013 new job fairnew job fairmew job fairnew job faimew job fa..  Launched
CMP-013, . JOB FAIR WITH MAXIMUM LIMITIOB FAIR WITH MAXIMU...  Launched
CMP-01328-M3 213 My Job Fair Launched
CMP-013, Priyamvad daPriyamv iyamv iy .. Launched
CMP-01323-Z2P.. MaximumMaximumMaximumMaximumMaximummaximu...  Launched
CMP-01322-585... Weekend Job Fair Launched
CMP-01321-F1. Test JobFair Saturday&Test JobFair Saturday&Test JobFair ..  Launched 7/8/2017 9:32 PM -
1- Pagel p
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+Create Job Fair Link

4. The Create Job Fair screen displays

Employer Details

Participating Employers Name *

Schedule

43 |Page

Job Fair Titfe as displayed on Portal Calendar: Test Job fair D at Arunachal Pragiesh, Lower Dibang Valley from 17th Dec'18 to 19th Dec'18

acters are Mlowsd in Job Fair Name, Frop 815 i will e n draft state in CRM 3nd Launches

eflect in caleadar in NCS portal

Macximurs £00 Characters ace Allowed i Vernse.

Create Job Fair Screen

Enter relevant details of the job fair.
Note: The title (15 characters maximum) for the job fair you enter here displays at the top of
the Create Job Fair screen in a specific format. Once the job fair is posted to the portal, the

title of the same displays on the portal calendar for NCS users.

Note: Select the Launched option from the Status drop-down list if you want the job fair to
be posted immediately on the NCS portal as it is created.

Click the Submit button

A pop-up message displays notifying you that the Job Fair has been created successfully. The
pop-up also displays the job fair ID for reference.
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Fegiztration Start Date/Time *

ok Fair Seart Date/Time *

Drganization

Crganization Type

Tedusstey

Indusary Type

Drescriplion

1 Fallowing Jcb fair Titke would be displayed an Partal Calendar:
1322006 | “Test Jok fair D at Arunachal Pradesh, Lower Cibang Valley from 14th EAzE R LA [ I
| Dectg to 19th Dec'1e”

181272018 | & \hemE | B [ a v

|' Cancel

| Cantral Government. Central PSU v]

[2 solected ']

Kirtly prcviche tha Failowing RACAMALan i5 the job far deioniption, wiich wil help attrect 1he right laent and rdunk jusosil of the job fiin

L Number of 8pecied 0o Banes

2 List of Bro nent SOMpaNes el

1 Corparies from alich SeO00 SN E2e01ed 10 FEVE MEON resende

4 Number of expecied vacancies
2 Huamper of sipeed (o0 -serues

Drescription

Test Job Fair

Mhaifai 500 Ohasactens aie Alowed in Desciplion

Confirmation Notification

8. Click Ok. Another pop-up displays.

J0Z FAIR : INFORMATION

Create Job Fair

General

Campaign Detaily

lob Fair Plame =

Wenue Details

Deatails of Wenue *

ates et e

Job Fair “Test bab Tair D° podled duccessfully and Job Rair ID &

“CRP-D15T5-MIGTWE"

Sratus Proposed v
Maximum 15 Charscfen sre aliowsd in Job Fair Mame. Propossd meana it will be in dradt rlate in CEM snd Lsunched
repans it wil reflect in calendar in NCS paral.
Gtate Select i)
Diiseries * Select v
Miswinarm 560 Tharacters we Allssed i Versss.
i District Solect v
City Saleet .

Successful Job Fair Creation Notification

9. Click Ok. The details of the newly created job fair display.
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 National Career Services Portal © # | JOBFAIRMANAGE.. v JobFairs | v  TestJobfairD | v @ch: ﬂ

ks INVITE s *aC ap
JOB EAIR : INFORMATION
I : Trte® Campargn Code
Test Job fair D | 8 Test Job f: | 8 CMP-0157
General
Campaign Details
Test Job fair D Status Launched

Test Job fair D st Arunachal Pradesh, Lower Dibang Valley from 16th Dec'18 to 19th Dec'18
8 CMP-01575-X3GTWS

Venue Details

This Job fair is for testing Purpose. Please ignore the details mentioned in the job fair. State * Arunachal Pradesh
c Lewer Dibang Valley
Lewer Didang Valley

- 12/13/2018 12:40 PM 12/15/2018 11:00 AM
Job 12/16/2018 11:00 AM 12/19/2018 9:00 AM
Job Fair Information
10. Make relevant changes to the job fair as required and then click Save.
Note: In case the selected Status option is Launched, any changes you make to the job fair
details here in the CRM are directly applied to the job fair posted on the NCS portal. However,
if the Proposed option (default option) has been selected from the Status drop-down list, your
changes are only updated on the CRM itself. Select the Launched option from the Status,
drop-down list to post the job fair on the NCS portal if you have not done so earlier.
Details will be submitted automatically before the Job Fair starts. -
Ernail Address ™ B - About the event ™ & Job Fair
8 -
Name of participating employers * & - Mumber of Expected Vacancies ™ a -
Number of Expected Jobseekers * a -
Mumber of Expected Employers ™ a -
Any other remarks/comments B -

Post Job Fair details

Job fair details are submitted automatically 10 days after the end date of that fair. But, fields "Number of candidates given provisional offer letter” and "Number of candidates finally selected” are editable till 30 days from job fair end date.

Email Address * - About the Event *® Job Fair

Organisin Number of Employers Participated *

Number MNumber of candidates finally *

selected -

Active H

Job Fair Information (Detailed View)

11.3 Add Pre and Post Job Fair Details

The Job Fair Details section of the Job Fair Information screen enables you to enter relevant facts
pertaining to the job fair both before (pre job fair details) and after (post job fair details) the fair
has taken place. As soon as you create a new job fair, the Pre Job Fair Details sub section becomes
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enabled for information entry. Meanwhile the fields in the Post Job Fair Details sub section remain
uneditable up until the job fair is over (after that particular job fair has gone past its end date and
time).

Note: The Pre Job Fair Details sub section is available for information entry for jobs either having
the default Proposed status or the Launched status. The Pre Job Fair Details sub section becomes
uneditable once the job fair begins (as per defined job fair start date and time).

11.3.1 Pre Job Fair Details

Particulars of the job fair you create can be entered in the Pre Job Fair Details sub section of the
Job Fair Information screen. This particular section has certain mandatory fields where
appropriate details need to be added: Email Address, Organising Entities, and Name of
participating employers (If more than 5 names of participating employers are added here only
then those names will display in the job fair details pop-up for the candidate when they click the
corresponding job fair.).

Although the About the event field is a mandatory field, it is automatically populated with the
value “Job Fair”. Other mandatory fields in this particular section include: Number of Expected
Vacancies, Number of Expected Jobseekers, and Number of Expected Employers. Enter the
expected numbers in each of these three fields.

The Any other remarks/comments, is the only non-mandatory field of the Pre Job Fair Details

section. Use this field to enter any remarks or comments about the job fair you are creating.

Job Fair Details

Pre Job Fair details

be submitted automatically before the Job Fair starts.

a - About the event ™ @ Job Fair

- -
Number of Expected Vacancies

Any other remarks/comments a -

Pre Job Fair Details

Note: The system sends an email notification to the job fair owner, two days before that particular
job fair’s start date informing them about the forthcoming start of the said job fair.

11.3.2 Post Job Fair Details

You are only allowed to enter details in the Post Job Fair Details sub section of the Job Fair
Information screen within the next 10 days after the end date of a job fair. After this period, fields
in this section become uneditable. However, two fields: “No. of candidates given provisional offer
letter” and “Number of candidates finally selected” remain editable up until 30 days from the job
fair end date.

46 |Page CareerCenter-v4.10.25.07.2020



Past Job Fair details

er" and "Number of candidates finally selected" are editable till 30 days from job fair end date.

Job fair details are submitted

automatically 10 days after the end date of that fair. But, fields *Number of candidates given pro

Job Fair

Post Job Fair Details

Note: The system sends three email notifications: an email on the 7™ day (informing the job fair
owner to enter post job fair details), an email on the 10'" (to the DGET Admin) and another email
on the 30" day (to the DGET Admin) after the end date of the said job fair. The last two
notifications (the ones send to the DGET Admin) contain a summary of the data present in the
Post Job Fair Details sub section.

The following table lists relationship between various fields of the Post Job Fair Details sub section
and has to be taken care while inputting data.

Field 1
Number of candidates
finally selected

Number of candidates
shortlisted for next
round

Number of Employers
Participated

Number of
Jobseekers/Candidates
participated in the
event

Number of
Jobseekers/Candidates
participated in the
event

47 |Page

Field 2
Number of candidates
shortlisted for next
round

Number of candidates
finally selected

Number of Employers
not registered online
but participated

Number of candidates
finally selected

Number of Jobseekers
registered for the event
(online + offline)

Relationship

The number of candidates finally selected
must be less than or equal to the number of
candidates shortlisted for next round.

Number of candidates finally selected is less
than or equal to the Number of candidates
shortlisted for the next round.

The number of employers who participate
must be more than or equal to the number of
employers who had not registered
themselves online but had participated.

The number of candidates who participate in
an event must be more than or equal to the
number of candidates who are finally
selected.

Total number of Jobseekers registered for the
event both online and offline must be greater
than or equal to number of
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Number of
Jobseekers/Candidates
participated in the
event

Number of
Jobseekers/Candidates
participated in the

event

Number of Vacancies

Number of Vacancies

Number of candidates
given provisional offer
letter

Number of candidates
shortlisted for next
round

Number of Employers
Participated

Number of candidates
finally selected

11.4 Complete a Job Fair

Jobseekers/Candidates participated for the
event.

The number of candidates who participate
must be more than or equal to the number of
candidates who are given the provisional
offer letter.

The number of candidates who participate in
an event must be more than or equal to the
number of candidates shortlisted for the next
round of selection.

The number of vacancies must be more than
or equal to the number of participating
employers.

The number of vacancies must be more than
or equal to the number of selected
candidates.

Only a job fair that is launched (having the Launched status) on the NCS portal and has reached
its end or closing date (and time) can attain the Completed status. This is an automatic process
that is taken care of by the CRM application itself and requires no manual intervention.

Note: A job fair that is cancelled or has the Proposed status can not attain the Completed status.

11.5 Cancel a Job Fair

You can cancel a job fair that you have created. This can be using the Job Fair Information screen.
However, the cancellation procedure differs depending on the current status of the job fair you
are about to cancel.

11.5.1 Cancel a Proposed Job Fair

To cancel a job fair having the Proposed status:

1. Select the Cancel option from the Status drop-down list.
2. Click the Save button.

11.5.2 Cancel a Launched Job Fair

To cancel a job fair having the Launched status:

1. Select the Launched option from the Status drop-down list.
2. Click the Save button.
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The said job fair is withdrawn from the NCS portal.

Note: Remember a job fair with the Launched status can be cancelled only if that particular job
fair has not yet reached its registration start date (and time). Beyond that, you will not be able to
cancel a job fair that is launched on the NCS portal from the CRM application.

Note: A job fair having the Launched status that has gone beyond its registration start date (and
time) can be cancelled only if you raise a ticket to the DGET call center for the same.

Note: Once a job fair is cancelled, an email notification about the cancellation is send to all the
stakeholders (job seekers and employers) participating in that particular job fair.

11.6 Invite Employers/PQO’s

1. For inviting employers to a job fair, click the Invite Employers/PO’s link.

Ait Microsoft Dynamics CRM «  #% | JOB FAIRMANAGE... v JobFairs |~ JF29AUG | v @ Create

[S DEACTIVATE  “hq COPY AS CAMPAIGN |} COPY AS TEMPLATE &8 ASSIGN ) SHARE & EMAIL A LINK

JOB FAIR | INFORMATION

JF29AUG

General

Campaign Details

Job Fair Name ™ JF29AUG Status Proposed

Job Fair Code & CMP-01353-NOW6EN4

Invite Employers/PO’s Link

2. Select the relevant criteria for retrieving the list of employers/placement organizations from
the NCS Portal. Then click the Get Detail button.

k Microsoft DynamicsCRM  Invite Employers/Placement Organizations

INVITE SCREEN: Company r\amgl O-ganzatinﬂ;.pel Select v |I’|dJE"‘y‘I Select v State~| Select v Distn:tl Select v Get Detail

Get Detail Button

This displays the Invite screen.

3. From the Invite screen, select the employers and placement organizations who would be
invited to the job fair. Then, click the Invite button.
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Microsoft DynamicsCRM  Invite Employers/Placement Organizati

INVITE SCREEN: Company Name I Organization Typel Select [v] Induslryl Select [v] state: I NCT OF DEI[v] Dmml Select [v] Get Deta
[Cs.n Company Name NCSPID Contact Name Mobile Number Ermail ID Invite Status ‘ Stakel:m\derType
. ACRA RESOURCE MANAGEMENE10GT9-1926597602850 Ajay kumar 9555544212 hr@rmagroup.in Not Invited Emplayer
Oa. FUTURE INSTITUTE OF EDUCATIE10G20-1405105636027 ASHU 9540523316 rahuladhana@gmail.com Not Invited Employer
[z, Jsagbros Consultants Pyt Ltd E10G79-1020427882403 Rakesh Kumar Tripathi 9353274528 rakesh@youthdwork.com Not Invited Employer
[Ja. Jisara institute of Management &E10G79-1058049845595 Nimita Khanna 9210631475 nimita khanna@isarasolutions.ciNot Invited Employer
[J5. | Anand Books Internnational PrivE10G79-1123207802962 Anannd Kuumar 9971852555 ananndkuumar@rediffmail.com Not Invited Employer
[e. Jupiter Overseas P10G79-1225495794303 Sanjiv Kumar Dalal 9873249542 infojupiteroverseas@gmail.com Not Invited Placement
7. 'WATERMELON MANAGEMENT 'E10G79-1232005988115 MASROOR AHMED 9810329561 masroor@watermelongroup.in Not Invited Employer
[le.  §WATERMELON MANAGEMENT 'E10G79-1244492063553 MASROOR AHMED 9953692047 safwaan s@watermelongroup.inNet Invited Employer
s, Jindia Grain Solutions E10G79-1346561233195 Anil Yadav 9911155502 anil@indiagrain.in Not Invited Employer
1o, | Trait Consultancy Services PrivatE10G79-1609249421926 SUNIL KAPOOR 8826769584 srijit@adsrain.com Not Invited Employer
11, §rait Consultancy Services PrivatE10G79-1620111631288 sunil kapoor 2260769584 suniladsrain@gmail.com Not Invited Employer
2 3 4

Invite Button

4. The application displays a message stating the invite has been sent successfully.

amics CRM

Invite Employers/Placement Organiz:

INVITE SCREEN: company Namel Organization Typel Select [v] Induslryl Select [v]  state: I NCT OF DEI[v] Dlslnctl Select [v|
[s. No Company Name NCSP 1D Contact Name Mohbile Number Email ID Invite Status Stakeholder Type
[J24.  qinttoz Technologies Pvt Ltd  E10H58-1940190337211 Devendra Gautam 9958126981 info@ginttoz.com Not Invited Employer
[J35.  ARCA resource management as:E10H60-1249329970683 Ajay Kumar 9555544212 humaira@rmaglobal.in Not Invited Employer
[ze. IndyaHatt E10HE5-17085531596584 Gurpreet Singh 9953320242 IndyaHatt@IndyaHatt.com Not Invited Employer
[Jz7.  Abhishek E10H632-2209003653851 Abhishek 9953320242 abhishek@gmail.com Not Invited Employer
[J38.  Shram Shakti Foundation E10H65-1410196376769 ‘Abhishek 9953320242 abhishekmpct@gmail.com Not Invited Employer
[Jze.  Heliday india E10HE5-1628561070304 Abhishek 9953320242 abhishekmpct@gmail.com Not Invited Employer
M40, world Tours and travels E10H68-1250597211955 Abhishek 9953320142 abhishekD@worldtours.com  Not Invited Employer

- 1 2 3

I Q Invite Sent Successfully

Invite Success Notification

5. Employers and placement organizations that have been invited for a job fair can be viewed

on the Job Fair screen using the Invited Employers/PO’s link.
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Administrator

| Career Services Portal « | JOB FAIR MANAGE. DGET

b INVITE EMPLOYERS/PO'S ré DEACTIVATE T DELETE  “hug COPY AS CAMPAIGN

OPY ASTEMPLATE  SBASSIGN () SHARE  =s» [N |

JOB FAIR : INFORMATION

15 March Testing Job Fair |55 paren . | e

VLU Lubey JIUHI3-1030U.. 19 March lest.. adgb@gmail...  Y¥33320242

1-40f5 Page 1 b

Invited Employers/Placement Organizations
All Employers/Placement Organizati... ¥ +
NCSP 1D Company Name Account Name Email Main Phone
E10E72-1809447608228 Reliable Network Techn.. Srdhara B info@fairdial.com 9738436046
E10E74-1716344521713 Khanna Electricals Diwan khannaelec@gmail.com 9910975176
E10E79-1702519814020 TEST TEST TEst@gmail.com 8050388505
E10E79-1757058089483 image computers ravikumar image@gmail.com 9686632933
1-40f6 Page 1 ¥

Invited Employers and Placement Organizations

11.7 Qualify/Disqualify Interested Candidates

1. Click Microsoft dynamics CRM > Job Fair Management > Interested Candidates/Employers

crosoft Dynamics CRM ~ h EVENTS/JOB FAIR ... ~ [N eNert e tert

Sales Marketing

Create

‘© bl =1

INTERESTED CANDID... CCONFIRMED CANDID... EVENTS/JOB FAIRS REGISTERED EMPLOY...

Interested Candidates/Employers Menu

2. The Interested Candidates/Employers menu contains the list of stakeholders who have
shown their interest in a job fair.

Microsoft Dynamics CRM « Interested Candidat.

4 nEw e EMALALNKG |+ [ RUNREPORT~ {3 EXPORTTO EXCEL il ADVANCED FIND  glJ CHART PANE ~

+ All Interested Candidates/Employ... ~ o

v | CareerCentre D... NCSPID Name Event/Job Fair M... Ema Prone number | Stakeholder typ... | Owner Status CreatedOn A v o
LD_0s03 1D £10164-1922047509579 Abhishek Warketting abhisnex@gmailcom 9953320242 Employer Aaministrator  Open 1/13/2016 546 PM
LD_00902 1D 0F67-2224412148172 Sshjanand MEGA JOB FAIR...  ksahjanand@gmailcom o086605456 Jais Seeker Aaministrator  Open 1/13/2016 520 PM
LD_00901_1D J10G73-0047270276494 Bhart Marketting abhishek.dubey@gmailcom 9953320242 Job Seeker Administrator Qualified 1713/2016 4:32 PM
LD_00900_1D 11075-1414003473646 leumar MEGA JOB FAIR... munnakumar1812@gmail.. 9350159082 Job Seeker Administrator Open 1713/2016 2:58 PM
LD osss 1D J10ET7-1441259856769 WEGA JOB FAIR...  pushpaarjunand| @gmal.c.. 7829893611 Job Sesker Aaministrator  Open 1/13/2016 10:40 AM
Lo_oosse 1D JI0F71-1521319745672 G MEGA JOB FAIR... keerthishg1994@gmalcom 9591072766 Jais Seeker Aaministrator  Open 1/13/2016 1029 AM
LD_00897_1D J10HT4-1433213941211 MONDAL MEGA JOB FAIR ... 9093722028 Job Seeker Administrator Cpen 1712/2016 8:32 PM
LD_00896_ID 110L63-1919297188355 HM MEGA JOB FAIR... hmguru0d3@gmail.com 9620916854 Job Seeker Administrator Open 1/12/2016 10:25 AM
LD 0sss 1D J11A66-1003433650733  Dwived WMEGA 108 FAIR...  Gvimal010@gmail.com 9643957881 Job Seeker Aaministrator  Open 1/11/2016 10:56 AM
LD 008s4 1D JIDGTO1A003SITEIETE  GARHWAL MEGA IO FAIR...  stugsrwali@gmallcom 9833360436 Jais Seeker Aaministrator  Open 1/10/2016 513 PM
LD_ 00893 1D J11A56-1928521070794 NIGAM MEGA JOB FAIR.. ankit3066@gmail.com 9907869066 Job Seeker Administrator Open 1710/2016 2:34 PM
LD_00892_ID 110H64-2047435292767 AL MEGA JOB FAIR ...  akasimg@gmail.com 9563818930 Job Seeker Administrator Open 1/10/2016 2:41 AM
LD 0088110 J11AST-1641264085987  YADAV WEGA I8 FAIR...  MuKkesnkrZ11982@gmailc.. 8574841446 Job Sesker Aaministrator  Open 1/9/2016 7:18 PM
LD 00880 1D J10GED.1837186726447  SIDDIK MEGA IO FAIR...  nayemsisdki3@gmalcom 9800164202 Jais Seeker Aaministrator  Open 1/8/2016 1008 AM
LD_00889_ID 110J59-1207548144496 Srirangam MEGA JOB FAIR...  kalyanchakravarthy57@gm... 8801394555 Job Seeker Administrator Open 1/8/2016 5:05 PM
LD_00888_ID J11461-1925508983680 AHIRWAR MEGA JOB FAIR ... ahirravid6@gmail.com 8109218618 Job Seeker Administrator Open 1/8/2016 12:37 PM
LD 008s7_1D J10IT7-1708473864440 PATHAK WEGA IO FAIR... 1t922010@rediffmall.com 9873218407 Job Sesker Aaministrator  Open 1/8/2016 7:07 AM
LD 008se 1D J11458.2032111707877  aayal MEGA 108 FAIR...  rmj4d@gmalleom 9977002678 Jais Seeker Aaministrator  Open 172016913 PMt
LD_00885_1D 11148 597169538 Kumar MEGA JOB FAIR.. infovs4@gmail.com 9997609993 Job Seeker Administrator Open 1/7/2016 3:13 PM

1-50 of 101 (0 selected Page 1 p
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3. Click a particular Candidate/Employer record to select and open it.

Interested Candid:

seom ouaury R DisqualFy v YEMERGE % SEND DIRECT EMAIL ADD TO MARKETING e

= All Interested Candidates/Employ... ~ 2
v 1 Centre 0. NCSPID Name Event/Job Fair Nu. | Emal Phone number | Stakenoldertyp..  Gner Status Created On Y <
v 100030310 0164-1922047509979  Abhishek Marketting anhisnec@gmailcom 953320242 Employer Administistor  Open 1/13/2016 546 PM

LD 00902 13 24412148172 Sahjanand MEGAIGB FAIR...  ksahjsnand @gmailcom 9066605466 Job Seeker Administrator ~ Open 1/13/2016 520 PM

Lo 0000113 0047270276494 Bhant Marketting abhisnekdubey@gmallcom 9953320242 Job Seeker Administrstor Qualfied 1372016 432 PM

LD 0090013 10475-1412003473646 kumar MEGA JOB FAIR... munnakumaris12@gmail... 9350159062 Job Seeker Administrator  Open 1/13/2016 2:58 PM

Lo 00899 1D I0ET7-1441259856789 MEGA ICB FAIR... ~pushpasrunanS1@gmail.c., 7629893611 Job Seeker Administrstor  Open 1/13/2016 10:40 AM

Lo 0088 10 I0FTI1521319745872 c MEGA JOB FAIR..  keertnisng1994@gmalcom 9591072766 Job Seeker Administistor  Open 141372016 10:29 AM

LD 0089713 JIOHT4-1433213941211 MONDAL MEGA JGB FAIR .. s0s3722028 Job Seeker Administiator  Open 1/12/2016 832 PM

Lo 008g5 13 110L63-1918207188355 HM MEGAJGBFAIR.. hmquru09@gmallcom 9620316854 Job Seeker Administrstor  Open 1/12/2016 10:25 AM

LD 0088510 J11AG6.1003433650733  Dwived MEGA JOB FAIR...  avimal0l0@gmallcom 9623957581 Job Seeker Administrator  Open 171172016 10:56 AM

LD 00834 1D JI0GTS- 140035363676 GARHWAL MEGA JOB FAIR..  atulgarhwali®gmalicom 9693360436 Job Seeker Adminisirtor  Open 17102016 5:13 PM

Lo 00883 10 J11A56.1928521070704  NIGAM MEGAJGBFAIR...  ankt9066@gmall.com o907sE206E Job Seeker Adminstiator  Open 1/10/2016 234 PM

LD 0083213 I0H64.2047430292767 AUl MEGA I0B FAIR...  akasima@gmai.com 9563516930 Job Seeker Administiator  Open 111072016 2:41 AM

Lo _00se1 13 JUIAST-E41264085067  VADAV. MEGA JCBFAIR... mukesnki211982@gmailc.. 8574841446 Job Seeker Administrator  Open 1/8/2016 718 PM

LD 00s30_ J10G80. 1837186726447 SIDDIKI MEGA JOB FAIR...  nayemsicdi3@gmallcom 9600164282 Job Seeker Administrator  Open 1/8/2016 10:08 AM

LD 00889 15 11053-1207548144436 Srirangam MEGA JOB FAIR... ~ kalyanchakravarthy57@gm.. 8801394555 Job Seeker Administrator ~ Open 1/8/2016 505 PM

Lo _00ese 1o J11AG1- 1925508983660 AHIRWAR MEGAJGBFAIR...  animavi06@gmall.com g109218518 Job Seeker Administrstor  Open 1/8/2016 1237 PM

LD 00887, J10I77.1708473964440 PATHAK MEGA JOBFAIR.. n922010@redifimail.com 9673218407 Job Seeker Administiator  Open 14672016 .07 AM

LD 00886 1D J1ASE-2032111707677  dayal MEGA ICB FAIR... ~ramji4d@gmailcom 9977002678 Job Seeker Administrstor  Open 17772016 913 PM

LD_00sss.| JUIAR1221507IE983E  Kumar MEGAJGBFAIR...  Infovsé@gmal.com o97602903 Job Seeker Adminstiator  Open 1772016 313 M

Selected Candidate/Employer Record

4. To confirm a stakeholder’s participation in the job fair, click the Qualify link.

Microsoft Dynamics CRM ~ EVENTS/JOB FAIR. Interested Candidat.
{7 quaury & DisquaLiFy ~ ADD TO MARKETING LIST S8 ASSIGN ) SHARE &= EMAIL A LINK . L2l
INTERESTED CANDIDATES/EMPLOYERS : LEAD
Abhishek
& Adminisf

Company Name

Address Type

Territory Type

dress Type
Registered Address
Correspondeance A
Basic information

Vacancies

Job Details

Abhishek Employer

Summary

Personal Information Address Information

CareerCentre 1D @ LD_00903.1D Adaress 1 Noida

Name* Abhishek Country -

NCSPID E10164-1922047509979 State NCT OF DELHI
Registration Status Interested City HASTSAL (CT)
Stakeholder type Employer Distrcit West

Ema abhishek@gmail.com Sub Distreit Patel Nagar
Phone number 9953320242 Area -

Event/Job Fair Name Marketting Pin Ce -

Organisation Id
Jobs

Jobs

Job 1D 4

No Jobs recart

Created Gn

Qualify Link

11.8 Confirmed Candidates/Employers

1. Click Microsoft Dynamics CRM > Job Fair Management > Confirmed Candidates/Employers

Microsoft Dynamics CRM v #

EVENTS/JOB FAIR ...

Interested Candidat... | v

® create

Sales
)

INTERESTED CANDID...

CCONFIRMED CANDID...

EVENTS/JOB FAIRS

Marketing

REGISTERED EMPLOY...
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2. The Confirmed Candidates/Employers menu contains
participation in the job fair is confirmed.

& Microsoft Dynamics CRM v

M | EVENTS/JOBFAIR.. v Confirmed Candidat... | v

the

list of stakeholders whose

@ create

+ nNEW e EMALALUNK | v [ RUNREPORT~> 3 EXPORTTO EXCEL  JyADVANCEDFIND gl CHART PANE =
+ All Confirmed Candidates/Employ... ~ B
v | Confirmation D .| NCSPID Name Stakeholdertyp... | Cmpaign Code . Email Phone number L 2"
oPPOMEID  J10E . e Job Sesker Job Fairon 15-1.,  tarunbersS4@g.. 8967486327 =
0PPONMTID Jl0s BISWAS Job Sesker Job Fair on 15-1..  amitoiswasg383... 6927105623
0PPO04G D IOHT2-151205.  Aggarwal Job Secker Jaks Fair on 15-1.. e586924822
OPPO0SOID  I10HT2-144849..  Agganwal Job Seeker Job Fair 0n 15-1.. essesds229
0P2D051I D JIOHED-180807. ALl Job Seeker Jobs Fairon 15-1.. aikowsard8@g.. 8900371677
oP7_ 003210 . Grover Job Seeker Job Fair on 15-1.,  vanya grover@y.. 9691242421
P2 0053 10 Singh Job Seeker Job Fair on 15-1.. jadeepsaingh@.. 7503774923
PP 0035 100 Job Secker Job Fair 0n 151, 9671965152
P2 005610 Job Seeker Job Fair 0n 15-1.. 6285271087
0PP_00ST 1D Jab Secker Job Fairon 15-1..  jbhaguan31@.. 9958062570
0P7_0036.10 Job Sesker Job Fair 0n 15-1.. 9654154142
0P_0058_ 1D Kumar Job Secker Job Fairon 15-1..  pavneshkumar.. 8868189106
0P7_0060.10 Job Seeker Job Fair 0n 15-1.. 9953074002
0P2_00611D ABDULLAH Job Seeker Jais Fairon 15-1..  skabaulanTEED. 6001456123
0P7 006210 . Goswam Job Seeker Job Fair 01 151, 9717411747
0P_0083 1D Kausnik Job Seeker Job Fair 0n 15-1.. 9013248338
PP 0064 1Dy Job Secker Job Fair 0n 151, 6130683995
0P2_0085 10 INISWAL Job Seeker Job Fair 0n 15-1.. pawanlaiswal0.. 750597093
OPPODEEID  JIOH7A-1I2E. VIl Jab Secker Job Fairon 15-1..  vishalyi93@gm.. 8527185348
150 0165 (0 selected Page 1 b

12.

Reports

All Confirmed Candidates/Employers List

This link allows you to view reports of your career center published on the NCS portal. You can
only view reports of your particular career center and not any other establishment.

1. Click the Reports link from the left panel. This displays the Reports screen with available
reports if any.

Home Jobseeker Employer Local Services m Counsellor Skill Provider Placement Organisation Govt. Dept. Reports & Documents

Reports ( Please select report category from the dropdown list. )

Career Center Home
iew'Update NCS Profile
Register Usar

Search User

Feedback on Local Services

User Management

Change Password

Cases

Announcements

Job Fair

Reports

Event Management ¥
Dashboard Report =

Available Reports

Registration Source *

State Name *

Sr.No.

1

File Name

Rajasthan - JobSeeker Registration by Career Centre.xls xls

File Type File Size

83.32 KB

Reports Screen

2. Click a report link to view the required report.
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13. Event Management

This link allows you to manage events. You can create new events as well as view and update
events you have already posted on the NCS portal.

13.1 Create an Event
This link allows you to create an event on the NCS portal.

1. Click the Create Event link from the left panel. This displays the Create Event screen.

Create Event

Title* | |

Ewvent Description®

Event Type * —Select-- v

Contact Details

Registration/Event Date Details

Registration Start DateTime * | | = 0o v 00 v
Repgistration End Date/Time * | ‘ =] i] v 00 v
Event Start Date/Time * | | = 00 v 00 v
Event End Date/Time * | ‘ = 00 v 00 v
Address Details
State* --Select-- v
District* --Select-- v

Venue*

Cancel Clear

Create Event Screen
2. Enter the title (15 characters maximum) for the event
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8.
9.
10.

Enter the venue details of the event

Select the start date for event registration using the calendar and mention the time (hour and
minutes) from the hour and minute drop-down lists

Select the end date for event registration using the calendar and mention the time (hour and
minutes) from the hour and minute drop-down lists

Select the start date for the event from the calendar and define the time from the hour and
minute drop-down lists

Select the end date for the event from the calendar and define the time from the hour and
minute drop-down lists

Enter a description for the event

Select the state where the event would take place from the drop-down list

Select the district where the event would take place from the drop-down list

11. The title (15 characters maximum) for the event you enter here displays at the top of the
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Create Event

I Event Title on Calendar: Spot Selection at Madhya Pradesh I

Title® Spot Selection

Event Description* Spot Selection of Grade 3 employees for
the state healthcare services. These
employees will work at the district level.

Event Type * Conferance v

Contact Details

Registration/Event Date Details

Registration Start Date/Time * i on v 00 v
Registration End Date/Time * i on v 00 v
Event Start Date/Time * =] i} v 00 v
Event End Date/Time * -] 00 v 00 v
Address Details
State® Madhya Pradesh v
District* --Select-- v
Venue*
Event Title

12. Click the Submit button

The new event that is created displays on the calendar control of the NCS portal. Applicants
(jobseekers, local service providers, and counsellors) can access this screen by clicking the Job
Fairs & Events link from the portal's Home page.

13.2 View and Update Events
This link allows you to view the different events you have posted so far on the NCS portal. You
can view active as well as inactive events.
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13.2.1 View an Event
1. Click the View Events link from the left panel. This displays the View Events screen.

Event Title Venue Event EventEnd Registration Registration Event Description State District Status
ID Start Date/Time  Start End

Date/Time Date/Time Date/Time
EVT- Test Edit Even NCT delhi EDIT  30/06/2017  30/06/2017  30/06/2017 30/06/2017 add test-2-2 Jharkhand  Palamu Active
3158 t -2 14:34:00 20:00:00 14:31:00 14:33:00
EVT- New Event Te  New Event Test 02/07/2017 03/07/2017 30/06/2017 01/07/2017 ritam sachan Kerala Alappuzha Inactive
3223 st New Event Test  00:00:00 00:00:00 19:00:00 00:00:00

New Event Test
New Event Test
New Event Test

8080

View Events Screen

2. Click the Event ID link of the required event to view its details. This displays the Create
Event screen.

Create Event

Ttler | Test Edit Event |
Venue* NCT delhi EDIT-2
- . | | -
Registration Start Date/Time * [ 30/06/2017 ‘ 14 v 31 v
Registration End Date/Time * } 30/06/2017 ' 14 s 33 v
Event Start Date/Time * ; 30/06/2017 \ 14 v 34 v
Event End Date/Time * } 30/06/2017 = 20 v 00 v
[
Event Description” add test-2-2
State” Jharkhand A
District* Palamu v
[ Cancel l | Deactivate [ Clear ]
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13.2.2 Edit an Event
The portal enables you to make changes to the details of events that have an Active status.

Create Event Screen

Click the View Events link from the left panel. This displays the View Events screen.

1.
View Events
Event Title Venue
1D
EVT- Test Edit Even  NCT delhi EDIT
3158 t -2
EVT- New Event Te  New Event Test
3223 st New Event Test

New Event Test
New Event Test
New Event Test

Event
Start
Date/Time

30/06/2017
14:34:00

02/07/2017
00:00:00

Event End
Date/Time

30/06/2017

20:00:00

03/07/2017
00:00:00

Registration
Start
Date/Time

30/06/2017
14:31:00

30/06/2017
19:00:00

Registration
End
Date/Time

30/06/2017
14:33:00

01/07/2017
00:00:00

a8oeo

Event Description State District Status
add test-2-2 Jharkhand  Palamu Active
ritam sachan Kerala Alappuzha Inactive

View Events Screen

2. Click the Event ID link of the required event to view its details. This displays the Create
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Create Event

Titler | Test Edit Event

Venue* NCT delhi EDIT-2

Registration Start Date/Time * 30/06/2017

Registration End Date/Time * 30/06/2017

Event Start Date/Time * ; 30/06/2017

Event End Date/Time * 30/06/2017 = 20 v 00 v
[
Event Description® add test-2-2
State”
District*

(=]

[Cancel ] | Deactivate

Create Event Screen

3. Make the required changes.

Note: The portal only allows you to modify specific details of an event.

4. Click the Update button.

The changes you make immediately reflected on the calendar control of the NCS portal.

13.2.3 Deactivate an Event
The portal enables you to deactivate an existing event.

1. Click the View Events link from the left panel. This displays the View Events screen.
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Event Title Venue Event EventEnd Registration Registration Event Description State District Status
1D Start Date/Time  Start End

Date/Time Date/Time Date/Time
EVT- Test Edit Even NCT delhi EDIT  30/06/2017  30/06/2017  30/06/2017 30/06/2017 add test-2-2 Jharkhand  Palamu Active
3158 t -2 14:34:00 20:00:00 14:31:00 14:33:00
EVT- New Event Te  New Event Test 02/07/2017 03/07/2017  30/06/2017 01/07/2017 ritam sachan Kerala Alappuzha Inactive
3223 st New Event Test  00:00:00 00:00:00 19:00:00 00:00:00

New Event Test
New Event Test
New Event Test

a8aoaeo

View Events Screen

2. Click the Event ID link of the required event to view its details. This displays the Create
Event screen.

Create Event

Tile | TestEdit Event ‘
Venue* NCT delhi EDIT-2

3 . | | .
Registration Start Date/Time * l 30/06/2017 \ 14 v 31 v
Registration End Date/Time * “ 20/06/2017 ‘ 4 v 33 v
Event Start Date/Time * l 30/06/2017 ‘ 14 v 34 A\
Event End Date/Time * ‘( 30/06/2017 = 20 v 00 v

|
Event Description® add test-2-2
State* Jharkhand i
District* Palamu y
Cancel ] Deactivate [ Clear ]

Create Event Screen

3. Click the Deactivate button. The status of the said event is set to Inactive.
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14. MIS Reports

This link allows you to search for and view published MIS reports. Reports can be searched on the
basis of category, name, year and state.

1. Click the Reports & Documents link from the top menu bar and then the MIS Reports link
from the left panel. This displays the Reports screen.

Home Jobseeker Employer Local Services Career Center Counsellor Skill Provider Placement Organisation Govt Dept. Reports & Documents

MIS Reports

RGDOﬂS ( Please select report category from the dropdown list. )

Analytical Reports

Estabiishment Reports Report Category * --Select—- v

Documents

NCS Policy Documents

RTI

Key Performance Indicators
Annual Reports

Govemment Jobs

Policy and other Links Website Policy Disclaimer Sitemap Grievancs | Feedback FAQs

© Content Owned and Updated by Ministry of Labour & Employment

Reports Screen

Select the category of the report from the drop-down list

Select the name of the report from the drop-down list

Select the year from the drop-down list

Select the state for which the report is required from the drop-down list

vk wnN

This displays a report link that enables you to view the required report.
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Home Jobseeker Employer Local Services Career Center Counselior Skill Provider Placement Organisation Govt Dept. Reports & Documents
MIS Reports
Reports ( Please salect report category from the dropdown list. )
Analytical Reports

Establishment Reports Report Category * Counselior Reports v
Documents
Report Name * Counsellor Registration Distribution - State wise v
NCS Policy Documents
Year * E v
— 2017-18
Key Performance indicators State * HARYANA v
Annual Reports 2
Available Reports
Govemment Jobs SrNo. File Name File File Size Effective Date
Type
' c gistration Distribution - Haryana - 2017-18.htmi htmi 5273KB 01102017 05:40 AM
2 c Registration Distribution - Haryana - 2017-18.xls xis 11.94 K8 01/10/2017 05:40 AM
Policy and other Links Website Policy Disclaimer Sitemap Grievance / Feedback FAQs

© Content Owned and Updated by Ministry of Labour & Employment

Available Reports

15. Analytical Reports

This link allows you to search for and view published analytical reports. Reports can be searched
on the basis of period and state.

1. Click the Reports & Documents link from the top menu bar and then the Analytical Reports
link from the left panel. This displays the Analytical Reports screen.

Home Jobseeker Employer Local Services Career Center Counsellor Skill Provider Placement Organisation Govt. Dept. Reports & Documents

MIS Reports

Analytical Reports ( Please select report category from the dropdown list. )

Analytical Reports

Establishment Reports Period * --Select-- v

Documents

NCS Pdlicy Documents

RT

Key Performance Indicators
Annual Reports
Government Jobs.

Palicy and other Links Website Policy Disclaimer Sitemap Grievance / Feedback FAQs

® Content Owned and Updated by Ministry of Labour & Employment

e, Firefox Braw

Analytical Reports Screen

2. Select the period for which report is required from the drop-down list
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3. Select the state for which the report is required from the drop-down list

This displays a report link that enables you to view the required report.

Home Jobseeker Employer Local Services Career Center Counsellor Skill Provider Placement Organisation Govt. Dept. Reports & Documents
MIS Reports
Analytical Reporis ( Please select report category from the dropdown list. )
Analytical Reports

Establishment Reports Period * 2017-18 v
Documents
State Name * HARYANA v

NCS Palicy Documents
Available Reports

RT

Sr.No. File Name File File Size Effective Date
Type
Key Performance Indicators
1 HARYANA - 2017-2018 pdf pdf 710.3 KB 01/10v2017 11:51 AM
Annual Reports
Government Jobs
Policy and other Links Website Policy Disclaimer Sitemap Grievance / Feedback FAQs

© Content Owned and Updatad by Ministry of Labour & Employment

Available Reports

16. Establishment Reports

This link allows you to search for and view published establishment reports. An establishment can
be a government organisation, a placement organisation, private employer, skill providing
institute, etc. Reports can be searched on the basis of establishment, state, and district.

1. Click the Reports & Documents link from the top menu bar and then the Establishment
Reports link from the left panel. This displays the Establishment Reports screen.

m Jobseeker Employer Local Services Career Center Counsellor Skill Provider Placement Organisation Govt. Dept. Reports & Documents

MIS Reports

Establishment Reports ( Please select report category from the dropdown list. )

Analytical Reports

Establishment Reports Establishment Type * —-Select-- v

Documents

NCS Padlicy Documents

RT

Key Performance Indicators
Annual Reporis

Government Jobs

Policy and other Links Website Policy Disclaimer Sitemap Grievance / Feedback FAQs

© Content Owned and Updated by Ministry of Labour & Employment

Establishment Reports Screen
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2. Select the establishment type from the drop-down list
Select the state for which the report is required from the drop-down list
4. Select the district for which the report is required from the drop-down list

w

This displays a report link that enables you to view the required report.

M Jobseeker Employer Local Services Career Center Counsellor Skill Provider Placement Organisation Govt. Dept. Reports & Documents

MIS Reports

Establishment Reporis ( Please select report category from the dropdown list. )
Analytical Reports
Establishment Reports Establishment Type * Government Organizations ¥
Documents
State Name * Haryana v
NCS Pdlicy Documents
RT District Name * Gurgaon v
T
Key Performance Indicators Available Reports
Sr.No. File Name File File Size Effective Date
Annusl Reports T
ype
Coemy ped b 1 Organizations - Gurgaon.xls s 86,53 KB 00/08/2017 12:14 PM

Policy and other Links Website Policy Disclaimer Sitemap Grievance / Feedback FAQs

® Content Owned and Updated by Ministry of Labour & Employment
Available Reports

17. Employer Detailed Reports

This link allows you to search for and view published reports on details of registered employers.
An employer can be an entity who provides various employment opportunities to portal users.
Reports can be searched on the basis of employer, state, and district.

1. Click the Employer Detailed Reports link from the left panel. This displays the Employer
Detailed Reports screen.

Employer Detailed Reports

Employer Report * —Select- T

Employer Detailed Reports Screen

2. Select the employer report from the drop-down list
Select the state for which the report is required from the drop-down list
4. Select the district for which the report is required from the drop-down list

w

This displays a report link that enables you to view the required report.
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Employer Detailed Reports

Employer Report * Career Center Detailed Report ¥
State Name * Tamil Nadu v
District Name * Chennai v
Available Reports
Sr.No. File Name File File Size Effective Date
Type
1 Career Center - Chennai.xlsx wlsx 16.83 KB 02/05/2019 04:39 PM

Available Reports

18. Jobseeker Detailed Reports

This link allows you to search for and view published reports on details of registered jobseekers.
Reports can be searched on the basis of jobseeker, state, and district.

1. Click the Jobseeker Detailed Reports link from the left panel. This displays the Jobseeker
Detailed Reports screen.

Jobseeker Detailed Reports

Jobseeker Report * —Selact-- v

Jobseeker Detailed Reports Screen

2. Select the jobseeker report from the drop-down list
Select the state for which the report is required from the drop-down list
4. Select the district for which the report is required from the drop-down list

w

This displays a report link that enables you to view the required report.
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Jobseeker Detailed Reports

Jobseeker Report * Career Center Detailed Report ¥
State Name * Tamil Nadu
Digtrict Name * Erode v
Available Reports
Sr.No. File Name File File Size Effective Date
Type
1 Career Center - Erode.xlsx xdsx 123.15KB 03/05/2019 10:31 AM

Available Reports

19. Documents

This link allows you to view documents related to the NCS portal.

1. Click the Reports & Documents link from the top menu bar and then the Documents link from
the left panel. This displays the Documents screen.

MIS Reports
Analytical Reports

Brs s FileName File Size File Type Created On
NCS Policy Documents Delhi Job Fair 160ct2015.pdf 366.89 KB PDF (Portable Document 71412016 6:31 PM
Format)
RTI Employment_Exchange_Stafistics_2015 pdf 262MB PDF (Portable Document 1/3/2017 3:03 PM
Format)
Key Performance Indicators
Mational Career Services Porial Features pdf 8.62 MB PDF (Portable Document 714/2016 6:31 PM
Annual Reports Format)
National Classification of Occupations _Vol I- 2015_pdf 6.79 MB PDF (Portable Document T/2712016 5:06 PM
Government Jobs
Format)
Mational Classification of Occupations _Vol ll-A- 2015 pdf 6.7 MB FDF (Portable Document /2712016 5:06 PM
Format)
Mational Classification of Occupations_Vol II-B- 2015.pdf 6.32 MB PDF (Portable Document T/2712016 514 PM
Format)
MNCS Launch Brochure PDF High Resolution Conv.pdf 231MB FDF {Portable Document 7/14/2016 6:31 FM
Format)
Young Professional Recruitment March 2017 _pdf 608.92 KB PDF (Portable Document 3/15/2017 435 PM
Format)

Documents Screen

2. Click the desired link to view the listed documents.
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20.

NCS Policy Documents

This link allows you to view documents related to various NCS policies.

1. Click the Reports & Documents link from the top menu bar and then the NCS Policy
Documents link from the left panel. This displays the Policy Documents screen.

Home  .Jobseeker

MIS Reports

Analytical Reports

Documents

NCS Policy Documenis

RTI

Key Performance Indicators

Annual Reports

Govemment Jobs

2. Click the required link to view the listed NCS policies.

21.

Employer  Local Services  Career Center  Counsellor  Skill Provider  Placement Organisation  Govt. Dept.  RIETT e LT B T

Policy Documents

FileName File Size

Career Centre guidelines 10 Dec 2014 Final-v3.pdf 762.52 KB
NCS Interlinking Scheme Guidelines_24.05.2016.pdf 596.94 KB
NCS Onboarding Policy_07Jan2016_pdf 420,66 KB
NCS_Policy_for_Counsellors-27-05-2016_Final.pdf 35593 KB

File Type

PDF (Portable Document
Fommat)

PDF (Portable Document
Format)

PDF (Portable Document
Format)

PDF (Portable Document
Fommat)

Created On

T14/2016 6:32 PM

TM4/2016 6:32 PM

T14/2016 6:32 PM

TM4/2016 6:32 PM

Policy Documents Screen

RTI

This link allows you to file an RTI for your query regarding the ministry.

1. Click the Reports & Documents link from the top menu bar and then the RTI link from the left
panel. A pop-up message displays notifying you whether you want to proceed to an external
link (ministry website) or not.
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Redirection Notification

2. If you click the  Continue button, you are navigated to the
http://www.labour.nic.in/applications-and-appeals page where you can file an RTI.

22. Key Performance Indicators

This link allows you to view key performance indicators.

1. Click the Reports & Documents link from the top menu bar and then the Key Performance
Indicators link from the left panel. A pop-up message displays notifying you whether you want
to proceed to an external website link or not.

Disclaimer

ou are now being redirected to an external link. The Government of India does not take responsibility for
the accuracy of the contents in those sites. The hyperlink given fo external sites do not constitute an
endorsament of information, products or services offered by these websites.

Redirection Notification

2. If you click the Continue button, you are navigated to the following external URL:
http://www.labour.nic.in/rfd.

23.  Annual Reports

This link allows you to navigate to an external website where you can review annual reports.
1. Click the Reports & Documents link from the top menu bar and then the Annual Reports link

from the left panel. A pop-up message displays notifying you whether you want to proceed
to an external website link or not.
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Disclaimer

You are now being redirected to an extemal link. The Government of India does not take responsibility for
the accuracy of the contents in those sites. The hyperlink given to external sites do not constitute an
endorsement of information, products or services offered by these websites.

Redirection Notification

2. If you click the Continue button, you are navigated to the following external URL:
http://www.labour.nic.in/annual-reports.

24. Government Jobs

This link allows you to review all Government jobs available in different ministries and
departments. You can also apply to those jobs by accessing the concerned websites and web
pages.

1. Click the Reports & Documents link from the top menu bar and then the Government Jobs
link from the left panel. A screen displays listing various Government jobs and URLs for those

jobs.
Home  Jobseeker Employer Local Services  Career Center  Counsellor  Skill Provider  Placement Organisation  Govt. Dept.  BIENGT G RLTET T
MIS Reporis # Ministry Department Home Page Recruitment Page
Analytical Reports 1 Cabinet Secretariat hitp-/icabsec nic.in/ hitp:/fcabsec nic.infvaccancy_php
2 Department of Atomic Energy hitp:ifdae.nic.in/ hitp:/ferwr.cat.gov.in/hrd/Openings/Current_
Documents
Openings.html
NCS Policy Documents 3 Department of Space hitp:idos.gov.in/ hittp:/fwnww.isro.gov.in/careers
RTI 4 Department of Agricultural hitp:/fdare.nic.in/ hittp:/fwww.icar.org.infen/noderf1151

Research and Education
Key Performance Indicators

5 Ministry of Agriculture gsza:gsg:‘nl Agriculture and hitp:/fagricoop_nic.in/ hitp:/fagricoop_nic.infRecruitments. aspx
Annual Reports P

6 Department of Animal Husbandry, hitp://dahd.nic.in/ http:/fdahd_nic.in/nofices/recruitment
Govemnment Jobs

Dairying and Fisheries

7 Ministry of Ayush hitp-ifayush_gov.in/ hitp:/fayush_gov in/tenders-vacancies-and-
announcementsivacancies

Listed Government Jobs

2. Click the home page link or the recruitment page link of the required listed job post.
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25.

Dashboard Reports

This link allows you to review reports in a dashboard. The dashboard shows analytical reports in
visual and graphical format for jobseekers and employers.

1.

Click the Dashboard Report link from the left panel. The panel displays two additional links,
that is, JobSeekers Report and Employer Dashboard.

Home Jobseeker Employer Local Services Counsellor  Skill Provider  Placement Organisation ~ Govt. Dept.  Reports & Documents

Career Center Home
View/Update Profile
Register User
Search User
Feedback on Local Services
User Management
Change Password
Cases
Announcements
Job Fair
Dashboard Report -

JobSeekers Report

Palicy and other Links

About

DR SAS Visual Analytics OSas | .

User ID:

Copyright ® 2002 - 2013 by SAS Institute Inc., Cary, NC USA

Website Policy Disclaimer Sitemap Grievance / Feedback FAQs

© Content Owned and Updated by Ministry of Labour & Employment

Visual Analytics Login

Click the required link. This displays a pop-up with the login to access the Visual Analytics tool.
Enter your career center credentials (User ID and password) to access the report

26. Career Center Repository

This link allows you to access information stored in the Career Center knowledge repository. This
repository holds details of the Young Professional (YP) or the Nodal Officer who is associated with
the career center and career center facilities. The knowledge repository is also the place where
the career center can save and manage useful information such as, details of employers,
counsellors, skill providers, Pradhan Mantri Kaushal Vikas Yojana (PMKVY) centers, knowledge

partners of the career center (universities, colleges, professional institutes, etc.), details of state
portals, blogs, social handles, etc., and even miscellaneous data, for future reference.
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By clicking the Career Center Repository link from the left panel, you can access links associated
with different areas of this repository.

Dashboard Report ¥

| Career Centre Repository ™ |

YP/Nodal Officer Details
Center Facilities

Employer/industry
Details

Counsellor Details

Skill/Training Provider
Details

PMKVY Center
Knowledge Partners
(University / Colleges /

Professional Institutions)

Miscellaneous
Information

State Portals/Blogs/other
social Media Handles

Policy and other Links Website Policy Disclaimer Sitemap Grievance / Feedback FAQs

Career Center Repository Links

26.1 YP/Nodal Officer Details
This link enables you to add your (as a YP or Nodal Officer user) details on the NCS portal.

1. Click the YP/Nodal Officer Details link from the left panel. The YP/Nodal Officer Details
screen displays.

YP/Nodal Officer Details

YP/Nodal Officer Name*
YP/Nodal Officer Contact No.* 10 digit Mobile Number
YP/Nodal Officer Email ID* name@example.com

YP/Nodal Officer Details Screen

2. Enter your details in the YP/Nodal Officer Name, YP/Nodal Officer Contact No., and
YP/Nodal Officer Email ID fields.
3. Click the Submit button. Your details are saved to the NCS portal.
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Note: When a new YP/Nodal Office takes over they should update their information on this
screen. In this manner details of the new YP/Nodal Officer are saved as a new record in the

portal.
Note: Unless the details of an YP/Nodal Officer are saved to the NCS portal, they cannot enter
data in any other screen of the Career Center Repository.

YP/Nodal Officer Details

Details have been saved successfully.

YP/Nodal Officer Name* } navneet \

YP/Nodal Officer Contact No.* ‘ 0654982668 ‘
|

YP/Nodal Officer Email ID* ‘ navneet@gmail.com ‘

Details Saved Message

26.2 Center Facilities
This link allows you to add details about the facilities of your career center.

1. Click the Center Facilities link from the left panel. The Center Facilities screen displays.

Center Facilities

Physical Infrastructure® | |

Services™ | |

Resources® | |

Center Facilities Screen

2. Enter facility details in the Physical Infrastructure, Services, and Resources fields.
3. Click the Save button.
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Center Faciliies

Details have been saved successfully.
Physical Infrastructure® ‘ Twio-storey Building ‘
Services® ‘ Career Counselling, Coaching ‘
Resources” ‘ Classrooms, Computer Labs, Teaching Aids ‘
Save

Details Saved Message

26.3 Employer/Industry Details

This link allows you to save details of various employers you interact with as a career center user.
This information is saved for future usage. You can add details of new employers and also edit
details of existing employers.

Click the Employer/Industry Details link from the left panel to display the Employer/Industry
Details screen.

Employer/industry Details

Sr Employer's Name Contact Email ID Employer's Registration Created By Updated By
No. No. uiD on
NCS(Y/N)
1 Raja Ram Mohan Roy 9873653400 rajarmmtadmin@gmail.com N Navya Rohit Edit
Trust
+ Add More
4 b

Employer/Industry Details Screen

26.3.1 Add Employer/Industry Details
1. Click the +Add More button. The Employer/Industry Details pop-up displays.
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Sendl

" -

Employer/Industry Details Pop-up

Employer's Name™ ‘ ‘ Address® ‘ ‘
Contact No.” ‘ 10 digit Mobile Number ‘ Email ID* ‘ name@example.com ‘
Sector ‘ ‘ Employer’s UID ‘ ‘
Registered with EPFO/ 3 No () Yes EPFO/ESIC ID ‘ ‘
ESIC ' '

Additional Information Registration on @ No () Yes

NCS(YIN)
—

2. Enter mandatory details of the employee in the Employee Name, Address, Contact No., and

Email ID fields.

3. Enter details in the other (optional) fields: Sector, Employer’s UID, Registered with
EPFO/ESIC, EPFO/ESIC ID, Additional Information, and Registration on NCS (Y/N).
4. Click the Save button. The details are saved and display on the Employer/Industry Details

screen.

Employei/industry Details

Sr.
No.

Details have been saved successfully.

Employer's Name Contact
No.

Raja Ram Mohan Roy 9873653400
Trust

Ishan Institute of 9862236749
Higher Studies

Email ID Employer's Registration
uiD on
NCS(Y/N)
rajarmmtad min@gmail.com N
ishan_insthst@gmail.com N

Created By

Navya

Rohit

Updated By

Rohit

Edit

Edit

+ Add More

3

Details Saved Message

26.3.2 Edit Employer/Industry Details
1. Click the Edit link of the required employee details that you want to modify. The
Employer/Industry Details pop-up displays.
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Employer's Name* ‘ Ishan Institute of Higher Studies ‘ Address® | 36, Madhuban Institutional Area ‘

| Contact No.” ‘ 9862236749 ‘ Email ID* | ishan_insthst@gmail.com ‘
ol | J | J
| Sector ‘ ‘ Employer's UID | ‘ I
Registered with EPFO/ g No () Yes EPFO/ ESIC ID | ‘ |
el ESIC '
Additional Information Registration on @ No () Yes ‘
| NCS(Y/N)
) l

Employer/Industry Details Pop-up

2. Update the details as required.
3. Click the Update button. The changes are saved and display on the Employer/Industry Details
screen.

Employer/industry Details

Details have been saved successiully.

Sr Employer's Name Contact Email ID Employer's Registration Created By Updated By
No. No. ulD on
NCS(YIN)
1 Raja Ram Mohan Roy 9873653400 rajarmmtadmin@gmail.com N Navya Rohit Edit
Trust
2 Ishan Institute of 9862236733 ishan_insthst@gmail.com N Rohit Rohit Edit

Higher Studies

+ Add More

3

Details Saved Message

26.4 Counsellor Details
This link allows you to save details of career counsellors that you deal with. This information is saved
for future usage. You can add information of new career counsellors and also edit details of existing
ones.

Click the Counsellor Details link from the left panel to display the Counsellor Details screen.
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Counselior Details

Sr. Counsellor's Name Contact No. Email ID Registration Created By Updated By
No. on NCS(Y/N)
1 Jaya Lakshmi 9645624378 jayalaxcc@amail.com Y Navya Rohit Edit
2 Reena Kumar 9867529108 reenakradmin@careerzoom.com N SHika Rohit Edit
+ Add More
a4 »
Counsellor Details Screen
26.4.1 Add Counsellor Details
1. Click the +Add More button. The Counsellor Details pop-up displays.
er
Counsellor Details B
sr Counsellor's Name* ‘ | Specialization/Major ‘ ‘ n
Full/ Part Time ‘ | Address* ‘ ‘
Availability (No. of ‘ 0 | Contact No.* ‘ 10 digit Mobile Number ‘
hours in a week) . . . . E
=]
5 Email ID* ‘ name@example.com | Additional Information 3

Registration on @ No () Yes

NCS(Y/N)

Counsellor Details Pop-up

2. Enter details in the mandatory fields: Counsellor’s Name, Address, Contact No., and Email
ID.

3. Enter details in the other (optional) fields: Specialization/Major, Full/Part Time, Availability
(No. of hours in a week), Additional Information, and Registration on NCS (Y/N).

4. Click the Save button. The details are saved and display on the Counsellor Details screen.
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Counselior Details

Defails have been saved successfully.
Sr. Counsellor's Name Contact No. Email ID Registration Created By Updated By
No. on NCS(Y/N)
1 Jaya Lakshmi 0645624378 jayalaxcc@gmail.com Y Navya Rohit Edit
2 Reena Kumar 9867529108 reenakradmin@careerzoom.com N SHika Rohit Edit
3 Tarun Kumar 9856241118 trkumarcounsillor@gmail.com N Rohit - Edit
+ Add More
4 »

Details Saved Message

26.4.2 Edit Counsellor Details
1. Click the Edit link of the career counsellor whose details you want to edit. The Counsellor
Details pop-up displays.

Home | About us | Contact Us

Counsellor's Name* ‘ Tarun Kumar ‘ Specialization/Major ‘ ‘
Full / Part Time ‘ ‘ Address” ‘ Flat No. 450, Ganga Nagar, Nah‘
le Availability (No. of ‘ 0 ‘ Contact No.® ‘ 9856241218 ‘
) hours in a week) ' . :
Email ID* ‘ trkumarcounsillor@gmail.com ‘ Additional Information
vici 1
Registration on @ No () Yes :
NCS(Y/N)
:
—

Counsellor Details Pop-up

2. Update the details as required.
3. Click the Update button. The modifications are saved and display on the Counsellor Details
screen.
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Counsellor Details

Details have been saved successiully.

Sr. Counsellor's Name Contact No. Email ID Registration Created By

Updated By
No. on NCS(Y/N)
1 Jaya Lakshmi 0645624378 jayalaxcc@gmail.com Y Navya Rohit Edit
2 Reena Kumar 9867529108 reenakradmin@careerzoom.com N SHika Rohit Edit
3 Tarun Kumar 9856241218 trkumarcounsillor@gmail.com N Rohit Rohit Edit

+ Add More

3

Details Saved Message

26.5 Skill/Training Provider Details

This link allows you to save data related to skill and training providers you interact with as a career
center user. This information is saved for future reference. You can add details of new skill and
training providers and also edit details of existing ones.

Click the Skill/Training Provider Details link from the left panel to display the Skill/Training
Provider Details screen.

SkillTraining Provider Details

Sr. Skill Provider's/ITI Name Contact Email ID Registration Created By Updated By

No. No. on NCS{Y/N)

1 Nav Yug Skill Providing 9812456789 navyugskp@gmail.com N Navya Rohit Edit
Institute

+ Add More

3

Skill/Training Provider Details Screen

26.5.1 Add Skill/Training Provider Details
1. Click the +Add More button. The Skill/Training Provider Details pop-up displays.

78 |Page CareerCenter-v4.10.25.07.2020



Skill Provider's/ITI

oiile Name*
Contact No.*

Additional Information
endl

‘ 10 digit Mobile Number ‘

Address*

Email 1D*

Registration on

NCS(Y/N)

Skill/Training Provider Details (%

cu

‘ name@example.com

@ No () Yes

=

Skill/Training Provider Details Pop-up

2. Enter mandatory information in the Skill Provider’s/ITI Name, Address, Contact No., and
Email ID fields.
3. Enter details in the other (optional) fields: Additional Information and Registration on NCS

(Y/N).

4. Click the Save button. The details are saved and display on the Skill/Training Provider Details

screen.

SkillTraining Provider Details
Details have been saved successfully.

Sr. Skill Provider's/ITI Name
No.

1 Nav Yug Skill Providing
Institute

2 Ravindra Institute of
Technology

Contact
No.

9812456789

9654378654

Email ID

Registration

Created By

on NCS(Y/N)

navyugskp@gmail.com N

raviinstadmin@gmail.com N

Navya

Rohit

Updated By

Rohit

Edit

Edit

+ Add More

3

Details Saved Message

26.5.2 Edit Skill/Training Provider Details
1. Click the Edit link of the skill or training provider whose details you want to edit. The

Skill/Training Provider Details pop-up displays.

79| Page

CareerCenter-v4.10.25.07.2020



Skill Provider's/TI

Name*

Contact No.*

Additional Information

| Ravindra Institute of Technology ‘ Address”

9654378654 Email ID*

Registration on

NCS(YIN)

Skill/Training Provider Details ]

cu

‘45, Kumar Colony, Navalgarh R:|

‘ raviinstadmin@gmail.com

@ No () Yes

Skill/Training Provider Details Pop-up

2. Update the details as required.

3. Click the Update button. The modifications are saved and display on the Skill/Training
Provider Details screen.

SkillTraining Provider Details

Defails have been saved successfully.
Sr. Skill Provider's/ITI Name Contact Email ID Registration Created By Updated By
No. No. on NCS{Y/N)
1 Nav Yug Skill Providing 9812456789 navyugskp@gmail.com N Navya Rohit Edit
Institute
2 Ravindra Institute of 9654378331 raviinstadmin@gmail.com N Rohit Rohit Edit
Technology
a4 »
Details Saved Message
26.6 PMKVY Center
This link allows you to save details of PMKVY centers you interact with as a career center user.
This information is saved for future usage. You can add data of existing PMKVY centers and also
edit details of existing ones.
Click the PMKVY Center link from the left panel to display the PMKVY Center screen.
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PMKVY Center

Sr. Contact No. Email ID Created By Updated By
No.
1 9873652800 hotelmgmt_dehradun@rediffmail.com Rohit - Edit
+ Add More
4 »
PMKVY Center Screen

26.6.1 Add PMKVY Center Details
1. Click the +Add More button. The PMKVY Center pop-up displays.

an
:i PMKVY Center % I
[

eqi

Address® ‘ ‘ Contact No.*

10 digit Mobile Number ‘ |
2ar J

a.rev:: Email ID* ‘ name@example com ‘ Additional Information

ser |_

ase

NoL

PMKVY Center Pop-up

2. Enter mandatory details of the PMKVY center in the Address, Contact No., and Email ID fields.
3. Enter details in the Additional Information (optional) field.
4. Click the Save button. The details are saved and display on the PMKVY Center screen.

PMKVY Center

Details have been saved successiully.
Sr. Contact No. Email ID Created By Updated By
No.
1 9873652890 hotelmgmt_dehradun@rediffmail.com  Rohit - Edit
2 9634517849 intminerologyktd@gmail.com Rohit - Edit
+ Add More
4 3

Details Saved Message
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26.6.2 Edit PMKVY Center Details
1. Click the Edit link of the required PMKVY center whose information you want to modify. The
PMKVY Center pop-up displays.

1
PMKVY Center (] l
Qi
Address ‘ Institute of Mineralogy, 36 Dehrz Contact No.” ‘ 9534517849 ‘ |
arc L J L J
ﬁ Email ID* ‘ intminerologykid@gmail com ‘ Additional Information )

. L

PMKVY Center Pop-up

2. Update the details as required.
3. Click the Update button. The changes are saved and display on the PMKVY Center screen.

PMKVY Center

Details have been saved successiully.

Sr. Contact No. Email ID Created By Updated By

No.

1 9873652890 hotelmgmt_dehradun@rediffmail.com  Rohit - Edit

2 9634517128 intminerclogyktd@gmail.com Rohit Rohit Edit
+ Add More

4 3

Details Saved Message

26.7 Knowledge Partners
This link allows you to save details of various knowledge partners (universities, college, and
professional institutions) associated with your career center. This information is saved for future
usage. You can add information of new knowledge partners and also edit details of existing ones.

Click the Knowledge Partners link from the left panel to display the Knowledge Partners screen.
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Knowledge Partners (University / Colleges / Professional Institutions)

Sr. No. Institution Name Contact No. Created By Updated By

1 Doon University 9856234578 Rohit - Edit

+ Add More

4 4

Knowledge Partners Screen

26.7.1 Add Knowledge Partner Details
1. Click the +Add More button. The Knowledge Partners pop-up displays.

Knowledge Partners (University / Colleges / Professional Institutions)

Institution Name* ‘ ‘ Address® ‘ ‘
Ii . . . .
- Designation ‘ ‘ Mobile” 10 digit Mobile Number ‘
IFE . .
a Additional Information

lr; Save QEELES

Knowledge Partners Pop-up

2. Enter details in the mandatory fields: Institution Name, Address, and Mobile.
3. Enter details in the other (optional) fields: Designation and Additional Information.
4. Click the Save button. The details are saved and display on the Knowledge Partners screen.

Knowledge Partners (University / Colleges / Professional Institutions)

Details have been saved successfully.

Sr. No. Institution Name Contact No. Created By Updated By
1 Doon University 0856234578 Rohit - Edit
2 Himalayan Institute of 9844576891 Rohit = Edit

Professional Studies

+ Add More

4 3
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Details Saved Message

26.7.2 Edit Knowledge Partner Details
1. Click the Edit link of the knowledge partner whose details you want to edit. The Knowledge

Partners pop-up displays.

‘ Knowledge Partners (University / Colleges / Professional Institutions)

reg

Address® ‘48, Manikaran Road, Kiratpur, U‘

’W] Institution Name* ‘ Himalayan Institute of Professiol ‘
I

Designation ‘ ‘ Mobile* ‘ 9844576891 ‘ |

Additional Information

er
-

Knowledge Partners Pop-up

2. Update the details as required.
3. Click the Update button. The modifications are saved and display on the Knowledge Partners

screen.

Knowledge Pariners (University / Colleges [/ Professional Institutions)

Details have been saved successiully.

Sr. No. Institution Name Contact No. Created By Updated By
1 Doon University 9856234578 Ronhit - Edit
2 Himalayan Institute of 9724576891 Rohit Ronhit Edit

Professional Studies

+ Add More

]

Details Saved Message

26.8 Miscellaneous Information
This link allows you to save miscellaneous information for future reference. You can add new

miscellaneous information and also edit details of existing entries.
Click the Miscellaneous Information link from the left panel to display the Miscellaneous

Information screen.
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Miscellaneous Information

5r. No. Miscellaneous Information Additional Information Created By Updated By

1 Linneaus Institute of Geology  Institute specializes in SHika Rohit Edit
providing courses on study
of Himalayan Geology and
Geospatial studies

2 Kedar Prakashan Publishing House in SHika Rohit Edit
Dehradun that provides short
term publishing courses to
students and summer
internships

+ Add More

4 3

Miscellaneous Information Screen

26.8.1 Add Miscellaneous Information
1. Click the +Add More button. The Miscellaneous Information pop-up displays.

OITT LGS § WG

e - -
Miscellaneous Information X
2are . -
Miscellaneous Additional

zedl Information Information
ErViE
ser ( 1 |

4 ‘ Cancel ‘
hiany ' )
ases

1 | intfernzhine

Miscellaneous Information Pop-up

2. Enter information in either of these fields (or both as required): Miscellaneous Information
and Additional Information.
Note: The portal will display a warning message if both the fields on the pop-up are left empty
and you click the Save button.

3. Click the Save button. The details are saved and display on the Miscellaneous Information
screen.
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Miscellaneous Information

Details have been saved successfully.

Sr. No. Miscellaneous Additional Information Created By Updated By
Information
1 Linneaus Institute of Institute specializes in SHika Rohit Edit
Geology providing courses on
study of Himalayan
Geology and Geospatial
studies
2 Kedar Prakashan Publishing House in SHika Rohit Edit

Dehradun that provides
short term publishing
courses to students

and summer
internships
K] Ganesh Publishing Rohit - Edit
House
+ Add More
Ll »

Details Saved Message

26.8.2 Edit Miscellaneous Information
1. Click the Edit link of the miscellaneous information you want to edit. The Miscellaneous
Information pop-up displays.

Miscellaneous Information % I

Miscellaneous Ganesh Publishing House Additional

Information Information

- [

Miscellaneous Information Pop-up

2. Update the details as required.
3. Click the Update button. The modifications are saved and display on the Miscellaneous
Information screen.
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Miscellaneous Information

Details have been saved successfully.

Sr. No. Miscellaneous Additional Information Created By Updated By
Information

1 Linneaus Institute of Institute specializes in SHika Rohit Edit
Geology providing courses on

study of Himalayan
Geology and Geospatial
studies

2 Kedar Prakashan Publishing House in SHika Rohit Edit
Dehradun that provides
short term publishing
courses to students

and summer
internships
3 Ganesh Publishing Publisher of books for Rohit Rohit Edit
House children. Also

publishes school and
office stationery.

+ Add More

4 b

Details Saved Message

26.9 State Portals/Blogs/Other Social Media Handles
This link allows you to save information such as web addresses of state portals, their blogs, and
other social media handles (public usernames of various social media channels) of state
organizations. This information is saved for future reference. You can add new information and
also edit details of existing entries.

Click the State Portals/Blogs/Other Social Media Handles link from the left panel to display the
State Portals/Blogs/Other Social Media Handles screen.

State Porials/Blogs/other social Media Handles
Details have been saved successfully.

Sr. No. State Portals/Blogs/other Additional Information Created By Updated By
social Media Handles

1 http://uk.gow.in/ Home: Uttarakhand SHika Rohit Edit
Government

2 http://brvda.uk.gov.in/ Bhagirathi River Valley Rohit - Edit
Development Authority:

Government of Uttarakhand

+ Add More

4 3
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State Portals/Blogs/Other Social Media Handles Screen

26.9.1 Add State Portal/Blog/Other Social Media Handle Details

1. Click the +Add More button. The State Portals/Blogs/Other Social Media Handles pop-up

displays.

ICS

i State Portals/Blogs/other social Media Handles (%] |

| State
.og
Portals/Blogs/other
A _ social Media Handles
vj
ts

Additional Information

Save Cancel

State Portals/Blogs/Other Social Media Handles Pop-up

2. Enter information in either of these fields (or both as required): State Portals/Blogs/Other
Social Media Handles and Additional Information.

Note: The portal will display a warning message if both the fields on the pop-up are left empty
and you click the Save button.
3. Click the Save button. The details are saved and display on the State Portals/Blogs/Other
Social Media Handles screen.

State Portals/Blogs/other social Media Handles

Details have been saved successfully.

Sr. No. State
Portals/Blogs/other
social Media Handles

1 http://uk.gov.in/
2 http:/brvda.uk.gov.in/
3 http://ssa.uk.gowv.in/

Additional Information

Home: Uttarakhand
Government

Bhagirathi River Valley

Development Authority:

Government of
Uttarakhand

Website: Sarva Shiksha
Abhiyan department
Government of
Uttarakhand

Created By

SHika

Rohit

Rohit

Updated By

Rohit

Edit

Edit

Edit
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26.9.2 Edit State Portal/Blog/Other Social Media Handle Details
1. Click the Edit link of the data (details of a state portal, blog, or social media handle) you want
to edit. The State Portals/Blogs/Other Social Media Handles pop-up displays.
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2. Update the details as required.
3. Click the Update button. The modifications are saved and display on the State
Portals/Blogs/Other Social Media Handles screen.

State Porials/Blogs/other social Media Handles

Details have been saved successfully.

Sr. No. State Additional Information Created By Updated By
Portals/Blogs/other
social Media Handles

1 http:/iuk.gov.in/ Home: Uttarakhand SHika Rohit Edit
Government

%]

http:/ibrvda.uk.gov.in/ Bhagirathi River Valley Rohit = Edit
Development Authority:
Government of
Uttarakhand

3 http:/issa.uk.gov.in/ Website: Sarva Shiksha Rohit Rohit Edit
Abhiyan department
Government of
Uttarakhand
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