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1 Introduction 
 
The User Manual for Training Centre (TC) Placement – Short Term Training (STT) CSSM PMKVY is designed 
to provide information on, how the Training Centre (TC) can add staff (Placement Officer) and assign 
batches for the required Placement Officer and also the Training Centre (TC) can perform the 
functionalities as listed below. 
 

• View all Staff 

• Add Staff 

• Assign Batches for Placement 

• View Batches Assigned 
o View Batch Details 

• Approve/Reject Employment Record 

• Delink Officer 
o Relink Officer 

• Delink - Batch 
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2 View all Staff 
The View all Staff screen allows the Training Centre (TC) to view all the existing Placement Officers. 
 
To Navigate 
Home - - > Dashboard - - > My Staff - - > All Staff 
 

 
 
➢ The All Staff screen displays the Placement Officer details such as PO ID, Placement Officer Name, 

Mobile Number, Registered On, Batches Assigned, and PO Status. 
 

 
 
➢ The Training Centre (TC) can search for a particular Placement Officer (PO) based on Registered Date 

and/or PO ID. Click Apply, to search for a particular Placement Officer (PO). 
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3 Add Staff 
The Add Staff screen allows the Training Centre (TC) to add a new Placement Officer (PO).  
 
To Navigate 
Home - - > Dashboard - - > My Staff - - > All Staff - - > + Add Staff 
 

 
 
➢ The Add Staff screen lists all the existing Placement Officer and also allows the Training Centre (TC) 

to add new Placement Officer (PO) as required. 
 

 
 
➢ Click Add Staff, the Create Placement Officer screen appears. 
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➢ The Create Placement Officer screen allows the Training Centre (TC) to enter the Placement Officer 
details such as Placement Officer Name, Email, Confirm Email, Mobile Number, and Address. 

 

 
 
➢ Click Add Staff, the success message appears with the PO ID. 
 

 
 
➢ Click OK, to navigate to the All Staff screen. 
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4 Assign Batches for Placement 
The Assign Batches for Placement screen allows the Training Centre (TC) to assign the batches for the 
required Placement Officer. 
 
To Navigate 
Home - - > Dashboard - - > My Staff - - > All Staff - - > Action - - > Assign Batches for Placement 
 

 
 
➢ The All Staff screen displays the Placement Officer (PO) details and also allows to assign batches for 

placement under Action. 
 

 
 
➢ Click Assign Batches for Placement, the Placement Officer screen appears. 
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➢ The Placement Officer screen displays the PO name and also allows the Training Centre (TC) to select 
the required batches for the respective Placement Officer (PO). 

 
➢ The Training Centre (TC) can search for a particular batch based on Scheme/Program/Module and/or 

Batch ID. Click Search, to search for a particular batch. 
 

 
 
➢ Select the checkboxes next to the batch ID. Click Assign Batches, to assign the batches to the 

respective Placement Officer (PO) and the following screen appears. 
 

 
 

Note:  

• The Training Centre (TC) can assign multiple batches by selecting the respective checkboxes. 
 

• The Training Centre (TC) can assign all the batches in the screen to the particular Placement 
Officer by selecting the checkbox next to Batch ID in the header. 

 
➢ Click OK, to assign the batch and to navigate to the Placement screen. 
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5 View Batches Assigned 
The View Batches Assigned screen allows the Training Centre (TC) to view all the batches assigned for the 
particular Placement Officer (PO). 
 
To Navigate 
Home - - > Dashboard - - > My Staff - - > All Staff - - > Action - - > View Batches Assigned 
 

 
 
➢ The All Staff screen displays the Placement Officer (PO) details and also allows the Training Centre 

(TC) to View Batches Assigned under Action. 
 

 
 
➢ Click View Batches Assigned, the View Batches Assigned screen appears. 
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➢ The View Batches Assigned screen hosts two sections as listed below. 
 

• Placement Officer 
• Placement 

 
➢ The Placement Officer (PO) section displays the Placement Officer details such as Placement Officer 

ID, Placement Officer Address, Placement Officer Name, Placement Officer Mobile Number, and 
Placement Officer Email Address. 

 

 
 
➢ The Training Centre (TC) can search for a particular batch based on Batch Scheme and Batch ID. Click 

Search, to search for a particular batch. 
 

 
 
➢ The Placement section displays the batch details such as Batch ID, Batch Name, Training Partner ID, 

Batch Scheme, Batch Duration, Trainer Candidates, Certified Candidates, Placed Candidates, JobRole, 
Sector, and Status. 
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5.1 View Batch Details 
The View Batch Details screen allows the Training Centre (TC) to view the details of the assigned batch of 
the particular Placement Officer. 
 
To Navigate 
Home - - > Dashboard - - > My Staff - - > All Staff - - > Action - - > View Batches Assigned - - > Placement - 
- > Action - - > View Details - - > Accepted - - > Action - - > View Details 
 

 
 
➢ The Batch Details screen hosts two sections as listed below. 
 

• Batch Details 

• Candidate List 
 
➢ The Batch Details section displays the batch details such as the Batch Scheme/Program, Project Name, 

Sector Name, Batch Start Date, Job Role/QP Code, Batch End Date, and Assessment Date. 
 
➢ The Candidate List section displays the candidate details such as Sector, Batch ID, Candidate ID, 

Candidate Name, Job Role, Certified Candidate, Employment Record, Number of Days Worked, and 
also allows to view details under Action. 

 
➢ The Training Centre (TC) can also search for a particular candidate based on Candidate ID. Click Apply, 

to search for a particular candidate. 
 
➢ Click View Details, the Approved Professional Details screen appears. 
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➢ The Approved Professional Details screen displays the candidate details such as Batch ID, Batch 
Name, Address, Candidate ID, Candidate Name, Gender, Email ID, and Mobile. 

 

 
 
➢ The Training Centre (TC) can also view the details of Total Working Days and Total Experience. 
 
  



 
 

    P a g e 12 | 23 

➢ The Employer Record 1 displays the details such as Type of Employment, Date of Joining, Organisation 
Name, Organisation Address, Employer SPOC Name, Employer SPOC Email ID, Employer SPOC Mobile 
Number, Designation, Employment Address, and Monthly Income. 

 

 
 
➢ Click Appointment Letter issued by the employer, Payslip, and Bank Statement, to download and 

view the respective uploaded supporting documents. 
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6 Approve/Reject Employment Record 
The Approve/Reject Employment Record screen allows the Training Centre (TC) to approve/reject the 
employment record updated by the Placement Officer (PO) for each candidate. 
 
To Navigate 
Home - - > Dashboard - - > My Staff - - > All Staff - - > Action - - > View Batches Assigned - - > Placement - 
- > Action - - > View Details - - > Pending - - > Action - - > View Details 
 

 
 
➢ The Batch Details screen hosts two sections as listed below. 
 

• Batch Details 

• Candidate List 
 
➢ The Batch Details section displays the batch details such as the Batch Scheme/Program, Project Name, 

Sector Name, Batch Start Date, Job Role/QP Code, Batch End Date, and Assessment Date. 
 
➢ The Candidate List section displays the candidate details such as Sector, Batch ID, Candidate ID, 

Candidate Name, Job Role, Certified Candidate, Employment Record, Number of Days Worked, and 
also allows to view details under Action. 
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➢ The Training Centre (TC) can also search for a particular candidate based on Candidate ID. Click Apply, 

to search for a particular candidate. 
 
➢ Click View Details, the Approved Professional Details screen appears. 
 
➢ The Approved Professional Details screen displays the candidate details such as Batch ID, Batch 

Name, Address, Candidate ID, Candidate Name, Gender, Email ID, and Mobile. It also displays the 
Total Working Days and Total Experience. 
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➢ The Employer Record 1 displays the details such as Type of Employment, Date of Joining, Organisation 
Name, Organisation Address, Employer SPOC Name, Employer SPOC Email ID, Employer SPOC Mobile 
Number, Designation, Employment Address, and Monthly Income. 

 

 
 

Note:  

• The Training Centre (TC) must download all the “Appointment Letter issued by the employer”, 
“Payslip” and “Bank Statement”, before approving/Reject the candidate. 
 

• If the Training Centre (TC) rejects the Employment Record 1, then Employment Record 2 and 
Employment Record 3 will get rejected automatically. 
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➢ Click Approve, the following screen appears. 
 

 
 
➢ Click OK, the Approve Placement Details screen appears. 

 
➢ The Approve Placement Details screen displays the candidate details and also allows to enter 

comments to be sent to the Placement Officer (PO). 
 

 
 
➢ Click Approve, the following screen appears. 

 

 
 

➢ Click OK, to approve the employment details and to navigate to the Placement screen. 
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7 Delink Officer 
The Delink Officer screen allows the Training Centre (TC) to delink a particular Placement Officer. 
 
To Navigate 
Home - - > Dashboard - - > My Staff - - > All Staff - - > Action - - > Delink Officer 
 

 
 
➢ The All Staff screen displays the Placement Officer details such as PO ID, Placement Officer Name, 

Mobile Number, Registered On, Batches Assigned, and PO Status. 
 

 
 
➢ Click Delink Officer, the following screen appears. 
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➢ Click Approve, the following screen appears. 
 

 
 
➢ Click OK, to delink the PO and to navigate to the All Staff screen. 
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7.1 Relink Officer 
The Relink Officer screen allows the Training Centre (TC) to relink the required placement officer. 
 
To Navigate 
Home - - > Dashboard - - > My Staff - - > All Staff - - > Action - - > Relink Officer 
 

 
 
➢ The All Staff screen displays the Placement Officer details such as PO ID, Placement Officer Name, 

Mobile Number, Registered On, Batches Assigned, and PO Status. 
 
➢ Click Relink Officer, the following screen appears. 
 

 
 

➢ Click Approve, the following screen appears. 
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➢ Click OK, to relink the required PO and to navigate to the All Staff screen. 
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8 Delink – Batch 
The Delink – Batch screen allows the Training Centre (TC) to delink – batch assigned to the particular 
Placement Officer (PO). 
 
To Navigate 
Home - - > Dashboard - - > My Staff - - > All Staff - - > Action - - > View Assigned Batches - - > Placement - 
- > Action - - > Delink 
 

 
 
➢ The All Staff screen displays the Placement Officer details such as PO ID, Placement Officer Name, 

Mobile Number, Registered On, Batches Assigned, and PO Status. 
 

 
 
➢ Click View Batches Assigned, the View Batches Assigned screen appears. 
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➢ The View Batches Assigned screen displays the Placement Officer details such as Placement Officer 
Address, Placement Officer Name, Placement Officer Mobile Number, and Placement Officer Email 
Address. 

 

 
 
➢ The Training Centre (TC) can search for a particular batch based on Batch Scheme and Batch ID. Click 

Search, to search for a particular Batch. 
 
➢ The Placement section displays the batch details such as Batch ID, Batch Name, Training Partner ID, 

Batch Scheme, Batch Duration, Trained Candidates, Certified Candidates, Placed Candidates, Job Role, 
Sector, Status and also allows delinking under Action. 

 
➢ Click Delink, the following screen appears. 
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➢ Click Approve, the following screen appears. 
 

 
 
➢ Click OK, to Delink the selected batch and to navigate to the Placement screen. 


