£

Skill India

BRI HRd - B2AT HRA
User manual for Training Centre
(TC) — Placement — STT CSSM

VA N:S-D-C
National
Skill Development
Corporation

Transforming the skill landscape




VA N-S-D-C
National
Skill Development
Corporation

Transforming the skill landscape

Table of Contents

S [ oo 1¥ ot o] o PO OO P U PSR OPPPRP PP 2
2 VIEW All STaff. e e ettt e e e et e e e st ae e e e e bate e e e earnes 3
K Y (o ] = 1 1 PP PRSP OPPPPPR 4
4 Assign Batches fOr PIACEMENT ........uuiiiiie e e e e e e e e e e e e e s s nreraeeeeaeeeeann 6
5 VieW BatChes ASSIENEM. ...ccii it ettt e e e e e e st e e e e e e e essntaraeaeaaeeeeeasnerareeeeeeeaans 8

5.1 View BatCh Details.......uueiiiiiiiiieiiiee ettt e e e e e sttt e e e e e e s s anrrreeeeas 10

5.2 Approve/Reject EMpPloymeNnt RECOIM.......cccuiiiiirieiieiiie et e et et stee et e e e e eee e 13
O 0 111101 @ ol T PSP PPPPRO 17

6.1 REIINK OFfICOI .ttt ettt e et e e e et e e s ettt e e e e nbeeeeeaareeeas 19
7 DEIINK = BAtCRN.ce e et e e e et r e e et e e e e nbeeeeeneee 21

1]23



VA N-S-D-C
National
Skill Development
Corporation

Transforming the skill landscape

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.

e View all Staff
e Add Staff
e Assign Batches for Placement
e View Batches Assigned
o View Batch Details
e Approve/Reject Employment Record
e Delink Officer
o Relink Officer
e 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

Dashboard »3.{» Rozgar Mela -}{» My Schemes »3.{4 My S@ff -3{» My Candidates %{» Candidate Marksheet

Training Centre fd - Dashboard

View and Manage Trainings

Here you can view search, accept and view batches assigned and applicants for the batches.Also manage your associated Trainers.

@ g @ &
~Z ~Z ~Z ~Z
My CAAF Submit View Batches Associated Trainers TC SPOC Change
View My Submitted CAAF All Batches & Preferred My Associated Trainers TC SPOC Change

» 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.

~+ Add Staff Back
All Staff
Registered Date: Search for PO 1D:
£ Registered date O Search Apply Reset
PO ID Placement Officer Name Mobile Number Email Address Registered On Batches Assigned PO Status Action
PO_002547 zaid 9988007766 zaidkkhan@gmail.com 27 Apr 2020 1 active

» 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

Dashboard »}{» Rozgar Mela -}{» My Schemes »}{a My S@ﬁ -}f» My Candidates % Candidate Marksheet

Training Centre fd - Dashboard

View and Manage Trainings

Here you can view search, accept and view batches assigned and applicants for the batches.Also manage your associated Trainers.

@ g @ &
~Z ~Z ~Z ~Z
My CAAF Submit View Batches Associated Trainers TC SPOC Change
View My Submitted CAAF All Batches & Preferred My Associated Trainers TC SPOC Change

» 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.

~+ Add Staff Back
All Staff
Registered Date: Search for PO 1D:
£ Registered date O Search Apply Reset
PO ID Placement Officer Name Mobile Number Email Address Registered On Batches Assigned PO Status Action
PO_002547 zaid 9988007766 zaidkkhan@gmail.com 27 Apr 2020 1 active

> 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.

Placement
Officer Name:*

Enter Email:*

Confirm
Email:*

Mobile
Number:*

Address:®

Enter First Name

Enter

Confi

Maob

rm Em:

Create Placement Officer

Ema

1]

e Number

Close

X

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

Staff has been created successfully
with username: PO_002568

> 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

Dashboard -3.{- Rozgar Mela -3{- My Schemes -3.{- My S@ff -3{7 My Candidates —3{7 Candidate Marksheet

Training Centre fd - Dashboard

View and Manage Trainings

Here you can view search, accept and view batches assigned and applicants for the batches.Also manage your associated Trainers.

& z" & @
~Z " ~Z ~Z
My CAAF Submit View Batches Associated Trainers TC SPOC Change
View My Submitted CAAF All Batches & Preferred My Associated Trainers TC SPOC Change

» The All Staff screen displays the Placement Officer (PO) details and also allows to assign batches for
placement under Action.

<+ Add Staff Back
All Staff
Registered Date: Search for PO ID:
0 Registered date O search Apply Reset
POID Placement Officer Name Mobile Number Email Address Registered On Batches Assigned PO Status Action
P0O_002566 zaid 7865990033 zaid001@gmail.com 14 May 2020 1 active
PO_002568 TW Testing 9911029283 tw12@gmail.com 15 May 2020 0 active o

Assign Batches For P\acement{’j

View Batches Assigned

Delink Officer

» 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.

Placement Officer - TW Testing (PO_002568) ("Bﬂck‘;

Scheme/Program/Module Search for Batchid:

All v Searc m Reset
Selected 0 Batch: De-Select All Assign Batches

M Batch Batch Name Scheme/Program/Module Batch Duration Trained Certified Placed Status Action
- D Candidates  Candidates  Candidates

] 102213  STT/RAS/Q0105/BatchiD:102213  PMKVY-CSSM - State Scheme - 06 Mar 2020 - 27 Jun 30 0 0 Batch Accepted By

- ASSAM 2020 SSC

M 101477  STT/RAS/Q0105/BatchiD:101477  PMKVY-CSSM - State Scheme - 05 Mar 2020 - 26 Jun 30 0 0 Batch Accepted By

B ASSAM 2020 S5C

] 101462  STT/RAS/Q0105/BatchiD:101462  PMKVY-CSSM - State Scheme - 05 Mar 2020 - 26 Jun 30 0 0 Batch Accepted By

_ ASSAM 2020 55C

» 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.

Selected Batches have been Assigned

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

e 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

Dashboard -3.{- Rozgar Mela -3{- My Schemes -3.{- My S@ff -3{7 My Candidates —3{7 Candidate Marksheet

Training Centre fd - Dashboard

View and Manage Trainings

Here you can view search, accept and view batches assigned and applicants for the batches.Also manage your associated Trainers.

& z" & @
~Z " ~Z ~Z
My CAAF Submit View Batches Associated Trainers TC SPOC Change
View My Submitted CAAF All Batches & Preferred My Associated Trainers TC SPOC Change

» The All Staff screen displays the Placement Officer (PO) details and also allows the Training Centre
(TC) to View Batches Assigned under Action.

+ Add Staff Back
All Staff
Registered Date: Search for PO ID:
jo Registered date £ search Apply Reset
PO ID Placement Officer Name Mobile Number Email Address Registered On  Batches Assigned PO Status Action
PO_002566 zaid 78659900332 zaid001@gmail.com 14 May 2020 1 active
PO_002568 TW Testing 9911029283 tw12@gmail.com 15 May 2020 1 active
Assign Batches For Placement
View Batches Assigned @
Delink Officer

> 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.

e Placement Officer
e 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.

Placement Officer - 3 .

Bangalore TW Testing 9911029283 tw12@gmail.com

Batch Scheme Search for Batchld:

A i m Rcset

» 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.

Placement

Training Trained Certified Placed .
Batch Id Batch Name Batch Scheme Batch Duration obRole Sector Status Action
Partner ID Candidates Candidates Candidates !
Batch
State Scheme - Mar 6, 2020 to Jun Retail Team
102213 STT/RAS/Q0105/BatchiD:102213  TPOOO77 - R . f / 30 0 ] Reta Accepted By
ASSAM 27,2020 Leader

55C

» 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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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

196936 |
PMKVY - STT PMKK
Healthcare 15/02/2020
Home Health Aide/HS5/Q5102 19/05/2020
22/05/2020 -22/05/2020
Candidate List
Search By Candidate ID:
Apply
S.NO. Sector Batch ID Candidate ID Candidate Name Job Role Certified Candidate Employment Record
1 Healthcare 196936 CAN_6735763 Tyra Ward Home Health Aide Yes 1
2 Healthcare 196936 CAN_6735763 Tyra Ward Home Health Aide Yes 2

Summary

Number Of Days Worked Action

31

View Details @

l]'l Back |

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

e Batch Details
e (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.

Approve Professional Details Candidate ID - CAN_6735763

STT/HSS5/Q5102/BATCHID:19693  Address:  LOWER SIANG, ARUNACHAL

Batch ID: 196936 Batch Name:
6 PRADESH
Candidate ID: CAN_6735763
Candidate Name: TYRA WARD Gender: FEMALE
Email ID: AVINASH.SURYAMSHI@GMAIL.C
oM Mobile: 9720134570
Total Working Days Total Experience

» The Training Centre (TC) can also view the details of 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.

Employment Record 1
Type Of Employment -Wage Employment
Date Of Joining -19 May 2020

Organisation Name - tnt
Organisation Address - xyz, BENGALURU RURAL,
KARNATAKA - 887760

Employer SPOC Name -xyz

Employer SPOC Email ID -xyz@gmail.com
Employer SPOC Mobile Number -9988221109
Designation -xyz

Employment Address -BENGALURU RURAL, KARNATAKA
Monthly Income -INR 5000 .
Appointment Letter issued by the employer - ﬂ
Download File

Payslip -ﬂ Download File

Bank Statement-ﬂ Download File

Employment Start Date & End Date - 19 May 2020 - 18 Jun
Designation -xyz

Employment Address -BENGALURU RURAL, KARNATAKA
Monthly Income -T5000

Working Days -31 Days

» 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

\ Back |

89911 |
PMKVY - STT State Scheme - KARNATAKA
Electronics & Hardware 01/02/2020
Field Technician Computing And Peripherals/ELE/Q4601 20/03/2020

14/06/2020 -14/06/2020

Candidate List

Search By Candidate
ID:

o [
Candidate Certified Employment ~ Number Of

S.NO. Sector Batch ID Candidate ID Job Role

Acti
Name Candidate Record Days Worked fon

Field
Technician

1 Blectronics & g5 CAN 6735834 AKeshkumar o ouing Mo 1 30
Hardware fur
And
Peripherals View Details {7

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

e Batch Details
e (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.

Approve Professional Details Candidate ID - CAN_6735834 ‘ Back ‘
Batch ID: 89911 Batch Name: STT/ELE/Q4601/BATCH Address: GADAG, KARNATAKA
ID:89911
i - CAN_6735834 . MALE
Candidate ID: || S A DR Gender:

Name:

Email ID: SUDAME32253@MAIL.

coM
Mobile: 9876543215
Total Working Days 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.

Employment Record 1
Type Of Employment -Wage Employment
Date Of Joining -01 May 2020

Organisation Name - TNT
Organisation Address - Bangalore,
BENGALURU RURAL, KARNATAKA - 980987

Employer SPOC Name -SPOC Name
Employer SPOC Email ID -xyz@gmail.com
Employer SPOC Maobile Number -9900110092
Designation -xyz

Employment Address -BENGALURU RURAL,
KARNATAKA

Monthly Income -INR 5000

Appointment Letter issued by the employer -
) Download File

Payslip - ffj Download File

Bank Statement-ﬁ Download File

Employment Start Date & End Date - 01 May
2020 - 30 May 2020
Designation -xyz

Employment Address -BENGALURU RURAL,
KARNATAKA

Monthly Income -Z5000

Working Days -30 Days

(.ﬂ\pfﬂ O C) l,.—RO.C‘C‘Z)
rowv
W )

Note:

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

e 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.

Are you sure you want to Approve for
the Batch: 89911 and Candidate ID
CAN_6735834

» 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).

CAN_6735834 - 89911 - Approve Placement Details

Comments to be sent: Enter the Re
placement re

e sent to the placement officere against the candidate

» Click Approve, the following screen appears.

Approved Successfully

» Click OK, to approve the employment details and to navigate to the Placement screen.
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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

Dashboard »3.{» Rozgar Mela -}{» My Schemes

»3.{4 My Staff
b

Training Centre fd - Dashboard

View and Manage Trainings

View My Submitted CAAF All Batches & Preferred

-3{» My Candidates

Associated Trainers
My Associated Trainers

Y N N
2 8 2
My CAAF Submit View Batches

%{» Candidate Marksheet

Here you can view search, accept and view batches assigned and applicants for the batches.Also manage your associated Trainers.

N
&

TC SPOC Change
TC SPOC Change

» 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.

All Staff

Registered Date: Search for PO ID:

jo Registered date £ Search Apply Reset

PO ID Placement Officer Name Mobile Number Email Address
PO_002547 zaid 9988007766 zaidkkhan@gmail.com
PO_002550 = TW Testing 9900664477 tw123@gmail.com

Batches Assigned PO Status Action

1

+ Add Staff Back

active

active °

Assign Batches For Placement

View Batches Assigned

Delink Officer @

» Click Delink Officer, the following screen appears.
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Are you sure you want to Delink the PO ?

Approve Cancel

> Click Approve, the following screen appears.

Successfully Delinked PO
username: PO_002550

» 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

4+ Add staff Back

All Staff

Registered Date: Search for PO ID:

Search Apply Reset

POID Placement Officer Name  Mobile Number ~ Email Address Registered On Batches Assigned PO Status Action
PO_002547  zaid 9988007766 zaidkkhan@gmail.com 27 Apr 2020 1 active
PO_002550 = TW Testing 9900664477 tw123@gmail.com 06 May 2020 0 inactive

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.

Are you sure you want to Relink the PO ?

Approve Cancel

> Click Approve, the following screen appears.
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Successfully Relinked PO
username: PO_002550

> 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

Dashboard .ﬁ. Rozgar Mela -3'5» My Schemes ‘ﬁ- My Siajff -3'5' My Candidates -}'& Candidate Marksheet

Training Centre fd - Dashboard

View and Manage Trainings

Here you can view search, accept and view batches assigned and applicants for the batches.Also manage your associated Trainers.

~RZ " ~Z ~Z
My CAAF Submit View Batches Associated Trainers TC SPOC Change
View My Submitted CAAF All Batches & Preferred My Associated Trainers TC SPOC Change

» 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.

+ Add Staff Back
Al st D

Registered Date: Search for PO 1D:
£ Registered date £ search Apply  JELEEER
PO ID Placement Officer Name Mobile Number Email Address Registered On Batches Assigned PO Status Action
PO_002547 zaid 9988007766 zaidkkhan@gmail.com 27 Apr 2020 1 active
PO_002550 TW Testing 9900664477 tw123@gmail.com 06 May 2020 1 active

Assign Batches For Placement

View Batches Assigned @ |

Delink Officer

> 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.

Placement Officer -

ICICI BANK LTD. 4, 100 FT ROAD, 4TH B
BLOCK, KORAMANGALA, BANGALORE -
560050, KARNATAKA

Batch Scheme Search for Batchid:
All v Se
Placement
Batch Id Batch Name
89911 STT/ELE/Q4601/BatchID:89911

zaid

Training
Partner ID

TP015357

m fosot

Batch
Scheme

State Scheme
- KARNATAKA

Batch
Duration

Feb 1, 2020
to Mar 20,
2020

8987654320

Trained
S

Certified

Placed

S

zaidk@gmail.com

JobRole

Field
Technician
Computing
And
Peripherals

+ AssignBatch  JEERITS]

Sector

Hardware

Electronics &
Accepted by

View Details

n

ssC

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.

Cancel

Are you sure you want to Delink the Batch ?
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> Click Approve, the following screen appears.

Delinked Successfully

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