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1 Introduction 
 
The User Manual for Training Centre (TC) ς RPL Type III PMKVY is designed to provide information on, how 
the Training Centre can create a batch for an approved RPL Type III for PMKVY and also enroll the 
candidates for the batches. The Training Centre can perform the functionalities as listed below. 
 

¶ Create Batch 
o Batch Details 
o Orientation Calendar 

¶ Enroll Individual Candidates 
o Personal Details 
o Contact Details 
o Education Details 
o Course Preference 
o Declaration & Submission 

¶ View Trainers 
o Add Trainer 
o Link Trainer 

¶ View All Batches 
o View Applicant Details 
o Training History 

¶ Update Training Calendar 
o View Cost Structure 

¶ Edit Batch Details 

¶ Change Assessment Date 

¶ Change Assessment Agency 

¶ Cancel Batch 

¶ View Job Roles 

¶ View All Monitoring Batches 
o View Monitoring Batch Details 
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2 Create Batch 
The Create Batch screen allows the Training Centre to create a batch for the approved PMKVY RPL III 
project. 
 
To Navigate 
Home - - > Dashboard - - > My Schemes - - > View Schemes -  - > My Approved Scheme/Program - - > 
Actions - - > View Details - - > Pradhan Mantri Kaushal Vikas Yojana - RPL - - > Actions - - > View Details - - 
> View All Batches - - > All Batches and Job Roles - - > Create Batch 
 

 
 
ü The Pradhan Mantri Kaushal Vikas Yojana screen allows the Training Centre to add the batches for 

the approved PMKVY RPL III. 
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ü The All Batches and Job Roles screen lists all the created batches and job roles along with the details 
such as Batch ID/Batch, State, District, Job Role Name, QP Code, Batch Start Date, Batch Type, Batch 
End Date, Batch Creation Date, Status, Ceremony Status and also allows the Training Centre to view 
the details of the batch under Action. 

 

 
 
ü The Training Centre can search for a batch based on Batch Start Date, Batch End Date, Batch ID and 

Batch Type. Click Apply, to search for a particular batch. 
 
ü Click Create Batch, the following screen appears. 
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2.1 Batch Details 
The Create Batch screen allows the Training Centre to enter the batch details in three sections as listed 
below. 
 

¶ Batch Details 

¶ QP/Job Role Details 

¶ Trainer Details 
 
ü The Batch Details section displays the basic details of the batch such as Scheme type, Batch Type, and 

also allows the Training Centre to enter the Batch Size. 
 

 
 
ü The QP/Job Role Details section allows the Training Centre to enter the QP/Job Role details for the 

associated QP (Job Role). 
 

 
 
ü The Training Centre can select the appropriate Associated QP (Job Role) from the drop-down list. The 

Associated QP (Job role) section displays the details of the selected QP/Job Role such as Sector, QP 
Code, NSQF Level, QP Hours, Training/Orientation Hours and Bridge Module Required. 

 
ü The Training Centre should enter the appropriate Orientation/Training Hours Per Day details. The 

Training Centre can enter the Batch in Time and Batch out Time details from the drop-down clock. 
Click Add. 
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ü The Batch Slots section displays the details such as Start Time, End Time, and also allows to delete 

the added time slot. 
 

 
 
Note: The Training Centre can add multiple time slots for the particular batch. 

 
ü Select the appropriate Batch Start Date and Batch End Date from the drop-down calendar. 
 
ü The Trainer Details section allows the Training Centre to select the appropriate Proposed Assessment 

Date and Preferred Assessment Language. Also displays the Enrollment Closure Date. 
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ü Select the appropriate Trainer ID, the following screen appears. 
 

 
 
ü The Trainer section displays the trainer ID details such as Trainer Certified, Email Address and 

Mobile Number of the Trainer. 
 
ü Select the check box to accept Disclaimer. 
 
ü Click Save and Next, the following message appears. 
 

 
 
ü Click OK, to navigate to the Orientation Calendar screen. 
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2.2 Orientation Calendar 
The Orientation Calendar screen allows the Training Centre to add the training sessions for the batches. 
 

 
 
ü The Orientation Calendar screen allows the Training Centre to enter the orientation calendar details 

such as Date and Day, Session Planned, Bridge Module/orientation, NOS Taught, Start Time, End Time, 
Description/Lesson Plan. 

 
ü The Select Session Type section allows the Training Centre to select the appropriate session type such 

as Class, OJT, Lab, Examination, Other Session or Holiday. 
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ü Click Add Session, the added session details appear as follows. 
 

 
 

Note: The Training Centre should enter the day plan for all the days of the training period. 

 
ü Click Save and Update Training Calendar, the following screen appears. 
 

 
 
ü Click Enroll Candidates, to navigate to the List of Eligible Candidates screen. 
 

 
 
ü To Enroll Candidate to the batch, select the respective check box of the candidate ID. 
 
Note: The Training Centre can select a minimum of ten and maximum of thirty  candidates for the batch. 
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ü Click Enroll Candidate, to assign the selected candidates to SSC. The screen appears as follows. 
 

 
 
ü Click Submit to enroll candidates, the following screen appears. 
 

 
 
ü Click Yes, I am sure, to navigate to the Enrolled Candidate List screen. 
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ü The Enrolled Candidate List section displays all the enrolled candidates' details such as Candidate ID, 
Candidate Name, Gender, Disability, State, District, Email Address, Mobile and allows to view the 
details of the candidates. 

 

 
 
ü Click Submit to SSC, the following screen appears. 
 

 
 
ü Click OK, the following screen appears. 
 

 
 

ü Click OK, the following screen appears. 
 
 

 
 

ü Click OK, to navigate to the Enrolled Candidate List screen. 
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3 Enroll Individual Candidates 
The Enroll Individual Candidates screen allows the Training Centre to enroll the candidate. 
 
To Navigate 
Home - - > Dashboard - - > My Schemes - - > View Schemes - - > My Approved Scheme/Program - - > 
Actions - - > View Details - - > View All Batches - - >View all batches & Job Role - - > Create Batch - - > 
Register Individual Candidate 
 

 
 
ü The List of Eligible Candidates screen displays all the basic details of the candidates such as Candidate 

ID, Candidate Name, Gender, Religion, Disability, State, District, Source of Mobilisation, Identification 
Verified PWD Eligible, B&L Eligible, Conveyance Eligible, Transport Eligible, Action and also allows the 
Training Centre to select the Mode of B&L from the drop-down list. 

 

 
 
ü Click Register Individual Candidate, to navigate to the Candidate Registration Form screen. 
 
ü The Candidate Registration Form screen hosts five sections as listed below. 
 

¶ Personal Details 

¶ Contact Details 

¶ Education Details 

¶ Course Preferences 

¶ Declaration & Submission 
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3.1 Personal Details 
The Personal Details screen allows the Training Centre to enter the details of the candidate in three 
sections as listed below. 
 

¶ Personal Details 

¶ Identification Type 

¶ Permanent Address 
 
ü The Personal Details section allows the Training Centre to enter the basic details of the candidate 

such as Candidate Full Name, Phone Number, Email Address Place of BirthΣ aƻǘƘŜǊΩǎ bŀƳŜΣ CŀǘƘŜǊΩǎ 
bŀƳŜ ŀƴŘ DǳŀǊŘƛŀƴΩǎ bŀƳŜΦ The Training Centre can select the details such as, Country Code, Gender, 
Date of Birth, Marital Status, Domicile State, Domicile District, Category, Religion, and Any Disability. 

 

 
 
ü Click Browse to upload Profile Picture of the candidate. Training Centre can upload the only, jpg, png, 

jpeg, and the maximum file size is five MB. Click Upload. 
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ü If the Training Centre select Any Disability ŀǎ ΨYesΩΣ ǘƘŜ ŦƻƭƭƻǿƛƴƎ ǎŎǊŜŜƴ ŀǇǇŜŀǊǎΦ 
 

 
 
ü Select the appropriate type of disability from the drop-down list. Click Browse to upload Disability 

Proof. The Training Centre can upload the only, jpg, png, jpeg, pdf and the maximum file size is five 
MB. Click Upload 

 

Note: The Training Centre can upload multiple documents for disability proof supporting documents. 

 
ü The Identification Type section allows the Training Centre to select the appropriate identification 

type. If the Training Centre select the Identification Type ŀǎ Ψ!ƭǘŜǊƴŀǘŜ LŘΩ, the following screen 
appears. 

 
ü Select the appropriate Alternate ID from the drop-down list. 
 

 
 
ü Enter the appropriate identification number for the selected alternate id. 
 
ü Click Browse to upload the appropriate ID proof Copy. Training Centre can upload the only jpg, png, 

jpeg, pdf and the maximum file size is five MB. Click Upload. 
 
ü If the Training Centre select the Identification Type as Ψ!ŀŘƘŀŀǊ bǳƳōŜǊΩ, the following screen 

appears. 
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ü Enter the Aadhaar Number. Click Verify, to verify Aadhaar number. 
 
ü The Permanent Address section allows the Training Centre to enter the address details such as 

Address, Pincode and also allows to select the details such as District, Tehsil/Mandal/Block, 
Village/Town/City, and Constituency from the drop-down list. 

 

 
 
ü Click Save & Continue, to navigate to the Contact Details screen. 
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3.2 Contact Details 
The Contact Details screen allows the Training Centre to enter the details of the candidate contact details 
in two sections as listed below. 
 

¶ Communication Address 

¶ Bank Details 
 
ü The Communication Address section allows the Training Centre to enter the communication address 

details of the candidate such as Address, District, State, District, Tehsil/Mandal/Block, 
Village/Town/City, Pincode and Constituency. 

 

 
 
Note: Select Same as Permanent Address, to save the default permanent address as Communication 
Address. 
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ü The Bank Details section allows the Training Centre to enter the bank details of the candidate such as 
Account Holder Name, Account Number, IFSC Code, Bank Name and Bank Address. 

 

 
 
ü Click Save & Continue, to navigate to the Education Details screen. 
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3.3 Education Details 
The Education Details screen allows the Training Centre to enter the educational details of the candidates 
in two sections as listed below. 
 

¶ Education Details 

¶ Candidate Experience 
 
ü The Education Details section allows the Training Centre to select the details such as Education and 

Year of Passing. 
 

 
 
ü Click Browse to upload Supporting Document. TC can upload the only jpg, png, jpeg and pdf and the 

maximum file size is five MB. Click Upload. 
 
ü Click Add Education Details, to add another Education Details section. 
 
ü The Candidate Experience section allows the Training Centre to select the Pre-Training Status from 

the drop-down list. 
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ü Select the appropriate Pre-Training Status from the drop-down list, the following screen appears. 
 

 
 
ü The Pre-Training Status section allows the Training Centre to select the previous experience details 

of the candidate such as Previous Experience Sector, Previous Experience Job Role, No of Months of 
previous experience, No. of years of previous experience and Employed. 

 
ü LŦ ǘƘŜ 9ƳǇƭƻȅŜŘ ǎǘŀǘǳǎ ƛǎ ǎŜƭŜŎǘŜŘ ŀǎ ΨYesΩΣ the following screen appears. 
 

 
 
ü The Employed section allows the Training Centre to add employment details such as Employment 

Status and Employment Details. 
 
Note: If the Pre-Training Status is selected as Experienced, then the Training Centre must add all the 
experience details. 

 
ü Click Add More Experience, to add another Experience Details section. 
 
ü Click Save & Continue, to navigate to the Course Preferences screen. 
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3.4 Course Preference 
The Course Preference screen allows the Training Centre to select the course details such as Heard 
about us?, Sector, Sub Sector and Job Role from the drop-down list. 
 

 
 
ü Click Add Another Preference, to enter the additional preference for the candidate. 
 
ü Click Save & Continue, to navigate to the Declaration & Submission screen. 
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3.5 Declaration & Submission 
The Declaration & Submission screen allows the Training Centre to confirm the correctness of the 
information. 
 

 
 
ü Select I Agree to the Terms and Conditions, to confirm the correctness of the information updated. 
 
ü Click Agree & Submit, to enroll the individual candidate and the following screen appears. 
 

 
 
ü Click OK, to navigate to the enrollment screen.  
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4 View Trainers 
The View All Trainers screen allows the Training Centre to view all assigned Trainers for PMKVY RPL 
Type III scheme. 
 
To Navigate 
Home - - > Dashboard - - > My Schemes - - > View Schemes - - > My Approved Scheme/Program - - > 
Actions - - > View Details - - > Pradhan Mantri Kaushal Vikas Yojana - - > Action - - > View Details - - > View 
Trainers 
 

 
 
ü The View All Trainers screen displays all the trained details such as Trainer Name/Trainer ID, Email 

Address, Mobile Number, Job Roles, ToT Certified, Associated Validity and Certification Validity. 
 

 
 
ü Click Add Trainer, the following screen appears. 
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4.1 Add Trainer 
The Add Trainer screen allows the Training Centre to add new Trainer. 
 
To Navigate 
Home - - > Dashboard - - > My Schemes - - > View Schemes - - > My Approved Scheme/Program - - > 
Actions - - > View Details - - > Pradhan Mantri Kaushal Vikas Yojana - - > Action - - > View Details - - > View 
Trainers - - > Add Trainer 
 

 
 
ü Click Add Trainer, the Add Trainer screen appears. 
 
ü The Add Trainer screen hosts five sections as listed below. 
 

¶ Trainer Details 

¶ VID/PAN and Photography Info 

¶ Trainer Experience Details 

¶ Added Trainer Experience Details 

¶ Association Details 
 
ü The Trainer Details section allows the Training Centre to enter the trainer details such as Name, Email 

and Phone Number. 
 

 
  
























































