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Create Advertisement

Step 1: Enter Advertisement No as per Adv. document
Step 2: Select Mode of Recruitment i.e. Project, Direct-Regular, Deputation and Project
Step 3: Select Date of Advt.
Step 4: Closing/Last Date of Advt.
Step 5: Project Name, Coordinator Name and Coordinator Email will appear only in case of
Project positions.
Step 6: Browse Advt. Document
Step 7: Click on Create Advertisement

Confirm alert will be prompted.
Click Ok to confirm, Advt. will be created and will appear in below Table



Add Position(s)

Step 1: select Advt. , On selection Mode of Recruitment, From and Last date will be populated
automatically.
Step 2: Select Position, Essential Qualification and enter min & max  Age Limit and min & Max
work experience
Step 3: Check age relaxation as per GoI Rules and select Categories from dropdown list
applicable for the position(s)
Step 4: Select Modules i.e. Personal Information, Education Qualification Details, Present
Employment Details, Experience Details,  Additional Documents, References and Preview etc.
as per the requirement of Positions.
Step 5: Generate Application, Confirm, Position will be added under the selected advt and will
appear in table

Step 6: Go to Action, Position can either be deleted at this stage or Published to accept online
applications.



View Application Status

On selection of Advt. No, All Positions statistics related to advt. No will be displayed. Further,
clicking the print icon will print the application status.



Scrutiny

On Selection of Advt. No and respective position, Information of candidate will appear as
mentioned above. Click on View Details button under Action Column, It will redirect to
candidate profile page, where scrutiny can be done.



Where review of candidate profile can be done, each and every certificate & documents
submitted by candidate may be viewed by clicking on respective links and further remarks can
be furnished by selecting Status as Shortlist/Reject and entering remarks.

Print Attendance Sheet

On selection of Advt No and Position, a list of candidates with information will be displayed to
capture attendance on the day of Interview, provided the position is already scrutinized. On click
on the Print Icon, the Attendance sheet will be printed.



Screening Committee Evaluation Document

On selection of Advt No, Position and Application status i.e. Submitted, Shortlisted and rejected,
list of summary of candidate profile will be displayed. Which can be printed or Saved as PDF for
evaluation/re-evaluation by scrutiny committee members by clicking the print icon.



Download Position Data

On selection of Advt. No and Position, list of candidates applied will be displayed, which can be
downloaded as excel by clicking the EXCEL button.


