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Icons for Buttons

Please refer following table in case of any confusion with buttons.

S. Icon Meaning
No.

1 Save Record

2 New Record

3 - Delete Record

4 n Search Record

5 n Collapse

6 Expand

7 m Notification by AICTE

8 @ Navigation to next record in list

9 @ Navigation to previous record in

list

10 @ Navigation to next set of records
in list

11 @ Navigation to first set of records
in list

12 @ Navigate to last record

13 @ Navigate to first record

Step 1: Login

¢ Login with Existing NEEM Credentials in AICTE Web portal.

** Navigate to NEEM Trainee Information.
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Step 2: Enter Trainee Supervisor Details

Enter data in following fields:
e Name of Supervisor
e Address
e Email Address
e Mobile Number

e Llandline - Enter landline number with STD code without any space or special character

« Enter the Name of Affiliating University

[ Note: All the fields are required.
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Step 3: NEEM Trainee Details

®,

% Click on ‘New’ button to create a New Record in NEEM Trainee. Trainee Id will be auto-populated.

«»+ Enter details of Trainee in following fields:

e Name

e Permanent Address

e State — State of Trainee

e Mobile Number

e STDCode

e Landline Number

e Emailld

e Last Exam Passed —Select from drop-down

e Otbhers, If Any — To be entered if the last exam passed is Others

e  Course to which currently Enrolled (If Any)- Select from drop-down if the trainee is
currently enrolled in. some course.

e Other courses enrolled-To be entered, if the Course to which Currently Enrolled is
others

e Gender — Select from drop-down

e Category — Select from drop-down

e Other Category- To be entered, if the Category is others

e Isthe Trainee Placed in the company-Select from drop down

e Aadhar Number

e Identity proof- Select from Drop-down

e |dentity ID

e Date of birth
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[ Note: Field highlighted in Red are required. ]




Step4: NEEM Training Attachment
(ldentity Proof)

Click on. button, browse excel file in Attachment name field, Comments can be

entered, if required. Click on Save icon or press Ctrl+S to save record.
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Step 5: NEEM Training Company

Details

®,

< Navigate to NEEM Training Company Details to add the details of the Training Companies

®,

«* Click on New button and add data in following fields:

e Name of Training Company

e Address of Training Company

e Name of contact person from Training company

e Cell Number of contact person from Training company
e State

e Pincode

e Name of Training supervisor of NEEM facilitator

e NEEM supervisor Contact number

e Email Address
e Date of MOU
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Step 6: Training Details

%+ Click on ‘New’ button to create a New Record in NEEM Training Details of the particular Trainee

(Training detail will be of the particular Trainee which is selected in Trainee Details)

®,

< Enter the data in following fields:
e Name of Company- Click on square icon (Refer Figure below). List of Companies added in

NEEM Training Company Details will be visible. Select the particular training company for the
particular Trainee. !
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e Sector — Select from drop-down

e Specialization— Select from drop-down

e Other Specialization- to be entered, if specialization is others

e NSQF Level — Select from drop-down

e Place of Training

e Job Role

e Date of Joining

e Date of Completion

e Duration of Course — Auto-populated according to date of joining and completion

e Amount of Stipend

0,

*» Multiple Records can be added if the Trainee is under Training for more than 1 specialization.

[ Note: All the fields are required




Step 7: Placement Details

++ Click on ‘New’ button to create a New Record in NEEM Trainee Placement Details of the particular
Trainee. (Placement detail will be of the particular Trainee which is selected in Trainee Details)
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< Enter data in following fields:
e Name of the Company- in which the Trainee is placed
e Name of the Post
e Company address
e Salary per month
e Status of Post
e State

[ Note: All the fields are required ]




Important Points

1. Enter values in all required fields

2. At least one record is mandatory in NEEM Training Details for all the NEEM trainees

3. At least one record will be mandatory in Placement Details if the Is the trainee Placed is Yes in NEEM

Training Details
4. Upload Identity proof document against each trainee.

5. Check Validation status column on Portal. If it is ‘Y’, it means you have filled all the mandatory details required for the
trainee. If it is ‘N’, it means you missed some mandatory field required for the trainee, then you have to check and

update the required details







