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1. Introduction

1.1 Overview

The Directorate General of Resettlement & Employment (DGR&E), now known as the Directorate
General of Employment & Training (DGE&T), was set up in 1945 for the purpose of resettling
demobilized Defense Service personnel and discharged War Workers in civil life. Currently, the scope
of the Directorate General has been extended to cover employment service to all categories of job

seekers and training services to civilians.

DGE&T in the Ministry of Labor & Employment is the nodal agency responsible for conducting
vocational training programs to meet the skilled manpower requirement of industry. Because
vocational training is a concurrent subject the Central Government is responsible for laying down
norms, standards, policies, conducting of trade tests, and award of certificates. Other major
responsibilities include research in vocational training, development of instructional materials and
affiliation of ITIs/ITCs, whereas State Governments / Union Territories are responsible for day to day
administration of Employment Exchanges and ITls. Each State Government has a Directorate of
Technical Training / Directorate of Employment & Training which is responsible for:

(@) Carrying out the policy laid down by the National Council for Vocational Training (NCVT)

(b)  Ensuring examinations are conducted by the State Board of Examinations

(c) Issuing the National Trade Certificates

(d)  Arranging for inspection of training institutes / centers

(e) Affiliating trade units of training institutes / centers

()  Conducting NCVT and non NCVT courses

() Implementing the provisions of Apprenticeship Act in respect of State Government / Private

establishments and providing employment services.
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1.2 Scope of the Document
This document details the functions of the Industrial Training Institutes. Industrial Training Institutes
(ITls) are government owned and managed institutes that provide vocational and technical training in
a large number of industrial trades. The main functions of ITIs have been classified into:

1. Academic

2. Examination Management

1.2.1 Academic

Academic functions include all the data related to the academics of each Trainee across the Institutes.
The main function is to edit and approve the Admitted trainee details.

1.2.2 Examination Management

Examination Management includes all the activities for conducting exams across the institutes.
The main function is to create, edit and approved the Quarterly Attendance and Sessional Marks.
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2. About the Document

2.1 Intended Audience

All the users of the DGE&T web based portal will be the intended audience of this document.

2.2 Document Conventions

This guide uses the following conventions:

¢ Menu items, Options, Dialog boxes and Functions are mentioned in Bold.

o Error messages are displayed in Italics.

e Angle brackets (>) indicate the progression of menu choices the user should select in a

graphical user interface (GUI).
e Tip provides easier methods to accomplish tasks.

¢ Note provides additional information.
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3. Getting Started

3.1 System Requirements

To run this application there are some basic requirements as:
¢ Window's Machine
o |E 8 or above/Firefox 27 or above/Chrome 32 or above.
¢ MS Office (2007 or above) and Adobe PDF Reader (6 or above).
¢ Internet Connectivity (256 kbps or above)

NOTE For Master update:
“In Application if you need to get Add/edit/delete/update values available in Drop Down (so called
Master), please contact your system Admin.”

3.2 Accessing Portal

Management Information System has been designed as a comprehensive system to allow timely and
transparent flow of information through the various tiers of the public vocational training sector in the
country i.e. ITl, the State and the Centre. The MIS will allow easy handling of storage, processing and
retrieval of data, searching and sorting of various information accurately and quickly.

To access, type the address in the address bar as: https://ncvtmis.gov.in/mis/. User will be redirected

to the login page of the Management Information System Portal.

3.3 Login Page
Login page provides access to authorized users inside the MIS application. Authorized users include
ITls, States etc. This page also has links to recover the forgotten password. Login Page for the MIS is

as follows:
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Figure 1: Login Page

Sign In

Welcome to MIS
Application Pas swword :

Business Unit : —Select— ~
Remember Me | Eorgot Passworn

Login

#E# Help m= sign in to MIS Application.

The login page allows the user to login inside the portal. The user has to enter the User Name,
Password, select the name of the Business Unit to which s/he belongs and click on Login. Business
Unit field is a drop down menu that displays the Business Units that have been assigned to the user.

In case of unsuccessful login, a message ‘Invalid password, please check...!’ would be displayed. On
ten unsuccessful login attempts in a row, the user’s account would be locked and a message ‘Your

account is locked due to 10 unsuccessful login attempts, please contact System Administrator.” \Would
be displayed.

Tip: Click on the password field once Username is entered, to populate the Business Unit.

Note: If the user account has been locked, user should contact the administrator.

In case of successful Login, No two users can login using the same Username into the MIS
Application. If one user is already logged into the application, and the other user tries to access the
MIS using the same Username, he gets the Warning screen as follows indicating if user wants to
terminate the session for the first user:

Figure 2: Warning
warming |

There are already other user sessions in progress:

Login IF Adress Last Access Time
10.201.51.16 12 Oct 2012 12:00 PM

Continue will result in Termination of the other session.Please select from one of the following
options:

[ Caontinue the session ] [ Cancel
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Clicking on ‘Continue the session’, terminates the session for the first user. Clicking ‘Cancel’
redirects the logged in user to the Logout page.

After successful login user can also edit his/her profile by clicking on Edit my Profile Link as
displayed in the below screen:

Figure 3: Edit my Profile

07000001-Yuva Shakti Industrial Training Center (for Women) Rohini OPTIONS ~

WELCOME TO MIS APPLICATION

Menu

= MIs
1

= CENTRAL MIS My Profile

Fixed Fo Repol v
B Fixad Format Report= First Name MAND] Edit My Profile

B ITIReports Middle Name Last Name SAXENA

Duplicats Tr: Designation Craft Instructor Phone Number

Mobile Number 3818648358 Email ID dharmender.jhamb@nisg.org

rthe Hall Tickst
= for the NCWT Certificats

To edit the profile, follow the steps as follows:
1. Click on Edit My Profile.
2. A Pop up will appear with the following fields as displayed below:

e First Name

e Middle Name

e Last Name

e Date of Birth

e Designation

o Phone Number
¢ Mobile Number
e Email ID
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Figure 4: Edit my Profile

FirstMame: |SPIU 100,137 = Middle Mame:
Last Name: Creator Date of Birth | |01/01/1950 =:ju * (DD/MMIYYYY)
Dresignation: --Salect-- - Phone Mo.{O):

Mobile Number: Email ID:  |anitamitral@nis

Done

@ Internet | Protected Mode: OFf o - L 100% -

[

Copyright ©® 2013, DGEET.

3. Now you can update any of the field.

4. Click on the Update to save the changes.

3.4 Forgot Password

If the user forgets his password, s/he has to recover the password. On clicking Forgot Password link,

a new page prompts the user to answer his/her security question. To recover the password:

1. Click Forgot Password link on the Login page. Screen for Forgot Password is as follows:
Figure 5: Forgot Password
Login ID
Hint Question 1
Answer
Hint Question 2
Answer
Click here to go back to Login page
2. Enter the login id.
3. Both the security questions set by users would be displayed.
4. Enter the answer and click Submit. On successful validation, user’'s password is sent on the
e-mail ID registered with the DGE&T.
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User can set his Hint Question and answer as follows:

5. When logged in for the time, user is redirected to the following screen.

Figure 6: Hint Question & Answer (For First Time Login)

Hint Question § 1 |---Saluet- ¥

HNEWEr :

Hint QUastion 2 & | ssssSaluctss=: b/

o=

6. Select Hint Question 1 and set the answer to the question.

Angwer :

7. Select Hint Question 2 (Question that has been selected in the Hint Question 1 will not get
visible again in the drop down field of Hint Question 2) and set the answer to Hint Question 2.

8. Click on ‘Submit’ to save the Hint Question and Answer.

9. User is redirected to change his password. On changing Password, user can access modules

of MIS application.

Note: In case user has forgotten the answers to the security question, user should contact

the administrator.

Tip: Click the tab key on entering Login ID such that Hint Questions are displayed on Forgot

Password page
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4. ITI

This module enables users of Industrial Training Institutes to manage the academic and examination

data. The module will be accessed at all the ITls.

4.1 Academic
Academic module manages the entire academic data of all the Trainees across the Institutes.
‘Admitted Trainee Details’ covered under Academic module. It enables user to ‘edit’ and ‘approve’ all

the data of ‘existing’ trainee inside the MIS System.

4.1.1 Admitted Trainee Details

This module enables the user to manage the information of existing trainees. User can ‘edit’ and

‘approve’ the existing trainee record as discussed in further sections.

4.1.1.1 Edit

This link enables user to edit the Trainee records. To edit a record, follow the below mention steps:
1. Select MIS > ITI > Academic > Admitted Trainee Details > Edit.
2. Search the record to be edited using any one of the following fields:
o Admission Request Number (For Trainees which are yet to be approved).
e Registration Number (For registered and approved Trainees).
e Training Scheme.
e Module Type.
e Training Sector.
e Trade/Module.

e Trainee Name.
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3. Click on the link available in the column ‘Admission Request Number’ in search results to view

the Trainee record as displayed in the below screenshot

Figure 7: Admitted Trainee Details — Search

Welcome, ITI Master
GU24000401-INDUSTRIAL TRAINING INSTITUTE, SURAT |
‘c

ruarnment)

OPTIONS ~
Menu dit Admitted Trainee Details

@ ms earch Criteria ¥

= m Admission Request Number Registration Number
cademic )
= fezdemi Training Scheme | ~select—- v Module Type | —selact- v
= Admitted Traines Detsils R
- Training Sector [ ~-Selsct- v Trade/Module [~Sslect v
lit
Trainee Name
Approve

Change Trade of Traines

Examination Managament

.ist of Admitted Trainees
Administration

Admission — .
L Registration . Date of | Father/Guardian Module | Sector Approval .
G ::1?::: Number | Trainee Name g o Name Scheme "pULS Name Trde  Cgiile Remarks Approved By | Approved On Edit
Attendant
N B ATVARBHA 01/ RANCHHODBHAI Operator | , e 02 Mar 2015 4:19
TP140800000001 P140800000001 NATVARBHAT | 01/01/1990 el cTs (Chemical | APProved ITI Master e &
Flant)
Attendant
N B . 01/ RANCHHODBHAT Operator | , AUt A . 31 Jan 2015
TP140800000002|P140800000002 SURESHEHAT | 01/01/1990 el cTs (Chemical | APProved Auto Approved  \Admin MIS 1120 P &
Plant)
Attendant
4 4 A 01/ A 1 Cperator | , b A . 31 Jan 2015
TP140800000003|P140800000003 HEPULKUMAR | 01/01/1990 | NAGINEHAI PATEL CcTs (Chemical Approved |Auto Approved ‘Adrmin MIS 11:50 PM ‘Ep
Plant)
Attendant
. alp1a A — ro1/ S ARAM SACHA Operator | , AUt Anor Adrmi 31 Jan 2015
TP140800000004(P140800000004 PAWAN 01/01/1990 | DAYARAM SACHAN | CTS (Chemicsl | APProved Aute Approved Admin MIS Tiimo ou [
Plant)
Attendant
. clp1a < . ro1/ VIEHWANATH ZHA Operator | , AUt Anor Adrmi 31 Jan 2015
TP140800000005 140800000005 BINODKUMAR | 01/01/1990 | VISHWANATH ZHA |~ CTS (Chemicsl | APProved Aute Approved Admin MIS Tiimo ou [
Flant)
Attendant
MUNESHWARSINGH| g OPerator, | popraved |Auto Aporoved |Admin MIS 31 dan 2013 [=71hd

‘TP140800000006/P140800000006 GIRISHKUMAR | 01/01/1990
4

Copyright ® 2015, DGEET.

4. Click on Edit (@’) to make changes in the Trainee Record as shown below:
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Figure 8: Admitted Trainee Details — Edit (i)

% NcvT MIs

Edit Admitted Trainee Details

Trainee Details (Trainee Registration No: P140800000001)
Admission Type New Admission  Re Admission Trainee Registration No.(For Readmission)
Session Aug-2014 Admission Date 01/08/2014  (DD/MM/YYYY)
Al UID No.

Trainee Name

Date of Birth 950 E (DD/MM/YYYY) Gender |Male v
Marital Status | Unmarried v Spouse Name
Category |[To Be Filled v Horizontal Category | [To Be Filled v
Minority | NA v Email 1D
Father/Guardian Mame RANCHHODBHAI GOHIL ' Mother Name  AsHa
Mobile Number State Registration Number 240401001
Photograph | Chease Fik | No file chazen ::‘-\- Pg. ipeg, png, gif files are allowed. ( Max size of Photo 200 kB
Permanent Address
Address P
State |Gujarat v District | Surat v
Pin Cods Phone Mumber
Correspondence Address Same as Permanent Addrass
Address P
State | Guiarat A District | Surat v |*
Pin Code Phane Number
Academic Qualification Details
Add Row Delsts Row
Select :ﬂ Examination Passed Passing Year Subjects School /Board/ University Grade Percentage (%)

Figure 9: Admitted Trainee Details — Edit (ii)

Academic Qualification Details
Add Row Delste Row
Select ;{. Examination Passed Passing Year Subjects School/Board/University Grade Percentage (%)

1 --Select—- v --Select- ¥

Previous ITI Training Details

Previous ITI Training Yes ® o Previous ITI Trade
Office Use Details
Admission Given in Category |To Be Filled v Application Form No. 220401001
Training Scheme CTS Module Type
Training Sector Trade/Module Allotted  Attendant Operator (Chemical Plant)
shift Shift 1 Unit  Unit 1

Type of Trainee Regular ® Private Remarks UPlosded from Trainee HT J

All fields mark

ad with are mandatory.

5. On editing, the record will go for approval to the designated authority. In case any change in the

detail which comes under revalidation, record will go to the Revalidate Screen.

Note: Records which are ‘Approved/Sent for Correction’ will appear on the Edit screen. User

can make the necessary corrections using Edit screen.
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4.1.1.2 Approve

This link enables user to approve the details of the Trainee. On approval, Registration Number is
generated for all Trainees which can be used by them across ITls. To approve, users will follow the
below mention steps:
1. Select MIS > ITI > Academic > Admitted Trainee Details > Approve.
2. Search the record to be approved using any one of the following fields:
e Admission Request Number
e Registration Number
e Training Scheme
e Module Type
¢ Training Sector
e Trainee Name
e Trade/Module

3. All the records matching the search criteria are displayed as shown below on the screen:
Figure 30: Admitted Trainee- Approval

® NcvT MIS [

MIS > ITI > Academic > Admitted Trainee Details > Approve

GU24000401-INDUSTRIAL TRAINING INSTITUTE, SURAT |
7

e

OPTIONS ~

Menu Approval of Admitted Trainee
g Ms Search Criteria Y
g m . . r
Admission Reguest No. Registration Number
B Academic Training Scheme | | —Select— v Module Type [—Select— v
= Admitted Trainee Det

-Select--

Training Sector Trade/Module

Edit

Change Trade of Trair

Trainee Name

@ Ex inat M it
[ Examination V2nagement | | it of Admitted Traines

Administration

Admission " : "
v MRt RSN e name | DREOF P Cariong o MOME S g it Remarts o G
Attendant
1 [TP140800000001 PLAD800000D0L| NATVARBHAT 01/01/1990 RANCHHODBHAL | g OPErator |\ oloaded from Traines HT Admin T
GOHIL (Chemical P
Plant)

3

Approval for Admitted Trainees

Status [ --Select—- v

e

Copyright ® 2015, DGEAT.
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4. User can view the details of the Trainee using the hyperlink in the field Admission Request
Number.

5. To approve the record, select the record using the checkbox available in the rightmost column

and Status in the drop down field.

Click on ‘Submit’ to approve, reject or sending the record for correction.

Once approved, Unigue Registration Number is generated for the Trainee.

On rejection, Trainee needs to be registered again.

© ©® N o

When the status is set to ‘Correction required’, Trainee record is visible under the Edit

screen where the details can be corrected and again sent for approval.

4.2 Examination Management

This module enables user to manage the exams conducted by the institute. Using this module, user
can ‘create’, ‘edit’ and ‘approve’ Quarterly Attendance and Sessional Marks of trainees.

4.2.1 Quarterly Attendance and Sessional Marks

This module enables the institute to ‘create’, ‘edit’ and ‘approve’ the attendance and sessional marks
of the trainee for each quarter. In this module, user can create the new records and edit the approved

records of the trainee and approved the created records.

4.2.1.1 Create

This link enables users to create the new record (which are not created yet in the MIS system) of the
guarterly attendance and sessional marks for the trainees. To capture attendance and the sessional

marks, follow the below mention steps:
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1. Select MIS>ITI >Examination Management >Quarterly Attendance and Sessional Marks
>Create.
2. Search the record using any one of the following fields:
e Training Scheme
e Module

e Training Sector

e Session

e Trade/Module
e Shift

e Unit

e Year (for which details needs to be entered)
e Quarter (for which details needs to be entered)
e Semester

3. The trainee records needs to be searched by the searching criteria shown in the below screen:

Figure 11: Quarterly Attendance & Sessional Marks —Search

MIS > IT1 > > Quarterly dance And Sessional Marks > Create GU24000401-INDUSTRIAL TRAINING INSTITUTE SURAT | gprigus -
g Mis Search Criteria -
8 m
S Academic Training Scheme | —Seleci— M Module Type | ~Select—- M
© Admitted Traines Details Training Sector | | ~Select- hJ Trade/Module [ --Select— v
Edic Session | ~Select v shift [ --Select— v
Approve Unit | —Select-- M Year | -Selact— v
Change Trade of Trainee Semester | —Select v quarter [EECEEE ¢
E Examination Management
5 Quarterly Attendznce and Se
Edit
» 3

Copyright @ 2015, DGEAT.
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Note: Year and Quarter will populate on the basis of Trade Duration and Session in which trainee

is registered.

4. All the records matching the search criteria are displayed in new screen as shown below:

Figure 12: Quarterly Attendance & Sessional Marks —Create

% NcvT MIs

Record Trainee Sessional Marks

Year |2014 v Semester |Semester1 v Quarter |QL v

List of Trainees

Attendance Sessional Marks
Sl asur=tetiy Rell No. Name of Trainee Theory & Workshop Workshop Remarks Select
No. No. Classes N = N N
. Percentage Practical  Employability Calculation & | Calculation & = TOTAL
Attended(Days) Y ; ;
skills Engg. Drawing | Engg. Drawing
Workshop R
; ., Trade h Engineering
Practical(30) . | calculation & ! -
Theory(20)* | CHENEONS | Drawing(20)
1 |R140824008383 140824008383 VISHVAIITSINH p
2 |R140824008384) 140824008384 AKSHAYKUMAR J
3 |R140824008389| 140824008389 MRUGESHKUMAR p
4 |R140824008397) 140824008397 PAVAN p
5 |R140824008456) 140824008456 MILANKUMAR p
6 |R140824008481) 140824008481 RAVIKUMAR y
7 |R140824008484) 140824008484 AJAYKUMAR p
8 |R140824008491 140824008491 KRUNAL p

All fields marked with

are mandatory.
ez

5. User can update the details of Quarterly Attendance and sessional marks for the Trainees and
submit the same by selecting the checkbox available at the rightmost column (only the
selected records will be submitted).

6. On submitting, the details will go for approval to the designated authority.

Note:
v" Only Regular trainees will appear in the list (Private trainees will not appear in search).
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4.2.1.2 Edit

This link is used to edit the approved attendance and sessional marks for the Trainees. Under this, we
can edit only the created and approved records. To edit, follow the below mention steps:
1. Select MIS>ITI >Examination Management >Quarterly Attendance and Sessional Marks >
Edit.
2. Search the record using any one of the following fields as displayed below in screenshot
e Training Scheme
e Module

e Training Sector

e Session

e Trade/Module
e Shift

e Unit

e Year

e Quarter

e Semester
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Figure 13: Quarterly Attendance & Sessional Marks - Search

Welcome, ITI Master

MIS > IT1 > > Quarter dance And Sessional Marks > Edit SU24000401-INDUSTRIAL TRAINING INSTITUTE, SURAT | gorone o
(Couarnmanty
Menu
= mis Search Criteria )
g m
Training Scheme | —Select— v Madule Type | —Select— v
= Aczdemic
Training Sector | —~Sslect— v Trade/Module | --Select— v
[ Admitted Traines Detsils
Session [ —-Select— v Shift [ -select— v
Edit
Approve Unit | | —-Select-- v Year |--Select— v
v

quarter ESEE

Change Trade of Traines Semester | —Sslect—

ment Search

5 Quarterly Attendznce and Se

B Examination Man.

Crezte
Approve
Trainee Supplementary Exar

Administration

Copyright @ 2015, DGEET.

3. All the records matching the search criteria are displayed in new screen.
4. Edit the required record and click on submit as displayed in the below screenshot

Figure 14: Quarterly Attendance & Sessional Marks - Edit

% NcvT MIs

Edit Trainee Sessional Marks

Year |2014 v Semester |Semester1 v Quarter | Q1 v

List of Trainees

Attendance Sessional Marks
p— 7 - Workshop | Workshop Approved Appraved
S. No. Roll No. Name of Trainee Theory & , i Remarks Select|
No. Classes  oorcentage  Practical  EmployabilityC2lculation & Calculation & | rqp,, By On
Attended(Days) L= Engg. Engg.
Drawing Drawing
Workshop S
! Trade L Engineering
Practical(30)* + (calculation & -"9" L
Theory(20)* SHSNOH Erawing(20)
04 Mar
1 R140824008383| 140824008383 IVISHVAJITSINH 23 18 9 18 69 P ITI Master | 2015 11:51
= AM

All fields ked with * ar

e datory.
ubmit Clear

5. On submitting, the record goes for approval to the designated authority.
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4.2.1.3 Approve

This link is used for approving the attendance and sessional marks for the Trainees. Under this, we
can approve only created records. To approve, follow the below mention steps:
1. Select MIS > ITI > Examination Management > Quarterly Attendance and Sessional
Marks > Approve.
2. Search the record using any one of the following fields:
e Training Scheme
e Module

e Training Sector

e Session

e Trade/Module
e Shift

e Unit

e Year

e Quarter

e Semester

3. All the records matching the search criteria are displayed in new screen as shown below:
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Figure 15: Quarterly Attendance & Sessional Marks - Approve
Approval of Trainee Sessional Marks
Year |2014 v Semester |Semester1 v Quarter | Q1L v
List of Trainees
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4. Select the records that are to be approved using the checkbox and select the one of the
following status from the Status drop down field:
e Approved: Record is approved and details have been saved in the database.
o Rejected: Record has been rejected. User needs to capture the Quarterly attendance
and sessional marks again.
o Correction Required: User needs to update the record before approval can be done.

Record will be visible under the Edit link where correction can be done and submitted
for approval to the designated authority.

5. Contact Information
For any queries please contact to support.dget@wipro.com or you may dial help desk- 0120 4405610
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