
Manual for Verification and Approval/Rejection of Applications of Candidates(Pre-

Merit List Generation),  UG/IG/PG Courses ,Session 2023-24 

 

 

 

 

For verification of the Application Forms, login into the portal by clicking on “Department Login”. The 

following page will appear: 

 

 

 

 



 

After entering user id and password(same as Examination portal login), the Dashboard will appear. 

Select “Applications”-→”Course wise Applications” 

 

 

 

The Department can edit any application by clicking on the Fourth(4th) Action Button “Edit” in the 

“Actions” Column. 

For verification of applications of each candidate, click on Second Action Button (Print & Preview 

Application) in the “Actions” Column. The following screen will appear containing the Application of 

that candidate. 

 



 

The Department can verify all necessary documents from this page only. All the uploaded testimonials 

are placed at the bottom of the application page. Thus, for verification of Age, Marks, Category, etc., 

just click on the “view” option to display the document.   



Note: In case of PG Admission, since the final result of TDC has not yet been published, most of the 

applications will be written as “Result awaited” in the “3rd column - 3rd row” of the “Academic 

Qualification “section . 

After verification click on “View & Verify”. The following screen will appear: 

 

 

 

 

 

The Department can see that there are four “Status” options-Pending, Approve, Reject, On-Hold. 

If “Approve” is selected-two options will pop-up. These are- (1) “Final”, (2) “Provisional”. If the 

Department is satisfied in all respect, “Final” option may be selected. Otherwise, click on “Provisional”. 

The Department is required to write the reason for On-Hold, Reject, Pending in the “Write a Clause” 

box. 

Please Note (for PG Departments): 

(a) In case of PG admission, the Approval status may be selected as “Provisional” in most of the cases 

where Bachelor’s Degree Result has not been published.  

(b) After publication of the Bachelor’s Degree Result and submission of the Final Marksheet by the 

Applicant to the concerned Department-the Department should enter the marks of the candidate in 

the respective column-row and change the Status from “Awaited” to “Passed” in the “Academic 

Qualification” Section.  At the same time approval status is also required to be changed from 

“Provisional” to “Final”. 



(c ) In case, if the applicant, by mistake selected the “Passed” option, although his/her final graduation 

result has not published, the departments are requested to send the application number of the 

candidate to the Admission Committee. 

(d) Candidates who have applied with “Result Awaited” option, will submit the copy of their final 

Examination Marksheet to the respective Department once the result is published. Departments have 

to check their minimum eligibility from the copy of marksheet and approve those cases. 

Click on “Verify”. 

The Candidates will receive an email in his/her registered email id. 

Verification of Applications ends here. 

 

Please Note:  

The merit list will contain the name of both Final  and Provisionally Approved candidates. But, after 

generation of the Merit List, the payment link will be forwarded only to the  “Final Approved” 

candidates. Thus, the Departments are requested to ensure that the status of the candidate is 

“Approved” before publication of the First Merit List. 

 

 

Manual for Post Merit List process of Approval process will be published soon. 


