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COMMON OPERATING GUIDELINES-

¢ Do not reveal the login password to anyone

¢ Changing your password frequently enables you to maintain the secrecy.

% Inappropriate users are not permitted to view the page.

L)

» In case of any error messages after logging into the website, re-enter the

0

Username and Password.

¢ Ensure that the system is protected by anti-virus software.

*

L)

% Dust free environment allows a better performance of the system.

ROLES & RESPONSIBILITIES FOR INSTITUTON NODAL OFFICER-

¢ Role of Verification Authority if envisaged by Scheme guidelines

¢ Provision to edit application based on rejected reasons

¢ Provision to register student applications i.e. Pre-matric schemes of School

Education in 19 column/ 20 column format
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ONLINE VERIFICATION/SCRUTINY OF STUDENT APPLICATIONS FOR SCHOLARSHIP
BY INSTITUTE NODAL OFFICER/ADMINISTRATOR

Step-1
¢ Enter URL - http://scholarships.gov.inthe web browser
% Institute can log-in by using the Institute/User ID and Password provided to them by

District Welfare Officer (District Nodal Officer )/Department.

% *In case of non-receipt of log-in account, Institute can contact District Nodal

Officer)/State Nodal Officer of the concerned District/StateNodal Officer

% Then, enter the Institute-ID , Password and Captcha Code as displayed (Example :
ins2949, ins2949*123, SD5K), click on LOGIN.
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Once Successfully logged in the National Scholarships Portal -

¢ It is recommended that the Institute Nodal Officer change the default

password as issued .
¢ The user can enter its own password as desired and Update the Password as

desired.
How to Update the Password ?

¢ After login,On the Home Screen enter the Current Password and then enter

the New Password. ( Eg:- haryana@1234)
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¢ The user is supposed to enterand confirm the new password as entered and

click on the ‘Update Password’

NOTE - Kindly note the Login Credentials for further use.

- Current Password and the New Password cannot be same.

STEP -2

% The main responsibility of verifying the student application lies with the
Institute.

¢ Institute checks for the authencity of the Student application an Verifies all
the Scanned copies of the Documents uploaded on the National Scholarships

Portal and verifies/Scrutinizes against the originals.

The detailed process of the Student Application Verification is described

below -

¢ Once Logged in the National Scholarship Portal
¢ Go to and Click on the ‘Student Application Verification’ on the Left Hand

side of the web page as shown Below

0‘0

The dashboard showing the status of applications corresponding to the

)
0‘0

schemes will displyed as shown in Screen Shot below.
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» | ) tnens ‘.r;,t..-.n, 2

“ CcCH test.scholarships govan

0: 000 @

& Applcaton Yermicaton

@ hinscns

& Uptals Your Mol

College/Institute Name will be

CIVIRSE - AANSE N8 F QO EarieacE, SEEEEE——

Displayed
. ‘ . f
& Home Click on the App"catlon Welcome ACCOLLEGE DAY}
Verification’
Apphcation Verffication
« Acadermc Year: 20138
» Agphcation Type :  *Fresh L Reoewal

5

APPLICATION NUMBER: AP201516000000141 GENDER: Make

FIRST NAME/MIDOLE NAME/LAST NAME GA(ESH DATEOF BRIt G1etsiod

CASTEICOMMUNITY CATEGORY: GENERAL

FATHER'S FIRST NANE/MDOLE NAME/LAST NAME  SHIV RELIGION: Hinds

MOTHER'S FIRST NAME'MIDOLE NAME/LAST NANE: PARENTAL INCOME: 2 0000000

GUARDIAN'S FIRST NAMEIMDOLE NANE/LAST NANE: SCHENE NAME :  Centrad Sactor Scheae of Scholarships for Collegs and Univsrsity Students

@ € .7

% Select the Academic Year (eg: 2014-15) from the Drop Down Menu and

Application type by clicking on the radio buttons next (*either Fresh or Renewal )

and click on the * et Application button’

+* Once the user clicks on the

applications pending for verification will be shown.

“ et Application button’ - All the registered

% A list of the Students Application/records are displayed as shown below in

the screen shot
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€; \al Sat s x| [ Matonal Scholarsrips e x | B = ﬁ“
€ 2 C f [ testscholarships.govin/applicationVierificationde 1w =

-

& Updaie Your Profle
Application Verfication

e Mcademic Year: 201415

« Application Type:  *Fresh CRenzeal

Get Applications | Q Search
Displays Student Appplications & Records \
APPLICATION NUMBER: AP201516000000141 GENDER: Nk

DATEOF BIRTH: 010111983
CASTECONMUNITY CATEGORY: GENERAL

FIRST NAME'MIDOLE NANE'LAST NAME GANESH

FATHER'S FIRST NAME'MIDDLE NAME'LAST NAME - SHIV

RELIGION: Hindu
MOTHER'S HRST NAME/MIDDLE NAMEILAST NAME: | PARENTAL INCOME: 200 000.00
GUARDIAN'S FIRST NAMEMODLE NAMETLAST NANE: | SCHEME NAME : Central Sector Scheme of Schofarships for College and University Students

QURSE: BACHE OR OF SCIENCESCIENCE m /

(ick Here To View Al Scannze
Doouments

Forward Button &View Summary report

L=

Firstly to verify the Student Application the user ( In this case the instituutional
Nodal Officer/Admin) must click on the Link “Click here to View the Scanned

Documents” As shown in the Below Screen Shot -
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QL Ve Lo $ ® V1) Motz Schziaei §
- cCH testscholarshipsgovir

€ U Yoy Holle
AqgFcaton VYertuatn
* AR Yoo! 0

+ Appheanos Tyga . #Fooh & Ravewsl

APPLCATION NUMEER: AP0015600000010

FIRST NAVEMIDOLE NAVETAST NAME GAnESH
FATHER'S FIRST NAMEMDOLE NAVELAST NAVE S\
MOTHER'S NRST NAMEMOOLE NAMEILAST KAME:
GUARIIAN S FIRST MANEMDDLE RAMELAST NAVE

COURSE - BALHELOR OF SCENCESGENCE

LGNl e Bl

Upon clicking on the Link -

GENDER: Nk
DATE OF BIRTH: 01011868

CASTOCOMNMUNITY CATEGORY:  GENERAL

RELIGON  Hn
PARENTAL NCONE- 2 10000 00

SOHENE MAME - Carerad Sector “chmre of Scholanmips tor Cobege and Untveraty “dudems

=3

Chck Hern T

Decurmants

Note - For Demonstration Purposes an Image file Is uploaded

€ Vs T ) T [ —
“ CHN testscholarshipegovir

0 Urces Yo Motk

Scanned copy of Bank Pass book/Cancelled cheque leaf

Click on the ‘Arrow’ for

viewing other

documents as scanned
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¢ Once all the Documents are Verified against the orginals as submittted by the
Student the user can close the Window by clicking on the ‘X’button as shown

Above.

¢ All the documents are made visible to the Institute Nodal Officer/Admin for

the purpose of Verification.

¢ Once the Scanned Documents have been verified successfully ,then the

Institute Nodal Officer/Admin Forwards the application to the next level (i.e
district nodal officer or other competent authority) for further Scrutiny

/Verification Process (as shown below in the screen shot)

¢ Further,the Scanned copy of the ‘Summary Report’ of the Student

Application is made available in the PDF format
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o estscholarshipa.govinyapphicationVerdication doTmade =viewAppicationkapplicanionNo=AP2015 1600000014 schemeld=336 - Google Cvome. = O RN - 7
€ -1l [} restscholarships.qovin/applicationer , o RG=AP201 51600000074 1 &schemeld=23 Q&=
National Scholarships Portal .
Personal Details
Application Mo AP201S 16000000141
Student Firvt Name | Middie Name | Lant Name: GANESH//
Father First Nume ( Mideble Nume ( Last Name ¢ sHivy)
Muther First Nasse / Middle Nase { Last Namse: i
Guardion Fiest Nase | Middie Napir / Lavt Nanae ‘"
Date of Barthe D101/1988 Geader: MALE Dassiclle ST ANDHRA
PRATIESI
Coste Colegury : (GENERAL Religam: HINDU
Qualification Details

Aewbrensic Y enr W16
Conrre Name: BACHELOR OF Canrve Vear: ! ents

SCIENCE(SCIENCE)
testtute Nosse: A CCOULEGE (DAY), Gustur
State Name: ANDHRA PRADESH

Bank Details
Buak Suste: ANDHRA PRADESH
Basl Naoe: CORPORATION BANK 9% CODE: CORPOOXITS
Feanch Namr- BHEEMAVARAM
Bask Accoust Namber: 1546746846546 34
Contact Details T

Proseat Addres: .gmn

Stair ANDHRA PRADESH ___ Batriey: GUNTUR %A PO o I - | } ol

Note - For Demonstration Purposes an Image file Is uploaded
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irwAnpicatondARpRCatiant «AP201 5TEOHN00141 Aschemeld« 136 - Google Chrme. — = AN - 7

n testscholarships gov.in f : t e v
< 2a
e | ' Documents Uploaded l """
ocr
) Scanned copy of Iank Fass bookACanceIled Chue Tet T
=1 e 3
I -
-
Scanned Copy of Trmermsedione| ? 200 PE guevalent mark shee
Scanned copy of stralent sageatine
Fage 30 \ *
| o 7| |
(s € & Ol cOrG

The above ‘ Summary report’ for the Student Application can be saved or can be

printed if required
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€ Yul Dt Lo b ST LT
€ -~ CH

& nsnms

& Upodale Your Prolle

Click Here.To
forward the
Student
Application

=) | %

oad Schelarships P

restsche ‘|l",.'~':q‘=“. gov.in

Acpkcanon Verfication

» Acodeimic Yeur ! J014-15
« Appication Typs :  *Fiesh CReness
Verificabion Check List

Twdon Fes
Al Fee Receipt

appLica) Tes Recels

Student Pheto

Yoar Mask shest

FIRST N;

ficats

FATHER] #

engnas of studend agains! scannec coples of

curtdy that the student has takan admissio

Yog

*Yese

n in the insitution Above certification is based on the verification of

the cartificates yploaded by the student

Q- oK

Different _documents such as

% Once the User clicks on the ‘ orward button’ -

Student

% A Pop Up Box is diplayed nemed as Verification Check List’ - Under which

hoto,Previous Year Mark

sheet fee Receipts,Disability certificate etc) is displayed.

G

be verified by the Institute.

%

% All the Documents hereby mentioned in the Verification Checklist has to

If the Scanned document as mentioned in the Pop up box are verified

successfully,then the user can click on the ‘Yes’ or else ‘No’
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€ Msi D=t loghn % | [ Naticnd Scholamhps o x | B = ﬂn
- =

C # [ testscholarshipsgovin/applicationVenficatica do Q =

& nsasors

& Updaks Your Proiii

Appication Verficason

Prolarships for College and University Studznfs

fok e To Visw 3 fcamzd

Click on’ Forward

Button’

In case where the Document as uploaded by the Student is not Genuine or found to be

fake orirrelevant -

+¢ In Such cases,the institute must click on the “NO”option as shown Below -
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€; Vil Gentlog o xiy n National Scholarships P x § B -8 n
€ C | [© testscholarships.gov.in/applicationVerification.de 20 =

& nsitons

& Upgakz Your Proile -
Appiiczion Verfication

+ Academc Year 201413

Appiication Type

N Previous Year Mark sheet

Dizaniity Cedigate Yes/ ONo

Pemansnt Reedt *Re-lerty I

Mox T Student

cuzoid fhedarships for College and Unbversity Students

Ay Other Reasons

COURSE

1AM
S

¢ In case of the ‘NO’ Option Selected or the Institute is not satisfied with the Documents
as Uploaded by the student ,then in such case the Institute Nodal Officer/Admin can
send the application for the Student to ‘Edit’ or ‘Permanently Reject’ the student

Application.

*¢ Once the student is ‘Permanently Rejected’ then from there on the Student

application will not be sent for further processing .
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¢ The institute can click on ‘Re Verify’ In case it wants the student to Edit certain

Details or Upload the Documents.

¢ In case of Reverify option - the student will only be able to Edit his/her Bank

Details ( In case bank Account number non operative) and Upload documents Only.

* No other changes to the Personal details /Academic Details /Address Details

is allowed

¢ The Institute Nodal Officer /Admin must mention the appropriate Reason in case of

‘Permanent Rejection’ and ‘Reverify’

UPDATING COURSE & INTITUTE DETAILS -

% Click on the ‘Institute’ Link on the Left Hand Side of the Web Page

structure

¢ Once clicked - A New Webage is Displayed as shown below in the Screen shot-

¢ The Institute can also update or edit the Courses as offered and the repective fee

% Detailed Procedure to Add/Edit Courses are described Below -
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Wi (oot | | Matenal Chofarching D \ - ﬁ
€; Msi Gist Log I X stional Scholarships P X | H n
ATH : 1E rehip: \

€ < C # [ testscholarships.govin/mstitutions.de

0: 000 @]

English |+
=@®tome  Insiifiors Webcome AC.COLLEGE [DAY
/  Print P v
& Updak Your Prodie gl
\STTUTES ST
1%
INSTITUTE
& stz § st s Pubic ¢ st H v 5 CORSE ¢
SN Name i SchoolColege  Repsteration  Code Offered Courses COURSES | DETALS Ede FEE Wezsrs
MESTERC
ARTSHSTORY) BACHELOROF
LG MSHE  ARTSIARTS|BACHELCROF = )
g DR T Colege N Cote£-  COMNERCEICOMMERCE MASTER 7 ﬁ i acolege
(DAY -
| OF 3
SCENCE|CHEMESTRY) BACHELOH
CF SOENCE(STENCE]
Showsing 110 10f 1 2aises = i

3¢ Bl

X/

o To Add courses -

% Click on the ‘Add/Edit’ button under the Courses column

K/

¢ A new Web Page is Displayed as shown Below -
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g Welcome to NSP - Googie Chrome

i testscholarshéps.govin/mstitutions.do’mode=getirstitutelUniversitriesSaype=18unstid=1774

INSTITUTE UNIVERSITIES

Course level « :  —sglec-

School X
Intermediate [ 12th} Equivaient
Degree/Graduate Under GraduateIntegrated
Postiradsation
DoclorateM PRIP HD ) i ~
Note : Color Green Indicates Courses Offered by Institution
SNo Select Al Courss Name
1 ’ BACHELOR OF ARTSIARTS
2 ’ BACHELOR © SERCECOMMERCE
3 ¢ BACHELOR OF SCIENCE[SCIENCE
4 ¢ MASTER OF ARTSHSTORY
3 ¢ MASTER OF SCIENCEICHEMISTR

Uiverstye: | —selea- ' | =

» Select the respective Affiliated ‘University’

» Select the ‘Course Level’

» Click on ‘Show Courses’ Button

A Complete List of Courses is Displayed as per the course Levl Selected -

NOTE - Those Marked Green Indicated that the Instituute is currently Offering

those courses to the Students
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1] Wieicome to XSP - Google Chrome - Kl
2 testscholarshipsgovin/institutions.de Q
Schod |-X = -
Intermedizie [12th} Equivaient i A
Postgraduation
Docteeate/M PP HD x
Note : Color Green Indicates Courses Ofizead by Institution
SNo | SefectAll | Cowrse Name
1 ¢ BACHE O] OF ARTSARTS)
2 ¢ BACHE 0] OF COMNERCECOMMERCE)
3 ¢ BACHE (R OF SCIENCEISCIENCE)
4 v MASTER OF ARTSHISTORY)
5 . MASTER OF SCIENCE|CHEMSTRY)

o

BACHELOR IN SOCIAL SCEENCES/SOCIAL SCIENCE}

7 BACHE OR OF AGRICULTURE/AGRICULTURE)

8 BACHE OR OF AGRICULTUREICOWMIERCE)

9 BACHH OR OF AGRICULTURE[FORESTRY)

0. ]c BACHEL 0/ OF AGRICULTUREHHCRTICULTURE)
1. BACHE OR OF ARCHITECTUREARCHITECTURE}
12. BACHE OR OF ARTS(ANTHROPOLOGY)

13 BACHH OR OF ARTSIAREA STUDEES;

OPERATIONAL GUIDELINES - National Scholarship Portal- For Institutes

Copyright &> CGG -2015




Centre for Good Governance

( __CENTRE FOR GOOD GOVERNANCE

=) Knowledge e Technology e People

Operational Guidelines For National

Version-1.4

Scholarships Portal-For Institutes

Date: 05/06/2015

3 Welcome 1o 8S# - Google Chrome
test.achalarships.gov.in
x;-‘.- I . NTEGRATED MASTER OFf SOENCEBIO-CHEMSTRY)
47 NTEGRATED MASTER OF SCGENCEBIO-SCIENCE)
a0 NTEGRATED MASTER OF SCENCERO-TECHNOLOGY)
435 NTEGRATED MASTER OF SCENCEBOTANY)
440 NTEGRATED MASTER OF SOENCEICHEMSTRY
441 NTEGRATED MASTER OF SCENCE(COMPUTER APPLICATION)
42 NTEGRATED MASTER OF SOENCE/COMPUTER SCIENCE
443 NTEGRATED MASTER OF NCEENVIROMNMENTAL SCIENCE)
FETY NTEGRATED MASTER GF & EGEOLL
445 NTEGRATED MASTER OF SOENCEGEQ-PHYSICS)
46 NTEGRATED MASTER OF SCENCEONF QRMATION TECHNOLOGY)
a7 NTEGRATED MASTER OF SOENCELIFE SOIENCE
1an NIEGRATED MASTER OF SOENCEMATHEMATICS
a5 EGRATED MASTER OF SOENCEMCROSIOLOGY)
no NIEGRATED MASTER OF SOENCEMLLT) MEDNA)
451 NTEGRATED MASTER OF SOENCEPHYSICS
e NIEGRATED MASTER OF = NCESTATISTICS

453 INTEGRATED MASTER OF SCENCEZOOLOGY)

¢ The Institute Nodal Officer can select the Courses as per the List Displayed by

clicking on the Check Box as provided against the Course Name.

¢ Once the required courses are Selected Scroll Down anc click on ‘Update’

How to ADD/EDIT Course Fees ?

+¢ Click on the ‘Institute’ Link on the Left Hand Side of the Web Page

¢ Once clicked — A New Webage is Displayed as shown below in the Screen shot-

¢ The Institute can also update, add or edit the Fees for the Courses as offered

Detailed Prcedure to Add/Edit Fees for the Courses is described Below -
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& wice O H--EN
€ - C f O testscholarshipsgovin/mstitutions do Q=
~rer - -1 5 ~
Oial’s o rOlld —
ongesh
& ‘opicaton Verfcaton =& Home ; Welooms A.C.COLLEGE [DAY

& nsiliors

Copy Print Save~
& Upda®e Yowr Profile

INSTIUTE
~ Instiifz § Instinse S Pubic + st B : B b COURSE 3
No  Name L] SchooiColiepe  Registeration  Code Offered Cowrses COURSES DETALS Edy FEE ebsiiz

NASTERGF
ARTSHSTORY| BACHELCR OF
ACCOELEGE AISHE ARTSIARTS|BACHELORCF
ST 774 Caliegz Na Coge L CONNERCE{COMMERCE] MASTER m o
282 OF
SOENCECHEMISTRY} BACHELOR

OF SOENCEISCENCE

To Update/Edit Fees for Courses -

» Click on ‘Change’ Button Under the Instituute Coourse Fee

» A New Web page is Displayed

» Select the Course name and Course Year for which the Fees needs to be added or
Updated

» Enter the fees for the following - Tution Fees, Admission Fees, Library Fees,
Examination Fees, Non refundable Fees

» Once the Fees is entered then click on ‘Save’

» The fees for the Corresponding Course have been Updated and saved
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1 Wiicome to KSP - Goagie Chrome - K
_ testscholarships.gov.in/institutions.co Q
NSTITUTE COLRSES
Cowses:  MASTER OF ARTSHSTORY '
Course Years:  _seleci v
—
Coarse Name Coarse Year Tution Fee Admission Fee Library Fes Examination Fee Non refundable Fee
JASTER OF ARTSHISTORY] 1 000 200 500 3 30

¢ Other Details for the Institute is Displayed such as Institute Name,Institute ID, AISHE

Code,Website Phone Number ,email etc
< In Order to edit or update any of the details - the User can click on the Details adn

Update the Necessary details and click on ‘Update’ for the changes to reflect.
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€ Vi s (1) [ [ ———— CE-ER

- C N testscholarships.govar t -

i
& Home Welcome AL COLLEGE (DAY,
Copy Frim Save »
METITUTRS CnT
"0
INSTITUTE
o mastule © mastuled e Pubis S baimesd 2 2 2 $ Ccounss ¢
She Mattw L S oty Sobgs tut abhom Code CouRsEs DETALS ™ ree Webaie
- 0 MELOR OF
AC COLLERE o > LOROP
PIAY a2Te2 oF

SCIENCE CHEMSTRY] BACHEL DR
oF sQencRisaeNce

gwing 1 1o | of 1 entime T

1 testschofarships.gov.in/=istitutions do?mode=showDetails&dtyp

Institution Details

nstition State:  ~MOHRA PRADESHAP v

University Name:  ACHARYA NAGARJUNS LNVERSITY, GUNTUR v

nstiotion Name:  #.COOLLEGE (DAY Institution Code:  AISHE Cofe £-32762

insGiution Address: & Road. Sambaswapet. Gurir-322001 Institusion PinCode <

InsStution atwe:  Oovemment nstes v Comtact Person Kame:

Confact Persca Mobil: No: Contact Person Email:

OPERATIONAL GUIDELINES - National Scholarship Portal- For Institutes
Copyright <=2 CGG -2015




Centre for Good Governance Version-1.4

(@_CENTRE FOR GOOD GOVERNANCE
D) Knowledge e Technology e People
Operational Guidelines For National Date: 05/06/2015
Scholarships Portal-For Institutes

How to Update Your Profile ?

€ Msi Git Log In x| [ Mstionsl Scholartips Por x | H = Bn

€ - C # [ testscholarships.govin/UpdateUssrProfiledo QxS

il

& Appicaion Versicaion =®Home  Update Your Profis Weicome A C.COLLEGE [DAY

& nsitfons

& Updak Your Prolie
Updatz Your Proiie Al A/l
FulMame:s  ACCOULEGE (DAY Curreat Passwords
Address:e  Foad No 36 Jutikee Hils Telangzna Hyderabad New Passmord e
Re-eater New Passwoed +
ComiactMoe 8377383
Office Noce 255479
Update Your Alers Al
EMaibe | aceiEaiBomgion

23AM
BV

¢ Click on the link “Update Your Profile” -

% A new Web Page is displayed as shown Above.
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¢ The Institute can Update the Contact Details and Address details if required.Once
Updated click on the ‘Save Profile’ button.

ﬂtutes can set & receive ‘Alerts’ -
¢ Alerts can be customised on a monthly,weekly,Daily Basis.
¢ Alerts are basically to let the Institutes Know the New Student Applications as
registered in the National Scholarships Portal or Applications Verifications

Pending at the College/Instituute Level .
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