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Acessing the Application 
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To access the application for POU Admin, Please enter the URL – 

“http://icaionlineregistration.org/Admin_Module/login.aspx ”  

A. Login using the username and password provided to you by the Head Office. 

Successful login should take you to the POU Dashboard. 

 

 

 

 

 This Login screen would be same for POU Admin, HO, Admin, Student & Faculty Login 

 

 
 

Retrieving password 
 

This option enables user to 

register as a student 
This option enables user to 

register as a faculty  

User can login after supply Valid User 

Name & Password as POU, Head Office, 

Student & Faculty. 

http://icaionlineregistration.org/Admin_Module/login.aspx
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In order to retrieve password, click on forgot password link which will take user to a  new screen. Next screen will 

prompt user to enter the registered email address. 

 

 

Post entering the email address user needs to click on send button. After this user will get an automated mail on the 

registered email address with a password retrieval link on it. 

POU Dashboard 
 

Registered email address has to be entered to 

retrieve the password  

In case you have forgotten the password, 

please click here to initiate the password 

recovery process. 
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If user login as POU Admin, he would be taken to POU Dashboard which is mentioned below Screen. User can handle 

functionality as batch Management, student confirmation, Student & Faculty Attendance Report & Print certificate.  

 

 

 

 

 

Batch Management 

Admin can create new batches and manage using this section. You can also delete batches that have not yet 

been launched 

 

To create & manage 

Batches from here 
Admin can confirm 

student after course 

registration from here 

Admin can generate certificate 

no from here for confirm 

students 

Admin can print certificate form 

here 
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New Batch Creation 
 

 

To add new batch, click to “Add” 

button 

When Admin click to “Add” button to 

create new batch then A POP would be 

display for course selection. 

User can manage all batches information in 

this Grid  Admin can delete batch only before it 

is launched 
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Explanation of fields 

 Region – This will show the registered POU region. 

 POU Code- Designated id of POU. 

 Total Batch Size – Number of students to be accommodated. 

 Batch Size – Published batch size against the total number of students. 

 Reserve Size – Reserved Seats Number. 

 From Date- To Date – Batch start and end date. 

 Batch Timings – Timings of the batch. 

 

 Once user fill all the details. They need to click on submit.  

Assigning faculty to a subject while creating a batch 
 

To assign a faculty to a subject the logged in POU can click on the select button under faculty column against the 

corresponding subject. The user will be taken to a screen which will show all the faculties for the subject. The user can 

select the desired faculty from the screen. On submission, the faculty will be assigned to the subject.  

The “Cancel” button takes user back 

to the main Dashboard Screen 

User can fix faculty schedule according to 

Subject 
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 To view schedule of any chosen faculty one can see the entire schedule by clicking on View Schedule icon. 

 Clicking on submit button ensures faculty name against the subject. 

Launching a batch 
 

Once batches are created, Admin launch them so that they are available to students for registration. A batch once 

launched cannot be rolled back. 

To view faculty schedule, click this 

icon & submit 
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 User can select the batch from the drop down menu.  

 All Records would be auto-filled  

 Admin can Launch Batch as following type  –  

1) General  

2) Wait Listed.  

 On selecting the “General” option, batch will be launching for general students and for “Waitlisted” option, 

batch will be launching for Waitlisted students only. 

 Next screen for waitlisted option. 

 

 

Once batch created, user can launch 

batch 

Batch can be launched as “waitlisted” 

from here. 

Waitlisted batch becomes General 

after 1 or 2 day.   
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Confirming Student to a batch 
 

Once interested students register for a batch launched by the POU, the POU will have to login and confirm the student 

registration.  

 

 

 POU admins can select the batch from the drop down and they will get a list of students that have registered for 

the particular batch. 

 Once POU click on the “confirm” checkbox against the student that he wishes to confirm.  

Registering Student Attendance 
 

POU admins can mark attendance for students by selecting the intended batch. All the students belonging to that 

particular batch will be displayed. POU admins can mark attendance for first and second half of the students. 

 

 

 

POU Admin can confirm or 

unconfirm students from here 

Once student confirmed, confirm/unconfirmed button 

would be disabled 
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 Clicking on “Submit” ensures that attendance is marked. 

Registering Faculty Attendance 
 

POU admins can mark attendance for faculty by selecting the intended batch. All faculties belonging to that different 

batch will be displayed. POU admins can mark attendance for first and second half of the faculties. 

 

 

User can mark attendance by clicking 

on this icon. Next screen is as below. 
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 Clicking on “Submit” ensures that attendance is marked. 

 

 

 

 

 

 

User can mark Faculty attendance by 

clicking on this icon. Next screen is as 

below. 
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Approving a student batch change 

POU can approve batch change request of students if they want to change batch after course registration and gets 

confirmed by the same POU. 

 

 

 

 

 Click on submit to complete the verification procedure. 

Batch List 
 

POU Admin can view all batches that created by self. 

 

POU Admin can confirm/verify 

change request from here 

POU Admin update test 

results from here 

Admin clicks here to see 

student’s information 
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When admin clicks to particular batch in Batch list to see students records, next screen mentioned below 

 

Faculty Approval 
 

POU can approve/disapprove Faculty request for subjects.  

 

 

Cancel Waitlist No 
 

Click to checkbox and Approve/Disapprove 

faculty  

All registered students records 

would be seen here 
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Admin can cancel Waitlist Number from Here and student again can apply for same future batch. 

 

Generate Certificate 
 

Admin can generate certificate for students who have passed all the criteria and are eligible for certificates. 

 POU can generate certificate only for confirmed students of selected batch. 

 Certificate Date and Test Date (In case of ITT only) should be greater than Batch End Date 

 

 

In case of ITT course , then test date will be display with certificate date as next screen mentioned below. 

 

Click this icon to cancel waitlist students  

Admin click to this link after supply 

certificate date 
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POU Admin supply certificate date and test date then click to generate certificate, display below mentioned screen. 

 

 

Certificate registration no format  will be according to Courses. 

 GMCS(All GMCS courses & OP) -  POU Name/Course Name/unique 7 digit no(start from 0000001) 

  ITT                                                  -  POU Code/ Year of Certificate Date /unique 7 digit no(start from 0000001) 

 

Admin gets a unique certificate no after 

registration 

In case of ITT Course Test Date should be 

greater than Batch End Date 



16 
 

Print Authorization 
 

Print Authorization for students who have passed all the criteria and are eligible for certificates and who have certificate 

no, only their information could be fetch. 

 

 

To allow the print certificate , click to particular student record and give him authorization. 

 

 

 Admin needs to check Allow to print checkbox to print certificate otherwise certificate can’t be printed.   

 Student would Not absent for more than 1 day in case of OP 

 Student would Not absent for more than 2 day in case of GMCS, GMCS-I, GMCS-II courses 

 

Admin can fetch the records from Batch 

Dropdown. 

Give authorization by check the Allow to print 

checkbox then admin can print certificate  

Not absent for more than 

1 day in case of OP 
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In Case of ITT batch, screen mentioned below: 

 

Print Certificate 
 

Print Certificates for successfully completed courses. Certificates can be printed any time after successful completion of 

a course. 

In case of ITT Batch, Admin supply all required 

marks for M1, M2, OLT & grace here 

Not absent for more than 2 day in case of 

GMCS, GMCS-I, GMCS-II courses 
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-------- End of Manual ------ 

Click here to print certificate if status is 

allowed 

Admin can print certificate on supplying 

specific student’s registration number 


