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Acessing the Application



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.

:_'"i The Institute of Chartered Accountants of India

User Name:
User can login after supply Valid User
Name & Password as POU, Head Office,
Login

Register a=-Student Register as Faculty

Forgot Password?

This option enables user to Home

register as a student This option enables user to

register as a faculty

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

Retrieving password


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

ii The Institute of Chartered Accountants of India

Regis |r as Student Register as Faculty

Forgot Passworgd?

Home

In case you have forgotten the password,
please click here to initiate the password
recovery process.

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.

Recover Password

Registered email address has to be entered to Email ID :
retrieve the password

Click here to Login

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



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.

Dashboard
CH
h Manage N you will nar
To create & manage PR Wit A
Batches from here surchad hed t Admin can confirm
student after course
&  STUDENT ATTENDANCE SHEET Wi EACULTY ATTENDANCE SHEET registration from here
“_ A 0 « wia % p Mar Fac ! fanc t
BATCH LIST e EACULTY APPROVAL CANCEL WAITLIST NUMBER
T youl hawve croated. ﬁ tonrove/CiisApprave Facultles Fr ) l—e Cancel WaltList Number &1 I

e
® o

Admin can print certificate form

Admin can generate certificate
here

no from here for confirm
students

Batch Management

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

been launched



Batch Management

Batch Management

e T FromDate !
not-001 :T':\mm Recmew Ganaral 20012014 150072014
nowaop-002 Qnentadon Programme  Genaral 2012014 280072014

A wiormation Technolog, P o . “ ”
nokt-003 Trarang ' General a02014 | 06K To add new batch, click to “Add
1oR-000 :mnmocn Techadiogy | ounarai 0001204 | 08K button

raimng
noaop-001 Onentabion Frogramme General 0802013 orxzons ®
nokaop-003 o P 1 01204 0822014 ®
nogmez- 100 GMCS + | Course Ganeral O4T12014 | 2841272014 ®
nogmes 1191 GMCS - | Course General i B 20032014 @
NODA-GMCS.001 GMCS - 1 Course Ganaral 75012014 | 0DR22014 @
User can manage all batches information in
this Grid Admin can delete batch only before it
is launched
New Batch Creation

The Mstitite of Chartered Accoontants of indla Noda [«] Logout

Batch Management

Batch Management : GMCS - | Course

Region POU Code POU Nome

Batch No, Total Batch Size Batch Sizo

From Date To Date
Batch Timing - —
From 1 :! o [l lam :i Yo 1 ] o = P

NOTE:
* The same tacelty should not be assigned classes for mare than 2 days

* Approvat rom Bo S ss required for acospling stadents sbove 40

I M GMCS - | Course -

Sebmd Cancel

Course

Resorve Slze

When Admin click to “Add” button to
create new batch then A POP would be
display for course selection.



Subject |
subject_id Subject Description Faculty ToDate

Pamning, Crganisng.

Directing.
Control. Roie & =
Responsivdite: of Select |
Managees a1 differant
Loves

Antudes & Vaves

38 Devekpng Parsonal Traits ?‘;::f‘"'s'“

7 Genarsl Managament

. “'lgo—hdl

Weiting Shills, Letlar &
Essay Wnting, Wnting
Minuies; Articulaton
Skilw, Resdrgd 0
39 Business Communication Comgrahension Skils | Salect |
Book Review; Preparation .

=

User can fix faculty schedule according to
Subject

of Project Reports; Dsta
Anglysie & Resaarch
Methodoiogy

® Fieranoe Speecn, Case Based | -Select |

m c | The “Cancel” button takes user back
ance
to the main Dashboard Screen

T

Explanation of fields

e Region — This will show the registered POU region.

e  POU Code- Designated id of POU.

e Total Batch Size — Number of students to be accommodated.

e Batch Size — Published batch size against the total number of students.
e Reserve Size — Reserved Seats Number.

e  From Date- To Date — Batch start and end date.

e  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.



Faculty Name

BARCOA
AGRA
AGRA
AKOLA
AGRA
AXOLA

To view faculty schedule, click this

Cancel icon & submit

» 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.



Launch Batch

aiime-be Batrk
Launch Batch

Select Batch

Lelec | . |

Reglon Course POU

Total Batch Size Batch Size Reserve Size
From Date To Date

Once batch created, user can launch
- batch

General -

Lounch Batch As

> 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.

Launch Batch

Launch Batch

Select Batch

Sewct |-

Region Course POU

Total Batch Size Batch Size Reserve Size

From Date To Date

Launch Batch As Batch becomes GeneralIn Waitlisted batch becomes General
Watlsted - Alar 1 ooy -f

after 1 or 2 day.
Al Yy |

Aflar 7 Sy

Batch can be launched as “waitlisted”

Cancel
from here. m



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.

The Institute of Chartered Accountants of india nanil [+] Logout
Confirm Student
Confirm Student Once student confirmed, confirm/unconfirmed button
would be disabled
Batch Number
hansk-op-001 .l m
Payment Demand Draft :
Mode Number
AAA Offing tRRERRRARRREE] 3000
ani Oftine 33331 3000 }7 pmnm I UnComm
it Ofting 11 3000 Coniirm | [ UnConfitm |

Cancei POU Admin can confirm or

unconfirm students from here

» 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.



Student Attendance
Batch Number
- "i
Student Name Registration Numbet
ratul srgh 12345
rahul sngh 12345
samb kn 5516568

| First/Second Halt | Attandance

Frat st (ol
FratHat [w] |

Fratuad 31

A\

User can mark attendance by clicking
on this icon. Next screen is as below.

WS NSs - First Half Attendance

Prach| iz
0151107 20131114

ya 20131109 0131118
20031108 201314-17
201349110 0131138
20031111 20131118
20134142 NI
20131113 0F1e
0131112 N30

2013-11-22
21114
20131125
2131128
-
201311328
0131129

» 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.

10



Faculty Attendance

Batch Number

Faculty 10 | Faculty Naeme | Subject Attendance

2 Sanaya Seth Sub2

AN

User can mark Faculty attendance by
clicking on this icon. Next screen is as
below.

—— P i ]

Faculty Attandance

& e [ 3134024 0 21aa
3w L e L B
£ 203as-n W 2013003t 0 :-nx
[ 089 Il TR TS 0 2N
£ ssesagae W zonase £ 2rpesc
0 83216 O e f B/
Ol 3de [ 2139030

» Clicking on “Submit” ensures that attendance is marked.
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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.

Change Batch Approval

Verify Change Request

From POU | Student Name Current Batch Desired Batch

G0A d¢ eded adede GOA Chan? 43

POU Admin can confirm/verify

change request from here

» Click on submit to complete the verification procedure.

Batch List

POU Admin can view all batches that created by self.

Batch List
Batch List
Batch ID | Course Name Date | ToDate
101 Fmer-gmes1-001 GMCS - | Course T AR002014

POU Admin update test
102 apmer-gmcs1-0\ GMCS - | Course

results from here

103 ajrmer-itt-001 Ian'.omm Toeos IO ZOUITIOTE
105 agmer-itt-002 'T"f:m"“;"“ TechnolodY | yygyp01a 180202012

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

Student list of Batch

Student Name Registration No g:f’:""“"“ Address | Moblle No m

abhidamo 4534534553 070172014 abhidermo 4533554555 abhidemog@gmad com  Comfirmed

sionmmo ISTITSYTY) 7R1R01 1455454545 odgmancom Corfimed

All registered students records m
would be seen here

Faculty Approval

POU can approve/disapprove Faculty request for subjects.

POU Faculty Approval

Faculty Approval

Facuty Namse

AK [rasni Dwivedl ihasn tl Ot Subjasts Apphied For

—

Teaching 0¥ ears OMonths Corporie
indormation Techwology Tramng MS-Wore MCA OYears (Monthe, Prachoe OYears Aoprovsl Penaing
DMonth:

Teaing CYears OMonths Corporate
MCA OYears OMooihs Prachce IYears Approval Penaing
DNontns

Teaching 0Yoars OMonths Corporate
NCA 0Years OMonthe Prachios OYears Adpeovs! Panaing
OMeontns

Taacmng GYesez OMonins Corporane
MCA OYears OMontns Practics DYears ALOrovin Penang
NhAeetne

Click to checkbox and Approve/Disapprove
faculty

Cancel Waitlist No



14

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

Cancel WaitList Students

Cancel WaitList Students

g

Src e i

M Roban Kiumsar NZVCED Unbsed OMCS Course ®
Alok 2GUTTw Uniised GMGCS - | Course @
Alok oBRbLX Uniised GMCS - Il Course ®
Alok e UnUsed GMCS Course @
Aok Wllg) Cancel intormation Technology Traming ®
AR K Dudey koo b Click this icon to cancel waitlist students ®
Aok K Dubey VaeEw Car ®
Alok K Dubey S9RAg Cance Orentation Programms @
Alok K Duboy Ojdas Unlised GMCS Course ®

Generate Certificate

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

e POU can generate certificate only for confirmed students of selected batch.
e Certificate Date and Test Date (In case of ITT only) should be greater than Batch End Date

Generate Certificate

Generate Certificate

-@_mm—

345455 | GMCS - | Consrse 512014 08022014
345455 | GMCS - | Conrse 15M12014 00:02:2014 Gena@ty  \aficale
|hans

omest- | GMCS -1 Course 11012014 07022014 Genes A

001

Admin click to this link after supply
certificate date

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

Generate Cer

tificate

o ame o ame———FromDst | To0we

|Certificate Date | Test Date

bkn-gmes 1-001

bin-gmes 1002

bh-gmes2-001

bkn-gme2- 002

bln-gmce2.003

bin-i%-001

bin-m-002

bin-m-003

bin-0p-001

GMCS - | Course

GMCS « | Course

GMCS - |l Course

GMCS - Il Course

GMCS - |l Course

Informaton Technalogy
Training

Inforeation Technology
Trainng

Informaton Technology
Trainng

Qrigntation Frogramme

21012044

2210172014

20012014

201200

23012044

210172014

2201204

21012014

2101204

08022014

1822014

180272014

1102014

19022014

13022014

050272014

In case of ITT Course Test Date should be
greater than Batch End Date

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

Generate Certificate

Generate Certificate

Bt ame | Sten e Corcte mbe Cortncstene [coune

RUPESH KUMAR SAHU

bkn-gmes 1-001

bkn.gmes 1-001

abhidroctt abhidirectt

BIKANER/GMCS - | Course/0000001 200022014 GMCS - | Cowrse
BEKANERIGMCS - 1 Coursn/0000002 20022014 GMCS - | Cowrze
Cance!

Admin gets a unique certificate no after
registration

Certificate registration no format will be according to Courses.
e GMCS(AIl GMCS courses & OP) - POU Name/Course Name/unique 7 digit no(start from 0000001)
- POU Code/ Year of Certificate Date /unique 7 digit no(start from 0000001)

o ITT
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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.

Print Authorization

Print Authorization
Batch

hansi-op-001 o m Admin can fetch the records from Batch
= Dropdown.

Stmnttoms e lhomDis [ToDus
AAA

Qriamaten Programme 12012014 080272014
i Onentaton Programme 12012014 081122014
et QOriemtaten Progeamme 120072004 oam220t4

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

Print Authorization

Print Authorization
Batwch Student Name Regiswation Number
Course Certificate Number

Allow to Priat

Nk At o smore hon:$ oy Give authorization by check the Allow to print

checkbox then admin can print certificate

Not absent for more than m Cancel
1 day in case of OP

e Admin needs to check Allow to print checkbox to print certificate otherwise certificate can’t be printed.
e Student would Not absent for more than 1 day in case of OP
e Student would Not absent for more than 2 day in case of GMCS, GMCS-I, GMCS-II courses
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Print Authorization

Print Authorization

Batch Student Name Registration Number
ajmer-gmcs1-002 amitdemo EWITTErenr

Course Certificate Number
GMCS - | Course AJMERI/GMCS - | Course/000000

[Tl Allow to Print
Not absent for more than 2 day in case of

[7] Mot absent for more than 2 day GMCS, GMCS-1. GMCS-II courses

Update Cancel

In Case of ITT batch, screen mentioned below:

The Institute of Chanered Accountants of india

Amer [+] Logout

Print Authorization
Batch Student Name Registration Number
Course Certificate Number
M L Presentation

4 5 0
oLT Grace Total

a3 5

iost o Eoed In case of ITT Batch, Admin supply all required

| declare that the student has above 90% attendance marks for M1, M2, OLT & grace here

Print Certificate

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

a course.
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Print Certificate

Print Certificate

Course Batch Registration Number Get List

et 2 (Sue M Zl Admin can print certificate on supplying

specific student’s registration number

Reg No J Student Name Batch Name Course ~ Allowed m

2333333333 ARA AAA AAA jhansh-cp-001 Onem¥son Frograsma Not Allowed | Prien
aaR3333303 AAA AAA AAA fhansi-m-001 wiemation Tennoiogy Traming Aossd [ P |
9235383383 0dl ank hansi-0p-001 Onentason Frogramme Not Atlowed [ Prien
8333333484 i Jhansi-0p-001 Onwmmaton Progeasme Not Allowea [ Priet
BAZEIZINAN il ank jhang-n-001 Wdormation Technology Teaning Alowes \-F*ntj”

Bass333008 ol o jhansi-1-001 irformation Technoogy Traming Not Allowec

Click here to print certificate if status is
allowed




