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Candidate Instruction Manual

THE APPRENTICESHIP PORTAL

The Apprenticeship Portal is a website of the Central Government for exchange of
information on Apprenticeship. The public view gives you access to information on
Apprenticeship Opportunities Posted by Companies, Registered Candidates, and
Apprenticeship Guidelines.

The Candidates can access to information such as available Apprenticeship
Opportunities basis the Search Parameters like State, District, Sector and Trade,
Organization and so on. To apply against available apprenticeship opportunities, it is

mandatory for you register on the portal. The steps for registration are as follows:

@

y ; i e e
sl e Home tratning ), TP m SR
iy

Apprenticeship Opportunities

>

e {+ ;

1 Search Opportunities i B Cloor |
Software

i
1 Junior Software

H
Junior Software Developer / \ kY 2
i i « Py | £2 7 o i N 3{ » 2
| Junior Software Developer and :
+ Junior Software Developer and Web

830 Opportunities
+ Junior Software Developer and Web Develo...

Note: The fields marked in * are mandatory.




Candidate Registration

Click on the “Register” button the top toolbar and select the option Candidate.

& : g
skn% e Home: Gt Started v Apprenticeship Opporturities  Training Providers(3TR) + TPA aQ m@i
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Establistiment

Welcome:
Apprenticeship Training Portal

45284

‘appranticestip
ppbrivnities

&

1102329

Ghididates “Apprenticeship
Engaged

A Short Registration Form will open (as shown below). You would be required to fill
your Basic, Family and Contact details and click continue.

Note: Please enter a valid email ID as the activation link will be send through a mail to

that ID. Also, remember the password and you will use it to login to your account on

the Apprenticeship Portal.
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Candidate Registration
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A dialog Box with the Registration number will notify your account creation after which
you will receive an activation Email on the registered Email Address.

,
v s

Registered Successfully!!

Please chieck your omail for activation!

Please note this registeation number

A012019005631

On the Email, click the ‘Activate’ button (as shown in the image below)



Apprenticeship Portal

Dear ananya,

Replyall|v M Delete Junkjy ==

Please note this number for all communications

Please Activate your Accourit

Thank you for using our application!

Regards,
Apprenticeship Portal

if you're having trauble licking the "Activate” button, copy and paste the URL below into

your wiek browser: L‘rt_t_gg;!ﬁag;zng_g}lc_@b_igi_rld‘xa .0 @gg@i&g&;@[{w&dﬁﬁftﬂﬂ d76386684182
AltarmiVvCX7sedp pNBhFzwSupmNTES

Login

Once you click on the Activate Button, the screen will automatically redirect you to the
Log-In page (see below) where you type your registered Email ID/Registration Number
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and Password (the email ID and Password are the same you mentioned during
registration) to login.

Home  Apprenticeship Opportunities  Training Providers(8TP) . TPA

Login

p
| anmnyananda@mdcindis.ony 2y
i

wnid o

Login

Resend activation link? Forgot Password?



Profile Completion

Once Logged In, you will have to click on the button ‘Complete Your Profile’ (encircled
below). You will not be able to apply to any Apprenticeship Opportunity without

completing your profile.
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Start by clicking the ‘Edit’ button (encircled below) to add your “About Me” and Contact

Details.

About Me (

Registration Number
Date of Birth

Email

Category

Disability
Relationship

Guardian Relationship

Contact Details
Address Line 1

City

State

AOT2019005632
15-0

ananya.nanda@nsdcindia.org

Father

Abaut Contact Education

Name

Gender

Phone Number

PMKVY Number
Father/Mother/Spouse Name
Guardian Name

Candlidate Signature

Address Line 2
Pin codle
District

Praforence

Ananya

Female

gautam

Candidate Overview

Gender

Female

Mobile Number

Email

ananyananda@nsticindia.ong

On clicking the ‘Edit’ button, the following screen will emerge. The fields marked in “*
are mandatory.




Understanding Candidate Dashboard

Candidates Dashboard

& V

0 | 0 | 1

i

Contracts | Applications Invitations Received

There are 3 items on your dashboard and they are explained below:

1. Invitations Received — Some companies screen your profile and if they feel
you're fit for the opportunity, they send out an invitation to you to apply to the
opportunity. This section lists the number of invitations received by the
candidate.

2. Applications: This section lists the number of Apprenticeship Opportunities you
had applied to.

3. Contracts: This section will show the contract you have signed with the
company. Multiple companies can send you contracts, however, you will only be
able to accept one.



Apprenticeship Opportunities

Basic Details

Email

ananya sanda@usdeindia.ong

Qeader

Female el

Date Of Bicth ~

FatherMother/Sponse Name *

| gavtam

1d Proof Type *

Select Proof type v

Training Providers(BTP) . TPA

Oulhy |
15/01/1982 EEEH

Complete Your Profile

Mobile Number

Eater Number

Has Disability

ws (O no

Date Of Birth Document *

| Ciioose file | No file chosen
St aEN SUl)

Plaase upload anly {pey. jpg. prg, pdf files
Maximum AMB only allowed

Relationship ~

Father

Document Proof *




Invitations
Companies can view your profile and invite you to apply to an apprenticeship

opportunity posted by them. You can view them by clicking the ‘Invitations’ option
(encircled below) on the left menu.

Home Apprenticeship Opportunities Training Providers(BTF) « TPA Complete Your Profile

§ ; 2 3
t Search by establishment neme p i

Opportunity Establishment Invited On Status Action

[
Select Status
) Dashboud ? e v

2 potite
{1] Confracts
[B Apptications

SN @

7| Baskeits

Dummy Crystal Medical Systems Feb 4, 2019 pending

{5 rogoum

You can view the details of the opportunity by clicking on the ‘View’ button (encircled
above). If the opportunity interests you, you can click on the ‘Apply’ button (encircled
above) to apply to the opportunity.

On clicking ‘Apply’, you will be given the option to choose the location (in cases where
the company has offered opportunity in several locations). The following box will appear
and you can choose the location based on your preference.

Select Preferred Locations

oy =
EPmaty FoE




Apply to Opportunities

You can use the option “Apprenticeship Opportunities” on the top toolbar to view the
opportunities. You can search by keywords, such as ‘hospitality’ or ‘fitter’, ‘operator”,
“chef”, “sewing machine” and so on in the ‘Search Opportunities” section (encircled
below)

Home &m“ iceshil oo ey aini i P) . TPA

+ Trainze Chef

* wainee Chef i / o {
| { « CPev | GHES - 2 e 1 Newd> » T

| Tisinee Chef Apprenticeship

911 Opportunities

Cnstomer Reltionship Exceutive

Nawvjyot Global Soletions Pt Ltd e
Apply
Descy 7 e

" E
e

Qo

Person vl be hindiing cslomer oz the s

| @ Location Goos

14 chiat, Colling il b

s, Hacyn (%) Dutation 990 Hows Posted On 03.02:2012

Apprentice

BAPS Stastrs Mahacoj Hegited

Description:

Simply click on the ‘Apply’ button l(encircled above) to apply to the opportunity of your
choice.



View and Accept Contract

If a company wants to make you an offer, they will send the contract to you. To view the
list of contracts, click on the option ‘Contracts’ (encircled below) in the left menu

Home  Apprenticeship Opportunities  Training Providers(BTP) »  TPA

Code Opportunity Establishment StipendActions

Food and Beverage Service Steward

TMPCONO12019000478 NEW ARAM BESTAURANT AND LODGING BOARDING
§

rvice

CN022019000271 Front office Trainee MEW ARAM RESTAURANT AND LODGING BOARDING
o Office Trainee JAMNAGAR

COUSS

CN022019000271 Front office Trainee NEW ARAM RESTAURANT Al
Course Frant Office Treinee JAMMAGAR

GING BOARDING

To view details of the contract, click on the option ‘View’ (encircled above).

You will be able to see all details of opportunity — Stipend details, working days, location
and so on. If all the.details are correct as per your knowledge, you can accept the
contracts by selecting the option ‘Sign’ (encircled below). If for any reason, you don’t
plan to accept the opportunity, you can select the option ‘Reject’ and the contract will
get deleted.

Howe  Apprenticeship Opportunities  Training Providers(BTR) v TPA

CODE: TMPCON012019000478

{Contract to be signed within 3 days from contruct genseaion;

Status: Pending { 5

Opportunity

Nama Code AQU02013

Stpand Detalls

31-01-2019

Log Out Course Details

Course Code Course Nama




Applications and Selection Process

8

You can view all your application on the tab ‘Applications’ (encircled below) on the

left menu.

Home  Apprenticeship Opportunities

Select Status
€9 Dasbboad 7 ¥

£ profits
i
i

Cpportunity

Food and Beverage Service Trainee.

Course name: Food ard Beverage Servics
Trainee

Food and Beverage Service Trainee

Course name: Food and Beversge Service
Steward

Front office Trainee

Course name: Front Office Trainee

‘Iraining Providers(BI) v P4

Establishmont

The Chocolate Room India Private Ltd

NEW ARAM RESTAURANT AND LODGING BOARDING
JAMNAGAR

NEW ARAM RESTAURANT AND LODGING BOARDING
JAMNAGAR

P Action

201

The page will show you a summary of all your applications.

After to an Opportunity, the company will review your profile and call invite you for an
interview. If the company selects you, they will issue a ‘Contract’, and you will be able to

see this in the ‘Status’ column above.



