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                               Module: Instructor   

  

 

STEP  –   1:   -   Login in to o MIS using ( ITI - Creator ).   
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STEP – 2: - Navigate to Menu -> ITI -> Administration -> Instructor Details -> Create  
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STEP – 3: - Record Instructor details page gets Opened.  
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STEP – 4: - After Redirected to Instructor details Page you will see available tabs to fill Instructor Details: Instructor Details, 

Educational Qualification Details, Employment Details, and Bank Details.  

 

1. Instructor Details: -  

 

  

STEP  –   5 :   -   Filling   The details of Instructor tab  Wise:  -   
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2. Educational Qualification Details:- 

 

NOTE: Either Grade/ percentage should be filled. CITS Certification details is not mandatory if selected “NO” otherwise it is 

mandatory to be filled.  

3. Employment Details: -  
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NOTE: If designation selected as others, then user needs to specify the designation in other designation text box. The PAN 

Number should be a valid format.  

  

  

 

  

  

4.   Bank  Details:  -   
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NOTE: All above create tabs have Mandatory field, please make sure to Fill those fields, otherwise, you will not be able to 

save or Upload Documents for instructor Details Page.  

STEP – 6: - Now either the User can Save or Save and Upload Documents for the Instructor details, if he selects save as   

Draft a new window will open where mentioned “Details Saved Successfully”. 
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If user clicks on save and upload document button a new page will be opened where user need to upload photograph, pan 

Card and Joining letter. 

 

Note: All fields are mandatory and Declaration check box is Mandatory.  

 

ter .   
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NOTE: If you have Save the draft then you can again view the draft by Navigating: -  

Navigate to Menu -> ITI -> Administration -> Instructor Details -> View Draft  

 

 

Click on Edit and you will be redirected to Instructor details page with all the saved data  
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Restricted  V1.0  P a g e | 11  

Sensitivity: Internal & Restricted  
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                                                        Action by ITI-Approver (MIS)  
  

STEP - 1: - Login into MIS using ITI- Approver.  

 

STEP - 2: - Navigate to Menu -> SPIU -> Administration -> Instructor details -> Approve.  
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NOTE: Click on Search and you will be able to see all the instructors, which are pending for approval without selecting any    

field.  

 

STEP - 3: - Select the data that you want to act on, as user can approve, either reject, or can send for correction.  
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1. Approved  

  

 

Click On Submit.   
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2.   Rejected:   

  

Click on Submit.   
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3. Send for Correction:  
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    4. Click on Submit.   
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NOTE:   If “correction required” is selected,    
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                                                                       Edit Approved Instructor    

    

  After Approval of instructor details, ITI –approver can delete or edit the instructor from the system.   

    STEP - 1: - Login into MIS using ITI- Approver.  

 
 

STEP - 1: - Navigating to the path: Menu>> ITI >> Administration >> instructor details >> Edit Approver instructor  

  

  



  

 

Restricted  V1.0  P a g e | 20  

Sensitivity: Internal & Restricted  

      

 

 

 

STEP - 2: - click on “Edit approved instructor” Link, redirected to the below page.  

 

 

STEP - 3: - Directly click on search button; page will be open with the staff details.   
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STEP - 1: - from action drop down, user can select edit or delete option.  

Case 1. If user selects the edit option, then the record will show for editing on ITI creator.  

Case 2. If user selects the delete option, then the record will deleted from our system.  
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STEP - 2: - After selecting any option along with remarks, check on the declaration box and submit the record.  

STEP - 3: - Before deleting the record, the pop-up message (“Are you sure? This instructor will be deleted from The 

ITI.”) Will be shown. User should be click on ok button for deleting the record.  
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STEP - 4: - After submitting the details, “details saved successfully” message will show in below screen.  

 

 

 

 

STEP - 1: - Login into MIS using ITI-Creator.  
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 STEP - 2: Navigating to the path: Menu >> ITI >> Administration >> instructor details >> Edit 

 

STEP - 3: click on “edit” link, below page will be shown. 

 

STEP - 4: Directly click on search button; page will be open with the instructor details.   
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STEP - 3: click on edit button new page will be opened. User can edit the details of the instructor.  

 

Now user can edit the instructor details, qualification details employment details and bank details and click on submit 

button. 
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If user clicks on submit button a new page will be opened where user need to upload photograph, pan Card and Joining  

Letter again and click on update button. 

 

 

 

After submitting the document, click on submit button.  
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From Public Portal:  

You can search instructor from Public Portal.  

STEP – 1: - Open NCVT public portal site using the URL, https://ncvtmis.gov.in/pages/home.aspx  

 

 
  

STEP – 2: click on “Instructor Search”, below page will open.  

 

  

 

https://ncvtmis.gov.in/pages/home.aspx
https://ncvtmis.gov.in/pages/home.aspx
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STEP – 3: After filling, all the details of the instructor, below page will show.  

  

  

  

  

  


