
Online Recruitment Application Process 
 

 

The Online Recruitment Application process consists of following steps: 

 Step 1: The applicant is required to enter all basic information such as Name, Date of Birth, 

Category, Email, Contact mobile number, PwBD details and other exemption details, if 

applicable. On successful completion of this stage, an acknowledgement containing the 

link for further apply and login credentials will be sent to applicant's Email id and mobile 

number. 

 
 Step 2: On successful completion of step 1, applicant can login using their login id and 

password for completing the online application. In this step the applicant is required to fill 

in all details of his/her Educational Qualifications, Work Experience if any etc. 

This is a multi-stage step where applicant is allowed to go to next stage only on entering 

the information required for current stage. The sequence of stages are as follows: 

i. Personal Details 

ii. Educational Details 

iii. Experience Details 
iv. Upload Documents 

v. Submit Application 



Following page is the home page of the online application process 
 
 

 

 
Home page for current recruitment advertisement provides various options to the applicants 

some of them are as follows: 

a) Register and Login link for registration and submission of online application. 

b) Important information related to recruitment such as Important dates, How to apply, 

Selection process, General conditions etc. accessed using the ‘Important Information’ 

link. 

c) Recruitment advertisement scanned copy. 

 

 
 

Home page contains LOGIN and Apply Online buttons which are displayed on the right side. An 

Applicant can register pressing on “Apply Online” button. 

After clicking on “Apply Online” button, online registration page is opened which is the first step 

of the online application process. 



In this page, an applicant can enter information such as Date of Birth, Name, etc. Applicant has to 

enter valid email id and mobile number. 
 

 

After all relevant details are entered and pressing “Validate & Proceed” button, an 

acknowledgement will be sent to applicant’s Email id and Mobile Number. Please note that no 

changes are allowed in the information entered at registration stage after completing the 

registration. 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

After registration, an applicant can login their account using Email ID and Password (which were 

sent in the acknowledgement email and SMS) for filling online application form either by pressing 

“Validate & Login” button on the right side of the home or by pressing on the link given in the 

acknowledgement email or sms. 

 
After Login, the applicant will be redirected to fill the personal details. This page contains a 

sequence of stages including Educational Qualifications, Work Experience, documents and Submit 

Application. An Applicant is allowed to go to the next stage only after saving the details on the 

current stage. 



 
 

In this page, the applicant can enter the required personal details. Please note that personal 

details required to be filled may change depending on the Post & Discipline selected at the 

registration stage. 

Applicant can save the entered details using the “Save & Proceed” button after entering the 

required information. Applicant will be then redirected to Educational Qualification Page. 



 
 
 

In this page, the applicant can enter details of his qualification starting from SSC / Class X. Please 

note that educational qualification required to be filled may change depending on the Post & 

Discipline selected at the registration stage. For Entering the educational qualifications, you have to 

click on “Add” Button as highlighted in above image. After clicking on “Add” Button the following 

screen will be displayed in which you can enter the required educational qualifications. Please note 

that you have click on “Add” Button as many times as number of educational qualification you want 

to enter. 



 
 

In this page, the applicant can enter details of his qualification and upload the Certificate. After 

filling the details you have to click on “Submit” button. 



 

 

After Entering the Qualification Details, the entry will appear like in the above photo. You have to 

enter all the mandatory qualifications in order to proceed to the next step. Once you entered all the 

mandatory qualifications, the save and proceed button will appear like in the below image. 

 

 
 
 

Applicant can save the entered details using the “Save & Proceed” button after entering the 

required information. Applicant will be then redirected to Experience Details Page. 



 
 

In this page, the applicant can enter details of his Experience. Please note that experience details 
required to be filled may change depending on the Post & Discipline selected at the registration 

stage. For Entering the Experience Details, you have to click on “Add” Button as highlighted in 

above image. After clicking on “Add” Button the following screen will be displayed in which you 

can enter the required experience details. Please note that you have click on “Add” Button as many 

times as number of Experiences you want to enter. 

 

In this page, the applicant can enter details of his Experience and upload the Experience Certificate. 

After filling the details you have to click on “Submit” button. 



 
 

After Entering the Experience Details, the entry will appear like in the above photo. You have to 

enter all the Experiences like this and if total no of years of experiences is greater than or equal to 

the minimum no. of years of experience required for this post, the “Save & Proceed” button will 

appear like in the below image. 

 



Applicant can save the entered details using the “Save & Proceed” button after 

entering the required information. Applicant will be then redirected to the Document 

Upload Page. 
 

 

In this page, the applicant can upload the photograph and signature and then click on 

“Upload Photograph & Signature Button” to submit photograph and signature. After that 

As per the requirement of the Job some other documents may also need to be uploaded, that 

can be seen in the table below and on clicking the “Upload/Update” button. After uploading 

all the required documents the applicant can click on “Save & Proceed”. Applicant will be 

redirected to the Acknowledgement Page. 



 

In this page, Applicant can preview his/her application before final submission by clicking on 

“Preview Application” button. The Application will open in PDF format in the new tab of the 

browser. 
  



 
For Final Submission , applicant has to click on the Declaration checkbox and then click on 

“Final Submission” button. 

 

 
After completing the Final Submission of the application, a pop-up will appear prompting the 

applicant to enter the One-Time Password (OTP) sent to their registered mobile number and email. 

The applicant must enter the OTP in the designated field and click on the "Submit" button. Once the 

OTP is successfully validated, an alert message will confirm the submission of the application. A 

success message will be displayed: "You have successfully submitted your application for the 

post of XXXXXX XXXXXX XXXXX." At the same time, the applicant will receive a confirmation 

via email and SMS on their registered contact details.  

 

 

 

 

 

 



After the Final Submission of the Application, the applicant can login to the portal in future to 

download the submitted application in pdf format. 

 
 

On Clicking on the “Download Application” button , the applicants can download the pdf file of 

the Application Submitted. 


