APPLICANT USER MANUAL
FOR RENEWAL PROCESS

Renewal Events

Abstract

The User will be educated on the process flow for the Renewal Process and
Validations
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Following are the steps for the Applicants who are required to upload the documents in order
to apply and avail the renewal of the ONGC Scholarship.

This will be a pictorial guide taking you the exact process.

In the browser window enter https://ongcscholar.org

Recent News and Announcements

A Rusunt

A DENEWS A OENEWS (MBBS/GEOSCIENCE & MEA| 408C

Entar your login details bolow

Enter your Login ID and your Password as provided in the Mail sent to you.

Click on the -
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You will see the Dashboard of the system. The Applicant Image and his details appear

AMAN AGRAWAL

The Transactions on the Right Hand Side of the Menu bar where you perform the
Renewal of your scholarship.

Application Form

Event View

HELP

LOGOUT

MENU OPTION : HELP

The HELP Menu option will describe the complete process in a pdf
document. Please save the same and understand the process before
proceeding further

MENU OPTION : Event View

Click on Event View and EVENT BY APPLICANTS

2|Page



APPLICANT USER MANUAL FOR RENEWAL PROCESS

NOTE : You can do the Events only in a Sequence. Once the previous has
been completed then only you may move to the Next

Data will be loaded and you will be taken to the screen as shown below

Fiwe by | e Tune | A Caene

Sehutnraten for 00O Cotegory U0 - Zanwe 4 (Fua) < 00 « W=k

s - Crpnesnng

Event By APPLICANT) - MAMAN AGRAVAL

O=

There are 4 Events for you to complete in order to close the process of Renewal
from your/Applicant/Scholarship Holder side

Event By(APPLICANT) - RAMAN AGRAWAL

Ack Receipt of Installment true
Fill renawal form true
Download Renewal Form true
Uplood Signed Mark Sheets and Renewal Form true

EVENT 1. Ack Receipt of Instalment

Please Choose the YES and in the Remarks confirm the same

Ack Receipt of Installment

Have you received Installment ?
O Yes O No

Remarks
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An Sample Box filled with data

Ack Receipt of Installment

Have you received Installment ?

@ Yes O No

Remarks
| have received the First Installment Last year

Press the Save Button on the top to complete the event.

BRI Msadey 112N

The Event is marked as Completed. You can now move the next event

Ack Receipt of Installment true Completed
Fill renawal form true
Download Renewal Form true
Upload Signed Mark Sheets and Renewal Form true
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EVENT 2. Fill Renewal Form

Apphcart Farm For Renewnl Of Scholarship @ m
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Please Fill in you Semester 1 and Semester 2 Marks in Percentage (upto 2 deceimal
places) . The attested and signed documents/Forms for the same need to be
attached in the next section/Event so please feed in the correct data based on those
very documents

Please add some remarks .
The bottom Portion shows your Existing Bank details.

Check and I if all is OK Press SAVE (on the top Right Hand Side)

PARTICULARS OF BANK ACCOUNT Aded b B Detaie

BANE AAM . e . BEANCH NAME

ACCOINT TYPE [} e Actaan Typm * - ACCOUNT mito [5) (T

In case you want to add a New Bank detail Check on the ADD NEW BANK DETAILS
and fill in the relevant information.
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Do you want to save the Renewal Form As
praft(Can be edited) or As Final ?

Please ensure correctness of details before final
submission,

Save As Draft! Final Submit

You can Save as a Draft to be checked and Edited.

It is preferred that once sure do a Final Submit

The Event Row will show the Event Name and Status which is as follows.
1. In this case it is showing completed (Final Submit). The colour will GREEN
2. In case of Pending it will be (Save as Draft)

3. Inyour case Irrelevant so you may ignore : In case of Ineligible it will be PINK

Event By(APPLICANT) -

Ack Receipt of Installment true Completed
Fill renewal form true Pending
Download Renewal Form true

Upload Signed Mark Sheets and Renewal Form true

You can double Click on the Orange line with the Status as Pending and can
complete the submission. Once completed no change is allowed.

Message

This event is Completed. You can not perform any
operation on this.




APPLICANT USER MANUAL FOR RENEWAL PROCESS
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Once the Event has been performed (Pending/Completed) on the RHS of the Screen
you can find the details of the particular Event.

Event - Fill renewal form

Description Date
All OK 05/10/2021
Pending 05/10/2021
In Eligible -
Remarks All OK

0

EVENT 3. Download Renewal Form
Click on the Event

You can download the Renewal form which is printed in requisite format as required.
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Please check all the details
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Exit I Download PDF ]

Click on the Download PDF on the top Right Hand Side of the Screen

The Renewal Form will be downloaded. Save the same

Ack Receipt of Installment true Completed
Fill renewal form true Completed
Download Renewal Form true Completed
Upload Signed Mark Sheets and Renewal Form true

The Event shows Completed
Now one has to go the last Event
For this please have the following ready
1. Renewal Form Signed and stamped

2. Mark sheets for 15t and 2" Semester (Signed and Stamped)

EVENT 4. Upload Signed Mark Sheets and the Renewal Form

, Upload Renewal Support Documents

S.No. ’ Description
|

|
1 Signed and Allested Renewat Form

Enter Remarks

2 | Signed and Altested Mark Sheets Semester-1

&

o Enter Remarks

Enter Remarks
’ 3. | Signed and Attested Mark Sheets Semester-2

£°8

|

|

|

\
|

|

|

Please follow the process while uploading. You can ONLY upload PDF files only

Click on The File Explorer opens up
Choose the File you want to upload

8|Page



APPLICANT USER MANUAL FOR RENEWAL PROCESS

Enter remarks.

Repeat this for all the three. (Ensure you only attach Renewal Form first, Marksheet
Semester 1 and lastly Marksheet Semester 2)

S ; X
|

| Upload Renewal Support Documents

1 Signed and Attested Renewal Form [=— X_|
— Enter Remarks

2. |Signed and Attested Mark Sheets Semester-1 o P
= - Enter Remarks

[

o - Enmter Remarks

3. | Signed and Anested Mark Sheets Semester-2 e Y

I
|

Click on the Upload button once all three have been attached

Exit I Upload
Ack Receipt of Installment true Completed
Fill renewal form true Completed
Download Renewal Form true Completed
Upload Signed Mark Sheets and Renewal Form true Completed

The Process is Complete

You may now logout of the system and your documents will be processed
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