GOVERNMENT OF ANDHRA PRADESH
DEPARTMENT OF TECHNICAL EDUCATION
L
OFFICE OF THE
COMMISSIONER OF TECHNICAL EDUCATION
ANDHRA PRADESH::MANGALAGIR]

Circular Memo No: E/MCC/GPT/2022 Date: 05.01.2023

Sub:  Technical Education - National Career Service Project - Model Career
Centers / Employment Exchanges- Role of Government Polytechnics -
Certain instructions - Issued - Regarding,.

Ref:  Instructions of Hon'ble Minister of Finance & Planning, Commercial Taxes,
Legislative Affairs, Skill Development & Training, Andhra Pradesh.

* kK

This is to inform that vide reference cited, the Hon’ble Minister of Finance &
Planning, Commercial Taxes, Legislative Affairs, Skill Development & Training, Andhra
Pradesh has instructed to utilize the services of Model Career Centers / Employment
Exchangesin the districts of our state which are established by The Director General of
Employment, Ministry of Labour & Employment, Government of Indiathrough National
Career Service (NCS) Project, to connect the local youth and jobseekers with all
possible and available job opportunities in the vicinity.

[n this context, all the Principals of Government Polytechnicsof Andhra Pradesh

are hereby instructed to |

* Register the final year students of the polytechnics and jobseekers of their
vicinity on National Career Service Web Portal (https://www.ncs.gov.in),

* Approach the Organizations and Industries in their districts and mobilizethe
employers and other placement agencies to register on National Career
Service Web Portal as Employers for meeting their HR requirements.

* Approach the District Employment Officers (DEO) of their respective
districtsin order to connect the students of the polytechnics and the job
seekers of their vicinity with various Organizations and Industries, for
providingSkillOriented Trainings as well as Job Opportunities to the
aspirants. .

* Organize Job-Fairs and Campus Flacements for Jobseekers in coordination

with District Employment Officers of Model Career Centers and Emploversof
respective districts,

Hence, all the Principals of Government Polytechnics of Andhra Pradesh are
requested to initiate the above activities in benefit of their students and jobseekers of
their vicinity, and submit a compliance report in this regard.

Encls: 1. List of Model Career Centers &
Concerned DEOs / Dy. Chiefs in A.P
2. NCS Portal User Manual for Jobseekers

Sd/- C NAGA RANI

COMMISSIONER
To

The Principals of Government Polytechnics in Andhra Pradesh.

Copy to

The Principal Secretary to Government,

Skill Development and Training, Andhra Pradesh for favour of information.,

The Director, Employment and Training, Vijayawada for taking necessary action.
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List of Model Career Centres & Concerned DEOs / Dy. Chiefs in Andhra Pradesh

S.no Location of MCC Nodal DEO Contact No: e-Mail ID
1. Srikakulam Sri G.Srinivasa Rao, 7702299660 dee.srikakulam@gmail.com
DEQ,Srikakulam
2. | Vizianagaram Smt. D.Aruna, 9640760352 dee.vizianagaram@gmail.com
3. Parvathipuram (Manyam District) DEO, Vizianagaram
4. | Visakhapatnam(Clerical), Govt.ITI, Sri Ch. Subbi Reddy, DEO 8328375788 cl.visakapatnam@gmail.com
Gajuwaka (Clerical), Visakhapatnam
5. | Govt.ITI, Araku (ASR District)
6. DEE(T&U), Visakhapatnam Smt.K.Sudha, DEO (T&U), 9849231520 tc.visakapatnam@gmail.com
7. | Anakapalli Visakhapatnam
8. | Kakinada Smt. K.Santhi, 8919763122 de.kakinada@gmail.com
9. Rajamahendravaram (East Godavari DEO,Kakinada
Dt)
10. | Amalapuram (Dr.B.R.A.Konaseema
Dt)
11. | Eluru Sri C.Madhubhushan Rao, 9182005067 de.eluru@gmail.com
12. | Bhimavaram (West Godavari District) DEO, Eluru
13. | Vijayawada (NTR District) Dr.P.V.Ramesh Kumar, 7993067197 de.vijayawada@gmail.com
14. | Machilipatnam (Krishna District) DEO, Vijayawada
15. | Guntur Sri K. Raghu, 9205918523 ru.deogtr@gmail.com
16. | Narasarao Pet (Palnad District) DEO, Guntur
17 | Bapatla
18. | Ongole Sri T.Bharadwaj, 7989317300 de.ongole@gmail.com
DEO, Ongole
19. | Nellore Sri A.Suresh Kumar, 9441513490 deonelloredee@gmail.com

DEO, Nellore




20. | Ananatapur Smt.A.Kalyani, 8247486387 de.ananthapur@gmail.com

21 | Dharmavaram ( Sri Satya Sai District) DEO, Anantapuram

22. | Chittoor Smt.S.Padmaja, 7013482151 dee.ctri@gmail.com

23. | Tirupathi DEO(FAC), Chittoor

24. | Kurnool Sri P.Somasiva Reddy, 9160563815 deodeeknl@gmail.com

25. | Nandyala DEO(FAC), Kurnool

26. | YSR Kadapa Smt.P.Deepthi, 9963737163 de.kadpa@gmail.com

27. | Rayachoti (Annamayya District) DEO,Kadapa

28. | University Employment Bureau, Sri T.Srinivasulu, 7396883023 svueb.tpt@gmail.com
S.V. University, Tirupati Deputy Chief,

29. | University Employment Bureau, Sri K.Dorababu, 9505475885 ub.visakhapatnam@gmail.com

Andhra University, Visakhapatham

Deputy Chief,
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1. Overview

A jobseeker or candidate is a person who is looking for a viable employment (job) opportunity.
The National Career Service (NCS) portal provides ample employment opportunities to these
jobseekers. To get a job through the NCS portal as a jobseeker, you need to first register yourself
on the portal. The registration allows you to search and apply for jobs on the portal. You can also
view and update your profile on the portal after registration.

The jobseeker module covers the following functionality:

o Jobseeker Home

e View/Edit Jobseeker Profile
e Video Profile

e Search Jobs

e Jobs Applied

e  Find Skill Provider

e Find Counsellor

e My Interviews

e Grievances / Feedback
e Online Trainings

e TCSIiON

e  Microsoft Digisaksham
e My Appointments

e Announcements

e Templates

e Preferences

e Job Fair and Events

e View and Download CV
e NCS Registration Card

2. Getting Started

2.1 Access the Application

To access the National Career Service portal (NCS Portal), open URL https://www.ncs.gov.in. The
Home page will be displayed.
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2.2 Signup/Registration

The Jobseeker needs to register on the NCS portal. Register button allows you to initiate the
registration process. The registration process allows you to create a password and generate a
user name for future logins to use the other functionalities. Alternatively, you can navigate to
Login page and initiate the registration.

| User Name § 3

sword &
Forgol Password | Forgot Usemame | Reaclivale .
Account Sign In

NCS Users Login Here

g}
B

Login Section

1. Click the New User? Sign Up button from the Login section. The Registration screen
displays.

2. Select the Unique Identification type (UAN Number (EPFO), UAN Number (E-SHRAM),
PAN card or Others) from the drop-down list

Note: Selecting the Others option enables you to choose any one of the following
identifications types: Driving License, Voter’s Identity Card, Passport, or Aadhaar Card.

3. Enter Unique Identification number based on the Unique Identification type
4. Select your date of birth from the calendar

Note: Use the Check button to see if the entered UID already exists.
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Jobseeke g
Unigue ldentification{UID) Type® JAN Numtes v
Unique Identification(UID) Number * P s s e

Date of Binh 07/05/1982 =

Register As Screen

5. Select the Jobseeker option from the Register As drop-down list. This displays the
Registration screen for a jobseeker user.

ipnal Career Servige
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Registration Screen
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Enter your first name
Enter the middle name
Enter the last name

Select the appropriate gender ® radio button

. Select a state from the drop-down list
. Select a district from the drop-down list

Note: The District drop-down list only displays after the name of a states is selected from
the State drop-down list.

Enter guardian or father’s name.

Select your highest education level from the drop-down list.

Select you Education Qualification.

Select your Specialization.

Select your Board/University.

Select your Year of Passing.

Select your medium of Education.

Select your Nature of Course.

Enter your Email ID.

Enter your ten-digit mobile number. You can only enter a unique mobile number, on
entering already used mobile number on the NCS portal, the system will display a
validation message.

Enter a password. The password should at least have eight characters, contain at least one
alphabet, one number and one special character (@ $ %).

Retype the same password for confirmation

Select the username option that would be used for logging in to the NCS portal.

Select the Employment Status from the Dropdown.

Enter your job preferences or key skills (enter multiple skills as required)

Select the “Are you Interested in International Jobs” ® radio button.

Select the Preferred Region from the list.

Search and select the Occupation.

Enter security code as shown in the displayed image

Check the I agree to terms and conditions check box. To read the terms and conditions
document of the NCS portal, click the Click Here link.

Click the Submit button. After successful registration the Registration Status screen
displays and a One Time Password (OTP) is send to your mobile number and also to your
email ID (if mentioned during the registration).
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Registration Status

User NCS 1D iz - il

Verify Mobile via OTP

Please enter the OTP that is sent on your Mobile No. - KNGz

Please enter verification code ‘ Verify

If verification code not received Resend the code.

or Edit Mobile Mumber.

Verify Email via OTP

Please enter the OTP that is sent on your Email 1d.:

Please enter verification code ‘ Verify

If verification code not received Resend the code.

or Edit Email 1D.

Registration Status Screen

33. Enter the OTP verification code which you receive on registered mobile number and
then the OTP which you receive on your email ID (mentioned in the User Details section
of the registration form) by clicking the respective Verify button.

Note: Whenever the user’s email ID is updated, the same needs to be verified.
Note: Click on Resend link, if you do not receive the OTP.

34. After entering the OTP, Click on Submit button. Your account will be created
successfully.

Registration Status

User Registration is complete

Usar NCS (D is - J

Your OTP has been verified.
Click here to proceed
Toll Free Helpline
1800-425-1514

Open Tue - Sun 03:00am to 08:00pm

Successful Registration Notification
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2.3 Log into the NCS Portal

1. EnterloginID
2. Enter password
3. Click the Sign In button. This displays the Jobseeker home screen.

Note: If you consecutively enter the wrong password. In such a case the Forgot Password
option is enabled that allows you to reset your password.

Incorrect Password Notification

After login, the portal would display a message in case you have used your PAN card as the unique
identification type during the registration process and the PAN verification fails.

Your PAN verification can fail due to an incorrect PAN, Name, or Date of Birth (DOB).

However, PAN verification failure will not prevent you from accessing all the features that are
available on the portal. Moreover, you can update or edit the required details and then again wait
for verification to be successful with the newly updated details.

2.4 Profile Completeness

The home screen also displays the current completeness of your profile on the portal. The same
can be seen from the Profile Completeness section. A profile completeness progress bar displayed
in this section, shows (in percentage) the completeness of your profile.

Profile Completeness

Update Praofile

Help

Profile Completeness Progress Bar
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2.5 Check Profile Completeness

Click the Help link, from the Profile Completeness section, to find out the details of your profile’s
current completeness. This displays the following Help pop-up.

Hep E!n

I Frodle compleleness weighlags depends cn folowing points -

M Peoeidad Fay Skis Kicsing

Ky Skils Expariance Tab Yo ooual of baywords less than o equal o d 15 Koy Sedls incompine (lees thas )
Graaar than 4 ol
D Pegvided ¥ Highesl Edurrpan js Missing.
Highest Eid Tab Voa 15 Avadlabic 15
| Mot Prandded s Education Hivlary Misaing
y Fartial 5 Edisathan Hkery nmmplie
ES:":;:::;: Educatian Taly M
Full {sll Educadonad Detadls accordisg %o Higrast "
Educaion. Raler seoion bakie | Halp
GmbiEt — ‘.h Pt Pagyided § | Comminiaton scdrsss boomplatn | L
FE Cammunizatizn ) Yan L
— I Astatio ] .
Mot Yarded L Mabis nermivar b n variing b
Wartbiod Mabde Farsanal info Tab Yoy
is Availablo 1
_ N Mot Varfted [ Ermeal m ok veibied.
‘Wosflad Emal Famonal il Tab Ko -
: : ) 1% Avatatio a0
: Mirl Pessichiad 9 Todal Exgatkange (faas) NEssing
Tutal Expatimca Exgarkncs Tah Mo e T
it Pt s Expedeass Histoty Wissing
- ) Fuithal 5 | Eapedancs Hestary ncampies
Exprrince Detaly E'awurhmu Tab - Fo
' - Fail izruam ot pll Exzaniancos mose than o equal {othe. i
) Totsl Esperiercs) |

A et 2 wdoos (1 “Aaut Ma” and 1 one of the othes 3

[ itk Frorile e o aporoved
are ol approved
VBdec Prafle Widza Profle Link in Lefl o

Hvigatian

Is Avaliabin 5

Profile Completeness Help Pop-up

Review content for the various profile fields mentioned in the Messages column. Observe and
note fields where there is incomplete (partial) or missing information.

2.6 Update Profile

Click the Update profile link, from the Profile Completeness section, to begin the process of
updating your profile.

Profile Completeness

Help

Update Profile

To Update Profile, Click “Update Profile” Link

This displays tabs of the View/Update NCS Profile screen along with the Information Required
fly-out on the right-hand side.
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Information Required Fly-Out

This fly-out is based on toggle control (click the label to open or close it) and lists links to
incomplete fields of your current profile.

By clicking the required link, you can directly access the corresponding profile tab (Experience,
Education & Training, etc.) and complete the incomplete or missing information there.

Once all the required information is entered in the appropriate fields, the corresponding links on
the Information Required fly-out disappear accordingly.

On the other hand, if any of the required fields within the profile tabs remain incomplete, then
their link appears and remains available on the Information Required fly-out.

2.7 Take Survey

Click the Click here to take survey link to open a questionnaire. Provide responses to all the
guestions mentioned there.

Once you submit all the answers, you will be redirected to the home page. Also, the message
“Thank you for filling the survey on ‘date’. You may again fill the survey after three months.” gets
displayed on the dashboard.

In case you have not updated your profile recently, then you will be redirected to the View/Update
Profile tab to update your profile first.

Profile Completeness

Please take this quick poll lo help us serve you belter

Search Jobs

® Al Jobs ) Jobs for Healthcare Recent Job Applied

Click Here to Take Survey Link
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2.8 View/Update Jobseeker Profile

This link allows you to view and update your profile.

1. Click the View/Update Profile link from left navigation panel. The displays the Jobseeker
profile screen. Here you can add details of your professional experience.

W ESNMENT OF DA Skip 10 Win G | & 8 =
= o e BREECT HEEL: - |
. ; it s | Contiact t
National Career Service E=>

Home. Jobserker Resources -

Work Exparience

kit

Yotal £
nw Trall
! Re
‘‘‘‘‘
Tt Salary Duration m
Troe
5 oo @
Job Fair and Events
Nt
e
Profil
reere
Pre kb 4
Wi jcs

N i Tind
o

datagov@®

-
PMINDIA

Experience Screen

Select the total years of experience from the drop-down list

Enter the days you would take to join the new job (notice period)

Enter the professional title for the current/last job

Enter the current/last salary

Select the current salary duration type from the drop-down list

Select the employer type of the current employer from the drop-down list

©® NoukwnN

Check the Currently Seeking a Job V1 check box, if you are looking for a job
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9. Click the Add More button, to add experience details to the Employment History
section. Your Highest Education level i.e. any of the “Diploma after 12", Graduate, PG
Diploma, Post Graduate, PG Diploma, then you have to fill the data like “organization
Type, Sector, Functional Area, Functional Role, Experience Start Date and End date, in
“Add Experience” pop up.

Employer Hame' vijay real estates Employer Address’ Model 1own
State * Delhi w District * North West w

Empioyment Organisation Type' Private w Designation”’ Dealer
Nature of Job* Full Time w

Sector’ Real Estaie Activities v
Explanatory Note on Seclion
Functionol Aren Analytics & Business intelly v Functional Role* Chist Infarmation Officer P
Start Date 25052011 [} End Date 14/0572019 m
I Current Job ] Key Responsibiiites Deale

Add Experience Screen
10. Enter the preferred location in the Preferences section

Note: The location option that you had selected during the registration process are not
updated in the Job Preferences screen as your preferred location. Nevertheless, if you
change the location options on the Communication screen of your profile, the same
changes are updated here in the preferred location field.

Note: However, once your location preference is saved on the Job Preferences screen,
then the changes you make to your location on the Communication screen will not reflect
here on the Job Preferences screen.

11. Select nature of job from the drop-down list

12. Select shift timings from the drop-down list

13. Click the Save button, to save the entered details

14. Click the Education & Training tab. The Education & Training screen displays.
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Expatice: Education & Training | Persunal Infe | Communication

Detalls have heen saved succassfilly

' Sode

Education & Training Detaiis

Highest Education Lovel Graduate v

Education History

M0%: Fla26s UDII® JOUK COMPINE EXDANANCS HEIaf 13 ICIBIT0 yOr profia COMPMIINDTE FOITONIYS 371 ITEAOVE CRINCOT 31 QERIng SNTIIA]

Y ogieckor Comact % Dictodker Comnect

Uploed Final Marksheet: Uplood Pessing Cettificote/Degree:

Educetion (i E4 (Dachelor Of Arts Bachedor Of Speciolization/Major
Board'Univarsity DAVPUR UNIVERSITY, KOUKATA Instituts vies
Entry Data Agill 20 Year of Passiag
GiadeiPescentage! Guade Grade/Percertagel
Percentile Pescentile Value
Neture of Course Fi Medium of Education ther Langusce

+ Add More

Other Qualifications / Trainings / Courses

Plaase click “Add Mate’ 10 furmish details

+ Add More

| Ll

Education & Training Screen

15. Select the highest education level from the drop-down list and then click the Save button.
16. Click the Add More button, to add your education details. The + Add Education pop-up
displays.

+ Add Education
Education® BA BEd (Bachelor Of v SpecializationMajor Arts and Education v
BoardUniversity* JADAVPUR UNIVERSITY, KC Institute jadavpur
Enuy Date 2048 v | March v Year of Passing” 2021 v || March v
Medium of Education” Other Language (Englis v Nature of Course” Full v
GradelParcantagel Grade v
Percentie
B

+ Add Education Pop-up

17. Select an education level from the drop-down list

18. Select specialization from the drop-down list

19. Enter name of the board or university

20. Enter name of the institute

21. Select entry date from the year and month drop-down lists

22. Select year of passing from the year and month drop-down lists
23. Select the medium of education from the drop-down list

24. Select the nature of course from the drop-down list

25. Enter grade/percentage/percentile value
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26.

27.

28.
29.
30.
31.
32.
33.
34.

15| Page

Click the Save button, to save the entered details

Note: You can mention multiple records of your educational history and information
regarding additional qualifications (as required) here. You can also upload the digital
copies of those very records with corresponding mark sheet (wherever required) to the
DigiLocker application.

Click here to know how DigiLocker application works.

Click the Add More button, to add details of other certifications you have earned. The
+ Other Qualifications / Trainings / Courses pop-up displays.

+ Other Qualifications / Trainings / Courses

Course | Cortificate Nama® BHM Year* 2017 v

Issued By’ I Duraticn our(s) »

Furthar Detalls

Mazamum 1080 Characters ore Allawet

+ Other Qualifications / Trainings / Courses Pop-up

Enter name of the certification

Select year of completing the certificate from the drop-down list
Enter name of the institution that issued the certificate

Enter duration (months) for the certification course

Enter additional details about the certification

Click the Save button, to save the entered details

Click the Personal Info tab. The Personal Information screen displays.

Job Seeker-v5.8.17.05.2022
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35.
36.
37.
38.

39.

40.
41.
42.
43.
44,
45.
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Personal Information Screen

Select the appropriate gender ® radio button from the Personal Information section
Select your date of birth from the calendar

Enter Email ID (if not entered)

Click Verify Email link to get entered Email ID verified

Note: A verified email ID is a mandatory requirement for completing the profile as per the
requirement of Government exams. Every time you change your email ID, the same has
to be verified through an OTP that is send to the same email. After, changing your email
ID here, when you click the Save button to save your changes, the portal redirects you the
OTP verification page.

On updating mobile number, the system will take you to verify updated mobile number
by asking OTP number. On entering correct OTP, the mobile number will be updated. On
updating the mobile number with already used mobile number on NCS will display a
validation message and the system will not update the mobile number.

Select your marital status from the drop-down list

Enter name of your spouse

Enter your guardian or father’s name

Enter your mother’s name

Select religion from the drop-down list

Select category from the drop-down list

Job Seeker-v5.8.17.05.2022



46.

47.

48.

49.
50.
51.
52.

53.

54.
55.
56.
57.

58.
59.

60.

61.
62.
63.
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Note: The Upload Caste Certificate field and the corresponding Upload link will only be
available if you select an option from the category drop-down list, other than the "General
Category option.

Click here to know how DigiLocker application works.
Upload Your CV to DigiLocker
Click here to know how DigiLocker application works.

Click the Edit link, if you want to change the Unique Identification details
Click the Add More button, if you wish to add a new identification detail. The + Unique
Identification pop-up displays.
Select the Unique Identification type from the drop-down list
Enter Unique Identification number
Click the Save button

Note: You can mention details of different identification documents here and even upload
the digital copies of those documents to the DigiLocker application.

Click here to know how DigiLocker application works.

Select the Yes ¥ radio button, if you are differently abled, otherwise select No in the
Physical Attributes section

Select type of disability from the drop-down list

Select working capacity from the drop-down list

Select if you have full or partial disability

Select disability percentage from the drop-down list

Select the Yes © radio button, if you have a certificate otherwise select No

Note: The Certificate Number, Certificate Issued By, Certificate Issue Date, and Upload
Differently Abled Certificate fields are activated if you select the Yes option.

Enter the certificate number

Enter the name of the authority that issued the certificate
Select the date when the certificate was issued

Upload your disability certificate to the DigiLocker application.

Click here to know how DigiLocker application works.

Select the employment status from the drop-down list in the Miscellaneous section
Select the primary language from the drop-down list

Vi

Check the “Are you a Government Services Retiree?” check box, if you have retired from

government service

v check box, if you are an ex-serviceman
Click the Save button, to save the entered details
Click the Communication tab. The Communication screen displays.

Check the “Are you an Ex-Serviceman?”
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Cancel
Current Address —
Address 1° 260 madel town Address 2
Address 3 State Ittar Pradesh v
District® Cautam Buddha Nagar » Suby.DistricUTalukal Tehsi™ Gautam Buddha Nagar w
City! Village® Greater Noida ~ Pin Code” 456383
Phaone +a1
Permanent Address [ Same as above
Address 1 45 tilak nagar Address 2
Addrass 3 State” hi v
District” Marth West - Sub-Districy Talukal Tehsil® North We -
City! Village* Rohini ) Pin Code” 110004
Phane +01
e

Communication Screen

Enter the address

Select a state from the drop-down list

Select a district from the drop-down list

Select a sub-district, taluka, or tehsil from the drop-down list

Select the name of city or village from the drop-down list

Enter the pin code

Enter the landline number with area code

Check Same as above check box if your permanent and current address are same
Click the Save button, to save the entered details

64.
65.
66.
67.
68.
69.
70.
71.
72.

2.9 Logout of the application

At any point user can logout by using the Sign Out option.

Gola arora

in IO IR ©

Contact Us

Change Password
. Change Username
ee Helpline - 1800-425-1514 PEUaRITING

Tue- Sun 800 AM TO 8 00PM

Deactivate User

Sign Out Screen
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3. Video Profile

This functionality enables you to create your video profile on the NCS portal

After logging in, go to the Video Profile option displayed on the left panel of the Jobseeker’s
dashboard. Showcase your ability to recruiters using short video clips as video clips increase the
chances of getting shortlisted by recruiters. Three videos of 20 seconds each can be created for
the following areas namely: ‘About Myself’, ‘My Skills’, and ‘Area of Interest’.

1. Click the Video Profile tab from the left navigation

2. Then click the ‘Click here to manage your video profile link’

3. Adisclaimer pop up appears to inform that you will now be redirected to an external link
4. Click Continue

5. You are redirected to HireMee Login screen

6. Username and password will be same as NCS portal credentials

7. Click Login

8. Click the Create/Upload Video profile link

9. Click Start Recording (your system will ask you to switch on the inbuilt camera)

10. Describe your professional skills and save the video. The said video clip will start uploading

once you are done

11. Similarly create video for ‘About Myself’ and ‘Area of Interest’ and save

12. Your video profile is now complete

13. The system will check the content of your video and will either approve or disapprove these
videos

T <—>
!-I're 7 National Career Servite
e o
vat e (N ma
2 y
—

HireMee Login Screen
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Approved Video
Note: If your video Profile is complete and ‘Approved’ the recruiter can see a video
profile icon along with your name, when they search for candidates against a particular

job posting.

Search Candidates Result

Legend. Rejected Profile  Prof t AN Viewed

Job 1D Job Title : Driver About 1 results

s v

Note: « The countmay differ from number of application(s). Please wait for a while and refresh the page
« To view video profiles of a candigate, open the profile and check Personal Information section

l Change Search Criteria

= Candidate Name Employment $tatus Experience Last updated on

O @—

Search Candidates Result Screen

14. If a you are disabled and have updated your Profile with Disability details, your profile
completeness percentage will not depend on Video Profile completeness. Therefore, if you
have completed their Key Skills, Education, Experience, and verified Email, their profile
completeness will be 100% without filling their Video Profile.

4. Search Jobs

You can search for available jobs vacancies on the portal in a number of ways: using the Search
Jobs link from the left navigation menu or from a specific job category displayed on the Home

page.
This link allows you to search for jobs based on your specific requirements.

1. Click the Search Jobs link from the left panel. The Search Job screen displays.
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Hirshaa Training

: ~ Education with spacialization
8 Direct Job Postings on NCS [ Jab Postings by NCS Partners Sot Frevres S
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CJBHM

Tomprates

¥ Sector

Job Fair and Events - | B ibder Auriminiztrting 2ned Makamen

Search Job Screen
Note: The screen provides useful links to various other recruitment bodies.

2. Enter the required job criteria in the search fields. Use the Advanced Search link to expand

the search panel (optional).
3. Ajob can be searched for any specific location(s) as well as across India as required

Kepword  dosies
Seuct Jutse Nake.Ure s ke pearch for mabiste Merwarda

Jab Locmtom * Aiinfe Selnct Locatmnls)

et
Expecoed Salaey Organisation Type Al Joos v
b
Sector
Fentbach
er s enon
Online Traiwings CouM SN
Funchonal e Marketng & Saks .
[r—
Hisaban Trabw Funesonal Row Manket Recsarch Exucutive 2
Ernm Postes 06042022 ] To Posted Dwtn CRO52022% 13
Dau
Total Wadk T — Joh Maturn Pt Time
Fxperieace
Pratoreaces
figafinyous) 1 v Highast Education Lovel Giaduate
ot Fal el Eventa -
Shif Tamings Day v Gane Thse
)Fab
I Category Gunarsd () 0BC []SC [ 5T £x Sorvicwmen
peuterred
Prokle -2 Uinabitay Type St v Paetisl Dinobtity /Full Disabliey Setuct-

[ ik Aanead Sama A nl oat

Job Search Results

4. Click the Search button to view search results in the Jobs section of the screen.
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Job Search Results

5. Click the Read more... link of a job, to view its details.
6. Click the Apply link of a job, to apply for it.

Note: For each job displayed in the Job Search Results screen the salary is displayed on an
annual basis (if the salary range is mentioned for that job post).

Note: Use the options provided in the Refine your Search panel to the right of the screen to
further narrow down your search results.

Now, the NCS portal evaluates your eligibility for the said job posting on the following
parameters: Education, Skill, Location, and Experience. If, your current profile meets all of
these parameters, your job application goes through.

However, if your profile does not match with the said job eligibility parameters, the portal
displays the following Disclaimer pop-up.

- 2 x

Based on your current profile, you do not match the job eligibility criteria. Please check the details below before applying.

Criteria Job Requirement Candidate Profile Match
Education Graduate Diploma After 10th x
Skl sales, marketing DRIVER; Driver,Driver, Driver x
Experience Min Exp -10 year(s) 15 year(s) v
Location State -Nct Of Delhi State -Utiar Pradesh L4

State :Uttar Pradesh

Continue and Apply Update Profile

Disclaimer Pop-up
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The Disclaimer pop-up displays the parameter(s) that match with the job requirement (green tick
mark) along with the parameter(s) that do not match with the job requirement (red cross mark).

By doing so, the NCS portal is prompting you to apply for the job posts as per your profile
parameters. The portal is also suggesting you to take necessary steps for applying for the job even
if your current profile does not match the job requirement eligibility criteria.

In this situation, you have the following three options:

Click the Cancel button to close the pop-up and not apply for the job

Click the Continue and Apply to apply for the job despite the eligibility mismatch

Click the Update Profile button and update the profile before coming back to apply for the
job

If user click on Continue and Apply then Job is applied.

If user click on Update Profile then the user redirect to the Update Profile Page.

Direct Job Postings on NCS Job Postings by NCS Partners Sort . Freshness v

fealer (2 - 4yrs Applied

Applied

A trai monly known as an individual taking part in a trainee program within an organization after having

grad higher and technical

Applied

mpany Job Sourced from CSIR National Physical Laboratory

Jobs Applied Page

Note: The portal only evaluates your eligibility criteria only for jobs posted directly on the NCS
portal. This evaluation does not work if a NCS partner has posted the job or for posting that
require the user to be redirected to an external website for completing the job application.
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4.1 Find Domestic Jobs

As a jobseeker, you can specifically search for jobs. This can be done by using the Find Domestic Jobs
sub menu option from the top navigation (anonymous user) or from Jobseeker left navigation (for
logged in user).

1. Click the Jobseeker dropdown from the top navigation. The Jobseeker sub menu opens.
2. Click the Find Domestic Jobs from the Jobseeker dropdown.

National Career Service
. 2N Ministry of Labour & Employment

Jobsesher - - Government Employer - Placement Organisation Counselion Caresr Conter ~ International Jobs «

Login

S Regisier & ¥f)) ’ “nﬁu

o e National Career Service Wﬂl . m &
Fe imexnational Jobs. o

Find Counsalor

Find Career Cante

Find Skl Providet :

Find Local Help ?> P\_,fQ”\J(‘

Jobs in Health Sector

B & e e Better Career Opportunities

Carees Shilly Services

— e o/ are waiting for you
'4“ Catvet Information Ny \ « B s S s

NCS Home Page Screen

3. Enter the required job criteria in the search fields. Use the Advanced Search link to expand
the search panel (optional).
4. Ajob can be searched for any specific location(s) as well as across India as required
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Job Search Results

5. Click the Search button to view search results in the Jobs section of the screen.

25|Page

Job Seeker-v5.8.17.05.2022



Jobs
Direct Job Postings on NCS Job Postings by NCS Partners Soft | Freshness v
@
About 10 pages
Carpenter (2 - Tyrs) Apply

Company: Zindal Furnituress (Registered with MCA)
Job Location: Ghaziabad; Uttar Pradesh

Salary: Not Specified

Skill Reguired:

CARPENTER

Job Descripfion:

A great job fitle typically includes a general term, level of experience and any special requirements. The general term will
optimize your job title to show up in a general search for jobs of the same nature. The level of experience will help you
attract the most qualified applicants by outlining th...

Read more... Posted On 28772020

Driver Apply

Company: PREKSHA Solutions

Job Location: Karnataka

Salary: Not Specified

Skill Reguired:
Driver;hindi;EMGLISH;Kannada;Driver experience

Job Descripfion:
Looking for Driver who can speak Hindi English 8 HRs of Working Hours.. Looking for Driver who can speak Hindi English
& HRs of Working Hours.. Looking for Driver who can speak Hindi English & HRs of Working Hours...

Read more... Posted On 28772020

Refine your Search Clear All

“ Education with specialization

JBsc.

(JBDS.

M B.H.M.

V¥ Sector
] Not Specified
[ Entertainment And Recreation
[ Arts
[ Gas
] Steam And Air Conditioning Supply
[ Electricity

“ Organisation Type
[ Private
[] Government

¥ Functional Area
[] Others
[ Casual Labour
[ Construction

[l Crnd Manufacturing

Job Search Results

6. Click the Read more... link of a job, to view its details.

7. Click the Apply link of a job, to apply for it. The portal prompts the jobseeker to login, is case

the jobseeker is browsing the portal anonymously.

Note: For each job displayed in the Job Search Results screen the salary is displayed on an

annual basis (if the salary range is mentioned for that job post).

Note: Use the options provided in the Refine your Search panel to the right of the screen to

further narrow down your search results.

Now, the NCS portal evaluates your eligibility for the said job posting on the following
parameters: Education, Skill, Location, and Experience. If, your current profile meets all of

these parameters, your job application goes through.

However, if your profile does not match with the said job eligibility parameters, the portal

displays the following Disclaimer pop-up.
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Disclaimer

Based on your current profile, you do not match the job eligibility criteria. Please check the details below before applying.
Criteria Job Requirement Candidate Profile Match
Education Graduate Diploma After 10th
Skiil sales, marketing DRIVER; Driver;Driver, Driver
Experience Min Exp :10 year(s) 15 year(s)

Location State :Nct OF Dethi State -Uttar Pradesh
State -Uttar Pradesh

Continue and Apply [l Update Profile

Disclaimer Pop-up

The Disclaimer pop-up displays the parameter(s) that match with the job requirement (green tick
mark) along with the parameter(s) that do not match with the job requirement (red cross mark).

By doing so, the NCS portal is prompting you to apply for the job posts as per your profile
parameters. The portal is also suggesting you to take necessary steps for applying for the job even
if your current profile does not match the job requirement eligibility criteria.

In this situation, you have the following three options:

e C(lick the Cancel button to close the pop-up and not apply for the job

e C(lick the Continue and Apply to apply for the job despite the eligibility mismatch

e C(lick the Update Profile button and update the profile before coming back to apply for the
job
Note: The portal only evaluates your eligibility criteria only for jobs posted directly on the NCS
portal. This evaluation does not work if an NCS partner has posted the job or for posting that
require the user to be redirected to an external website for completing the job application.

4.2 Find International Jobs

As a jobseeker, you can specifically search for International jobs. This can be done by using the Find
International Jobs sub menu option from the top navigation (anonymous user) or from Jobseeker left
navigation (for logged in user).

1. Click the Jobseeker dropdown from the top navigation. The Jobseeker sub menu opens.
2. Click the Find International Jobs from the Jobseeker dropdown.
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NCS Home Page Screen

3. The International Jobs Listing is displayed.
4. User needs to enter search criteria like Occupation(s), Region and Countries.

Note — Multiple occupations and countries can be selected.
5. Click the Search button to get list of Jobs matching search criteria.
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6. Click the Apply Button and the page redirects to the Job Description page.
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Job Description View

7. Click the Apply button again. For anonymous user, NCS will prompt user to login. Once
login, click on Apply button to apply the Job.

4.3 Search Health Sector Jobs

As a jobseeker, you can specifically search for Health Sector related jobs. This can be done by using
the Jobs in Health Sector sub menu option from the top navigation (anonymous user) or Human
Resources for Health Sector tile on NCS Home Page.

JOBSEEKER

EMPLOYERS

3nn Bhupencse Yasay
{Hon'v Ministar)

P
e
811 Raswswar Wl

Click here if you are searching for jobseekers O R

Find.Jobs-| Find Courslior | Find Caoor Cank
Total Expenance (Ysars v
e A o
[ vobs for Deemntly Abed () Jdobs tor Ex Sevicomen T Gavatnmont Jobs ) Full ThneMWork From Home () Intemship () Apprenticeship
[ Jons %ar viemen
Enhance your profile Videos Events and Job Fairs
— PRE RECTT TRG FOR TNPSC EXAM on NCS Portal from 30th
RS rh . B> = Aprzz to 22nd May'22
CCSiMN | | soigisaksham oBo (&)
S e hon Ondine MCCHSR MAY22 on NCS Portal from 16th May'22 to
i ik Maerasah | Mol.£ Traening Instructional Sector and 26th May'22
Videos Job Roles Y.
DigiSaksham training programe on NCS Portal from 16th May'22
Human Resources for Updats your Profiie — to 25th May22
@ Qnine Job Fair NCSCDA on NCS Portal on 18th May22
\ NCS | Success Story Create video Ordine MCCHSR MAY22 on NCS Portal from 18th May'22 to
Videos Profle 25th May22

View Al

Human Resources for Health Sector Link
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1. Click the Human Resources for Heath Care link. The Search Human Resources/Jobs for
Health Sector pop-up displays.

This pop-up has the following cards:
1) Jobseekers (I am jobseeker searching for jobs)
2) Employers (I am a Govt. Dept./Placement Organization/Employer searching for
suitable candidates)

x
Search Human Resources / Jobs for Health Sector

Welcome to NCS dedicated link pertaining to “Human Resources for Health Sector”

This window is dedicated for facilitating "Easy Access, Outreach, Shortlisting and Selection” of Health Care
Workforce by Government Departments, Private Employers and Placement Organizations with an emphasis
on COVID-19 resource augmentation.

Similarly, Job Seekers in the sphere of Health Sector are encouraged to register, search and apply for
relevant jobs in Health Sector on NCS Portal

JOBSEEKERS EMPLOYERS

| am a Govt. Dept. / Placement
Organization / Employer, searching for

I am job seeker searching for jobs suitable candidates

Search Human Resources/Jobs for Health Sector Pop-up

2. Click the Jobseekers card. The Jobs for Health Sector pop-up displays.

This pop-up has the following sections:
1) Find by Keyword
2) Find by Education

You can find a health sector related job either by specifying a keyword (associated with healthcare)
or an education qualification (associated with healthcare).
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x
Human Resource for Health Sector

Welcome to NCS dedicated link pertaining to “Human Resources for Health Sector”
This window is dedicated for facilitating "Easy Access, Outreach, Shortlisting and Selection" of

Health Care Workforce by Government Departments, Private Employers and Placement Organizations
with an emphasis on COVID-19 resource augmentation.

Find by Keyword

Administration Biotechnology Clinical Research Dentist
Dietician Food Healtheare
Laboratory Technician Medical counselling Meadical Representative  Mursing

Find by Education

Allied Ayush B.Sc

Community Health Dental Healthcare Management
M.Sc Allopathy [ Medicine Nursing

Human Resource for Health Sector Pop-up

3. Click any link from either of the sections (Find By Keyword or Find By Education section). This
will display the Search Jobs screen.

Jorseeher Hom Search Jobs Profile Completeness
e NCS Profie () Alldobs (@ Covki Jobs Help
85% Complete
! hog B.90.(Nursing) (Bachelor of Science In Racent Job Applied
| omers Nursing)
:
Pharmacy DGNM (Dipioma In Genaral Nursing You fave nat appiled for any
— Midwitery) Jotys) In fast 30 days
|- PhysoReragy Paramedical
el Peycholagy
B8.0.7, (Bachelor of Ocoupationad 1
] : (] BOT. Bachelor of Occapatin Manuals
| Technican Therapy) v
Handbook
Rugistration Flowohart
rlovance Footback Detallod User Manual

Search Jobs Screen

The Search Jobs screen will display your specific choice, as a selected check-box, be it a
keyword or an education option.

4. Here, you can change your original choice and select other keyword and/or qualification
options, as required (this can be a combination of keywords and/or qualifications).

5. Next, click the Search button.
Jobs that match your search criteria are displayed as a list on the Jobs section of the screen.
Here, you can view details of displayed jobs as well as apply to those jobs.

6. Click the Applying link for the required job. This displays the Job Description screen.
7. Finally, click the Apply button to apply for the said job.
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4.4 Job Description Page

User can navigate to the Job Description page by clicking on the Job Name or the Read more...
link on Jobs Search result page. The Job Details screen (for jobseeker user profile) will open on
a separate tab and display all jobseeker specific information that is related to the job. In
addition, the Job Details screen is printable.

# Direct Job Postingz on NCS [# Job Postings by NCS Partners Sort:| Freshness ¥

Software Developer is needed

Company: DGETEmp {Registered with DGETEmp)
Location: Mot Specified

Salary: Mot Specified

Skill Required:

JAVA

Job Description:
Software DeveloperSoftware Developer Software Developer Software Developer Software Developer Software Developer

offiware Developer
Posted On 15/9/2017

Nevertheless, the page that is printed from this screen would show the NCS banner on it.

In addition, when the user clicks on an external link that point to a Government job, the portal
will display a corresponding disclaimer that is different from the disclaimer text that appears
when the user clicks an external link for any non-Government job.
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As per this, the Page Title (Browser Title) of the Job Details screen will display the Job NCS ID. The
Page Title will also display the time stamp when the Job Details screen is opened.

Further, the Job Details screen will display the following fields only if the user has entered some

value in them:

e JobTitle
e Organization Type
e Sector

e Functional Area
e Functional Role
¢ Job Description

Required Information Section
e Minimum Qualification
e Qualification requirements

Note: The Minimum Qualification field will display the text “Not Specified” if a NCS partner
had posted the said job and they had left the field blank during the job creation procedure.

Additional Information Section
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e Total Experience
e Relevant Experience

e Location

e Key skills

e Nature of Job
e Salary

e Salary/Wage Type

Note: The organisation that posted the job can mention the salary or wage type as one of
these: daily, weekly, monthly or yearly, at the time of creating the job post. The same is
displayed here on the Job Description screen. However, the Job Search Results screen
displays the salary or wage type on an annual (per annum) basis. For example: if the salary
or wage type is monthly and the salary being offered for a job is Rs.6,000 — Rs.8,000 (here
on the Job Description screen) the salary range displayed on the Job Search Results screen
will be Rs.72,000 — Rs.96,000 (per annum).

e Expiring On (will be displayed as “Last Date to apply”)

e Available to join in days

e Gender Preference

e Marital Status

e (Caste

e Ex-Serviceman (information will display if field is checked)

¢ Number of Vacancies

¢ |sthe job for Differently Abled? (Information will display if value is “Yes”)

Age/Date of Birth Preference Section (will display if mandatory check box is checked)
A. In case, the Age Preference is selected: the content will display the full context either
Minimum and Maximum options are selected together or any one of these options is
selected. For example:

i. If both Minimum and Maximum options are selected, message will be:
Age Preference: Age between 16-20 Years as on 1-Feb-2017

ii. If only the Minimum age option is selected, message will be:

Age Preference: More than or equal to 16 Years as on 1-Feb-2017

iii. If only the Maximum age option is selected, message will be:

Age Preference: Less than or equal to 20 Years as on 1-Feb-2017

B. In case DOB Preference is selected (Date of Birth Preference 21/12/2000-21/12/1996):
the content will display the full context either Minimum or Maximum DOB options are
selected together or any one of these options is selected. For example:

i. If both Minimum and Maximum options are selected, message will be:
DOB Preference: DOB between 21/12/2000 and 21/12/1996

ii. If only the Minimum DOB option is selected, message will be:

DOB Preference: More than or equal to 21/12/1996

iii. If only the Maximum DOB option is selected, message will be:

DOB Preference: Less than or equal 21/12/1996

Contact Details Section
e Person Name (if Display Contact Information in the Job Posting screen is checked)
e Phone Number (if provided and Display Contact Information in the Job Posting is checked)
* Mobile (if Display Contact Information in the Job Posting is checked)
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e Email (if provided and Display Contact Information in the Job Posting is checked)

4.5 Partner Integration

The job search results display two types of jobs as follows:
e Direct Job Postings on NCS — Jobs posted on the NCS portal
e Job Postings by NCS Partners — Jobs posted on the NCS portal by partners

Jobs that are posted by partners on the portal can be identified by the phrase “Powered By
xxxx” in the Company field.

Check Job Postings by NCS Partners check box and uncheck the Direct Job Postings on NCS
check box to filter jobs in the search result that have been posted by NCS partners.

Direct Job Postings on NCS J = Job Postings by NC5 Partners Sort 1| Freshness ¥

Application Software Developer

Location: Gurugram; Haryana; Faridabad; Ghaziabad, Uttar Pradesh; Kolkata; West Bengal, Mumbai; Maharashira
Salary: 360000 - 360000

Skill Required:

MA

Job Descriplion:

Job Descriplion:

Describe the job role in details with job responsibilities, skills, and other job descriptions. Do not include your contact

detailz or walk-in info here.Job Description:

Read more...Describe the job role in details with job responsibilities, skills, and other job descriptions. Do not inclu...
Posted On 121272018

You (jobseeker) can search for jobs based on different criteria or keywords. Jobs that match
your search criteria are displayed as a list on the Jobs section of the Search Job screen. Here,
you can view job details of displayed jobs as well as apply to those job.

When you click the Apply button of a job posted by a partner, you are navigated to that
particular partner’s website where you can complete the remaining job application process.
Otherwise user can apply for the job on the NCS portal itself.

Following are the conditions for partner integration:

Case 1: When the Share details with partner check box in the Preferences screen of
the View/Update Profile feature is checked by the user (jobseeker).
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Fersonal Info Physical Attributes Communication Education & Training Experience Other Skills My References Preferences

Preferences

Subscribe to email alerts @ O

Display Assessment report in profile @ O

Share details with partner @ N

Save Cancel

Share Details with Partner Check Box

a) User clicks the Apply button on the Job Description screen of a job posted by a partner.
A pop-up message displays, informing the user about redirection to the partner’s website.

Disclaimer

You will be redirected to the partner's website. Please click “Ok-proceed” to continue. As your pre-
consent in profile preferences, we are sharing your information with partner and you will get
partner's website registration form pre-filled with your details.

Redirection Message

b) When user clicks on the OK-Proceed button on the pop-up, they are redirected to the
partner’s (third-party) website. The NCS portal also passes the encrypted details of the
jobseeker such as their first name, middle name, last name, gender, date of birth, mobile
number, email ID, and job ID, to the partner’s website.

Case 2: When the Share details with partner check box in the Preferences screen of the
View/Update Profile feature is not checked by the user (jobseeker).

Fersonal Info Physical Attributes Communication Education & Training Experience Other Skills My References Freferences

Preferences

Subscribe to email alerts @ O
Display Assessment report in profile @ O

Share details with partner @ o

Save Cancel

Share Details with Partner Check Box
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a) User clicks the Apply button on the Job Description screen of a job posted by a partner.
A pop-up message displays, informing the user to provide their consent for sharing their
details with the partner’s (third-party) website.

Disclaimer o

You will be redirected to the partner's website. Please click “Ok-proceed” to continue. You can
check the option “Share details with partners”, if you want to get partner's website registration
form pre-filled with your details.

Share details with partner [l

Consent Message

b) When the user checks the Share details with partner check box and clicks the OK-Proceed
button, they are redirected to the partner’s (third-party) website. Also, the redirection
URL is encrypted with details of the jobseeker such as their first name, middle name, last
name, gender, date of birth, mobile number, email ID, and job ID.

Disclaimer o

You will be redirected to the partner's website. Please click “Ok-proceed” to continue. You can
check the option “Share details with partners”, if you want to get partner’s website registration
form pre-filled with your details.

Share details with partner @

Ok-Proceed

Consent Message

c) If the user does not check the check box, and clicks the Ok-Proceed button, they
are redirected to the partner’s (third-party) website, for completing the job
application process. However, the NCS portal does not pass details of the
jobseeker to the partner’s website.

Case 3: When the user (jobseeker) is already registered with the partner’s website.
a) User clicks the Apply button on the Job Description screen of a job posted by a partner.

The Customer ID of the partner’s website or portal and the user’s NCSP ID are passed to
the partner’s (third-party) website in encrypted format.
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5. Jobs Applied

This link allows you to view the jobs you have applied for.

1. Click the Jobs Applied link from the left panel. This displays the Jobs Applied screen.

Home Jobseehsr Resources =

' Jobs Aopiiod
View/Updats NCS Prsfile

Online Trainings

an indidual taking part in 8 fraiee program within an arganization afier hming graduated fom higher and technical

Jobs Applied Screen

2. Click the Job Title link to view details of the applied job.
3. Click the Company link to view details of the company.

6. Find Skill Provider

This link allows you to search for an appropriate skill provider whether it is a skill providing

NSDC (National Skill Development Corporation) training centre near you or any other skill
providing institution.

1. Click the Find Skill Provider link from the left panel. This displays the Search Skill
Providers screen.

Search Skill Providers

--Select-- v

Search Skill Providers Screen

2. Select the required option from the displayed drop-down list.

--Select-- v

Find NSDC training centres
Find Other Skill Providers
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Skill Providers Options

3. Selecting the first option, a pop-up message displays notifying you whether you want to
proceed to an external website link or not.

You are now being redirected to an external link. The Government of India does not take responsibility for the accuracy of the confents in those
sites. The hyperiink given to external sites do not consfitute an endorsement of information, products or services offered by these websites

Redirection Notification

4. By selecting the Continue button, you will be navigated to the NSDC website where you
can search for the nearest NSDC training centre.

5. By selecting the second option you will be able to search for a non-NSDC skill provider,
registered with the NCS portal, using the displayed search parameters (skill keyword and
location) and then click the Search button.

Search Skill Providers

| Find Other Skill Provid = |

Making, Flonculture. Mechan

Flease ente

| Industrial Painter, Stafe W

Pleaze enter 3 keyword Mete - Locsfinn(s) selsnted from the list will anly B sonsidersd

Skill Providers Search Parameters

The list of the non-NSDC skill providers who match your search parameters displays. Select the
required skill provider to contact them as required.

Search Skill Providers

Find Other Skill Provid  ~

Note: Multiple locations can also be selected

1 HAUH VT L

2 raj kurnar

3 ik +

4 Madhubni

5 Muzaffarpur b

B Pal hnic Collega Cheranmahadevi, Tirunelv

T risan Ceniral, Palayamkotai W I

8 OPAL INSTITUTE OF TECHNOLOGY, DANIEL THOMAS NAGAR
9 ARAVIND FOUNDATION -AK No 1 Construction. Vriddha

10 K METAL INi RIE F

80000000 E

Skill Providers Search Results
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7. Find Counsellor

This link allows you to search for a career counsellor registered with the NCS portal whose
counselling services you can avail to enhance your career prospects.

7.1 Search for a Counsellor

Follow these steps to search for a counsellor:

1. Click the Find Counsellor link from the left panel. This displays the Counsellor Calendar
screen.

Counsofior Calendat
Select v . Im > i i
Note: Multple locations cas aiao be sslecied

Q May 7032 - 15 May 2022

Counsellor Name 09 May 10 May 11 May 12 May 13 May 14 May 15 May

4 Radha

ec eocfjleeo ¢

A Geyathal

2 Neelamn

L stugeeleven

& saurabh ag

e e e o0 0 ©
e e e 0 © ¢

X Sunday Ji

e e o @06 0 ©

X stagcouns

e

X Sodhgury Sham

2 jaidev shah

e ¢ ©

A sabara shah

CHCRCOECECECRCECRC NG
66 e e o 00
© 0 00 00000 OO0

e e ©
°
e e e

1
Counsellor Calendar Screen

2. Selectthe type of counselling (career counselling or vocational guidance) you require from
the drop-down, enter a location in the text field and click the Search button. This displays
available counsellors who match your search criteria.
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4.

41| Page

Connsellor Calendar

Cavase Counsilling .| Hewpem® W
[ [Ryp—

o Frevisus Weel 06 Asg 2019 - 11 Sug 2019 Moed Wesh
Counsalioe Name 5 Aug 0 Aug 17 Aug 8 Aisg 9 Aug 10 Aug 11 Aug

A Fayzle Aarand Hen G o e @ @ @ 5[0

& REERA PATHAK (e o @ EmR T &)

£ e o O EXN EXN o o

& cucesn M Hun O ] st O E3 i@ E3 5@

2 o D O o = ETn =a

2 Archans Singh Mo O (1] o ] (30 ¢ ) Sat iy s @

A wena Maknija Mon D o0 0 it 0 § i o] sun D

2 Condr Kissir Wi o Thus €D S €

A pyoni varshney [T o | o - O a o ] Tol o

& Maraj Avnd Man ¥ o et e @ e e o] TG )

e

Career Counsellor Search Results

Click the date for the counsellor whose session you want to book (dates displayed in green
colour on the calendar depict sessions for which seats are available for booking). This
displays the Counsellor Schedule pop-up with details (date of the session, contact details
of the counsellor, type of counselling, location, session fee, etc.) of the selected
counselling session.

' Counsellor Schedules B

Selected Date 13 Apr 2020 (Sunday)
Email D T
T

Counsellor

Mohile Number

NOTE: Flease refer fo tne Eee Struciure a5 per the NCS Guidelines for
Counsellors for furthar details on fees
Titie Test Counselling

Location noeca
City- Greater Noida (ci), Sub-Dist Gautam Buddna
Wagar, District Gautam Buddha Nagar, State Utiar
Pradesn 202020

Timings 07-00AM - 10:00PM
Fees Per Hour (Z200
Services Career Counselling
My Booking Siatus Mot Booked

Cancel

Counsellor Schedule Pop-up

Next, click the Book button to book the counselling session.
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7.2 Counsellor Details

Follow these steps to view details of a specific counsellor:

1. Click the Find Counsellor link from the left panel. This displays the Counsellor Calendar

screen.

—Sgect- Fi iy El m
Nels | Loeatianls) selcted ficmn tha list wil snly s cansidemel
o Pravicus Week 05 Aug 2619 - 11 Aug 2010 Mext Waek —
Counsallar Nama 015 Asg 05 Aug 07 Aug 02 Aug 09 Aug 18 Aug 1 Aug
A Sadnguni Sham T 0] Tus @ w0 @ T @ =0 o s @
4 midev stan dor (0] = [ @ il Sel 1] Sun )
A sahara shah ST L@ w0 @ o) o ) @ )
& oPeericanon Aori @ Te= (D ferl (@D il (D) @ (1) S D
§aarma
& Abibiisies O jon B uz (@ e (D @ o) sz =T ) |
X Adit Gupts Aty i Tus @D it Tru @) = a1 e D)
& araibbav or =0 Vi @ i @ -0 =) 0]
A Latias Chandel s @ Tun @ fodt (D i @ =0 ) 2un 6D
& Auliisses Shukk oD =@ Wed i@ G 0 ] o Sur
X Abhisaex Vinay nen @ e @ izd @ @ 0 o Eh
i)

Counsellor Calendar Screen

2. Selectthe type of counselling (career counselling or vocational guidance) you require from
the drop-down, enter a location in the text field and click the Search button. This displays
available counsellors who match your search criteria.

Connsellor Calendar

Caracr Counsslling
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Career Counsellor Search Results

3. Click the name (link) of the required counsellor listed in the Counsellor Name column.
The Counsellor pop-up displays:
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Counsellor

Counsellor Detalls

Counsellor Name
Services Counseling To PWDs
Mobile Number T
Email 1D === "1
Education History
Year of Maedium of Noture of
Education & Training SpeclalizationvMajor  Board/University Passing Education Course
B Apri (Bacheior of Agricuture) Agrcuiture “ 206 Gugaraty Full
B CA [Bachelon of Computer Computer Er) 2016 Fut
| Apphcation)
Cancel
i J
Y T = T AR TR T T W T TR TR T TRl

Counsellor Pop-up

The pop-up displays details of the selected counsellor along with their education history.

8. My Interviews

This link allows you to view all your scheduled interviews with various employers (private
employers or government departments) and placement organisations. You can also accept or
reject interview requests as required.

8.1 View Interviews

The My Interviews screen lists interview request you receive.

1. Click the My Interviews link from the left panel. The My Interviews screen displays.

My Interviews Screen
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2. You can filter the list of your scheduled interviews with different employers using the
displayed drop-down list. Filtering options include All, Active, Closed, Interview Accepted,
and Interview Rejected.

8.2 Accept an Interview

The Action button for an interview request item on the My Interviews screen provides you
with the option to accept that particular interview.

1. Click the Action button for the required interview to display the available options.

[
Job Details Achion =
| |

Company. ABIC P Lid

Imterview Detakls

Contact Person’s Details

Mar

L)
Action Button Options
2. Select the Accept option from the Action drop-down list.
My Infervess

Job Details Achon =

Company: AR

Intarview Detalls

revew Mode Telophon
g ar

Contact Person's Details

CE—

The Accept Option

The Action button disappears from the screen and the Interview Status mentions that the
said interview has been accepted.

Note: The employer (private employer\Government Department\Placement Organisation),
who had invited you for the interview is notified about your acceptance of the interview
request. Also, the said employer will not be able to send you an invite, once again, for this
particular job after its acceptance.

Note: The Action button disappears from the My Interviews screen, if you do not accept or
reject an interview request, when the current date and time goes past the scheduled interview
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date and time or if the employer (private employer\Government Department\Placement
Organisation) closes the job posting at their end.

8.3 Reject an Interview

The Action button for an interview request item on the My Interviews screen provides you
with the option to reject that particular interview.

1. Click the Action button for the required interview to display the available options.
2. Select the Reject option from the Action drop-down list.

Job Details. Acbon =

Company; ABC vt Lag

interview Details

The Reject Option

3. The Comments for Rejection pop-up displays. Enter the reason for rejecting the interview
request in the Comments text area.

. Comments For Rejection <

Comments®

Maximum 5§60 Charasters are Allowed in Deseription

B

Comments for rejection Pop-up
4. Click the Submit button.

The Action button disappears from the screen and the Interview Status mentions that the
said interview has been rejected.

Note: The employer (private employer\Government Department\Placement Organisation),
who had invited you for the interview is notified that you have rejected the interview request.
However, the said employer will be able to send you an invite, once again, for this particular
job even after your rejection of the interview request.
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Note: The Action button disappears from the My Interviews screen, if you do not accept or reject
an interview request, when the current date and time goes past the scheduled interview date and
time or if the employer (private employer\Government Department\Placement Organisation)
closes the job posting at their end.

8.4 Reschedule an Interview

The Action button for an interview request item on the My Interviews screen provides you
with the option to Reschedule that particular interview.

1. Click the Action button for the required interview to display the available options.
2. Select the Reschedule option from the Action drop-down list.

[T —

Job Details

Accept
Company
I_.nllnliuw Details

piion

Contact Persen’s Details

=

The Reschedule option

The Action button disappears from the screen and the Interview Status mentions that the
said interview has been Rescheduled.

Note: The employer (private employer\Government Department\Placement Organisation),
who had invited you for the interview is notified about your reschedule of the interview
request.
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9. Grievance/Feedback (footer link)

This link, from the page footer, allows Jobseeker to post any feedback/grievance, query, and
request.

1. Click on Grievance/Feedback from the footer link. The following screen displays.

— e[ 985+ 0|9 &0 @ @ O @ [

National Careaer Service S &

Toll Free Helpline - 18004251514 ...,.'_.__,._.._.....,

............. -~ B3 E'M
R

data.gov()

Grievance/Feedback Screen

Enter your name
Enter your Email ID
Enter your mobile number
Select a state from the drop-down list
Select a district from the drop-down list
Select type of case from the drop-down list
Stakeholder (displays your profile type - this field cannot be edited)
Select case category from the drop-down list
. Select sub category of the case from the drop-down list
. Enter the description for the case
. Attach the Attachment.
. Review the security image and enter the displayed text
. Click the Submit button
. Click the Help tool tip to know about Case Category and Case Sub Category types

Lo NOU R WN

I
U Dh WN R O
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Stakeholder * v

Help [x]

Please select Case Category.

Case Category® _Select— x o

Case Sub Category® —Select—- b o

Help Tool Tip

10. Grievances/ Feedback (Navigation panel link)

This link, from the left navigation panel, allows Jobseeker to view registered cases status. And
“Give Feedback” link Facilitate end user to provide the feedback on resolved/closed cases,
registered at Call Center. User can provide the feedback by clicking on “Give Feedback” Link in
front of each resolved/closed case.

Case ID Case Colngory Cass Deaciiplion Refisralion Slalias Resodvid Dals Resolufion  Feedback
Subcategody Ehaiti
k] Unableto find dala  Unabe 10 Searth asdfzafsa 22-Apr- 2016 03-May-2016 Feeanive Dive
. Jobs F otk
L]

Cases Screen

Once user clicks on “Give Feedback” link, Feedback pop up will open with “Cancel” and “Submit”
buttons.

Feedback

Feedback®

Good, feennack] ‘

Maximum 500 Characters are Allowed in Deseription

(oo D

Feedback Pop-up

11. Online Trainings

11.1 TCSiON

This link allows you to take Online Trainings on TCS iON.

1. Click the TCSiON link from the left panel. The TCS iON screen displays.
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Career Skills Tramning by TCS1ON

Natona! Career Sarvice (NCS) Portal now ofiers “Career Skills™ Training by TCS ION fres of cost for ks reglstersd Johseekers

Course Name:

Career Shitls

About this Course

This sel-paced online course on soft skils or caraer skils assists the leamens in enhancng personality developmant
The abjective of this course is 1o ensure that leamners, who heve gqualified both in academics and aptitude, gain the necessary skilisets demanded by indusiry today and get
a haad start in thesr carear

You need to Register/Login in order to take the course.

Click here in order to undertake the training

Centificates

Chack this space for results after completing the Course/Training

TCS iON Screen

2. Click the “Click here in order to undertake the training”.

You ars now being redirecied 1o an extemal link. The Government of India does nol Lake responsibility for the accuracy of the contents in those
sites The hyparlink given to external slles do not constituls an endorsemant of information, products or services offered by these webaites

Cancel Contmnue

Pop-Up Screen

3. Click Continue to proceed.
4. Instructions Pop-Up should appear. Click the Close button to close the Pop-Up.
5. The TCS iON screen will appear.

Kindly note the following carefully before you proceed.

1. We recommend to use Mezilla Firefox (version 50 and above) er Google Chrame (versinn 50 and above)
browser for best view.

2. Kindly re-login from NCS portal if incase session gets timed out while accessing the course from TCSiON
portal.

3. After completion of the course, you can generate your certificate, The same certificate can be viewed in
NCS portal after 15 minutes.

Happy Learning!

Instructions Pop-Up
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6. Click “I Agree to Privacy Notice” check box. To read TCSiON Privacy Notice.
7. Enter security code as shown in image
8. Click “Sign In” link.

™

TSy § 7
ig Welcome to TCS iON Digital Learning Hub! B
! e
. b /1 e ————

Please use your National Career Seevice (NCS) cradentials 1o Sign [n and access TCS ION Career Sidlls course.

e
- By reguering s O oy, po oy TCS 0N DGl Lowrnng 1

L e

L}
o
— @

[
—

Wassoncs”

TCS iON Screen

11.2 Microsoft Digisaksham

This link allows you to take Online Trainings on Microsoft Digisaksham.

1. Click the Microsoft Digisaksham link from the left panel. The Microsoft Digisaksham screen
displays.

Microsoft Digisaksham

Natisnal Carear Servica (NCS) Portal now offers “DigiSaksham"™ Microsafi | MeLE Training by Micsosof! frae of cost for e mgistersd Jabsaskers

Program MName:

“Digisaksham’ Job skills Microsof | MoLE

About this program

The project wil substaniate government's engoing efots to protect the interests of youth specdfically from rurl and seml-uiban citias by up-skiling hem to enhance thelr
employability sklls. Considering the huge damand for workforca trained on digital skils, Microsoft and NICS, have come togather lo train job-seskers registered on NCS

pertal on digital ekile, with a focus on rural and soclally disadvontaged yeuth

You need to Register/Login using NC § Username and Password, in order to take the course.

Click here in order to undertake the training

Courses:

“Digisaksham” Microsofi | MaLE comprises the following coursas

1. Excel

2, Pythan

3 Arinar

4, Java

5. Security Fundamantals

Digisaksham screen
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2. Click the “Click here in order to undertake the training”.

You are now being redirecied 1o an extemal link. The Government of India doas not take responsibility for the accuracy of tha contents in those
sites The hyperlink given to external sihes do not constitute an endorsemant of information, products or services offared by these websites

Cancel Continue

Pop-Up Screen

3. Click Continue to proceed.
4. The Digisaksham screen will appear.

A joint digital skills initiative of

B2 Microsoft | ¥ st

"

Sign In using NCS Username and
Password

[T ]

& JAVA
5 orace § bk
<== Training — fbm
(( JAVA
' ORACLE
<= Training
JAVA
:_S,oam.e
<= Training
(‘, JAVA
!, ORACLE
~== Training
GitHub

Digisaksham screen
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12. My Appointments

This link allows you to view your scheduled counselling appointments with concerned job
counsellors.

1. Click the My Appointments link from the left panel. The My Appointments screen
displays.

|

F2

THITRR

204072018
f 4]

My Appointments Screen
Click the Counsellor Name link to view details of that particular counsellor.

Click the Cancel Appointment link to cancel an appointment with a counsellor.

13. Announcements

This link allows Jobseeker to view uploaded documents.

Click on Announcements from left panel. This displays the list of announcements for the
Jobseeker.

14. Templates

This link allows you to access available templates that you can download on your computer
and use as required.

1. Click the Templates link from the left panel. This displays a screen that lists available
standard templates for the Jobseeker.
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File Name File Size File Type Last Updated On

1477 KB Word 5712018 4:30 PM

0 protect Ihe interest of jobseekers docx 2502 KB Word 572018 4:30 PM

Templates Screen

2. Click the link of the displayed template to download it.

15. Preferences

This link allows you to set preferences for using the NCS portal. Define the preferences as
required.

1. Click the Preferences link from the left panel. The Preferences screen displays.

Subscribe to emall alers @

Share detads with partner @

Save I Cancel |

Preferences Screen

2. Check the Subscribe to email alerts M check box, to subscribe to bulk email alerts that
are sent by the NCS portal. Uncheck the check box to unsubscribe from these alerts.

Note: Bulk emails that you receive from the system will have an unsubscribe link at the
bottom, to unsubscribe from those mailers.

National Career Service

(@]

Ministry of Labour & Employment

This is test mail body

Sincerely,
NCS Team
Ministry of Labour & Employment

Mote:- This is an auto-generated mail. Please do notreply to the email for any enquiries - messages sent fo this address cannot be answered.

To unsubscribe, click here

Email Unsubscribe Link

® Content Owned and U pdated by Ministry of Labour & Employment]

3. Check the Share Details with partner check box, if you want the NCS portal to share your
details with partner (third-party) websites when you apply on jobs posted by partners.

4. Check the Share DigiLocker documents with employers v check box. Here on, the NCS
portal will make your DigiLocker documents available to employers whose job posts you
apply to on the NCS portal.
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5. Use the Click here link to disassociate your NCS account from your DigiLocker account. By
doing so, you will no longer be able to access documents uploaded to DigiLocker from the
NCS portal.

6. Click the Save button, to save the entered details

16. Job Fairs and Events

This section of the document describes how an Jobseeker can find out online upcoming Job
fairs and Events on the NCS portal and then register themselves for specific Job fairs and
events.

List of Job Fairs can be accessed from Job Fair and Events Section of NCS Home Page. Jobseeker
can either click on a Job Fair link displayed in the section or Jobseeker can also click on View
All link to navigate to NCS Calendar Page, which displays the list of all Job Fairs / Events
published on NCS Portal.

NCS Calendar Page has various parameters to search for an Event / Job Fair. The results of
search conducted by an Jobseeker based on their search filter criteria (state, industry, and
sector) will be displayed as a listing.

Find Jobs

b Ao Difmaminily Ackes b 450 Ex-Servcamen cwomment Joba 53 o hieamen
J 4 % o : £ - a e Full TImaVYor From mHome InRensnp APRrANUCHSNIp

Enhance your profile Videos Events and Job Fairs

CSiON #0igisaksham Iroﬁ\o\] Cre
areer Sl Nicrosoh | MaLE Trainng Intructional Secter and
Videos Job Roles

Hiiian 5 3 for Healt Update your Profi [(_;é) [E

NCS | Success Stary Create Video
Vigecs Profie JOB FAIR &l Gujaat. Anand on 18th May'22

VOB FAIR 8l Gujarat, Surend

International Jobs 1,88,990 1,83,365

o

£|heK HemE T SERRG ACTIVE SWP.OVERS ACTIVE VACANCES

Ton Emnlovers Anril 2022

NCS Home Page Screen
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State:

Seiect State

Legend: W Event M Job Fair

(=[elels=)

Friday {May 15, 2020)

All-Day =
12:00am - 12:G¢0am o
All-Day -
All-Day -
12:00am - 12°00am -
All-Day .
All-Day |
All-Day -
12:00am - 12:00am o
All-Day -

12:00am - 12:00am

offline jobfair ar Goa. North Goa from 8th May'20 to 27th May'20

lobfairAgraTest at Uttar Pradesh, Firozabad from 12th May'20 to 16th May'20 Click here for details
Onfine NOTE JOB FAIR at Kerala, Wayanad from 13th May'20 ta 18th May'20

Online SEVEN FIVE TWEN at Daman & Diu. Daman from 13th May'2( to 1 8th May'20

Tesri2 78990 at Andhra pradesh, Srikakulam from 13th May'20 10 16th May 20

Online freshers jobs & at Lakshadweep, Lakshadweep from T4th May'20 to 27th May'20 Chick here for deta
Dnline Job Falr Test at Uttar Pradesh, Gautam Buddha Nagar from 14th May'20 1o 1 8th May'20 Click here for details
Online Test12345678990 at Lakshadweep, Lakshadweep from 14th May'20 to 16th May'20

Online Test123456 at Kerala, Thrissur from 14th May'20 to 15th May'20

Online V Job Fair at Andaman & Nicobar lslands, Nicobars from 73th May'20 1o 16th May'20 Click here for details

Online Daline JF FIVEM at Kerala, Palakkad from 15th May'20 to 31st May'20 Click here for detalis

May - July 2020 BESE month

16.1 Search for Job Fairs

Follow these steps to search for job fairs:

1.
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Ensure that the Job Fairs tab is selected on the Job Fair/Event screen.

Define search filter criteria (State, District, and Industry).
Note: The District and Industry filters allow you to make multiple selections.

Select availability check box(es) as required (Past Event/Job Fair, Ongoing Event/Job Fair,

and Upcoming Event/Job Fair).

Click the Search

button.

The results display in List and Month formats:
a. InList Format

i. Results of job fairs that match your search criteria display in list format by default.
This list displays search results for three months (current month and two months in

the future).
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State: District: Industry:

Selaet State - | Select Districts 3l Select Indusiry Search

Legend: % Event ™ Job Fair ! s
Job Fairg Evems
(«[O@]O]=) May - July 2020 (SE] Month |
Eriday (May 15, 2020) &
All-Day m offline jobfair at Goa, North Goa from 8th May'20 w 27th May'20 Click here for details
12:00am - 12:00am s jobfairAgraTest at Uttar Pradesh, Firozabad from 12th May'20 to 16th May'20 Llick here for details
All-Day = Online NOTE JOB FAIR at Kerala, Wayanad from 13th May'20 to 18th May'20 | Click here for detalls
All-Day M Onling SEVEN FIVE TWEN at Daman & Diu, Daman from 13th May'20 1o 18th May'20 Hek b for derail

Job Fair List

i. Toview the details of a particular job fair, you can either click the title of the job fair
in the list or click the Click here for details link for that listing.

iii. The details of the selected Job Fair are displayed on a pop-up.

Important: Since these all are Online/Digital Job Fairs, so the “Job Fair venue “for

these Job Fairs will show “NCS Portal” and the user needs to use our Portal services

for shortlisting candidates against a Posted Job.

Job Fair Details a ’

Job Fair 1D:

Job Fair Name: Oniine Test Job Fair on NCS Portal from 26th Jur20 to 3th Aug'20

_E.

Organised By: Career center, Chandigarh, Chandigarh

Job Fair Venue: In view of the current lockdown situation, a8 NCS Job Fairs will be
conducted oniing on NCS portal. Please participate using the below
procead button to raceive interview calls

Employer Participation 2370 Jul 2020 12:00 AM to 24th Jul 2020 11,59 PM

Date/Time:
JobSeeker Participation 26t Jul 2020 12:00 AM 1o 8ih Aug 2020 11:59 PM
Date/Time:
Job Fair Description: this is & Job fair this i3 a Job 15 this is 3 Job fairthis is a Job fairthis is

2 Job fairthis is a Job fairthis is a Job fairthis is a Job faithis is 3 Job
fairthis s a Job fairthis is a Job fairthis is a Job fair

Proceed Close

Job Fair Details Pop-up

b. In Month Format
i. To view your search results in calendar format, click the Month button. The
calendar that appears, displays job fair search results for the current month. Use
the month and year calendar control to navigate the previous/next month or year
as required.
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State: Destrict Industry-
S - oo 2 [scamansy (oot |
Legenc: e Event 'W.job Fair i E raoing Evietiiot Fan JCY Upcaming Evardiiob e

| Events

(«To[o]=] May 2020 (Lt | Manth

sun Mon Tue wed Thu Fri Sat
1 2

3 4 5 & 7 8 9

= cffline jobfair at Cea, Morth Coa from: Bihj

10 n 12 13 14 15 16
offfine jobfair at Coz, North Coa from &th May' 20 o 27t May'20

W Online NOTE JOB FAIR a1 Kerala, Wayanad from 151 May'20 o 18th May'20

+2more +7 more B more & mare

17 18 12 20 21 2z 23

4 mare +3mare 42 more w2 mare +2 mate <1 more =1 more
24 25 25 27 2a 29 30

offiine joblalr a1 Goa, North Goa from 8th May'20 o 27t May'2¢

Job Fair Result Calendar

ii. To view the details of a particular job fair click the title of that job fair on the
calendar.

iii. The details of the selected job fair display on a pop-up.

Job Fair Details a8

Job Fair 1D: S
Job Fair Name: Oniine Test Job Fair on NCS Portal from 26th Jur20 to 3th Aug'20
Organised By: Career center, Chandigarh, Chandigarh

Job Fair Venue: In view of the current lockdown situation, 8 NCS Job Fairs will be
conducted ontine on NCS portal. Pleass participate using the balow
proceed button to raceive intetview calls

Employer Participation 237d Jul 2020 12:00 AM to 24th Jul 2020 11,58 PM
Date/Time:

JobSeeker Participation 26t Jul 2020 12:00 AM 1o 8th Aug 2020 11:59 PM
Date/Time:

Job Fair Description: this is 8 Job fair this i3 a Job fa¥r this is 3 Job fairthis is 3 Job fairthis is
2 Job fairthis is a Job fairthis is a Job fairthis is 3 Job fairthis is a Job
fairthis [s 3 Job fairthis is a Job fairthis is a Job fair

Job Fair Details Pop-up

These Job-fairs are Online, so interested Jobseekers have to apply online only. Participating

employers will screen the profiles of jobseekers who register in these Job-fairs and will
conduct interviews through skype or telephone.
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16.2 Job Fair Participation

This link allows you to review details of job fairs and events you have participated in.

1. Click the Job Fair Participation link from the left panel. This displays the Job Fair
Participation screen.

Lepemal: o Twen ™ ok Fab

vty Pt el [{onwenl | westits, ol F o ol )

o e T e B ok § e I wme
L L T LR ol [T e

Job Fair Participation Screen

Download link is also display on this page in front of every Job Fair for Organisation users, this
link will display only till job fair is open otherwise no download link will get display on page.

By click on this link “Job Fair Name”, “Date of registration “and “Job Fair ID” will display for
Organisation User and “Job Fair Name”, “Date of registration “, “Job fair ID” and Job Title will
display for Non Organisation user.

In order to participate in a job-fair, begin by searching for the required job fair and view its details
on pop-up window (For more details refer to the previous pages).

Follow these steps to participate in a particular job fair:

1. Ensure that the pop-up displaying details of the job fair you want to participate in is

open.
Job Fair Details 8 ’
Job Fair 1D: . ]
Job Fair Name: Oniine Test Job Fair on NCS Portal from 26th Jur20 1o 3th Aug'20
Organised By: Career center, Chandigarh, Chandigarh
Job Fair Venue: In view of the current lockdown situation, 3 NCS Job Fairs will be

Employer Participation
Date/Time:

JobSeeker Participation
Date/Time:

Job Fair Description:

conducied oniing on NCS portal. Please participate using the below
procead button to raceive intetview calls

237d Jul 2020 12:00 AM to 24th Jul 2020 11,59 PM

26t Jul 2020 12:00 AM 1o 8ih Aug 2020 11:59 PM

this is 3 Job fair this &5 a Job fai this is 3 Job fairthis is a Job fairthis is
2 Job fairthis is a Job fairthis is a Job fairthis is 3 Job fairthis is 3 Job
fairthis Is 3 Job fairthis is a Job fairthis is a Job fair

Job Fair Details Pop-up
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2.

Next, click the Proceed button. The Job Fair Pre-registration screen displays.

The page is divided into three sections, Personal Info, More About Yourself and Job Fair
Details. The Personal Info section contains your basic information and contact details. The
More About Yourself section displays your educational and employment details. The Job
Fair Details section has information of the job fair you have selected to participate in.

2

Back to Calendar 1 Download Job Fair Details

. Personal Info

_ More About Yourself

. Job Fair Details

Job Fair Pre-Registration Screen

3. Click the Personal Info section to expand it and view its contents. Make changes to
editable fields (if required). Fields that you cannot edit in this section can be modified by
updating your profile.

Note: The Download Job Fair Details enables you to download details of the selected job
fair on your system as a PDF for future reference.
Firaa Wams* - Midiie Waes
Laat Mame D
Gendm Dt of Barn OED2HE80 =
Muks Femals  Transgered
GuardanT atfui N RE Higheal Educabon iZeh v
KWarre Lewvel *
State Bibar " Dimtrict Blvapur
Erat it A bltg Nt 1 AR O
Job Fair Pre-Registration Screen: Personal Info Section
4. Click the Next button to open the More About Yourself section. This particular section

displays specific data (Academic Qualification and Work Experience) as per your existing
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profile on the NCS portal. Click the +Add More button to add information pertaining to
your academic qualification and professional experience (if required).

Back to Calendar 1 Download Job Fair Details

1. Personal Infa

2. More About Yourself

Academic Qualification

Education & Training HSC (12th Class) [Science] Year of Passing fday 2005
Board/University ANMAMALAI UNIVERSITY, CGHIDAMEARA Institute PG
M
Work Experience
Emgloyer Name TATA AIG INSURANCE Sector Education
Designation Manager Duration 1/2/1880 - 31/

Next

3. Job Fair Details

Job Fair Pre-Registration Screen: More About Yourself Section

5. Click the Next button to display the third section, that is, the Job Fair Details section. This
section displays information about the job fair you would be participating in. You can

participate in the Job Fair anytime between the given Jobseeker Participation Start
Date/Time and End Date/Time.
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Job Fair Pre-Registration Screen: Job Fair Details Section

6. Apart from job fair details this section also displays the number of employers who have
registered themselves for the said job fair along with the jobs they are offering during the
said fair.

7. To participate in the Job Fair, you need to apply to Jobs. For this purpose, review the
participating employers and the jobs posted by them. Select the job(s) you are interested
in. The job(s) you select get listed under the Applied Jobs in Job Fair label.

Registerad Emplayers for Job Fair (1 Employsrs | 1 Jobs) Applied Jobs in Job Fair {0)

WO Job apgfied vel To apgply
Jindal Fumituress | 1 Jobis) 1. Ciick Jobs ik infront of Employer's Name.

5.5

Jod Title 1o 204 1o this

‘Submit Participetion’ of

virdg thic page.

©

8. To add job to Applied Jobs list, click on the employer name and then click on the + icon
against the job you are interested in.
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Regisiered Employers for Job Fair {1 Employers | 1 Jobs) Applied Jobs in fob Far {0)
Mo Job spplied yel. To apply:
Zndal Fumitiuress | 1 dobis 1. Click Jubs link infront of Employes's Name:
2 Seroll down 10 view Tstof Jobs.

‘+' apanst the Job Tile bo add 2o this

List of Jobs Tor Zindal Fumnituress (1)

Carpentetiacn 4

9. Selected job will get added to the list of Applied Jobs in Job Fair.

Reagistored Employers for Job Fair (1 Employers | 1 Jobs) Appled Jobs i Job Far (1)

it

Zincai Fumituress | 1 Jabis)

List of Jobs for Zindal Fumituress (1)

Campentantiarch &

Submil Parficipation

10. To delete the added job from Applied Jobs in Job Fair list, select the job that you want to
delete and click on the ‘X’ button below this section.
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Registered Employers for Job Fair (1 Employers | 1 Jobs) Applied Jobs in Job Fair (1)

erviarchZindal

ALress)

Zindtal Furmituress | 1 Jots) 110 '[

List of Jobs for Zindal Fumiturass (1)

Carpentaach &

Subimit Participahon

11. Selected Job will get deleted from the Applied Jobs in Job Fair list and it can be added
again by clicking on ‘+" button.

Registered Employers for Job Fair (1 Employers | 1 Jobs) Appliad Jobs in Job Fair (0)
o Job applied yed To apply
Zindsa| Furnituress | 1 Job{s) 1. Click Jobe link Infrant of Employers Mame
2. SCroll down To VIew it of Jobs.

3. Chick '+ against Ihe ot Tilke to acd to Ihis
ist.

4. Doff1 Torget to CHCK "SUbmit Participation’ or
"Lipdate’ before leaving hs page

List of Jobs for Zindal Furnituress (1)

Carpertervarch 4=

Submit Participation

12. Click on the Submit Participation button to participate in the selected job fair.
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Note: You will not be able to participate in an online job fair unless you select at least one
job from that particular job fair.

13. After submitting participation in a said job fair, a Jobseeker can update i.e. add or delete
jobs etc., in the said Job fair by clicking on Update button.

Note: You can, only apply for a limited number of jobs in a particular job fair. The number
of jobs you can apply to, in a job fair, is controlled by the job fair manager. You can also
withdraw from the jobs you have already applied.

16.3 Invitation from Employer after Submitting Participation in Job Fair

After the Jobseeker submits his participation in Online Job fair/Event through Portal, employer
will receive the jobseeker details. Employer will then screen the Jobseekers’ profile and will
send invitations to shortlisted candidates/jobseekers for further discussion. Jobseeker will
receive the notification in Email and SMS from NCS about the invitation. Jobseeker can also
check the invitations in “My Interviews” section of his NCS account, where he can also view
employer’s contact details and can respond on the invitations accordingly.
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16.4 Search for Events

Follow these steps to search for events:

1.
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Ensure that the Events tab is selected on the Job Fair/Event screen.

Define search filter criteria (State, District, and Industry).
Note: The District and Industry filters allow you to make multiple selections.

Select availability check box(es) as required (Past Event/Job Fair, Ongoing Event/Job
Fair, and Upcoming Event/Job Fair).

Click the Search button.
The results display in List and Month formats:

In List Format

i. Results of events that match your search criteria display in list format by default. This
list displays search results for three months (current month and two months in the
future).
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[(=[eTeT=] May - July 2020 [t TMonth |
Friday (May 1, 2020)
12:00am - 12:00am # Online Employability Traimng at Andhra Fradesh. Chittoor from 75t May'20 to 3158 May'20 Chick here for details
Saturday (May 2, 2020)
All-Day #  Online Empboyability Traking at Andhra Pradesh, Chimoor from 75t May'20 to 3751 May'20 Clhick here for dergils

Sunday (May 3, 2020}

Afl-Day # Cnline Employability Traming at Andhra Fradesh, Chittoor from 15t May'20 to 315t May'20 Chck here for details
Monday (May 4, 2020}
AH-Tiay # Online Employability Training at Andlira Pradesh. Chiroor from Tst May'20 103150 May'20 Chick here for decails

Tuesday (May 5 2020}

All-Day #  Online Empboyability Training at Andhra Fradesh, Chittoor from 15t May'20 to 31 st May'20 Lhick hese for detals
Wednesday (May &, 2020)

Al-Day # Online Employability Traming ar Andhra Fradesh. Chittoor from [st May'20 m 31 May'20 LChick here for details
Thursday (May 7, 2020

All-Day # Online Employability Training at Andhra Pradesh, Chittoor from |5t May'20 to 31 st May'20 Click here For details

Friday {May 8 2020

Event Result List

ii. To view the details of a particular event you can either click the title of the event in
the list or click the Click here for details link for that event listing.

state: District
- Select Districs ir | ==
2 . .
May - July 2020 R Month
Friday (May 1. 2020) .

12:00am - 12 G0am W I Cinline Em ployability Training at Andhra Pradesh, Chittoor from 15t May20 to 31t May'20 I I Click here for details I

Saturday (May 2, 2020)

All-Day # Dnline Employability Traiming at Andhra Pradesh, Chittoor from 15t May' 20 to 315t May'20 Click here for details
Sunday (May 3, 2020)

All-Day # Online Employabiity Traming at Andhra Pradesh, Chittoor fram 15t May' 20 to 313t May'20 Chck here for details
Monday (May 4, 2020}

All-Day # Online Employability Training at Andnra Pradesh, Chitoor from 151 May'20 to 3751 May'20 Click here for details
Tuesday (May 5. 2020)

All-Day %  Online Employabiity Training ar Andhra Pradesh, Chitoos from 15t May' 20 0 3150 May'20 Click here for detalls

Event Title and Click here for details Link

iii. The details of the selected event display on a pop-up.
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1 Event Details

Event1D: D
Event Name: Onine Employabiity Training at Andhea Pradesh, Chittoor from 1st
May'20 o 3151 May20

Event Venue: In viow of the current lockdown situation, all NCS Caceer avents will bo
conducied onfing on NCS portal Piease participate using the balow
Proceed button

Registration Date/Time: 1610 Apr 2020 1:04 PM o 30th Apr 2020 1200 AM
Event Start Date/Time: 16t May 2020 1200 AM
Event End Date/Time: 31t May 2020 12:00 AM

Event Description: MCC, National Institute for Career Service (NICS), Is organising.
ONLINE Employabdity Training Frogram In association with Tata J

Consulancy Services, for Moce detais please follow the nk:
MUpS aww nes gov D ts/Onine_Empioyabilty_Traning_ o
TCS AA Enolishodf

Proceed

Event Details Pop-up
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b. In Month Format
i. To view your search results in calendar format, click the Month button. The calendar
that appears, displays event search results for the current month. Use the month and
year calendar control to navigate the previous/next month or year as required.

May 2020 | List | Month

Sun Mot Tuw Wed Thu Fri sat
1 2

% Dnline Employability Traindng at Andhra F|

3 4 3 L] 7. & 3

& Online Employability Traning at Andhrz Pradesh, Chittoor from 151 May' 240 to 315t May' 20

& Onifine Employabiling Training ar Andha Pradesh, Chinoor from 781 May'20 1o 3151 May' 20

17 8 19 20 21 22 23

% Online Employability Training at Andhra Pradesh; Chittoor from a1 May'20 o 3158 May' 20

24 25 26 27 28 29 30

i Cnline Employability Training at Andiwa Pradesh, Chittoor from st May"20 to 3151 May' 20

Event Result Calendar

ii. To view the details of a particular event, click the title of that event on the calendar.

State: District: Industry:

Sokc St -] | sdectDisace | soctinnsiy
P——— S i coonico o I Onoons oo I Uscommg verio o
Job Esis | By |
May 2020 (o] o]

Sun Man Tue [ wed Thu Fri [ Sat
1 2
# Online Employability Traiting at Andhea P
3 = 5 5 7 3 )

& Onbine Employabiliny Traiving & Andha Pradesh, Chittoor from 155 M&y'20 1o 3150 May'20

0 n 12 13 4 15 18

#  Online Employability Training at Andhra Pradesh, Chintoor from st May?'20 to 3151 May'20

17 18 19 20 21 22 23

o Online Employability Training at Andhm Pradesh, Chittoor from 1ar May'20 to 31 st May'20

Job Fair Title

iii. The details of the selected event display on a pop-up.
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16.5 Participate in an Event

Follow these steps to participate in a particular event:

1.

Ensure that the pop-up displaying details of the event you want to participate in is open.

Event Details 0

Event Start Date/Time:
Event End Date/Time:

Event Description:

Eventin: CEEEEED
Event Nams: Onting Employabiity Traming at Andhra Pradesh, Chittoor from fst
May'20 to 315t May'20
Event Venue: In vigw of the current lockdown siduation. all NCS Caresr ovents wil e
conducted onking on NCS portal Please participate uing tha below
proceed button
Registration Date/Time: 15th Apr 2620 104 PM 1o 30th Apr 2020 1200 AM

151 May 2020 12.00 AM
315t May 2020 1200 AM

MCC, National institute for Cacear Service (NICS), Is orpanising .

ONLINE Employateity Trainin) Program in assocraton with Tata
ConsuRancy Servizes. for More detads plaase follow the link

hilps iwww ncs gov invDocumantsiOaline_Empioyabiity_Traning_
TCS AA Englsh.udf o

Proceed Ciose '

Event Details Pop-up

2. Next, click the Proceed button. The Event Pre-registration screen displays.

Evenl

Venua:

Inview of te cumant
lackdown sduaton, all NCS
Catael ayants will be
conducled online on NCS
Torsl Figass paMicnats

Event Name: Onime Emplovabilly Training at

Andinia Pradesh, Chittoor frem
Tt May'20 1o 3751 May 20

Ragistration Start 16-Apr-2020 1.04 M Ragistration End Date/Tima: 30-Apr-2020 1Z (e AM

Diafe e
Ewant Stan T1-2k3y-2020 1200 AM Evant End Date/Tima: 31-May-2020 1200 AM
Date/Time:

Description: MCC, National inzfitute for Event Type: Confarence

Caresr Senvice (NICS), 1=
arpanisng CHLINE
Employateity Tramng
Proaram in association wih

Submit Farmicipabon Back toe Calendar

Event Pre-Registration Screen

3. Click the Submit Participation button.

17. Profile

This link allows you to view and download your NCS profile and also enable you to print out
your identity card (NCS Registration Card). You can carry your NCS Registration Card with you
to various job fair and events as your short profile.

1. Click the Profile link from the left panel. Two additional links display.
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Prafile -

Profile Link Features

17.1 View and Download CV

This link allows you to review your complete profile and download the same if required.

1. Click the View and Download CV link from the left panel. The Resume screen displays.

o e gty Wi et | | & u_uunauﬂ

Resume Screen

2. Review your profile and click the Download Profile button to download it.

17.2 NCS Registration Card

This link allows you to review your I-Card (short profile) and print the same if required.

1. Click the NCS Registration Card link from the left panel. The NCS Registration Card screen
displays.
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NCS5 Registration Card

National Career Senvice

Ministry of Labour & Empioyment

NCSID
Maing
Email
Mobile
0oB
Gendpr
State
Dusinct
lssued On

Downlcad |-Card

NCS Registration Card Screen

2. Click the Download I-Card button to download your NCS Registration Card.

Print your downloaded NCS Registration Card and use it as your short profile to introduce yourselves
at various NCS job fairs, events, or in your interviews as required.

18. Change Password

The link “Change Password” is provided in the “Sign-out” menu and this allows user to change
password for the NCS portal.

souescrel | W6 6 [ < 8] 2| i olle

gC‘ assword I

Home |Aboutus |Contact Us l

Toll Free Helpline - 1800-425-15614  -N2nge Usemame

Tue- Sun 8.00 AM 7O 8.00PM Deactivate User

1. Click the Change Password option from Sign-Out menu. The Change Password screen
displays.
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Change Password

* mandatory

Password shouid have afleast one alphabet. one number. one specia character and aleast 8 characters in £

Old Password* | |

New Password® | ®

-
Confirm New Password® |

Enter Security Code” c Q 4 W A

Type Copichi:

Type the fed

Change Password

N

Enter old password

3. Enter a new password. The password should at least have eight characters, contain at
least one alphabet, one number and one special character (@ $ %) for example:
“pass@wordl”.

4. Retype the same password for confirmation
5. Enter security code as shown in the displayed image
6. Click the Change Password button to update the password

19. Insufficient Password History Enforcement

You cannot use your last 3 passwords to reset your new password using the Forgot Password or
Change Password features. In such case the portal will display a validation message that “Old and
New Password cannot be same.”

Old and New Pasyrords connal be sams

Fagewerd should hava atleast oha alphabad, ona number, ana special charactor and atisast B charactars in b

Naw Password’ :]

Conflim New Passwonl

Enter Security Coda Q 4 E 9 M

Tyoe Capicha
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20. User will Logout After Password Change

Now when you change the password, a pop-up will appear displaying the message: “Your
password is changed since last login. Hence you are being signed out. Please Sign In again with
new Password.” and the system will automatically log you out after 10 seconds.

Disclaimer

‘Your passward is changed sinze kst ogin. Hence you are heéng signed aut. Please Sign In
afain with Tew Passwort.

21. Change Username

Thelink “Change Username” is provided in the “Sign-out” menu and this allows user to change
the Username for the NCS portal.

e 16| 6| @ 3| 8| @ @] @ O

Home |Aboutus |Contact Us Change Password

Toll Free Helpline - 1800-425-1514 I Fhange Usamanme I

Tue- Sun .00 AM TO 8.00PM Deactivate User

1. Select the Change Username option from the Sign-Out menu. The Change Username
screen displays.

Change Usemsame

New Uszrname * Check UisedD)

Hote: Allewed special characlers sre @ -

Enter Security Code * 9 M F T e

Tepm Capichia:
[ iype the e |

Generate OTF

2. Enter the new Username
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3. Click the Check User ID button to check whether this User ID is available or not to
use

Enter security code as shown in the displayed image

Click the Generate OTP button

An OTP is generated and will be sent to your registered mobile number

Enter the OTP you receive

Your Username is now changed

O Nk

22. Deactivate User

User can now deactivate themselves from the NCS portal. As soon as a user deactivates
themselves from the portal, they will be unregistered from the portal. User will be asked to
enter the OTP they receive and provide the reason for their deactivation.

1. Select Deactivate User from Sign Out menu

slavle 0000 0 E

Home |Aboutus |Contact Us Change Password

Skip to Main Content gl

Toll Free Helpline - 1800-425-1514 _-2nge Usemame
Tue- Sun 8.00 AM TO 8.00PM Deactivate User

Sign Out

Uinar Nams* R

Password” —

2. Enter Username and Password and then click the Validate button
3. Enter OTP received on the registered mobile number
4. User will be deactivated and signed out from the portal
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23. Reactivate Account

NCS users can now reactivate themselves once they are deactivated on NCS Portal. A
functionality to Reactivate Account is available on Home Page.

1. Click the Reactivate Account link that displays below the Login control

e — — ] 1

Lali o ol

Forgol Fassyond | Forged Usermams |
|l='|-_=d-.'1 vale Accourt | Sign In

MNCS Usars Login Hare

Click Generate OTP

Enter OTP and click Submit OTP

A message is sent with new Username and Password on registered mobile number
of the user

Activaln Account

mancatac,

2. Select Jobseeker from the “l am” drop-down list
3. Enter First Name

4. Enter Date of Birth

5. Enter Mobile Number

6. Enter Security Code

7.

8.

9.

Flrst Name

Guardiaa/f ather's Name

Oato of tirth -

Mobile Nurmber “H1

Eatar Socurity Cedo C 7 '] G B

10. Click the Click here link
11. Enter Username and Password and them click Login with new Username and
Password

Achvale Account

Diear user, Your scoourt Nag been achvatac. A SMT heving Ecoount crecentials has heen shared on your mobile

Chick 5
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24. Forgot Username

This particular feature enables the user to retrieve their Username in case they forget it and
are thereby unable to log into the NCS portal.

s : §
SEEEEEEEEE .
Forgal Pazswaord|l Forgo! Useman
Reactvato Accoun Sign In
NCS Users Login Here
New User? Sign Up.

1. Click the Forgot Username link from the NCS Home page. This displays the Forgot Username

page
2. Select the Jobseeker option from the | am drop-down list

Fargot Lisamame

mandatory

GuardianFather's Name
Date of Birth * E

Mobile Nurmber *

ensecumcon: |} B 6 HC

Trpe Copeha

Genevale OTP

3. Select Organisation Type as Proprietorship or Autonomous/Others

4. Enter following details for the selected organisation:
a. For Proprietorship type of organisation enter: Proprietor’s PAN, Proprietor's DOB (As
in PAN Card), Mobile Number, and the security code that displays
b. For Autonomous/Others type of organisation enter: Organisation PAN, Year of
Incorporation, Mobile Number, and the security code that displays
Click the Generate OTP button
An OTP is generated and will be sent to your registered mobile number
Enter the OTP you receive
Click the Submit button
The system will retrieve your Username and display it.

W ENawW
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25. Validate Message on Incorrect Username
and Password.

On entering incorrect User Name or Password, you will get a validation message that reads:
“Username or Password is incorrect. Please try again”.

A 1
sssassnan &
:‘-1r| oot Lisarnama |
NCS Usars Logln Hare

New User7 Sign Up

After 5 incorrect attempts you will get a message on your registered mobile number and an
email on your registered email id stating: “Your account has been locked due to too many
failed login attempts. Please use Forgot Password feature to unlock your account and login”.

National Career Service
Ministry of Labour & Employment

Dear NCS User,

Your account has been locked due to too many failed login attempts. Please use Forgot Password feature to unlock your account and
login.

Please login to www.ncs.gov.in for mere information.

Sincerely,
NCS Team
Ministry of Labour & Employment

Your ac
due to loo many faile

allempts. Please use Fr.'n'E;:}t
Paszword feature to unlock your
account and login.,

26. Reports and Documents

This link allows you to search for and view Reports and Documents.
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1. Click Resources from the Top Navigation.
2. Click the Reports and Documents option from the menu.

26.1 MIS Reports

This link allows you to search for and view published MIS reports. Reports can be searched on the
basis of category, name, year and state.

1. Click MIS Reports link from the left panel. This displays the Reports screen.

Home Jobsesher

g Note: As per th S0 i = vad from the These users will not be listad in any Post Data

MHE Regmd C : some v d en monthly b o ! & and Approved ussis wil be refiectsd in all Post
Dsta Cleansing Reports W act from 2th Jun 19, Emplay s will consist of deta only wrt PAN Varf 15

aytical B
=i Reporis
nC . Repor Categoiy * Select -
EEx S

MIS Reports Screen

2. Select the category of the report from the drop-down list

3. Select the name of the report from the drop-down list

4. Select the year from the drop-down list

5. Select the state for which the report is required from the drop-down list

This displays a report link that enables you to view the required report.

Home Jobseeker Resources~

Note: Az per the Dats Cleansing acth
Claansing B F

ceanduciad on 1stAng 18, 3 number of NTS Usere have been archived fom the syctem These uzers will not be Ssted in any Posct Data

Dsta Cleansing Reporis With

Reporis

umanis Raporm Calagory Jobseeker Heporis -

Report Name * Job Seeker Regstration -Caste Category - Stale wise -
RTI
Year ngl v
State * BIHAR -
Available Reports
SrMNa. Filo Kams Fila File Size Published Date
Type
1 Job Secker Registrotion - Coste Category - Dibar - 201893 xlax wha X I4KB 02018 1218 PN
2 Jub Seeker Regisuation - Coste Cagory - Bihar - 2013-13.am| el 2R L2 KB P05 12 18 P

Available Reports
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26.2 Analytical Reports

This link allows you to search for and view published analytical reports. Reports can be searched
on the basis of period and state.

1. Click Analytical Reports link from the left panel. This displays the Analytical Reports
screen.
Home Jobseeker Resources -
Analyical Repons

State * Select

Analytical Reports Screen

2. Select the period for which report is required from the drop-down list
3. Select the state for which the report is required from the drop-down list

This displays a report link that enables you to view the required report.

Home Jobseeker Resources =

Analyfical Reporis

Stato

CHANDIGARH
NC: Available Reports
N SeNo. Fide Name File File Siee Published Date
EEx Statistics T
CHANDIGARH Factsheet Till Augustpdt pat R ER

050972019 0154 PM

Available Reports
26.3 Documents

This link allows you to view documents related to the NCS portal.

1. Click Documents link from the left panel. This displays the Documents screen.
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Home tobrasker AnsgaTEL -

Vi Warm Fits g i Typw 1 Mt e it

Documents Screen

2. Click the desired link to view the listed documents.

26.4 NCS Policy Documents

This link allows you to view documents related to various NCS policies.

1. Click NCS Policy Documents link from the left panel. This displays the Policy Documents

Home Jobseeker Resources »
eport
Fhie Nama Fha Size Fiia Type Efteciive Date
Do - n .
. undofined POF (Poctabla Dacument undefnad
Format)
» A
S Intatfinking Scheme Guidelings_24 05 2016 00 undefined FOF (Portabla Document undefned
EEx Statistics Formatj
16 poff undsfined POF (Fortabia Document undsfnad
Format)
adic = .
undefined POF (Portable Document undefned
Format)
Amal b

Policy Documents Screen

2. Click the required link to view the listed NCS policies.

26.5 EEx Statistics

This link allows you to view EEx Statistics related to the NCS Portal.

1. Click EEx Statistics link from the left panel. This displays the list of related documents.
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EEx Statistics Screen

26.6 RTI

This link allows you to file an RTI for your query regarding the ministry.

1. Click RTl link from the left panel. A pop-up message displays notifying you whether you want
to proceed to an external link (ministry website) or not.

2. If you click  the Continue button, you are navigated to the
http://www.labour.nic.in/applications-and-appeals page where you can file an RTI.

26.7 Key Performance Indicators

This link allows you to view key performance indicators.

1. Click Key Performance Indicators link from the left panel. A pop-up message displays
notifying you whether you want to proceed to an external website link or not.

2. If you click the Continue button, you are navigated to the following external URL:
http://www.labour.nic.in/rfd.

26.8 Annual Reports

This link allows you to navigate to an external website where you can review annual reports.

1. Click Annual Reports link from the left panel. A pop-up message displays notifying you
whether you want to proceed to an external website link or not.

2. If you click the Continue button, you are navigated to the following external URL:
http://www.labour.nic.in/annual-reports.

26.9 External Partner Dashboard
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This link allows you to navigate to an external website where you can review annual reports.
Access to dashboard is for limited users only.

26.10 Budget

This link allows you to navigate to an external website where you can review annual reports.

1. Click Budget link from the left panel. A pop-up message displays notifying you whether you
want to proceed to an external website link or not.

2. If you click the Continue button, you are navigated to the following external URL:
http://www.labour.gov.in/budget.

27. About DigilLocker

DigiLocker is a service that enables you to store documents (certificates, mark sheets,
identification documents, etc.) online, and in digital format. The benefit of this service is that
you can retrieve these documents from DigilLocker anytime and anywhere without the need
to carry paper documents around.

27.1 DigiLocker for NCS Portal Users
The NCS portal is integrated with the DigiLocker service allowing you to upload and download
your documents from within the NCS portal.

However, if you are a registered NCS portal user but do not have an existing DigiLocker
account, then you can create a DigiLocker account for yourself. Click here to know more.

As a registered NCS portal user, you can access your DigiLocker account from the portal itself,
if you already have a DigiLocker account. Click here to know more.

27.2 Create a DigiLocker Account
Follow these steps to get yourself registered with DigiLocker if you do not have a DigiLocker
account as of now:

1. Click the DigiLocker connect link. The NCS portal navigates you to the DigiLocker site
displaying this screen.
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http://www.labour.gov.in/budget

= | covemnment of India | A Digital India initiative

ﬁ DigiLocker

Sign In to your DigiLocker
account

Usermname
Password

Sign In

Aadhaar

o

Mot yet on DigiLocker? Sign Up now

DigiLocker Sign In Screen
The NCS portal tab on the web browser is now replaced with the DigiLocker site.

2. Click the Sign Up now link. This displays the following screen:

Signup with your
Mobile

(It takes just & minute)

Enter your mobile number

Already have an account? Sign In

Signup Screen

3. Enter your mobile number and then click the Continue button. The following screen
displays:
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Signup with your
Mobile

(It takes just a minute)

Enter your mobile number
|

Enter OTP received on your mobile

Verify

Enter OTP

4. Next, enter the OTP you receive on your mobile number in the Enter OTP field and then
click the Verify button. The following screen displays after clicking the Verify button:

Note: Ensure you enter the OTP in the field before the timer, displayed under the Verify
button, runs out of time.

L] | Government of India | A Digital India nitiative
§ b mcac
ﬁ Ch DigiLocker

Just one more step to complete the sign up...

Creats Uzername and Password for your DigiLoceer

account.

Set your

usarname

DigiLocker Signup Credentials Screen

5. Enteryour username and password in the said fields and then click the Signup button. The
following screen displays:
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| Government of India | A Digital India initiative

(5 DigiLocker

Your DigiLocker account was created successfully!
To Get The Best From DigiLocker, Enter Your Aadhaar Number

2

AADHAAR

SUBMIT

r? Continue here >=

DigiLocker Account Creation Message

6. Clickthe Continue here >> link displayed at the bottom of the screen. The following screen
displays:

ment of India A Digital Indiz i

8 | ZyPiglocker

National Career Service
(Ministry of Labour and
Employment)

al eer Service (Minis

DigiLocker to

:i Zet the list of issued documents

nad the issued documents

ist of uploaded documents and

nation (Mame,

3 Get your eAsdhhaar data.

pravide your o

C access yvour Di

Consent for Accessing DigiLocker
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7. Read the message displayed on the screen and then click the Allow button. You are
navigated back to the NCS portal.

Note: By clicking the Allow button, you are allowing the NCS portal to access your
DigiLocker account and the documents stored there.

As you are now registered with DigiLocker the DigiLocker connect link label is changed to
Upload. This indicates that your NCS and DigiLocker accounts are now connected. You can
now upload your documents to DigiLocker application directly from the NCS portal.

27.3 Access Your Digilocker Account
If you already have a DigilLocker account, you can easily access this online service from the
NCS portal as well.

Follow these steps to access your DigiLocker account from the NCS portal:

1. Click the DigiLocker connect link. The NCS portal navigates you to the DigiLocker site
displaying this screen.

ok ﬁ DigiLocker
o«

Sign In to your DigiLocker
account

Username

Aadhaar

DigiLocker Sign In Screen
The NCS portal tab on the web browser is now replaced with the DigiLocker site.

2. Enter your login credentials in the Username and Password fields and then click the Sign
In button. This displays the following screen:
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S | Bovernment of India A Digital Indiz inttiatve

.,‘.\ e L - .
ﬁ b DlglLockgr

National Career Service
(Ministry of Labour and
Employment)

Consent for Accessing DigiLocker

3. Read the message displayed on the screen and then click the Allow button. You are
navigated back to the NCS portal.

Note: By clicking the Allow button, you are allowing the NCS portal to access your
DigiLocker account and the documents stored there.

All the DigiLocker connect link labels are now changed to Upload. This indicates that your
NCS and DigiLocker accounts are now connected. You can now upload your documents to
DigiLocker application directly from the NCS portal.

27.4 Adding Documents to DigiLocker
As a registered DigilLocker user, you can add your documents (certificates, mark sheets,
identification documents, etc.) to this online service from the NCS portal.

There are two ways to add documents to the Digilocker: upload documents and pull issued
documents from various issuing agencies.

27.4.1 Upload Documents
Follow these steps to upload your documents to DigiLocker:

1. Click the Upload link. The Add Document to DigiLocker pop-up displays. There are two
tabs on the pop-up, ensure that the Upload Document tab is selected.
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Add Document to DigiLocker

Uplead Decument | Pull Issued Document

| Choose File ‘ No file chosen

Note .-

» Fleasa note that, by uploading file fo Diglocker, you agree fo Share the Cerfificates with NC'S Employers. To change the seftings ai a fater time,
please go to preferences and uncheck "Share DigiLackar documerts with Employers™
NCS poital wil share documents io Empioyers on Whe Basis of informabion uploaded by he users and DGE or Governmen of India will not be
responsible for correctness of dalalinformation shared.
Allowed file type it PNG/IPEGIIPG/PDF, Maximum size 2 Mb.

(o)

Upload Document Tab

Note: The feature (Pull Issued Document tab on the Add Document to DigiLocker pop-
up) for fetching issued documents, from DigiLocker, is only available wherever issuer
documents are required on the NCS portal. Else, wherever an issue document is not
required the Add Document to DigiLocker pop-up will just display the Upload Document
tab.

2. Click the Choose File button and locate the file, on the computer, you want to upload.

Add Document to Digilocker I
| Uptoad Docurnent || Pull Issued Document

i  Choose Fie | Resume por

Nole -

Please note that, by upleading file to Digilocker, you agree to Share the Coerificales with MCS Empioyers. To change the caftings at a later ima,
please go to preferences end uncheck "Share DigiLecker documents with Employers™

NGS portal wil share documents to Employers on e basis of infoimation uploaded by the users and DGE or Governmen! of India wil nol be
responsible for correctness of dataliniormation sharad.

Allowed fie typa is PNGNPEG/APGIPDF, Maximum size 2 Mb

=]

Select File

3. Click the Upload button. The Upload Document tab displays a success message as
displayed here:
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Add Document to Digilocker

Upload Document || Pull Issued Document | ]

| |

[ Cnoose File | o fila chosen

File uploaded successiully. E

Note =
» Flaaza note that, by uploading fils to Digilocker, you agraa fo Shars the Cerfificates with NCS Employars. To change tha sattings at a later fima
please go to preferences and uncheck "Share DigiLocker documents wih Employers'
s NC3 portal wil sh. iments io Employers on tive basis of information uoloaded by Lhe users and DGE or Govemment of india wil not be
respongiole 1or comachnass of data/information snarad
= Allowed fie type ic PNG/JPEG/IPG/PDF, Maximum cize 2 Mb.

=) | |

Upload Successful Message

Note: The Upload Document tab displays an error message if the NCS portal is unable to
upload your document to Digilocker. Read the error message carefully and upload the
document again after taking corrective action as required.

4. Click the Close button.

:i Update | Download | Delete
Update Download Delete Links

All the Upload link labels are now changed to Update | Download | Delete. This indicates
that your document is now added to the DigiLocker and you can now either update the
said document, download or delete the same.

27.4.2 Pull Issued Documents

Documents such as caste certificate, PAN, driving license, educational mark sheets, disability
certificate that are issued by respective government bodies and agencies (issuers), can be
pulled into the NCS portal from the DigiLocker.

The NCS portal only displays list of issuers who have made documents and certificates
available digitally on DigiLocker.

Follow these steps to pull your issued documents from DigiLocker:

1. Click the Upload link. The Add Document to DigiLocker pop-up displays. There are two
tabs on the pop-up, ensure that the Pull Issued Document tab is selected.
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Uplost Document || Pull ieswed Document |

|ssuer Name * Documents/Cartificates *

-Select- A -Select- v
Note :-

» Flease notethat by "Fulling Issued Docaments" from DigpLocker, you agree o Share the Ceriificates with NCS Employers
To change the setings &t & later tme, piease Qo to preferences and uncheck are DNgILOCKEr QOCUMENtS With Empoigyers”

» Ploace note that by "Puling lesued Documents” Mom Di a3 Mumber, Datg of Birth and
Mame from your Aadhasr =kKYC infon i er for the purpese of fetching your Cerlificate inlo DigiLocker.

portal will share documents to Emplcy hasis of information provided by Digibocker and DOE or Oovemmeant of Inda will nof be

rasponsible for comeciness of dateAnformanen shared
[—JCIQ%

Pull Issued Document Tab

Note: The feature (Pull Issued Document tab on the Add Document to DigiLocker pop-
up) for fetching issued documents, from DigiLocker, is only available wherever issuer
documents are required on the NCS portal. Else wherever an issue document is not
required the Add Document to DigiLocker pop-up will just display the Upload Document
tab.

2. Select the name of the required issuer from the Issuer Name drop-down list.

Upinad Document || Pull Issued Docoment

Issuar Name * DocumentsiCertificates = -

| —Select— v

--Select-- v

arh |nfotech Promofion Soclety, Chnarsgarh

Jjarat- Common Senvices Poral, rat

Directorate of Infermation Technology, Gover 1L of Tripura, Tripura

:E:;t::g. ;\2:]:;-”",!\ S.H?‘F:.Uudr Istands, Andaman & Nicobar riaro '..n.g Cortificatés witli NES EI’I'II:-IEJ\_-'Q(E. 4
CEEC are DigiLocker documeants with Empioyers”

BD}‘S[II.C! Haryana. Haryana our conzent to share y adhsar Number Date of Birth and

el:-_lsu_lt;l. Himachal Pradesnh, Himachal Pradesh Hehing your cate inta Digil nekar

i eistrct Keral; Ketala . (i by DigiLocker and DGE oF Govammant of India wil ot ba

| eDistrict Madhya Pradesh, Madhva Pradesh

eDistrict Odisha, Odisha

Nistrict Miar Pradesh, Uttar Pradesh =

eDistrict Uttarakhana, Uttarakhand | Close

eSenvice (eDIStnct), Arunachal Pradesh -

General Admmistranen Department, Bikar 3

21 Fradesh Depantment of Revenue, Himachal Fradesh

{enstrct). Jharkhanad
Mee Seva Andnra Pradesh, Andnea Pradesh '
Punjab 3iale eGovemance Socl Punjab
Revenue Department - Nadaxacherl Karmalaka bt

T

Issuer Name Drop-down List

Note: The lists of displayed names of the issuers is contextual to the field related to which,
you want to pull a document from DigiLocker. For example, for pulling a driving license,
the Issuer Name drop-down will list names of all issuers (driving license authorities), who
have made driving license available digitally on DigiLocker.

3. Next, select the required document or certificate from the Document/Certificate drop-
down list.
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Add Document to DigiLocker

Upload Document | Pull issued Document

Issuar Name * Documents/Certificates *

Directorate of Information Technology, Govemment  » —Select—- A

OF ale
SC/ST Certificate

Note :-

Please note thal, by "Fuiling Issued Documerts” from DigiLocker, you agree to Share the Cerdificates wilh NCS Emplovers

To change the setbngs at 2 later tme, please go to preferences and unchack "Share Digibocker documents with Employars”

Please note that, by "Fuiling lssued Documents” from Digilocker, you prowide your consent to share yeur Aadhaar Number, Date of Birth and
Name from your Aadhaar eKY C Inonmaninn with the 1ssuer 1or the purpese of T2iching your Camnicate into Digilocker

MCS portal will share documents to Employers on the basis of informafion provided by DigiLocker and DGE or Governmeant of India will not be

responsitle for comectness of datafiniormation shared
Feich Document

4.

Select Issued Document

Enter details on the field(s) that display.

Note: The field(s) that display can vary depending on the type of issuer document that is
going to be pulled from DigiLocker. For example, fields that appear on this tab, for pulling

a driving license may vary for pulling a disability certificate.

Add Document to DigilLocker l

Upload Document || Pull Issued Document

Issuer Name * Documents/Certificates *

Directorate of Information Technology, Government v OBC Certificate v

Reference No. Token No.

€.9.PRTC/2017/84891 ‘ ‘ €.0.B2881A75

Note :-
= Please note that, by "Pulling Issued Documents” from DigiLocker, you agree to Share the Certificates with NCS Employers
To change the settings at a later time, please go fo preferences and uncheck "Share DigiLocker documents with Employers”
« Please note that, by "Pulling Issued Documents” from DigiLocker, you provide your consent to share your Aadhaar Mumber, Date of Birth and
Name from your Aadhaar eKYC information with the Issuer for the purpose of fetching your Certificate into DigiLocker.
= NCS portal will share documents to Employers on the basis of information provided by DigiLocker and DGE or Government of India will not be

responsible for correctness of datal/information shared.

5.
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Enter Details

Click the Fetch Document button. The Pull Issued Document tab displays a success

message as displayed here:
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1 Add Document to Digilocker

Jpload Document | Pull lssued Dociment

File fetched succe=shully from existing decuments in Digilockar

Issuer Name * DocumentsiCerificates

=5alect-. Ad —-Select-

er, Date of Birth and Mame

er and DSE or Government of India will not be

Fetch Document Successful Message

Note: The Pull Issued Document tab displays an error message if the NCS portal is unable
to pull your issued document from DigiLocker. Read the error message carefully and pull
the document again after taking corrective action as required.

6. Click the Close button.

3 Update | Download | Delete

Update Download Delete Links

All the Upload link labels are now changed to Update | Download | Delete. This indicates
that your document is now added to the DigiLocker and you can now either update the
said document, download or delete the same.

27.5 Updating Existing Documents on DigiLocker

You might want to update documents that you have are already uploaded to DigilLocker.
Updating allows you to upload and replace (update) the older version of your document with
the latest version of that particular document on DigiLocker.

Follow these steps to update your existing documents on DigiLocker:

1. Click the Update link. The Add Document to DigiLocker pop-up displays. There are two
tabs on the pop-up, ensure that the Upload Document tab is selected.
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Add Document to DigilLocker

Uptead Document | Pull lszued Document

| Choose File. | No file chosen

Note .-
« Please note that, by uploading fils io Digilocker, you agree fo Share the Cerfificates with NCS Employers. To change the seftings at a later fime,
nlease gn o preferences and uncheck "Share Digilocker documents with Employars”™
» NCS portal wil share documents to Empioyers on the basis of informalion uptoaded by the users and DGE of Goveinment of Inda will not be
responsible for correctness of datalinformation shared.
» Allowed file type is PNG/PEGIIPG/PDF, Maximum size 2 Mhb.

(o]

Upload Document Tab

Note: The feature (Pull Issued Document tab on the Add Document to DigiLocker pop-
up) for fetching issued documents, from DigiLocker, is only available wherever issuer
documents are required on the NCS portal. Else, wherever an issue document is not
required the Add Document to DigiLocker pop-up will just display the Upload Document
tab.

2. Click the Choose File button and locate the file, on the computer, you want to upload.

Add Document to Digilocker

Uptoad Document || Pull Issued Document

|[ Choase Fie | Resums por

Nole -

Plezce note that, by uploading file to Digilocker, you agree to Share the Cerificates with NCS Employers. To change the ceftings af a lster ima,
please go fo preferences and uncheck "Share Digibocker documents with Employers™

WCS poital wil share documents Lo Employers on the basis of informatien uploaded by the users and DGE or Governmen! of India wil nol be
responsible for correciness of datafiniormation shared.

Allowed fie type is PNG/APEGAPGIPDF, Maximum size 2 Mb.

=3

Select File

3. Click the Upload button. The Upload Document tab displays a success message as
displayed here:
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' Add Document to Digilocker h

Upload Document || Pull issued Document

ile | Mofile chosen

File uploaded successiully.

Note :-

Fleace note that, by upleading file to Digilocker, you agree to Share the Cerfificates with NCS Employars. To change the seftings at a later ime
plesse go to preferences and uncheck "Share DigiLocker documents with Employers”

NC3S portal will share doecuments to Emplovers on the basis of mformalion uploaded by the users and DGE or Govemment of india wil rol be
rasponsinie for Comecnass of atanr 1o snarad

Allowed fie type is PNG/PEGIPG/PDE, Maximum size 2 Mb.

Upload Successful Message

Note: The Upload Document tab displays an error message if the NCS portal is unable to
upload your document to DigiLocker. Read the error message carefully and upload the
document again after taking corrective action as required.

4. Click the Close button.

The previously uploaded document to DigiLocker is now replaced with the new document;
you just uploaded using the Update link.

27.6 Downloading Documents from DigiLocker
Follow these steps to download your documents from DigiLocker:

1. Click the Download link of the required document. The said document is downloaded to
your computer.

2. Access the downloaded document to view it.

27.7 Disconnecting from DigiLocker
You can disassociate your NCS portal account from your DigiLocker account anytime you want.
Doing this, you will not be able to access documents already uploaded to DigiLocker.

1. Access the Preferences screen.

Preferences

Subscribe to email alerts & [
Share details with partner @[]

DigiLocker Related Preferences
Share DigiLocker documents with Employers @ =

To Discannect your NCS Profile from DigiLecker Account Cick hers

l Cancel |

Preferences Screen

2. Click the Click here link. The Confirm pop-up displays.
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Disconnecting from DigiLocker will remove all the linkages to Uploadad Documents (Certificates / Marksheets) from your Profile.

Confirm Pop-up
3. Click the Ok button.

Your accounts are now disconnected. This means you can no longer access documents
uploaded to DigiLocker from the NCS portal.

Note: To re-establish connection between your NCS and DigiLocker accounts, once again,
click any DigiLocker connect link and go through the suggested procedure as before. Next,
upload all the required documents to DigiLocker from the NCS portal.

27.8 Sharing Documents with Employers
NCS portal can share documents you upload on DigilLocker with prospective employees. You
need to provide your approval to do so on the Preferences screen.

1. Access the Preferences screen.

Subscribe to email alerts & =

Share details with partner € O

DigiLocker Related Preferences
Share DigiLocker documents with Employers & =]

To Discannect your NCS Profile from DigiLocker Account Chck hers

I Cancel i
Preferences Screen
2. Next, check the Share DigiLocker document with employer(s) M check box. Here on, the

NCS portal will make your Digilocker documents available to employers whose job posts
you apply to on the NCS portal.
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