
 

 

 (शिक्षा मंत्रालय, भारत सरकार के अधीन एक स्वायत्त संगठन) 

CENTRAL BOARD OF SECONDARY EDUCATION 
  (An Autonomous Organisation Under the Ministry of Education, Govt. of India) 
 

केन्द्रीय माध्यशमक शिक्षा बोर्ड 

CBSE/JS/SE/MESC/2024                                                                                                   29.10.2024 
            Circular No. Skill-95/2024 

 
To 

The Heads of all the Institutions  

affiliated to CBSE 

 

Subject: Training of Trainers (TOT) Program under the SANKALP Scheme for various courses 
related to the Media and Entertainment Sector 

 
CBSE is delighted to announce as part of the initiatives under the Skill India Mission, The Media & 

Entertainment Skills Council (MESC), in collaboration with the Ministry of Skill Development & 

Entrepreneurship (MSDE) is launching a Training of Trainers (TOT) program under the SANKALP 

Scheme. This program is designed to enhance the skillset of trainers and faculty members, enabling 

them to impart industry-relevant skills to students and prepare them for the dynamic media landscape.  

The training Program will encompass diverse job roles, including AR/VR Producer, AR/VR Developer, 

Content Strategist, Digital Marketing Manager, Event Planner/Event Manager, Game Artist, Media IP 

Merchandising Director, Music Therapist, Technical Artist – AR/VR, Video Blogger and Voice-over Artist. 

The primary aim of this program is to upskill trainers, equipping them with the latest industry trends and 

best practices, ensuring they can effectively transfer valuable knowledge and skills to their students, 

thereby fostering job readiness. 

The details of this Training Program are as follows: 

 Mode of Training: Online/ Hybrid 

 Training Fee:  NIL / No training Fee 

 Duration:  10 days 

 Certification:   Participants will receive a certification as a Trainer with Skill India Mission  

upon successful completion of the training. 

 Link of the Registration Form:  https://forms.gle/zQPeem4NR8GP29fP9  

Principals of all affiliated schools of CBSE must encourage their teachers/ faculty to participate 

in the training and take advantage of the benefits being offered under this initiative. 

Your cooperation will be instrumental in ensuring the success of this valuable skill-building initiative. 

Please refer to the annexures for the User Manual for the registration process and List of specific job 

roles/courses and their eligibility criteria. For any further queries, please write to skill@mescindia.org. 

 
 

 
 
 

(Dr. Biswajit Saha) 
Director (Skill Education) 

Encl:  1. List of Specific job roles/courses and their eligibility criteria 
 2. User Manual for the registration process 
 

https://forms.gle/zQPeem4NR8GP29fP9
mailto:skill@mescindia.org
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 (शिक्षा मंत्रालय, भारत सरकार के अधीन एक स्वायत्त संगठन) 

CENTRAL BOARD OF SECONDARY EDUCATION 
  (An Autonomous Organisation Under the Ministry of Education, Govt. of India) 
 

केन्द्रीय माध्यशमक शिक्षा बोर्ड 

Copy to the respective Heads of Directorates, Organizations and Institutions as indicated below 

with a request to disseminate the information to all the schools under their jurisdiction: 

 

1. The Commissioner, Kendriya Vidyalaya Sangathan, 18, Institutional Area, Shaheed Jeet Singh 

Marg, Delhi- 110016 

2. The Commissioner, Navodaya Vidyalaya Samiti, B-15, Sector-62, Institutional Area, Noida - 

201309 

3. The Director of Education, Directorate of Education, Govt. of NCT of Delhi, Old Secretariat, Delhi 

- 110054 

4. The Director of Public Instructions (Schools), Union Territory Secretariat, Sector 9, Chandigarh 

- 160017 

5. The Director of Education, Govt. of Sikkim, Gangtok, Sikkim - 737101 

6. The Director of School Education, Govt. of Arunachal Pradesh, Itanagar - 791 111 

7. The Director of Education, Govt. of Andaman & Nicobar Islands, Port Blair - 744101 

8. The Director, Central Tibetan School Administration, ESSESS Plaza, Community Centre, Sector 

3, Rohini, New Delhi 

9. The Secretary, Sainik Schools Society, Room No.101, D-1 Wing, Sena Bhawan, New Delhi-

110001 

10. The Additional Director, General of Army Education, A – Wing, Sena Bhawan, DHQ, PO, New 

Delhi – 110001 

11. The Secretary, AWES, Integrated Headquarters of MoD (Army), FDRC Building No. 202, 

Shankar Vihar (Near APS), Delhi Cantt – 110010 

12. The Secretary, Eklavya Model Residential Schools (EMRS), Ministry of Tribal Affairs, 

Government of India 

13. The Chairman, Odisha Adarsha Vidyalaya Sangathan, N-1/9, Near Doordarshan Kendra, PO 

Sainik School Nayapalli, Bhubaneswar, Odisha-751005 

14. Chief Executive Officer, Media & Entertainment Skills Council (MESC), Media & Entertainment 

Skills Council, 522-524, 5th Floor, DLF Tower-A, Jasola, New Delhi – 110025 

15. The Deputy Secretary to Chairman, CBSE - for kind information of the Chairman, CBSE 

16. All the Heads of Department/ Directors of the Board 

17. All the Regional Directors/Regional Officers/Head-COEs, CBSE with the request to send this 

circular to all the Heads of the affiliated schools of the Board in their respective regions for 

compliance 

18. Joint Secretary (IT), CBSE, Rouse Avenue with the request to upload this notification on the 

CBSE Academic website 

19. Deputy Secretary (Media & Public Relations), CBSE – with a request to give wider publicity to 

this notification. 

20. Incharge, Hindi Cell, CBSE HQ – for Hindi Translation of this notification 

 

 

Director (Skill Education) 
 



Annexure 1 

TRAINING OF TRAINERS (TOT) UNDER THE SANKALP PROJECT 

 
 

S. 
No. 

QP Name & QP Code 
NSQF 
Level 

Mode Eligibility criteria 

1 AR/VR Producer 

(MES/Q2509) 

7 Online Graduate in relevant field with 4 years of 
Relevant Industry Experience and 3 
years of Training Experience 

2 AR/VR Developer 

(MES/Q0509) 

6 Online ITI/Diploma from any other polytechnic/ 
reputed institute in the core subject with 
5 Relevant Industry Experience and 3 
years of Training Experience 

3 Content Strategist 

(MES/Q2506) 

5 Online Graduate in relevant field with 5 years of 
Relevant Industry Experience and 3 
years of Training Experience 

4 Digital Marketing 
Manager 

(MES/Q0706) 

6 Online Post Graduate or certified Digital 
Marketing Manager (NSQF Level 6) with 
Minimum 3 years of work experience as 
a digital marketer. 

5 Event Planner/ Event 
Manager 

(MES/Q0209) 

5 Online Graduate with 5 years of Relevant 
Industry Experience 

6 Game Artist 

(MES/Q0510) 

5 Online Graduate with 5 years of Relevant 
Industry Experience and 3 years of 
Training Experience 

7 Media IP 
Merchandising 
Director 

(MES/Q2507) 

6 Online Master in relevant field with 4 years of 
Relevant Industry Experience and 2 
years of Training Experience 

8 Music Therapist 

(MES/Q1504) 

5 Online Diploma in Music with 3 years of 
Relevant Industry Experience 

9 Technical Artist – 
AR/VR 

(MES/Q2505) 

5 Online Graduate from any other polytechnic/ 
reputed institute in the core subject with 
5 Years of Relevant Industry Experience 
and 3 years of Training Experience 

10 Video Blogger 

(MES/Q2508) 

4 Online Class XII pass with 2 years of Relevant 
Industry Experience and 2 years of 
Training Experience 

11 Voice-over Artist 

(MES/Q0101) 

4 Online Class X Pass with 3 years of 
experience. 

12 3D Printing Operator 

(MES/Q0511) 

4 Hybrid Graduation in relevant field with 2 years 
of Relevant Industry Experience and 1 
year of Training Experience 
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1 Introduction 

The User Manual for Trainer – Indian National (TR) – Registration is designed to provide information on, 
how the new user (who is not NRI/Foreign Residents) can register as a Trainer – Indian National and how 
the Trainer – Indian National can view/edit the profile. The Trainer – Indian National can perform the 
following functionalities as listed below. 

 Registration 
o First Time Login 
o Trainer Registration Form 

 Add Training Requests 

 Remove Training Requests 

 Search & Training Requests 

 View Batches 

 View Batch Details 

 Apply to the Batch 

 View Comments 

 Add Payment 

 Download Marksheet 

 Download Certificate 

 Provide Feedback 

 View Certificate Requests 

 Add Basic Certification 

 Add Advanced Certification 

 View My Profile 

 Edit Profile 
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2 Registration 
The Registration section allows to register a new Trainer – Indian National. 

A step-by-step guide to register as Trainer – Indian National is provided below: 

First, Open the web page: https://www.skillindiadigital.gov.in/home 

 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
Home - - > Click on Register. 
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 After That Click on Trainer Option. 
 

 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Note: The Trainer – Indian National must remember the User ID and Password for accessing the account. 

. > Then Click on Partner Option 
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 Then enter your mobile No and verify with OTP. 
 After That you can create a Passcode for further Login. 
 Confirm Your Passcode. 

 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 After That click on Complete your Aadhar eKYC 
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 Then Choose eKYC Option By OTP. 

 
 
 
 Then Enter your Aadhar Number. 
 Then click on I agree to validate my Aadhar Details. 
 After that Click on CONTINUE Button. 
 Then your received an OTP on your Aadhar Register mobile number than Validate with OTP. 
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After that click on CONNECT button. 

 
 Then Click on No Option. 

 After that enter your email Id. 

 After that verify with OTP then your TR id is received on your email. 
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 Then after click on Edit Button. 

 Then after fill the form.  

2.2 Trainer Registration Form 
 

 

The Trainer Registration Form screen appears only on the first-time login and hosts four sections as 
mentioned below. 

 Personal Information 

 Contact & Address Details 

 Education & Work Details 

 Declaration 

 The Personal Information section allows the Trainer – Indian National to enter Personal details. 
 

 
 The Personal Information section allows the Trainer – Indian National to enter the basic information 

of the Trainer such as Name of the Applicant, Gender, Date of Birth, Languages Known, Religion, 
Category, and Disability (If Any). 
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 Click Browse, to upload the disability proof document. The Trainer – Indian National can upload only 

jpg, png, jpeg, pdf, and the maximum file size is five MB each. Click Upload. 
 
 The Aadhaar/ Pan Information and Photograph Info section allows the Trainer – Indian National to 

enter the Aadhaar Information and/or the PAN Number information. 
 

 

Note: If the Trainer – Indian National selects any disability, then the Trainer - Indian National must upload 
the proof of the document. 

Note: 

 The Trainer – Indian National can verify the Aadhaar Number only once. 
 After verification of the Aadhaar Number, the Trainer – Indian National cannot change the name 

and/or gender. 
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 Select the checkbox, to enter the appropriate Aadhaar and/or PAN information. 

 
 Click Browse to upload the PAN Document and recent Photograph. Choose the appropriate file and 

click Upload. The Trainer – Indian National can upload only, jpg, png, jpeg, pdf, and the maximum file 
size is five MB each. Click Upload. On the upload, the message appears as a file name.ext Uploaded 
Successfully. 

 The Applicant Type Details section allows the Trainer – Indian National to select the applicant type 
details. 

 

 
 Select the applicant category for the Trainer – Indian National from the given list. 

 
 Click Save & Next, to continue the Registration. 

 

Note: 

The Applicant can check eligibility from “Eligibility Criteria” tab in - https://nsdcindia.org/guidelines-0. 

https://nsdcindia.org/guidelines-0
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 The Contact and Address Details section allows the Trainer – Indian National to enter contact and 
address details. 

 

 
 The Contact and Address Details section displays the contact details such as the Mobile Number of 

Applicant, Email address of Applicant, and Country. Also allows the Trainer – Indian National to enter 
the contact and address details of the applicant such as Applicant Address, Nearby Landmark, 
Pincode, State/Union Territory/Region, District/City, Tehsil/Mandal, and Parliamentary Constituency. 

 
 Click Save & Next, the User Info updated Successfully message appears, and navigate to the 

Education & Work Details screen. 
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 The Education Details section allows the Trainer – Indian National to enter the details of education 
such as Education Attained, Details of the Education and allows to upload the supporting documents 
as proof. 

 

 
 Click Browse to upload the Upload Proof Documents. The Trainer – Indian National can upload only 

pdf, jpeg, png, jpg, and the maximum file size is five MB each. Click Upload, the message appears as 
filename.ext Uploaded Successfully. 

 Click Save & Add Education Details, to view all the added educational details based on the Education 
Attained Type, Details of Education, Proof Document, and also allows the Trainer – Indian National to 
delete the added education details under Action. 

 

 
 The Professional Experience section allows the Trainer – Indian National to enter Professional 

experience details. 
 

 
 Select the Relevant Sector to the professional experience of the Trainer – Indian National from the 

drop-down list. 
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 The Professional Experience section allows the Trainer – Indian National to enter the industrial 
experience details such as Relevant Sector, Job Title, Employment Type, Company, State/Union 
Territory/Region, District/ City, Address, Duration, and Job Description. 

 

 
 Click Browse to upload the appropriate Proof Documents. The Trainer – Indian National can upload 

only jpg, png, jpeg, pdf, and the maximum file size is five MB each. Click Upload. 
 

 Click Save & Add Professional Experience Details to add the details, the following screen appears. 

Note: Professional Experience and Training Experience details can be added further (and cannot be 
deleted), once they have been saved as part of the profile. 
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 Click OK, the Curriculum Vitae / Resume Details section appears. 
 
 Click View Professional Experience Details, to view the professional details. 

 The Added Professional Experience Details section displays the professional experience in months 
and lists all the added information along with the details such as the Relevant Sector, Job Title, 
Employment Type, Company, State, District, Address, Job Description, Duration, Proof Document, 
and also allows the Trainer – Indian National to delete the added details under Action. 

 

 

 Click Close, to navigate to the Curriculum Vitae / Resume Details section. 
 
 The Training Experience section allows the Trainer – Indian National to enter the training experience 

details. 
 

 
 Select the appropriate sector from the Relevant Sector drop-down list. 

Note: If the Trainer – Indian National selects Currently Working in this Position, then the under Duration 
column of Added Professional Experience Detail the status appears as Currently Working along with the 
start Date of the position. 
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 The Training Experience section allows the Trainer – Indian National to enter the training experience 

details such as Relevant Sector, Job Title, Employment Type, Company, State/Union Territory/Region, 
District/ City, Address, Duration, and Job Description. 

 

 
 Click Browse to upload the appropriate Proof Documents. The Trainer – Indian National can upload 

only jpg, png, jpeg, pdf, and the maximum file size is five MB each. Click Upload. 
 
 Click Save & Add Training Experience Details to add the details the following message appears. 
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 Click OK, the Curriculum Vitae / Resume Details section appears. 
 
 Click View Training Experience Details, to view the training details. 

 
 The Added Training Experience Details section displays the training experience in months and lists 

all the added information along with the details such as the Relevant Sector, Job Title, Employment 
Type, Company, State, District, Address, Job Description, Duration, Proof Document, and also allows 
the Trainer – Indian National to delete the added details under Action. 

 

 
 Click Close to navigate to the Curriculum Vitae / Resume Details section. 

 

Note: If the Trainer – Indian National selects Currently Working in this Position, then the under Duration 
column of Added Assessment Experience Detail the status appears as Currently Working along with the 
start Date of the position. 
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 The Curriculum Vitae / Resume Details section allows the Trainer – Indian National to add the 

curriculum vitae/resume details. 
 

 
 Click Browse to upload the Curriculum Vitae (CV) or Resume. The Trainer – Indian National can upload 

only pdf, jpeg, png, docx, and the maximum file size is five MB each. Click Upload. 
 
 Click Save & Next, the User Info Updated Successfully message appears, and navigate to the 

Declaration screen. 
 
 The Declaration screen allows the applicant to confirm the correctness of the information. 

 

 
 Select I Agree, to confirm the correctness of the information. 

 
 Click Submit, the What would you like to do screen appears. 
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 The What would you like to do screen allows the Trainer – Indian National to select the appropriate 

option from the given list. 
 

 
 Select Registering for “Without Certification Mandated” Schemes, to navigate to the Dashboard. 

 
 Select Register for “Certification Mandated” Schemes, the following screen appears. 

 

 
 Select I want to undergo ToT/ToA, to navigate to the Search and Training Requests screen. 

 
 Select I have undergone ToT/ToA and want to apply for certificate/view certificate, to navigate to 

the Certification screen. 
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3 Add Training Requests 
The Add Training Requests screen allows the Trainer – Indian National to add the training requests. 

 

 

 
 The Training Requests screen displays the training request details such as Applicant Type, Job Role 

Name (QP Code), Sector, State, District, Sub-District, Status, and also allows to Add Training Requests. 
 

 
 Click Add Training Requests, the Add Training Requests screen appears. 

To Navigate 
Home - - > Applicant Dashboard - - > Search & Apply - - > Search & Training Requests - - > Training Requests- 
- > Add Training Requests 
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 The Add Training Requests screen hosts three sections as listed below. 
 

 Applicant Type 

 Preferred Job Role 

 Preferred Location 
 
 The Applicant Type section allows the Trainer – Indian National to select the appropriate applicant 

type from the given list. 
 

 
 The Preferred Job Role section allows the Trainer – Indian National to select the preferred job role 

details such as Select Sector and Select Job Role from the drop-down list. 
 

 
 The Preferred Location section allows the Trainer – Indian National to select the preferred location 

details such as State, District, and Sub-District from the drop-down list. 
 

 
 Click Add Training Request, the Training Request Created Successfully screen appears. 
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 Click View All Training Request, to navigate to the Search & Training Requests screen. 
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4 Remove Training Requests 
The Remove Training Requests screen allows the Trainer – Indian National to remove the training 
requests. 

 

 

 
 The Training Requests section displays the job role details such as Applicant Type, Job Role Name (QP 

Code), Sector, State, District, Sub-District, Status, and also allows to remove training requests under 
Action. 

 

 

To Navigate 
Home - - > Applicant Dashboard - - > Search & Apply - - > Search & Training Requests - - > Training Requests- 
- > Action - - > Remove Training Requests 

Note: The Removal of Training Requests from the enrolled batch will lead to the disenrollment of the 
applicant from the selected batch. 
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 Click Remove Training Requests, the Remove Training Request screen appears. 
 
 The Remove Training Request screen allows the Trainer – Indian National to enter the appropriate 

reason for rejecting the batch. 
 

 
 Click Submit, the Training Request Removed Successfully screen appears. 

 

 
 Click View All Training Request, to navigate to the Search & Training Requests screen. 
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5 Search & Training Requests 
The Search & Training Requests screen allows the Trainer – Indian National to search batches and to add 
job roles & location. 

 

 

 
 The Search & Training Requests screen hosts two tabs as listed below. 

 Training Requests 

 Search Batches 
 
 The Training Requests section displays the job role details such as Applicant Type, Job Role Name (QP 

Code), Sector, State, District, Sub-District, Status, and Action. 
 

To Navigate 
Home - - > Applicant Dashboard - - > Search & Apply 
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 The Search Results section displays the batch details such as Batch ID, Batch Type, Batch Mode, Job 
Role Name (QP Code), ToT/ToA Centre Name (ID), State, District, Start Date – End Date and also allows 
the Trainer – Indian National to view batch details under Action. 

 
 Click Go Back, to navigate to the Dashboard. 

 The Search Batches section allows the Trainer – Indian National to search batches and to add job roles 
& location. 

 

 
 The Trainer – Indian National can search a particular batch based on State, District, Sub-District, 

Sector, Job Role, Batch Type, Batch Start Date, Batch End Date. Click Search, to search for a particular 
batch. 

 The Search Results section displays the batch details such as Batch ID, Batch Type, Batch Mode, Job 
Role Name (QP Code), ToT/ToA Centre Name (ID), State, District, Start Date – End Date and also allows 
the Trainer – Indian National to view batch details under Action. 

 
 To add the job role & location details, select the appropriate details such as State, District, Sub-District, 

Sector, Job Role, Batch Type, Batch Start Date, and Batch End Date. 

 Click Add Job Role & Location to Training Requests, the following screen appears. 
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 Click OK, to navigate to the Search & Training Requests screen. 

 

Additional Information: 
If the Training Requests are in the below status, the Trainer – Indian National can perform the listed 
actions. 
 

 Awaiting Batch Enrollment, the Training Request raised by the Applicant and approved by the 
Sector Skill Council (SSC). 

 Enrolled to Batch, the Training Requests approved, and Sector Skill Council (SSC) enrolled the 
applicant to the batch. 

 Fulfilled Through Batch, the Training Request is approved, and Sector Skill Council (SSC) links the 
Training Request to batch and approve the Applicant. 

 Fulfilled Through Certificate, If the Training Request has any corresponding certificate in the same 
QP, then Sector Skill Council (SSC) links the Training Request to Certificate. 

 Pending, the Applicant raised the Training Requests and Sector Skill Council (SSC) needs to accept 
the request. 

 Rejected by SSC, the Training Request raised by the applicant is rejected by the Sector Skill Council 
(SSC). 

 Removed by Applicant, then the Training Request removed by the Applicant. 
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6 View Batches 
The View Batches screen allows the Trainer – Indian National to view all the batches. 

 

 

 
 The My Batches screen displays the details of the batch such as Batch ID, Batch Type, Batch Mode, 

Location, Job Role Name (QP Code), Current Status, Status Action Date, and also allows to view details 
under Action. 

 

 
 The Trainer – Indian National can search a particular batch based on Batch Type, State, District, and 

Batch ID. Click Apply, to search for a particular batch. 

To Navigate 
Home - - > Applicant Dashboard - - > View Batches 
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7 View Batch Details 
The View Batch Details screen allows the Trainer – Indian National to view all the details of the batch. 

 

 

 
 The My Batches screen displays the details of the batch such as Batch ID, Batch Type, Batch Mode, 

Location, Job Role Name (QP Code), Current Status, Status Action Date, and also allows to view details 
under Action. 

 

 
 Click View Details, to navigate to the Batch Details screen. 

 The Batch Details screen displays the Batch ID along with five sections as listed below. 
 

 Batch Details 

 Training Centre Details 

 Domain Job Role 

 Platform Job Role 
 Fee Payment Details 

To Navigate 
Home - - > Applicant Dashboard - - > View Batches - - > My Batches - - > Action - - > View Details 
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 The Batch Details section displays the details of the batch such as Batch ID, Batch Name, Batch Type, 
Batch Date, Sector, and Batch Fee. 

 

 
 The Training Centre Details section displays the details of the Training Centre such as Name of 

Training Centre, Training Partner, Mobile Number, Email ID, Centre Address, Nearby Landmark, 
Pincode, District, State/Union Territory, Parliamentary Constituency and City/Tehsil/Mandal. 

 

 
 The Domain Job Role section displays the details of the job role such as Job Role Code, Job Role, 

Training Dates, Master Trainer Name (ID), Assessment Dates, and Assessment Agency Name (ID). 
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 The Platform Job Role section displays the details of the platform job role such as Job Role Code, Job 

Role, Training Dates, Master Trainer Name (ID), Assessment Dates, and Assessment Agency Name 
(ID). 

 

 
 The Fee Payment Details section displays the details of the fee payment. 

 

 
 Click Go Back, to navigate to the Dashboard. 
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8 Apply to the Batch 
The Apply to the Batch screen allows the Trainer – Indian National to apply for a batch. 

 

 

 
 The Search Results section displays the batch details such as Batch Type, Batch Mode, Job Role Name 

(QP Code), ToT/ToA Centre Name (ID), State, District, Start Date – End Date, and also allows the 
Trainer – Indian National to apply for the batch under Action. 

 

 
 Click Apply to the Batch, the View and Link Training Request(s) screen appears. 

To Navigate 
Home - - > Applicant Dashboard - - > Search & Apply - - > Search & Training Requests - - > Search Batches 
- - > Action - - > Apply to the Batch 
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 The View and Link Training Request(s) screen displays the batch details such as Batch ID, Batch Name, 
Batch Type, Batch Date, Batch Fee, and list all the training request along with the details such as Job 
Role Name (QP Code), Sector, State, District and Requested On. 

 

 
 Select the Checkbox, of the job role to link the job role. Click Link Request(s) the following screen 

appears. 
 

 
 Click OK, to apply for the batch and navigate to the Search & Training Requests screen. 

Additional Information: 
 

 If the Trainer – Indian National applies to a batch without raising a Training Request in any of the 
job roles which is available in the Batch, then an alert message appears “No Training Request 
Raised”. The Trainer – Indian National needs to raise a Training Request for the respective job 
role which should be approved by SSC in order to apply to the batch. 

 If the Trainer – Indian National applies for the batch but the Training Request for all the job roles 
yet to be approved by SSC, then the message appears as “Unable to process your request”. 
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9 View Comments 
The View Comments screen allows the Trainer – Indian National to view the comments. 

 

 

 
 The Training Requests section displays the job role details such as Applicant Type, Job Role Name (QP 

Code), Sector, State, District, Sub-District, Status, and also allows to view comments under Action. 
 

 
 Click View Comments, the View Comments screen appears. 

To Navigate 
Home - - > Applicant Dashboard - - > Search & Apply - - > Search & Training Requests - - > Training Requests- 
- > Action - - > View Comments 
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 The View Comments screen displays the details of the comments by the Applicant. 
 

 
 Click Close, to navigate to the Search & Training Requests screen. 
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10 Add Payment 
The Add Payment section allows the Trainer – Indian National to add payment details for ToT/ToA. 

 

 

 
 The My Batches screen allows the Trainer – Indian National to view all the created batches. 

 

 
 The Trainer – Indian National can also search a particular batch on the basis of Batch Type, State, 

District, and Batch ID. Click Apply, to search for a particular batch. 

 
 The My Batches screen lists all the batches along with the details such as Batch ID, Batch Type, 

Location, Job Role Name (QP Code), Current Status, Status Action Date, and Action. 

 
 Click Add Payment Details, the Enter Batch Fee Details screen appears. 

To Navigate 
Home - - > Applicant Dashboard - - > View Batches - - > My Batches - - > Action - - > Add Payment Details 



P a g e 36 | 68 

 

 

 The Enter Batch Fee Details screen allows the Trainer – Indian National to add a payment for the 

enrolled batch. 

 

 
 The Enter Batch Fee Details screen hosts three sections as listed below. 

 

 Batch Details 

 Payments Details 

 Remarks 
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 The Batch Details screen displays all the basic batch information such as Batch ID, Applicant ID, Batch 

Name, and Applicant Name. 
 
 The Payment Details section allows the applicant (Trainer – Indian National) to enter the details of 

the payments such as Mode of Payment, Bank Name, Reference Number, Date of Payment, and 
displays the total Amount. 

 
 The Remarks section allows the Trainer – Indian National to enter the additional comments. 

 
 Click Submit, the following screen appears. 

 

 
 Click OK, to navigate to the My Batches screen. 
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11 Download Marksheet 
The Download Marksheet screen allows the Trainer – Indian National to download the marksheet. 

 

 

 
 The Download Marksheet option allows the Trainer – Indian National to download the certificate for 

the completed batches. 

 

 
 The Trainer – Indian National can download the marksheet for both Domain QP and Platform QP. 

 
 To download the marksheet, click ellipse button and select Download Marksheets. The Marksheet 

will get downloaded and saved in the Download folder of the logged-in system. 

To Navigate 
Home - - > Applicant Dashboard - - > View batches - - > My Batches - - > Action - - > Download Marksheet 
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 The Mark Sheet screen displays the name of the applicant, job role, and training dates. Also displays 
the NOS Code, NOS Name, NOS Type, Maximum Marks, and Marks obtained by the applicant. 

 

 

Note: The Marksheet can be downloaded only in pdf format. 
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12 Download Certificate 
The Download Certificate screen allows the Trainer – Indian National to download the certificate. 

 

 

 
 The Download Certificate option allows the Trainer – Indian National to download the certificate for 

the completed batches. 

 

 
 The Trainer – Indian National can download the certificate only for the Domain QP. 

 
 To download the certificate, click the ellipse button and select the Download Certificate. The 

Certificate will get downloaded and saved in the Download folder of the logged-in system. 

To Navigate 
Home - - > Applicant Dashboard - - > View Batches - - > My Batches - - > Action - - > Download Certificate 
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 The Certified Trainer Certificate section displays the Name of the Applicant, Qualification Pack Name, 

and Date of Issue. 
 

 

Note: The Certified Trainer – Indian National certificate can be downloaded only in pdf format. 
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13 Provide Feedback 
The Provide Feedback screen allows the Trainer – Indian National to provide feedback. 

 

 

 
 The My Batches screen displays all the created batches for ToT/ToA. 

 

 
 The Trainer – Indian National can search for any particular batch on the basis of Batch Type, State, 

District, and Batch ID. Click Apply, to search for a particular batch. 

 The My Batches screen lists all the created batches along with the details such as Batch ID, Batch 

Type, Batch Mode, Location, Job Role Name (QP Code), Current Status, Status Action Date, and Action. 

To Navigate 
Home - - > Applicant Dashboard - - > View Batches - - > My Batches - - > Action - - > Provide Feedback 



P a g e 43 | 68 

 

 

 

 
 
 The Provide Feedback screen allows the Trainer – Indian National to provide feedback about the 

experience. The Provide Feedback screen hosts seven sections as listed below. 

 

 Batch Details 

 Sector Skills Council 

 Training Centre Name 
 Master Trainer Name 1 

 Master Trainer Name 2 

 Assessor Name 1 

 Assessor Name 2 
 
 The Batch Details screen displays all the basic information such as Batch ID, Batch Date, Batch Name, 

and Batch Type. 

 

 
 The Sector Skills Council (SSC) section allows the Trainer – Indian National to provide feedback on the 

extent of Learning, extent of knowledge/Skill Improvement, Content quality of study material and to 

add the comments for the same. 

 

Note: The applicant can provide feedback only for the training completed batches. 
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 The Training Centre Name section allows the Trainer – Indian National to provide feedback on Your 

extent of Learning, extent of knowledge/Skill Improvement, Content quality of study material, 

Location Quality, and to add the comments for the same. 

 

 
 The Master Trainer Name 1 section allows the Trainer – Indian National to provide feedback on 

Knowledge of Subject, Presentation Style, shared practical application examples, Interactive/ 

Participative Approach, Coverage of Curriculum, and to add the comments for the same. 
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 The Master Trainer Name 2 section allows the Trainer – Indian National to provide feedback on 

Knowledge of Subject, Presentation Style, shared practical application examples, Interactive/ 

Participative Approach, Coverage of Curriculum, and to add the comments for the same. 

 

 
 The Assessor Name 1 section allows the Trainer – Indian National to provide feedback on the overall 

rating and to add the comments for the same. 
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 The Assessor Name 2 section allows the Trainer – Indian National to provide feedback on the overall 

rating and to add the comments for the same. 

 

 
 Click Submit Feedback, the screen appears as follows. 

 

 
 Click OK, to submit the feedback. 
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14 View Certificate Requests 
The View Certificate Requests screen allows the Trainer – Indian National to view all the certificate 
requests. 

 

 

 
 The Certification screen hosts three tabs as listed below. 

 Pending Certificate Requests 

 Approved Certificate Requests 

 Rejected Certificate Requests 
 
 The Pending Certificate Requests section displays the details of the pending certificate requests such 

as Sector Skill Council, Batch Type, Job Role Name (QP Code), User Type, Certification ID, Certificate 
Type, Submitted On, Status, and Action. 

 

 

To Navigate 
Home - - > Applicant Dashboard - - > View Certificate Requests 

Note: If the Trainer (TR) – Indian National has been certified previously and their certification does not 
exist on the portal, the Trainer (TR) – Indian National can raise a certificate request by clicking on Add 
Certification. 
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 The Trainer – Indian National can search a particular pending certification request based on Sector, 

User Type, Certificate Type, Job Role, and State. Click Apply, to search for a particular pending 
certification request. 

 
 The Approved Certificate Requests section displays the details of the approved certificate requests 

such as Sector Skill Council, Batch Type, Job Role Name (QP Code), User Type, Certification ID, 
Certificate Type, Valid Till, Submitted On, Validity Extended, Grade, and Action. 

 

 
 The Rejected Certificate Requests section displays the details of the rejected certificate requests such 

as Sector Skill Council, Batch Type, Job Role Name (QP Code), User Type, Certification ID, Certificate 
Type, Submitted On, Status, and Action. 
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15 Add Basic Certification 
The Add Basic Certification screen allows the Trainer – Indian National to add/raise the certification 
request. 

 

 

 
 The Add Basic Certification screen allows the Trainer – Indian National to add certification. 

 

 

 Click Add Basic Certification, the Add Existing Certification screen appears. 

To Navigate 
Home - - > Applicant Dashboard - - > View Certificate Requests - - > Certification - - > Add Basic Certification 

Note: If the Trainer – Indian National has been certified previously and their certification does not exist on 
the portal, the Trainer – Indian National can raise a certificate request by clicking on Add Basic Certification. 
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 The Add Existing Certification screen displays the certification details such as Country and also allows 
the Trainer – Indian National to select the certification details such as Sector, Job Role (QP Code), 
Training Model, State, and District. The Trainer – Indian National can also enter the details such as 
Certificate ID, Certificate Issued On, Domain Percentage, Platform Percentage, and Remarks to SSC. 

 

 
 Click Browse to upload the supporting document. The Trainer – Indian National can upload only jpg, 

png, jpeg, pdf, and the maximum file size is five MB each. Click Upload. 
 
 Click I Agree, to confirm the correctness of the information. 
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 Click Submit, the following screen appears. 

 

 
 Click OK, to navigate to the Certification screen. 
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16 Add Advanced Certification 
The Add Advanced Certification screen allows the Trainer – Indian National to add Advanced certification. 

 

 

 
 Click Add Advanced Certification, the Approved Certification Requests screen appears. 

 

 
 The Approved Certification Requests screen displays the approved certification requests such as 

Sector Skill Council, Batch Type, Job Role Name (QP Code), User Type, Certification ID, Certification 
Type, Valid Till, Submitted On, Validity Extended, Grade and also allows to add advanced certificate 
under Action. 

 Click Add Advanced Certificate, the Advanced Certification screen appears. 

To Navigate 
Home - - > Applicant Dashboard - - > View Certificate Requests - - > Certification - - > Add Advanced 
Certification 
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 The Advanced Certification screen displays the certification details such as Sector, Job Role (QP Code), 

Training Model, Certification Type, Country, and also allows to select the appropriate details such as 
Trainer/Assessor Academy, State, District, from the drop-down list and also allows to enter Certified 
ID, Certificate Issued On, and Remarks to SSC. 

 

 
 Click Browse to upload the supporting document. The Trainer – Indian National can upload only jpg, 

png, jpeg, pdf, and the maximum file size is five MB each. Click Upload. 
 
 Click I Agree, to confirm the correctness of the information. 
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 Click Submit, the following screen appears. 

 

 
 Click OK, to navigate to the Certification screen. 

 

Note: The Trainer – Indian National can also add the required Advanced Certificate from View Batches 
section against the certified job role. 
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17 View My Profile 
The View My Profile screen allows the Trainer – Indian National to view the profile. 

 

 

 
 The View Applicant Details screen lists all the basic information of the applicant in eight sections as 

listed below. 
 

 Personal Information 

 Contact and Address Details 

 Education Details 

 Added Professional Experience Details 
 Added Training Experience Details 

 Training Requests 

 Applicant Type 

 Training Partner and Training Centre Association 

 The Personal Information section lists all the basic information of the applicant such as Name of the 
Applicant, Gender, Religion, Origination Category, Date of Birth, Languages Known, and Category. 

 

To Navigate 
Home - - > Dashboard - - > My Profile 
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 The Contact and Address Details section lists all the contact and address details of the Trainer – Indian 

National such as Mobile Number of the Applicant, Email Address of Applicant, Country, Applicant 
Address, Nearby Landmark, Pincode, State/Union Territory, District/City, and Tehsil/Mandal. 

 

 
 The Education Details section displays the educational details of the applicant. 

 

 
 The Added Professional Experience Details section displays the professional experience details of the 

applicant. 
 

 
 The Added Training Experience Details section displays the training experience details of the 

applicant. 
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 The Training Requests section lists all the added preferences of the Trainer – Indian National. 
 

 
 The Applicant Type section displays the type of applicant. 

 

 

 The Training Partner and Training Center Association section displays the Training Centre details such 
as TP ID, Training Partner Name, TC ID, Training Center Name, Scheme Name, Linking Type, 
Empanelment Duration, Linking Status, and Delinked Date and Action. 

 

 
 Click Go Back, to navigate to the Dashboard. 

Note: Select the respective hyperlinks of the Educational Details, Added Professional Experience 
Details, and Added Training Experience Details to view the complete information. 
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18 Edit Profile 
The Edit Profile screen allows the Trainer – Indian National to add/edit the profile. 

 

 

 
 Click Edit Profile, to edit/add details of the Trainer – Indian National profile. 

 

 
 The Edit Profile screen hosts three sections as listed below. 

 Personal Information 

 Contact and Address 

 Education and Work 

To Navigate 
Home - - > Dashboard - - > My Profile - - > View Applicant Details - - > Edit Profile 
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 The Personal Information screen hosts three sections as listed below. 
 

 Personal Information 

 Aadhaar/PAN Information and Photograph Info 

 Applicant Type Details 
 
 The Personal Information section allows the Trainer – Indian National to edit the basic information 

such as Name of the Applicant, Gender, Date of Birth, Languages Known, Religion, Category, and 
Disability (If any). 

 

 
 Click Browse to upload the Disability document. The Trainer – Indian National can upload only jpg, 

png, jpeg, pdf, and the maximum file size is five MB each. Click Upload. 
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 The Aadhaar/PAN Information and Photograph Info section displays the PAN Number information 
and also allows the Trainer – Indian National to edit the required Aadhaar details. 

 

 
 Click Browse to upload a recent photograph. The Trainer – Indian National can upload only jpg, png, 

jpeg, pdf, and the maximum file size is five MB each. Click Upload. 
 
 The Applicant Type Details section allows the Trainer – Indian National to select the applicant 

category. 
 

 
 Click Save Changes, the Profile Updated Successfully screen appears. 

 

 
 Click OK, the Personal Information screen appears. 
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 The Contact and Address Details section allows the Trainer – Indian National to edit the contact and 

address details of the applicant such as Tehsil/Mandal, and Parliamentary Constituency. And also 
displays the details such as Applicant Address, Nearby Landmark, Pincode, Country, State/Union 
Territory/Region, and District/City. 

 

 
 Click Update (Mobile Number of Applicant), to update the Mobile Number of Applicant, the Update 

User Details screen appears. 
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 Enter the new mobile number of the applicant. Click Generate OTP, the OTP Verification screen 
appears. 

 

 
 Enter the appropriate OTP received on a new mobile number. Click Verify, the following screen 

appears. 
 

 
 Click OK, to navigate to the Contact & Address Details screen. 
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 Click Update (Email Address of Applicant), to update the Email Address of Applicant, the Update User 

Details screen appears. 
 

 
 Enter the new email address of the applicant. Click Generate OTP, the OTP Verification screen 

appears. 
 

 
 Enter the appropriate OTP received on the new email address. Click Verify, the following screen 

appears. 
 

 
 Click OK, to navigate to the Contact & Address Details screen. 
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 Click Save Changes, the Profile Updated Successfully screen appears. 

 

 
 Click OK, the Contact & Address screen appears. 
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 The Education and Work screen allows the Trainer – Indian National to edit the education and work 

details in four sections as listed below. 

 

 Education Details 

 Professional Experience Details 

 Training Experience Details 

 Curriculum Vitae / Resume Details 

 
 The Education Details section displays the added educational details. Also allows the Trainer – Indian 

National to edit/add the information such as Education Attained, Details of Education, and proof 

documents. 

 

 
 Click Browse to upload the appropriate Proof Documents. The Trainer – Indian National can upload 

the only jpg, png, jpeg, pdf, and the maximum file size is five MB each. Click Upload. 
 
 Click Save & Add Education Details, to add educational details. 

 
 The Added Education Details section displays the added education details such as Education Attained 

Type, Details of Education, and Proof Document. 
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 The Professional Experience Details section allows the Trainer – Indian National to edit the details 
such as Relevant Sector, Job Title, Employment Type, Company, State/ Union Territory/Region, 
District/City, Address, Duration, job Description, Proof Documents, and also displays the added 
Professional experience details. 

 

 
 Click Browse to upload the appropriate Proof Documents. The Trainer – Indian National can upload 

the only jpg, png, jpeg, pdf, and the maximum file size is five MB each. Click Upload. 
 
 Click Add Professional Experience Details, to add professional experience details. 
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 The Training Experience Details section allows the Trainer – Indian National to edit the training 
experience details such as Relevant Sector, Job Title, Employment Type, Company, State/Union 
Territory/Region, District/City, Address, Duration, Job Description, Proof Documents, and also displays 
the added Industrial experience details. 

 

 
 Click Browse to upload the appropriate Proof Documents. The Trainer – Indian National can upload 

only jpg, png, jpeg, pdf, and the maximum file size is five MB each. Click Upload. 
 
 Click Add Training Experience Details, to add training experience details. 
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 The Curriculum Vitae / Resume Details section allows the Trainer – Indian National to update the 
resume. 

 

 
 Click Browse, to upload the appropriate Curriculum Vitae or Resume Document. The Trainer – Indian 

National can upload only jpg, png, jpeg, pdf, and the maximum file size is five MB each. Click Upload. 
 
 Click Save Changes, the Profile Updated Successfully screen appears. 

 

 
 Click OK, the Education & Work screen appears. 
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