User Manual
Training Provider Registration (Govt.)




1 Introduction
This user manual provides an information on how an organization can register itself as Training Provider
(TP) on PM Vishwakarma Portal.

With this user manual, the Training provider will be able to perform the following functions:
e New Registration

e First Time Login

A step-by-step guide to register as TP is provided below:

Step 1: Open the web page: https://portals.pmvishwakarma.gov.in/login
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Login

Enter your Username

Don't have an account yet 7



https://portals.pmvishwakarma.gov.in/login

2 Registration
The Registration section allows a TP to register on the portal.

> To Register, the new Training Provider do as follows.
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Login

Enter your Username

Register Now
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Register

Training Provider

Name of SPOC

Email Address

Mobile Number

| Agree the

REGISTER

Already have an account

> Enter ‘Name of Single point of Contact SPOC’, ‘Email ID’, ‘Mobile Number’.




> To proceed further click on checkbox ‘I Agree Terms and Conditions’ followed by clicking on ‘Register’
tab.

The One Time Password (OTP) will be generated and shared on registered email ID and mobile number.

Verification screen appears as below.
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Register

Enter Email OTP

Enter Mobile OTP

VERIFY & SAVE

Didn't Received OTP ?

> Enter Email OTP and Mobile OTP as received on the registered email ID and Mobile number.

> Click Verify & Save. The following message appears after verification of both Email and mobile OTP.
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Register

We have sent the Username and Password to the registered email
address. Please login with those credentials.

LOGIN NOW

TR\ \

> Click Login Now. You will navigate to the Login screen.




2.1 First Time Login

The Login screen allows the user to login to the training provider registration form.
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Login

Enter your Username

Password

Don't have an account yet ?

Enter Unique ID (User ID) and Password as received in an email.

> Click Login.
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Enter Old Password

Enter New Password

Enter Confirm Password

Don't have an account yet ?

Note: The new password should be at least of eight characters length, should also contain one upper
case, one special character and one numeric.




> Click Reset & Re-login.

After the successful update of the password, the message appears as follows.
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Password updated Successfully

Forgot Password?

LOGIN

Don't have an account yet ? Register Now




2.2 Training Provider Registration Form

The Training Provider Registration Form screen appears on the first-time login and hosts eight sections as
mentioned below.

¢ Organization Info

¢ CEO/MD/Head of the Organization Info

¢ Authorized Signatory Info

* Permanent Address of the Organization

¢ Declaration

¢ Payment Details

> The Organization Info section allows the training provider to enter the Organization information.
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Organization info:
Is Gowl Entity: “ No.
TRAINING PARTNER DETAILS

Type:®  pan v

PAN Humber; © Eniter AN Murmber

ou Wil ot e sbke 9 eoit PAN Namer e appraved,

Type of the Crganization: © Sefact Type of the Organization s

name of the Organization: * Enter Full Mame of Crganization

MDDRESS Name of Crganizanion shoold march with FAN ot
¥ear of Establishment; * Select Establishmeant Year v Choose file Browse
File size upro 5 mb

fonly jpg, prig. jpeg, (f

Parkamentary Constituensy
Adldrnss Proof

> The Organization Information section allows the training provider to add the Name of the
Organization, Type of the Organization, Year of Establishment.

Note: The organization having PAN, name will be auto fetched.
For other organisation, having no PAN can select any of the below:

Type:® | pan -

| Select Entity Type

urmher: TAN
DARPAM D
UDISE Mumber
CIM
MCVET MIS Code




> The CEO/MD/Head of the Organization Info section allows the training provider to enter the Chief
Executive Officer or Managing Director or Head of Organization information.
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CEO/MD/Head of the Organization info:

CEQ/MDVHead's Mame: * Eriter Full Mame of Orgarsizations CEQMMDIHead
CEO/MDfHead's Email Addrass: * Ervter the Emall Address of Qrganization’s CECYMD/HE
CEQ/MD/Head's Mobile Number: * Enter Mobile NMuember of CEQYMD/Head of Qrganizatios

The above person should be Autharized Signatcry
considered as:

> The CEO/MD/Head of the Organization Info section allows the training provider to enter the Chief
Executive Officer or Managing Director or Head of Organization information such as CEO/MD/Head’s
Name, CEO/MD/Head’s Email Address, and CEO/MD/Head’s Mobile Number. Authorized Signatory: If
CEO/MD/Head are also authorized signatory than the user to select the check on checkbox ‘The above
person should be considered as’ authorized signatory.

> The Authorized Signatory Info section allows the training provider to enter the Authorized Signatory
Information.
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Authorized Signatory info:

Authorized Signatory Name: * Enter N f Orga t Autt

Authorized Signatory Email Address: *

Authorized Signatory Mobile Enter M Nur f Organization’s Authorizec
Number: *




> The Authorized Signatory Info section allows the training provider to enter the Authorized Signatory
Information, Authorized Signatory Email Address and Authorized Signatory Mobile Number. Click Add
Another Authorized Signatory, to enter additional signatory.

Note: If the CEO/MD is selected as Authorized Signatory then, this section only displays the same
information.

> The Permanent Address of the Organization section allows the training provider to enter the
organization address.
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Permanent Address of the Organization:

TRAINING PARTNGER DETAILS

> The Permanent Address of the Organization section allows the training provider to enter the
organization address such as Address of the Organization, Nearby Landmark, Pincode, State/Union
Territory, District, Tehsil/Mandal/Block, City/Town/Village, Geo Location, Parliamentary Constituency,
Address Proof and Communication Address Same as Permanent Address.

Note: Clicking the Communication Address Same as Permanent address allows the applicant to save the
permanent address as a communication address. Add new communication address of the organization if
needed.




> The Communication Address of the Organization section allows the training provider to enter the
communication address of the organization.
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Communication Address of the Organization:

> The Communication Address of the Organization section allows the training provider to enter the
communication address of the organization such as Address of the Organization, Nearby Landmark,
Pincode, State/Union Territory, District, Tehsil/Mandal/Block and City/Town/Village.

> Address Proof: Select the appropriate type of document which you provide as an Address proof from
the drop-down list. Click Browse, select the file and click Upload. You can upload only jpg, png, jpeg and
pdf files.

On the upload, the message appears as filename.ext Uploaded Successfully.

Click Save & Next, to continue the registration.




> The Declaration section, the organization should confirm the correctness of the information.
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Declaration

TRAINING PARTNER DETALS Déclaration Uncersking
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> Click | agree - The details entered are correct as per my knowledge, to confirm the correctness of the
information updated.

Click Save & Continue, to navigate to the Process Details screen.

> The Process Details screen allows the Training Provider to select the Approval Process.
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Process Details:

TRAINING PARTMER DETAILS
Approval Process:© (0 Accreditation & Affiliaticn (A8.8)
Mon-Accreditation & Affiliation (Mon-A&A)

L‘Snuc‘. As Draft |

Submit

Emall I of
Mobde Koo of Authoriz

> Select A&A, to add Accreditation and Affiliation as an approval process.

> Click Submit, Thank You message appears as follows
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Success

Thank You

You will receive a confirmation message in your inbox shortly. If you do not receive
this message, please check your spam folder.

Don't forget to add info@sdmsindia.com to your address book so that you are

always the first to hear about the latest collections, events and news,
ADDRESS

Go to Dashioard xownlead Submnited Form

on Territory

> Click Go To Dashboard, to navigate to the Dashboard.

> Click Download Submitted Form, to download the submitted form.




