STEP-BY-STEP PROCEDURE FOR PARTICIPANTS

Applying for AICTE VAANI FDPs / Conferences / Workshops through the ATAL Academy Portal

Participant Instruction Manual

Before you begin

e Use a valid email address and mobile number.
e Keep your institutional Identity Card ready for uploading (portal shows a 2 MB limit).

e Download the prescribed AICTE VAANI NOC, complete it and obtain institutional
authorization before applying.

e Enter your own correct participant and institutional details. The screenshots contain sample
details only.

e After your application is approved by the programme Coordinator, the portal states that it
cannot be cancelled.

Portal labels and screen layout may change slightly with future updates.



Step 1. Open the AICTE ATAL Academy portal and create an account

e Open the AICTE ATAL Academy registration page and click Sign Up if you do not already have an account.
e Keep a valid email address and mobile number ready, as these will be used for your portal account.
e If you already have an account, use the “Sign in” link instead of registering again.
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Step 2. Select “Participant” as the registration role

e Open the “Select Role” drop-down menu and choose Participant.
e Select the appropriate title and enter your full name, date of birth, gender, email address and mobile number.

e Create and confirm your password, then click SIGN UP.
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Step 3. Log in to the participant portal

e After successful registration, open the Login page.
e Enter your registered email address and password.
e Enter the displayed CAPTCHA correctly and click SIGN IN.
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Step 4. Complete the first part of your Participant Details

o After login, the General Details page will open.

e Enter the required personal information such as Father’s Name, WhatsApp Number, Alternate Email and
Address.

e Use your own current and correct details; the details visible in the screenshot are only an example.
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Step 5. Complete academic, institutional and identification details

Select your State, District, Designation and Specialization, and enter the Institute Name and PIN code.

Enter the Employee/Student/Other ID and teaching experience in years and months. If you have no teaching experience, enter

‘0’ where the portal permits.
Upload your institutional Identity Card. The portal indicates a maximum file size of 2 MB.
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Step 6. Fill all mandatory fields before saving

¢ Fields marked with an asterisk (*) are mandatory. The portal will highlight missing required fields in red.
e Complete all mandatory fields, including contact and institutional information, before clicking Save.
e If an error message appears, correct the highlighted fields and submit again.
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Step 7. Download the AICTE VAANI NOC format

e In the Participant Details page, locate the document section near the bottom.

e Click Download AICTE VAANI NOC to obtain the prescribed No Objection Certificate (NOC) format.

e Complete the NOC and obtain the required signature/authorization from your institution before uploading it to
the portal.
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Step 8. Upload the Identity Card and completed NOC

e Use the Browse/Choose option to upload your Identity Card and the completed NOC in the respective fields.
¢ Ensure that each uploaded document meets the portal file-size limit (shown as 2 MB).
e A successful upload message/check mark should appear before you proceed.
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Step 9. Save and verify your participant profile

e Click Save after completing all required fields and uploading the necessary documents.
e Review the saved Participant Details carefully, especially designation, specialization, institute, state, district
and ID information.
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Step 10. Open the FDPs section

e From the left-side menu, click FDPs.

e The programme listing page will open with filters for -, - and _

e Do not apply from the default listing until the correct programme category has been selected.
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Step 11. Select “VAANI as the FDP type

e Open the Select FDP Type drop-down list.
e Choose VAANI from the available options.
e The page will refresh to show programmes available under AICTE VAANIL
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Step 12. Select the month of the programme

e Open the Select Month drop-down menu.
e Choose the month in which the required AICTE VAANI programme 1s scheduled.
¢ In the example shown, December is selected.
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Step 13. Select the relevant thrust area

e Open the Select Thrust Area drop-down menu.
e Choose the thrust area that matches the programme you want to attend.
e For the example shown, Aggrotech & Food processing is selected.
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Step 14. Locate the required VAANI programme and click the “+” button
e Check the programme title, institute, dates, language and event type before applying.

e Click the red + button on the required programme card to begin the application.
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Step 15. Confirm the application

¢ A confirmation pop-up will appear after you click the + button.

e Check that the NOC is shown as uploaded successfully. If necessary, use Reupload to replace the document
before submission.

e Read the notice carefully: after approval by the respective Coordinator, the application cannot be cancelled.
Click Confirm only when all details are correct.

Info!
Once you applied and got approved by
respective Coordinator you cannot cancel

‘Are you sure you want to apply?

NOG uploaded succestully. ()




