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Introduction

In order to enable colleges of The University of Burdwan to register the students online, iON
eForms solution has provided the required online tools. This manual has been written to help you
understand and use the registration form webpage of The University of Burdwan.

Steps for Online Registration Process

The online student s’ consistiggiosktherfoldowingosstepspr ocess i s

STEP-1 : Open the website of The University of Burdwan ( http://www.buruniv.ac.in/ )

STEP- 1l : Click on the BA/ BCom/ BSc Student Registration Link

STEP- 11l : The login form will be displayed. Input your college login id and password
shared by the university and click on Login.

TCS iON Webtop Login

Username:

Password:

Forgot Password

Login Page

STEP- IV : The application home page will be displayed. Click on the eForms button -I

on the top of the home page highlighted below.

eForms link on Home Page
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If the e-Forms -i icon is not visible after login then you need to click on w button
on bottom left corner of the home page as shown below and then the e-Forms application will
be available.

In order to make the EForms application displayed on the top panel always, right click the
EForms application and then click on Add to Quick Launcher option.

Lt

gn(‘flik on the below W icon $ ‘

and the application list
ill be displayed as shown in
he right. Click the e-Forms KiN | Soltiens
application to open student
registration form.

ou need to right click on e-
Forms button and then click
on Add to Quick launcher for
permanently adding it at top
panel.

2

Forfoech Solvebon

Access eForms Application

STEP-V: Click on i 2Student Re g i s t r # fnitiaberth@ student registration process.

iON ’ eForms
E-Forms

E-Forms
« Select Labels Language & Upload Icon

Home >> E-Forms

About EForms application

EForms is a highly configurable and flexible product based solution with consistently enriched features in accordance with contemporary scenarios and requirements. Our interface for the administrator provides features to manage
and process application data with its auditing. Also, off-line support for customers who do not wish to opt for electronic interface to capture application data is supported using spreadsheets. The administrator can also configure his
application according to his needs.

2-Student
Registration

Copyright © 2016 Tata Consultancy Services | Terms of Use | Privacy Policy | Version 11.01.00 TATA CONSULTANCY SERVICES

’ . | . 07-09-2016
W <« e > £ 556 PM

Student Registration Form
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The student registration form options will be displayed.

STEP- VI : Click on Create button to enter the students data.
Crvaln

Application/Registration form will be displayed as following:

Registration Form

Nots:

Fillinthe detaits and cick on Nextto proceed,
Fiekés mariked with * are mandatory.

o Basic Details emalmnmm 9 Enrolment.

Student Profile

*Student Name | ]
{As specifiad in M.P./Equivalent Examinations Certificata)

-

DTty et @ Yes © Mo

oy iy
Address for Correspondence

Application form page of registration website

There are three sections on the Application Form:
1) Basic Details
2) Qualifications
3) Enrolment

Start filling details as described in images and tables below. Click Next to Move to the Next
Section.

At the end of section3-Enr ol ment , click on the radio butt
on the information provided. Then, click Submit.

NOTE: This symbol * indicating the fields are mandatory. Hence, theynust be filled.
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Student Registration Details

Basic Details Section
Basic Details SectigrStudent Profile

Basic Details Qualifications Enrolment

Student Profile

“*Student Name

(As specified in M.P./Equivalent Examinations Certificate)

*Course | --Select—- v *Stream/Subject | --Select-- v
*Date of Birth i
. = u
(DD/MM/YYYY according to Admit Card/Pass Gender | —-Select M
Certificate of M.P./Equivalent Examination)
*Marital Status | --Select-- v *Differently Abled Yes No
*Religion | --Select-- v *Caste | --Select-- v
*Mother's Name * Fathar's Name
*Minarity Community Yes No Husband's Name

Basic Details Section — Student Profile

Sr. Label Type Action to be performed

No

1 Student Name Enter theS t u d dlame assspecified in M.P. or equivalent
examinationds certificate

2 Coursé Select the Course from list

3 Stream/Subjeét Select the Stream/Subject from list

4 Date of Birth* Choose Datef Birth in DD/MM/YYYY format. This date of birth
should be from Admit Card or Pass Certificafévl.P./Equivalent
Examination.

5 Gendet Select Gender from list

6 Marital Status Selectthe Marital Status from list

7 Differently Abled* Click Yes or No depending on whettsudent isdisabled/handicappe

8 Religion* Select Religiorfrom list. If not mentioned, select Other

9 Caste Select Caste from list

10 Mot her &8s Na me Enterthe N\\Nmeof St udent 6s Mot her

11 Fat her®s Name Enterthe Name of SHdtherdent és

12 Minority Community* Click Yes or No depending on whethe studenbelongto a Minority
Community

13 Husbandds Name]| If Applicable, EnterName f St ud e n (NénsMaridlatayp a n
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Scroll Down to fill Address for Correspondence
Basic Details SectigrAddress for Correspondence

Address for Correspondence

* Building/&venue * Locality/Village

“PO "Country | --Select- v
*State * District
ity *Pin code
* Email ID Phone No. |STD Code || Telephone No.
*Mobile Number

Next
Basic Details Section — Address for Correspondence

Sr. Label Type Action to be performed

No

1 Building/Avenueg Enter thefirst address liné building name/number and
street/lane/avenue

2 Locality/Village* Enter the locality or village name

3 PO* Enter the areads Post Office

4 Country* Select Country from the list

5 Statef Enter the Name of State

6 District* Enter the Name of District

7 City* Enter the Name of City

8 Pin Codé Enter the Pin Code

9 Email ID* Enter theEmail ID

10 Mobile Number Enter the mobile number

11 Phone No* Enter the landline phone number. STD Code in first box and Phong
number in second box

Fill the details on the Basic Details section page and click on Next Button to go to
Qualifications section
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Qualifications Section
QualificationsSectiong Matriculation (10") Details

Basic Details Qualifications Enrolment

=*Matriculation (10th) Details

Name of

Name of Examination Board/Council/University -—-Select-— v
Country where the State where the
Board/Council/University | -—-Select-— v Board/Council/University | -—-Select— v
situated situated
Year of Passing | ——Select— v Class/Division | —Select— v
Marks % Subject Combinations
Reqgistration Mo Roll No

Registration Year

Qualifications Section — Matriculation (10™) Details

Sr. Label Type Action to be performed

No

1 Name of Examinatioh Enter the Name ofExamination of 18 as per the matriculation

certificate

2 Name of Select the Board/Council/University
Board/Council/University

3 Country where Select thecountry where Board/Council/University is situated friva
Board/Council/University list
situated

4 State where Select the country where Board/Council/University is situated (List
Board/Council/University appear only if country where Board/Council/University situated is
situated selected)

5 Year of Passing Selectthe Year of Passing 10flom thelist

6 Class/Divisiori Enter the Class/Division with which candidate had passed

7 Marks % Enter the percentage of marks secured

8 Subject Combinatioris Enter the Subject Combination chosen for the exam

9 Registration NG Enter the exam registration number

10 Registration Year Enter theyear of exam registration

11 Roll no* Enter the exam roll number
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Scroll down to fill Higher Secondary (12th ) Details

QuialificationsSectiorng HigherSecondary (19 Details

+Higher Secondary (12th) Details

Name of Examination

Country where the

Board/Council/University | -—Select-—-

situated

Year of Passing | -—Select—
Marks %

Registration No

Registration Year

Name of _ Select— v
Board/Council/University =L
State where the
v Board/Council/University | —Select-— v
situated
v Class/Division | —Select— ’

Subject Combinations

Rall No

Next

Qualifications Section — Higher Secondary (12th) Details

Sr. Label Type Action to be performed

No

1 Name of Examinatioh Enter the Name of Examination df2" as per the certificate

2 Name of Select the Board/Council/University
Board/Council/University

3 Country where Select the country where Board/Council/University is situated from
Board/Council/University list
situated

4 State where Select the country wheioard/Council/University is situated (List wi
Board/Council/University appear only if country where Board/Council/University situated is
situated selected)

5 Year of Passing Select the Year of Passing 12th from the list

6 Class/Divisiori Enter the Class/Division with whiatandidate had passed

7 Marks % Enter the percentage of marks secured

8 Subject Combinatioris Enter the Subject Combination chosen for the exam

9 Registration No Enter the exam registration number

10 Registration Yedar Enter the year ofxam registration

11 Roll no* Enter the exam roll number

Fill the details on the Qualifications section page and click on Next Button to go to
Enrolment section
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Enrolment Section
Enrolment Info and Subjects

;'}'.]--;_1 Basic Details :_’ Qualifications ) Enrolment
*Enrolment Info
Admission Date [&=] Session | ——Select— v
*Subjects
Honours NA General (1st Subj.) | ---Select-— v
Mather Language | —Select—— v General (2nd Subj.) | —Select— v
Compulsory English | ——Select-— v General (3rd Subj.) | —Select— v
Enrolment Info and Subjects
Sr. Label Type Action to be performed
No
1 Admission Daté& Enter the Admission Date of the Student
2 Session Select theSession
3 Honourg Honours will appear if applicable
4 Mother Language Select the Mother Language/Mother Tongue of the Student
5 Compulsory English Select from list
6 General (¥ Subj.y Select from list
7 General (2° Subj.) Select from list
8 General (8 Subj.y Select from list

Scroll down to upload photo and signature

Upload Photo and Signature

Upload Photo and Signature

*Please upload scanned copies of your recent passport size photograph and signatuné

Declaration

I hereby declare that all the particulars stated in this application form are true to the best of my knowle
provided is found false/incorrect. I shall abide by the actions/decisions taken by the University.

ge and belief. If any of these information

1 Agree.

Submit

AN

Click here

Upload Photo and Signature
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1) Click on *here’ as shown. The foll owing scr

Document / Image Upload

Photograph

30 mm
* Photograph :| Choose File | No file chosen l I’ 45 mm
Please upload your recent passport size photograph: max 30KB

Close This Window

a) Create or scan a photograph of dimensions 30 mm width and 45 mm height as
shown

b) Ensure that the photograph does not exceed 30KB in size

c) Click Choose File, select the scanned photograph file and then click Upload

2) Click Signature tab beside Photograph as shown below

Document / Image Upload

Photograph Signature
7
* Signature :| Choose File | No file chosen Sl B
J~." e
Please upload your Signature :max 20KB
Signature tab e ———

a) Scan your signature of the dimension 80 mm width X 3.5 Cm height as shown
b) Ensure that the scanned image does not exceed 20KB in size
c) Click Choose File, select the scanned signature file and then click Upload

Declaration
1) Read the declaration and click on the radio
2) Click Submit button.

Acknowledgement:

Once the student registration form is submitted successfully, an acknowledgement number
for the student registration will be generated, please note this number corresponding to
the student name for future reference by the college.
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Search and Edit registered candidates

The candidates who have been registered for the examination can be searched and their
information can be edited. The following steps will be followed:

1. The steps|to V are to be followed as mentioned in the Steps for Online Registration
Process section to open the Students Registration Form.
2. Select “Search” from the options avail abl e:

£+

Settings

3. The “Search” cr it andanygaaandicdaeror cangidatesdarebe e d

Create filter criteria My saved basic filters | Select Filter v [% | Show Advanced Filter
* From Date : ] ToDate: [y nomois 5] Registration Number : l:l
Status : Select from Label : Select Value |:|

The candidate records will appear. For each candidate following operations can be
performed and the concerned buttons are highlighted on the following image:

a) View — View the Candidates Registration details

b) Edt—Edi t the candidate’s application
c) Check logs — The logs of update of the candidate record can be checked.

d) Delete — The candidate application can be deleted.

Wiew student Details
Skl rama AT N T Father Hame
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Bulk Download of candidate data (for advanced users only)

The candidates who have been registered for the examination can be searched and their
information can be edited. The following steps to be followed:

1. The steps|to V are to be followed as mentioned in the Steps for Online Registration
Process section to open the Students Registration Form.
2. Sel éDovwnlodd” from the options avail abl e:

3. There will two options available:
a) Download Application — To download all the data of the applied candidates in excel.
b) Download template — To download the template in which data can be can be added
and uploaded. There will be no candidate data downloaded in this option. This will
give all the mandatory columns that need to be present in the excel file to be
uploaded.

* Please select your download criteria for the selected form

® Download Applcation Download Template

I Student Profie ] Qualifications ] Enrolment Information ] Registration Info

Select the data field you need for the excel template download.
Required fiekis cannct be unchanged

9 Appication Seq No® ¥ Appication Status” ¥ Remarks® 9 Application Date”
Student Name Course Honours Or Pass Stream Or Subject

Date Of Birth Gender Marital Status Differently Abled

Religion Caste Minority Community
Father Name Husband Name BuikiingOrAvenue LocaltyOrvilage
PO City District State
@ Country* Other City Other District Other State
Other Country Pincode Email ID Mabile Number
STD Code Phone No Course Code If Minority Gommunity

Below the two options the candidate information that is to be downloaded can be selected.
For example, if we want to download the date of birth and candidate name of the
candidates.

4. Cl i ck lcdaDbowm downl oad the template or the

A B C D E F G H
1 |Application Seq No App Status Remarks App Date (dd/MMM/yyyy) Student Name Date Of Birth Country Country where the Board Or Council situated 10th Cor
1 1 Approved 15/Nov/2015 Danish 07/02/2002 India India Indi
32 Pending 18/Nov/2015 Akshat 07/02/2002 India India Indi
13 Pending 18/Nov/2015 Nishakar 07/02/2002 India India Indi
5 fa Pending 18/Nov/2015 Poornima 07/02/2002 India India Indi

Once the candidate data or the template is downloaded and necessary data updates are
completed, it can be uploaded using the upload option as explained in the following Bulk
Upload of Candidate Data section.
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Bulk Update of candidate data (for advanced users only)

The following steps to be followed:

1. The steps |to V are to be followed as mentioned in the Steps for Online Registration
Process section to open the Students Registration Form.
2. Sel éJplvad™ from the options avail abl e:

3. There will two tabs available
a) Upload Excel file — For uploading single excel file having multiple candidates records.
b) Bulk Upload (Not recommended for colleges) — Multiple uploading multiple excel files
having multiple candidates’ records.

Upload Excel File Bulk Upload

Record upto 30,000 only Zipped excel file or images

Modify old record or update new records.

Uploading a new record required some more information from your side

* Select File : Browse

‘Upload Type © ™ Active Records ' Online Payment Failures

Uploading a new record?

4. Browse the file and “Upload”

Caution: Please consult the University Online Registration Helpdesk team before
doing bulk upload.

It is not recommended to use the bulk upload option if it is not absolutely required.
Please fill the excel template correctly with students data to avoid any error in the
data submitted.

Do not upload the same data file more than once else it will create duplicate records.

Note: The mandatory col umns t hat” uvaferdulppdawnibado f
of data) have to be uploaded in the excel file.

END OF THE USER MANUAL
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