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POLICY DOCUMENT FOR E-ADMISSION
(UNDER E-GOVERNANCE)

ENGLISH RENDERING OF THE HINDI ORIGINAL

OFFICE OF THE PRINCIPAL, DEPARTMENT OF HIGHER EDUCATION,
MADHYA PRADESH, BHOPAL

ONLINE ADMISSION
ACADEMIC YEAR 2013-14
FOR

APPLICANTS IN THE FIRST SEMESTER

INSTRUCTION MANUAL




For applicants desirous of online admission in the first semester of graduation/post-graduation in
government/non-government colleges of the state

Instruction manual

Fair, transparent, simple and time-bound online central admission process for admission in the
first semester of undergraduate and postgraduate in government and non-government colleges of
Madhya Pradesh, while ensuring compliance of the academic calendar issued for the academic
session 2013-14. It has been implemented with the technical support of I.C. Under this,
applicants desirous of admission in the first semester of graduation/postgraduation will be able to
get admission. Applicants should read this instruction manual before applying for admission on-
line.

Study them thoroughly, so that they do not face any kind of inconvenience.

Online application form 1is available for applicants on the portal of Higher Education
Department http://mhighereducation.nic.in. For admission in colleges and courses conducted in
them, registration will have to be done and after that document verification will have to be done.
The applicant has to first fill his/her application online and after that by getting online challan or
through internet banking Rs. 100/- registration fee has to be paid. After that, you will have to go
to any government college in the state and get all your necessary documents verified. If the
documents are not verified / the registration fee is not deposited, the application will
automatically be considered canceled.

Applicants can fill the online application form through internet through help centers located in
their home government and non-government colleges or through any internet cafe. The fee at the
help centers located in the colleges is Rs. Facility to fill application is available on payment of
Rs.10/-. No agency has been authorized by the department for this work.

Before filling the application, the applicant should thoroughly study the "Admission Guidelines
2013-14" which is available on the department's website www.highereducation.mp.gov.in and
portal, so that it will be easier for them to fill the application. Courses conducted, their code
numbers, seats available and fee

Other information is also available on the portal. Applicant college and course selection very
carefully

Do it with understanding. Keep all the necessary documents related to you ready in advance.
Merely on the basis of online registration and verification of documents, no candidate will get

the right of admission, but at the time of admission, the applicant will be eligible for admission
only if the required original certificates are found completely correct and according to the rules.
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Therefore, before registering online, the applicant should ensure from the Admission Guidelines
2013-14 and the concerned university whether he/she is eligible for admission or not.

The online admission process will be completely transparent, on the basis of merit and
preference presented by the applicants. Applicants can get all the necessary information from the
online module before submitting the online application form.

The important points of the on-line admission process are as follows

1. Online for applicants on the portal of  Higher Education
Department http://mphighereducation.nic.in

Application forms will be available. The last date for submission of on-line applications is 20
June 2013. 2. Click on the Counseling Menu of the applicant
portal http://mhighereducation.nic.in from which the applicant can fill the online application.
Before submitting the online application, click on the Main Menu and enter all other desired
information in the application form through various links, such as information about colleges
and courses taught in them, their code numbers, surcharge for admission.

Information about certificates to be obtained and payable surcharge, their code numbers, fee
information

Must see etc.

3. Pre-fill the information related to you in the format of the application form (Annexure (1)
given in the Instruction Booklet, so that it will be easy to enter the correct information while
filling the online application form and verification without mistakes Will also avoid

unnecessary troubles at the time of.

4. Applicant should write his name, father's name, mother's name, date of birth as mentioned
in his mark list. Must check spelling.

5. The applicant should correctly enter the roll number, score and maximum marks of his
qualifying examination.

6. The applicant should provide correct information about his/her caste category, minority
status, original residence etc.

7. Applicant should fill his complete address correctly.

8. No modification will be possible in the entered information after verification.
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9. Students should take special care while choosing colleges, so that they can be given
admission in their respective colleges only.

10. Verification of documents will be done only for girl applicants in girls colleges.

11. Applicants will be able to select nine options in total from the college and course. The
applicant can choose nine colleges or nine courses in the same college or so on, a maximum
of nine options in total.

12. While filling the online application, the applicant has to create and enter a four digit
Secret Key (any four digits from 0 to 9). Applicant must note down his registration number
and secret key. Make the secret in such a way that it is easy to remember. To fill the
remaining information in the application form or to change the information filled in future,
one has to login with the registration number and secret key. A simple one the first time and
every time you make a change in the future

The serial number (Version) will also be mentioned on the application form. Print the
application form containing the simple number received at the time of last change and take it
for verification in duplicate.

13. If you want to pay the registration fee of Rs.100 through challan, then at the time of filling
the application you will have to print out a copy of the challan as well and submit the challan
to the designated bank. 1 on payment of challan Rs. 20/- fee will be payable to the bank.
Applicants will be able to participate in the admission process only after depositing the
registration amount.

14. The prescribed registration fee can also be paid through internet banking.

15. Registration fee can be paid through the following banks

State Bank of India, Punjab National Bank, Central Bank, Bank of Baroda and Bank of India.

16. All government colleges of the state have been made Verification Centers to get the
information entered in the online application submitted by the applicant verified with the
original documents. By appearing in any government college, the applicant will have to
compulsorily get his documents verified by June 22, 2013.

17. Applicants must be present at the nearest verification center for verification with all their
original certificates like mark sheet, caste cadre, native, NCC/NSS sports etc.
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18. On verification of all the documents, the certification authority will provide one copy of
the application form submitted by the applicant as proof of verification to the applicant. Both
the certification officer and the applicant have to sign these copies. One copy along with the
photocopy of all the documents will be retained by the certifying authority.

19. Retain the attested copy. Submit it at the time of verification in the allotted college at the
time of admission.

It will be mandatory to present all the documents and other documents related to eligibility.
College will refuse to give admission if they do not fulfill the qualification. 20. With the help
of his/her registration number and secret key, the applicant will be able to log in to the portal.

Will be able to get information about the documents being verified online. applicant as proof
that

You can also take printout.

21. On not getting the documents verified till the last date or paying the prescribed fee for
registration, the application will automatically be canceled and the applicant will be out of the
admission process. No

22. If the applicant finds error at the time of verification or does not submit the required
documents

The Certifying Officer will take the objection. In this situation the applicant himself has to go
to any internet cafe or

With the help of the help center located in the college, the application form will have to be
printed again in two copies and present for re-verification.

23. Must complete the work of registration and verification of documents by the last date.

24. One time registration fee of Rs. 100/- to be paid.

25. Applicant should not do more than one registration. Any type of error or correction in
preferences can be done online before verification. Never do multiple registrations, if it is
found, the registration can be canceled and the applicant himself will be responsible for it.

26. If any mistake is found at the time of verification, the applicant himself will have to

correct it online and go for re-verification. Therefore, applicants should enter the information
very carefully while filling the online application form and check it properly.
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27. Due to giving wrong information by the applicant, the entire responsibility of discrepancy
in allotment will be of the applicant and it will not be possible to make amendment after
verification.

28. Admission of applicants not fulfilling the eligibility at the time of admission will be
invalidated by the college.

29. The process of admission will be complete only after the payment of admission fee. to the
admitted applicants through their online

As proof of reporting of admission, the college will provide Online Admission Slip. so the
applicant

Make sure to get your Online Admission Slip.

30. After allotment, not fulfilling the eligibility requirements at the time of admission, not
submitting the original documents as per the undertaking within the prescribed time period /
not paying the admission fee within the prescribed time period / submitting the required
affidavit (applicants from MP and other states) The admissions of the applicants who do not
do so will automatically be considered cancelled.

31. Some universities/institutes/colleges award grade points instead of marks. If the formula
for calculating marks equivalent to grade point is mentioned in the applicant's graduation/post
graduation mark sheet, then enter the grade in the column only after converting it into marks,
otherwise mention the grade point and fill the scale in the score column. For example, if the
grade is 3.5 in the scale of 5, then enter 35 in the score and 5 in the integer.

32. At the time of admission, it is mandatory to present the certificate of being displaced from
Jammu and Kashmir and their dependent.

33. Police verification is mandatory at the time of admission for applicants from other states.
Special admission is given on the basis of certificates as follows surcharge. last four for

overload

Only the certificates earned in selections will be accepted and if there is more than one
surcharge, the maximum

Only the possession certificate will be accepted.
(See Annexure 9 for details.)

N. CC/N. s. s. / Scout / Red Cross / Judo Karate / Various Sports / Cultural / Literary / Vivis /
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Design Competitions / Inter District / Divisional Level Competitions organized by School
Education Department or Inter Divisional / Area Level Competitions organized by C.B. s.
Organized by E. / Organized by School Education Department or C.B. s. Inter regional /
national level competitions organized by E. or regional competitions organized by the
Ministry of Parliamentary Affairs, Government of India / Ministry of Parliamentary Affairs,
Government of India Participation in national competitions / Science under Youth / Science
and Cultural Exchange Program between India and other countries /Certificate of
selection/participation in cultural/literary/art field/M. Q. National competitions organized by
government recognized sports federations / Displaced persons of Jammu and Kashmir and
their dependents

Board Name

Result of Exam

MP Board/CBSE Board/ICSE Board/Other Board

Pass/Supplementary

Subject Group

Science (Maths)/Science (Bio)/Arts/Commerce/Home Science/

Agriculture/Professional Courses

Blood Group

A+/A/B+/B/AB+/ AB /O+/0/ Not Known

Category

GEN/SC/ST/OBC (Non-Creamy)/GEN-OBC (Creamy)
Non-Minority/Muslim/Christian/Sikh/Parsi/Baudha

Minority/Non-Minority

Residence

MP/J & K Migrant/Other State:

, Special Class (Cadre)

Principad
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None/Handicapped/FF/Salnik/ FF-Handicapped/Sainik - Handicapped/ Sainik Widow and
dependent of Martyrs during war/ Sainik - Handicapped Sainik during war and
dependent/Salnik - Dependent of Martyrs during peace / Sainik Handicapped Sainik during
peace and dependent / Sainik- Gallantry Awardees / Sainik Dependent of Ex-Sainik / Sainik
Dependent of On Duty Salnik

1. The list of certificates required at the time of verification/admission is as under -
Must bring a copy, after verification

Applicants along with the original certificates, each of their photocopies of the original
certificates will be returned immediately. > Original marks list of the qualifying examination
(In the absence of original marks list, internet mark list will be valid for verification, but on
admission, the original mark list will have to be presented in the admitted college within the
stipulated time. In the absence of original marks, given at the time of admission receipt of the
outgoing letter

(Annexure - 2)

* Class 10th mark sheet (for date of birth).

In the absence of original transfer certificate (TC) at the time of admission, provisional
admission will be valid on the basis of the undertaking (Annexure 3) to be given at the time of
admission, but the original transfer certificate will be valid for admission within the
prescribed time period. Will have to be submitted in the college otherwise the admission will
automatically be cancelled.

Character certificate at the time of admission.

caste certificate.

Income certificate (for OBC, non-creamy layer).

> Cadre (Disabled / Freedom Fighter / Soldier) Certificate. > Gap certificate (affidavit) in case
of gap in studies, at the time of admission

> Higher Education Department, M.P. Certificate of being son/daughter of working regular
employees of

> Certificate regarding receipt of surcharge for admission (see Annexure-8 for details)
Eligibility certificate of the University at the time of admission.

) rincipa

JNS govt. PG CO“‘?&;}
1 B0 ) * R

Shujalpur, Distt. Shi2PY




Migration certificate at the time of admission.

> Certificate of displacement of Jammu and Kashmir and their dependent at the time of
admission.

> Police Verification for other state applicants at the time of admission (Annexure - 6)

Proof of registration fee payment through Challan / Internet Banking (after verification of tip
payment

Might as well.)

> Employer's certificate on overall service of the state. If there is any case registered against
the applicant in any court/police station at the time of admission

details thereof.

> At the time of admission, against the applicant in the past for indiscipline / misconduct /
ragging / copying case / criminal act of court / college proceedings (complete details |

Various formats for applicants

Annexure - 1: Format of Application Form

Annexure 2 Undertaking in the absence of the original mark sheet of the qualifying
examination -

Annexure - 3: Undertaking in the absence of original Transfer Certificate
Annexure - 4 Declarations of the Applicant

Annexure 5 Declaration of the parent or legal guardian

Annexure 6 Police Verification for Out-of-State Applicants

Annexure 7 Police Verification Form for outstation students
Annexure-8: Format of affidavit to be given in case of gap in studies.

Annexure — 9: List of certificates regarding receipt of surcharge for admission
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Board Name

MP Board / CBSE Board / ICSE Board / Other Board !

Result of Exam

Pass / Supplementary

Science (Maths) / Science (Bio) / Arts / Commerce / Home Science / |

SubjectGroup Agriculture / Professional Courses
Blood Group A+ / A-/B+/B-/AB+/AB-/ O+ /O -/ Not Known
Category GEN /SC /ST / OBC (Non-Creamy) / GEN-OBC (Creamy)

Minority / Non-Minority

Non-Minority / Muslim / Christian / Sikh / Parsi / Baudha [

Domicile

MP / J & K Migrant / Other State '

| special Class (&a91)

None / Handicapped / FF / Sainik / FF-Handicapped / Sainik - Handicapped /'
Sainik - Widow and dependent of Martyrs during war/ Sainik - Handicapped
Sainik during war and dependent / Sainik - Dependent of Martyrs during
peace / Sainik - Handicapped Sainik during peace and dependent /Sainik -

Gallantry Awardees / Sainik - Dependent of Ex-Sainik / Sainik - Dependent
of On Duty Sainik
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