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User Manual for Placement Portal —
Placement Officer

Version No.0.1

This is the initial version of user manual. Based on the changes on the
software, manual will be updated accordingly.
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1. Introduction

Placement officer allows Placement Officer (PO) to upload employer details, to upload month
on month placement details of candidates along with documents and also allows to edit the
placement record if got rejected from any of verification level. Post uploading the document
eligible record will go for the verification at TC level first, on successful approval of record,
record will go for Field and Desk level verification simultaneously. Else rejected record will go
back to placement officer for editing.

Placement Portal Workflow

Field Verification

Placement document verification for 90 days
Field verification officer can view candidate wise Desk verification status

Field verification officer can verify the pre-defined questionnaire .

Desk and Field verification
status will be in Sync

a
Approved By TC N
Rejected By TC Employer creation,

Placement records creation.

3 Edit rejected candicates.

Create Placement officer.

Placement record verification for 90 days.

Rejected By Desk officer
Approved By TC

l

Candidate wise placement document verification for 90 days.

Desk verification officer can view candidate wise Field verification status

Approved By Desk officer

PD Portal

Placement Batch wise verification;
Approval Criteria :- At least 70% placement for 90 days with in 180 days of certification date;

Post approval, T3 data will trigger to Finance portal
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2.Placement Officer Portal

2.1 Placement Officer Login :-
Placement officer can login to the placement portal using triggered credentials to registered
email and phone number.

Tamilnadu Skill Development Corporation

SN BTG HmeT GLUTL(H&EHPED

INSTRUCTIONS FOR PLACEMENTS OFFICER
O ¥ To get started, please confact the Training Center fo have your Placements Officer Profile created.
Placements Login ¥ After your Profile is created by the Training Center, you will recelve an automated email with the

Username and Password within 48 hours.

+ Use the Username and Password to login.

POP350012361
' You will now be able fo update Employer Details, Rozgar Mela Details and Candidate Placement Details.
) Remember Me Forgot Password

Details:

Field ‘ Description

Username Placement officer Username or Login ID

Password Placement officer Password

Forgot Password? Placement officer can click on “Forgot Password?” link, if Placement officer
forget the password and wants to receive temporary password

LogIn On “Sign In” click, system will check if credentials entered are valid or not, if
valid, Placement officer will be navigated to home screen of portal.

2.2 Placement officer Home

Screen



User Manual — Placement Module

Tamilnadu Skill Development Corporation CHANGE PASSWORD  LOGOUT
sl H6 Hoer CLUM.HSSHPHD

EMPLOYER DATA

© Employer Data

NEWS/UPDATES

Post login to the portal Placement officer will be able to do below actions.

1. Upload Employer data
2. Upload placement details
3. View/Edit rejected candidates.

2.3 Employer Data
In order to upload the wage employee data placement officer, have to create employer
details. Placement officer can upload employer details either clicking on Employer data
menu or can also upload the employer data while uploading the placement details
itself.

Screen
N Hi, Officer Legend
= @ Tamilnadu Skill Development Corporation CHANGE PASSWORD LOGOUT
Sl BTG Smeir GLUTL (H&SEPSLD

EMPLOYER DATA PLACEMENT DETAILS HELP
Name of the Organization® : | Name of the Organization Type of the Organization® : | select '

Contact Person’: | First, Middle & Last Name Organization Website: | Organization Website

Contact Email*: | Contact Email Contact Number': | Mobile / Phone Number
PF Number: (Office Code... | (Est ID... J(Ext.itany..  |(MemberiD... |

ESIC Number: | ESIC: Number

ADD EMPLOYER DATA

Pincode District
Pincode Address Select v Select v s
SUBMIT
B Lo I S e 3 g N e i s T PN A pag e |



User Manual — Placement Module

Details:
Field
Name of organization

‘ Description
Name of organization

Type of organization

Type of the Crganization* : | seleci '
Select
Organization Website: |
Partnership
Registered Public Limited Company
Contact Number*: |
Registered Private Limited Company
Registered Trust
Member ID... <

Proprietorship
Society/Cooperative Soclety
Government Department

Others

Contact Name Contact person name of organization

Organization website | Website address of organization

Contact Email Email address of contact person

Contact number Contact number of contact person

PF number PF number of organization if any

ESIC Number ESIC number If any

Pincode Pincode of the organization address (Note :- on the basis of pincode system
automatically pick up the state and city)

Address Complete address of the organization

State State of the organization

District District of the organization

Add By clicking on add button user can add organization address (Pincode,
address, state,city)

Submit By clicking on submit system will auto validate the details and submit if

successfully validated.

Note :- Placement officer can upload multiple address against one employer.

2.4 Placement Details
In order to upload the placement details placement officer first have to select the batch name
by filter the batches between the assessment From and To date as display in below screen.

Screen 1

PLACEMENT DETAILS
PLEASE CLICK ON A BATCH TO VIEW THE LIST OF CANDIDATES

Assessment From Date:
SEARCH

Scheme:

Short Term Training n

Assessment To Date:

23-May-2021 ( 23-Jun-2021
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Details:
Field ‘ Description
Assessment from date | Assessment from date
Assessment To date Assessment To date
Scheme Scheme name — by default scheme is STT
Search By clicking on search system will validate the details and display the batch
list between the assessment from and To date
Screen 2

PLACEMENT DETAILS

PLEASE CLICK ON A BATCH TO VIEW THE LIST OF CANDIDATES

Assessment From Date: Assessment To Date: Scheme:

(OI—JOH—ZOZD (23—Jun—202] (snon Term Training n
BATCH NAME ASSESSMENT DATE TOCT;?\INEE)B\NTESOF TOCT:::IE):IEQ/HFEISED DISABILITY TYPE PF;ELIQZ(Z:REEIW'\;I/EZ1E
2102TH2020-TC00252AJTHC /Q3006-
00000055 11-Nov-2020 25 25 NA NA
Details:
Field ‘ Description
Batch name Name of the batch
Assessment date Assessment date of the batch
Total count of Total enrolled candidates in a batch
candidates

Once Batch list will be visible user can click on batch name in order to proceed further

Screen 3
Candidate Employment details - Post clicking on batch user will redirect to the candidate employment

details page as shown below
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CANDIDATE EMPLOYMENT DETAILS

VIEW COMPLETE LIST OF C.

DIDATE

Candidate Detalls Certification Detalls
Condidate: =

Bafch Start Date:
- ~

Batch End Date:
Candidate 1D:

Batch Assessment Date:
Sender:

Employment Detalls
Dote of Birth/Year of Birth

Total days of Employment : O
ADD CANDIDATE EMPLOYMENT DETAILS

Type of Employer: From daie:
( Select ~ ( From Date
International Placement?
[ satect -
VIEW CANDIDATE EMPLOYMENT DETAILS
FROM DATE TO DATE e

PLACEMENT? EMPLO

TYPE OF EMPLOYER CoN1re ¢
STATUS

MONTHLY I

No Records Found

CANDIDATE EMPLOYMENT DETAILS

WIEW COMPLETE LIST Ol

DIDATE

Candidate Detalls Certification Detalls
Condidats: -

Bach Siort Date: 13-5ep-2020
S—— v

Batch End Date: 07-Nov-2020
Candidarte ID: T2021M-CO02E48 Batch Asssssment Date: 11-Nov-2020
Gender: Mais

Employment Detalls
Date of Birth/Year of Birth: 1995

Total days of Employment : 0
ADD CANDIDATE EMPLOYMENT DETAILS
Type of Employer: From date:
r Select

v rFrorn Date
International Plocement?
Select ~

'VIEW CANDIDATE EMPLOYMENT DETAILS

CURRENT
oM DA o DA INTERNATIOMAL s /PE OF EnpLOyEp  CENtTe Candidats
FROM DATE TO DATE BLACEMENT? L 1ENT TYPE OF EMPLOYER D

E OF MONTHLY 11

Mo Records Found

Details:
ield i
Candidate

List of candidate under selected batch (User have to select the candidate
name from the list in order to upload the placement details)

Candidate ID

Candidate id will auto populate on the selection of candidate name
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Gender Gender will auto populate on the selection of candidate name

Date of Birth DOB will auto populate on the selection of candidate name

Batch Start date Batch start date will auto populate on the selection of candidate name
Batch End date Batch end date will auto populate on the selection of candidate name
Batch assessment Batch assessment date will auto populate on the selection of candidate
date name

Employment details — | Candidate eligible total number of employment till date

Total number of
employments

Type of employer Employment type i:e wage or self employed
From Date Date of joining

International

placement

Screen 4 — Type of employment — Wage employment

CANDIDATE EMPLOYMENT DETAILS

VIEW COMPLETE LIST OF CANDIDATE

Candidate Detalls Certification Detalls
Candidate: = Batch Start Dote: 13-5ep-2020
( Aodnithivan A Baich End Date: OF-Nowv-2020
Candidate ID: TI202 W-HCOO2EAS Batch Assessment Date: 11-Now-2020

Gender: Mal
== s Employment Detalls

Date of Birth/Yeear of Birth: 1995

Total days of Employment : 0

ADD CANDIDATE EMPLOYMENT DETAILS

Type of Employer: From date:

( Wage Ermnployment ( From Date

Name Of Employer: Monthly Income(in INR): @ Infernational Placement?

(Name of Employer n Monthly Income(in INR) { select w

Designaiion: Upload Document Proof:

" Des gnation

PF Number: ESIC Number:
fice Code... EstiC. Ext. if cny... Memioer ID... ESIC Nurnber

VIEW CANDIDATE EMPLOYMENT DETAILS

FROM DATE TO DATE

AM
Canirs Candidate NAME OF

CURRENT
INTERMATIONAL EMP E

Details:

PLACEMENT? PLOYMENT ID

TYPE OF EMPLOYER EMPLOYER/NATURE OF MOMNTHLY I
EMPLOYMENT

No Records Found
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Field ‘ Description

Candidate List of candidate under selected batch (User have to select the candidate
name from the list in order to upload the placement details).

Candidate ID Candidate id will auto populate on the selection of candidate name

Gender Gender will auto populate on the selection of candidate name

Date of Birth

DOB will auto populate on the selection of candidate name

Batch Start date

Batch start date will auto populate on the selection of candidate name

Batch End date

Batch end date will auto populate on the selection of candidate name

Batch assessment
date

Batch assessment date will auto populate on the selection of candidate
name

Employment details —
Total number of
employments

Candidate eligible total number of employment till date

Type of employer

Employment type i:e wage

From Date

Date of joining

Name of Employer

By clicking on + button user can select and Add the name of employer

Search/Add Employer

Name of the Organization -

Type of the Organizafion

Name of the Organization Select v

e €

Search/Add employer
— Name of
organization

Name of organization to search the name if already created

Type of organization

Type of organization to search the name if already created

Search button

Click on search button system will display the list of organization post
verification

Name of the Organization Type of the Orgonization -

Nome of ihe Organizotion Farinership v

DISTRICT

Select button

Click on radio button for selecting the name of the organization

New

In order to add new organization/employer data (please refer 3.2.1)

Monthly income

Monthly salary of candidate

10
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International Yes/No ? if yes select country of placement
placement
Designation Designation of the candidate as per offer letter
Upload document 1%t month
proof
OlpsL i JAbe =
owsL®
reusi zeneq ph we swbiohe (cabinuuB vows oy cauagais’ DON' 1C) @
whbowusus |sust 22neq ph e subiors @
CNEBEWL ENbrOAWENL DOCNNEWL bBOOE2
Any one document from above mentioned list for the 1°* month
2" and onward months
T |
Salary Sips Issuad by the employer @ @ csen =
5;\\w:f\‘cz|i\>vnve"'p‘o'.-lCMEFI dafalls, bonk account statement, passbook enfries -
S =
Any one document from salary certificate and salary slip
+
Salary payment proof is mandatory for the 2" and onward months
PF Number PF number of candidate if any
ESIC ESIC number of candidate if any
Submit On clicking on button system will validate the details and save the details
View candidate Month on month candidate details of the candidate will be visible in a table
employment details for under this session
. CURRENT . _ NAME OF
FROM DATE TO DATE IP:?E“(’;S;I‘E(:;:L EMI:\;i!:G.!EPﬂ TYPE OF EMPLOYER Conte) ("Sndldu't‘ EI.'IPLE?"\:E_:’JGE;I‘:EGF MONTHLY I
01-Dec2020 M s'ﬂ""‘“'“"m“ Wegs Emplaymant /12021M-COMDIS ™ s 10000
Job " N D A
12-Now-2020 30-Nov-2020 Mo Wags Employment VI2021M-CO02015 ™S 1000C
4 »

Screen 4 — Type of employment — Self Employed

11
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CANDIDATE EMPLOYMENT DETAILS|

VIEW COMPLETE LIST OF CANDIDATE

Candidate Detalls Certification Detalls

Condidate: - Batch Stan Date: 13-Seip-2020
(rrurirnor o ~ Botch End Date: 07-Mow-2020
Candidate ID: TH2021M-CO0ZE23 Baten Assessment Date: 11-Now-2020
=endsrn Male Employment Detalls
Dote of Birth/Year of Birth: 2002
Total days of Ermployrnent : O
ADD CANDIDATE EMPLOYMENT DETAILS

Type of Employer: From date:

[ seit Ermpioyed ~ [ From Dore

Naiure of Employment: Monthly Income(n INR): Internaiional Placement?

[ hoture of Employent {Mcrtnly Incormen INR) " seiect ~

Upiload Document Proot:

UPLOAD
SUBMIT

VIEW CANDIDATE EMPLOYMENT DETAILS

= = NARS
INTERMATIONAL Gentrs Condidats EMPLOYER/NATURE OF

STATUS EMPLOYRMENT

URRER
FROM DATE TO DATE EMPLOYMENT TYPE OF EMPLOYER  ©

PLACEMENT?

Mo Records Found

BACK CLEAR

Field ‘ Description ‘

Candidate List of candidate under selected batch (User have to select the candidate
name from the list in order to upload the placement details)

Candidate ID Candidate id will auto populate on the selection of candidate name

Gender Gender will auto populate on the selection of candidate name

Date of Birth DOB will auto populate on the selection of candidate name

Batch Start date Batch start date will auto populate on the selection of candidate name

Batch End date Batch end date will auto populate on the selection of candidate name

Batch assessment Batch assessment date will auto populate on the selection of candidate

date name

Employment details — | Candidate eligible total number of employment till date

Total number of
employments

Type of employer Employment type i:e wage or self employed
From Date Date of joining

Nature of Nature of self employment

employment

Monthly income Income/salary

International Yes/No

placement

Upload document 1t month

proof

12
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Typa of Document Proof

e
Troe Leenie @

Froct of Emecreneune 1810 @

Boct aunsnticatng Inet condcere s 0 of ot 390 @

Promt ot b o vsies )

Upload any document for the first month
2" and onward months

;

Upload bank statement and click the declaration.

Submit

System will auto validate the fields and submit the employment details

2.5 Rejected candidate details
Placement officer can also view the rejected candidate details of the rejected candidates

Screen

REJECTED CANDIDATE LIST

Show 5 ~ entries

Photo 1t Candidate ID

0 11202 1M-CO02E06

Showing 1to 1 of 1 entries

1

Details

Field

Candidate ID

Search:

Rejected

Candidate Name Gender Mobile Email Rejected By D
C

Viknesh thaiyalnathan Male 99564187577 poojasr@anthology.com 08-06-2021

Previous - Next

13

‘ Description
System generated candidate unique ID

Candidate Name

Candidate Name

Gender

Candidate Gender

13
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Mobile Candidate Mobile

Email Candidate Email ID

Rejected By Rejected by field shows either the name of training centre of the desk
officer

Rejected Date Rejected date will shows the date of rejection

Note: Training center will verify candidate placement record on/before 7t of every month

2.5.1 Edit and view Rejected candidate details

Screen

Candidate Detail - TI2021M-C002E06

‘ ‘Candidate Employment Details

Designation Company Name From To

staff TNSDC 01-02-2021 28-02-2021

Salary Min Wage Placed above min wage

9000 0 No

‘ Candidate Employed Status i Candidate Continuous Employment Status

Number of days Candidate placed for Has the candidate been placed for Continuous Minimum Continuous days Has the candidate been placed for
employed Iin the month minimum days in the month minimum days in the month ? employment days candidate has to be placed continuous 90 days ?

28 ) No 59 90 No
‘ Candidate Document Details

Document Type Documents Uploaded Are Correct View / Download

Sclary Sips issued by the employer No -

Salary payment proof (NEFT details, bank account statement, passbook entries efc) No -

Note :- Edit button will be visible if and only if record met below conditions

1. Difference between today and rejection date should not be more than 10 days
2. Candidate should be rejected for the first time.

3. Support
Please feel free to contact us:
Email ID support@tnsdc.in
Contact number 044-22500107
Timing Monday to Friday exclude Government

holidays (Timing 10.00 AM to 5.45 PM)

14
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