
1  

 

 
FC Manual For 

 
 

 
Admission  Direct Second Year 
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�® FC LOGIN 
 

 
 

After login you will  get the following screen. 
For Login enter FC Username, Password and Captcha field. 
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�® HOME SCREEN 
 

�‡ Following is the home screen of FC after login. 
 

 
 
 
 
 

�‡ In this screen candidates who have selected the physical scrutiny and booked the slots will  
be displayed datewise. 

�‡ By clicking the view tab, you can see the list of candidates as below. 
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�® PHYSICAL  VERIFICATION  OF APPLICATION  (CONFIRM   
CANDIDATE)  

 

 
Please enter Application Id and Enter  Version  (Printed on Candidate's Application Form) and  
then  click  on  submit  button.  
 

 
 

 
 
 

�‡ Check the details filled by candidate. 
�‡ Check if the candidate details filled by the candidate is valid or not. 
�‡ Check the documents uploaded by candidate. You can view the documents by clicking 

the view button. 
�‡ Mark each document submitted or not submitted. 
�‡ If all the documents are valid then click on the submit button. 
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�‡ After submitting it  you need to enter the verification remark as below. 
 
 



 

 
 
 
 
 
 

 
 
 
 

 
�‡ Once you click on the submit button after entering the remark, Candidate application will  

be successfully verified. The print  window  will  be displayed to take the print.  
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�® PRINT OF RECEIPT CUM ACKNOWLEDGEMENT  
 

 
 



 

 
 
 
 
 
 

�® EDIT  FC DETAILS  
The first  link  of the left side bar is used for updating FC details. 
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Fresh  alloted  candidates  for  E-Verification  

 
 
 
 
 
 

 

�® E- VERIFICATION  
 

 
 
 

�¹  
 

�‡ In this tab the candidates who have freshly filled the application form and will  be verified for 
the first  time will  be display. Also mentioned the number of candidates to be verified. 

�‡ To view the list of candidates click on that tab. 
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�‡ You will  get the candidate list who �Š�ƒ�˜�‡�•�ï�– verified before. 

�‡ Click on the verify application button to verify particular  candidate. 
 
 
 

�® 5 step verification process 
 

You need to verify the candidate details and documents stepwise. After verification of step 
next step will  be unlocked. 
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�v STEP 1 (Candidature  type  and  Home  district  Details ) 
 

�® In this step you need to verify the candidature type details, SSC passed district  and home 
district  which is filled by candidate. 

�® Here you can check the document related to the given information  on the right  side of the 
window  or you can view the document listed below by clicking �ò�˜�‹�‡�™�ó document button. 
�® If any discrepancy found in the uploaded document then you need to checked �ò������ 
�����������������ó  and need to give the remark to re-upload the document or if  the document is valid 
then you need to checked �ò�����������������ó�ä 
�® If any discrepancy found in the details filled by the candidate then you need to mark the 
discrepancy against the discrepancy name which is invalid and fill  the remark. 

If there is no dicrepancy found in step 1 then click on save and proceed button. You will  automatically 
redirect to the next step. 
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�v STEP 2 (Category  Details ) 
 

�‡ In this step you need to verify the candidate category details and the other 
reservation details. 

�‡ For this candidate EWS is selected by the candidate so in the list  of document there are two 
documents one for candidate domicile and other is for EWS certificate. If you want to view the 
EWS certificate on the right  side window  check on the document name on left side or you can 
view documents by clicking view button below. 

 
 
 

 

 

 
�‡ Here marked the disrepancy of the candidate for EWS document and given the remark as 

invalid document. So candidate need to re-upload the document from his/her  login. 

�‡ Click on save and proceed button. 
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�v STEP 3 (Qualification  Details ) 
 
 

�‡ In this section you have to check all the qualification details of the candidate. 
�‡ The SSC details filled by candidate should be match with  the SSC document uploaded by 

candidate. You need to verify all the other qualification details like HSC, ITI. 
�‡ You can view all the listed documents on the right  window  by clicking the checked button 

against that document. 
�‡ If any discepancy found it  the details filled by candidate or in the document then mark the 

discrepancy against the discrepancy name mentioned in below table. 

�‡ You can switch between the previous steps. 
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�v STEP 4 (Personal  Details  &  Special  Reservations ) 
 

�‡ In this section you have to check the personal details of candidate like name, DOB, gender, 
nationality, address,religion etc. 

�‡ Check the documents against the details filled by candidate. 
�‡ For this candidate, name is incorrect. Full name must match with  the ssc marksheet so that 

submitted the full  name discrepancy. 
�‡ Click on save and proceed for next step. 
 

 

 
 
 
 

�v STEP 5 (Candidate  Photo ) 
 

�‡ In this step �…�ƒ�•�†�‹�†�ƒ�–�‡�ï�• photo will  be verified. 
�‡ If its valid then click on save and proceed button. 
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�¹  Review of all the details 
�‡ Here you can review all the details filled by candidate and the discrepancies which you have 

submitted stepwise. 
�‡ List of the all documents are also given. 
�‡ If you want to remark the discrepancy again then you can go back to the further  steps. 
�‡ If everything is correct then click on submit button. 

 
 

 
 
 
 
 
 
 

�¹  Final  submit  of  E-verification  
�‡ You will  get the submitted documents list. 
�‡ Discrepancies marked against the documents. 
�‡ And discrepancies marked against the details filled by the candidate. 

�‡ Then click on �ò�•�—�„�•�‹�– discrepancies to �…�ƒ�•�†�‹�†�ƒ�–�‡�ó to submit the discrepancy against 
the candidate. 

�‡ All the discrepancies will  be posted to �…�ƒ�•�†�‹�†�ƒ�–�‡�ï�• dashboard. 
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Discrepancy  marked  and  resubmitted  candidates  awaiting
reverification  

 
 

 
 

�‡ In this tab you can view the candidates who have discrepancy in their  documents or any 
details. 

�‡ Candidates with  discrepancy but not resubmitted the application from candidate side will  
appear here. 

 
 

 
 
 
 

�¹  
 

�‡ In this tab you can view the candidates who have resubmitted the applications by solving 
the discrepancies and waiting for the reverification. 

�‡ You need to reverify  all the candidates listed in this tab. 
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�® Reverification of candidates who have discrepancy. 
�‡ You need to reverify  the candidate details again stepwise. 
�‡ You need to follow  all the steps same as the first  time verification process. 
�‡ Here you need to recheck all the details again and also the discrepancies. 
�‡ Follow the 5 step verification and then final review of the details. 
�‡ Then enter the verification remark and final submit the application. 
�‡ So that the application goes in the verified candidate tab. 

 
 
 

 
 
 
 
 
 
 
 
 
 

17



9 

 

E-Verified  candidates  

 
 

�¹  
 

�‡ In this tab you can view the list of candidates confirmed. 
�‡ Only candidates who have verified and there is no discrepancy or solved 

discrepancy will  appear in this section. 
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All Reports:  
 
 
 

 
 
 
 
 

 
 

Message Box: 
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