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Step 1: School Registration 

 Schools are requested to select School Type (HSSLC/SSLC), District, Address, School Name, Enter 
School Code and set the Password for the ϐirst time. 

 Once the Password is set, you can login to the portal using “Login for Existing School” and submit 
your Institution Proϐile and question paper requisition form 

 

 

Step 2: Login 

Enter your School Code and Password and enter the Captcha to Login 
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Step 3: Fill up the Institution Proϐile  

 

Click on the Intuition Proϐile Form and submit the details. Please check the details before submission. 

You can add Teacher details row by clicking on the “Add More+” Button 

 

Once the form is submitted you will get a message in the portal “Your data successfully submitted.” 
Once the Intuition proϐile is submitted, click on the “Institution Proϐile” to take the print out in 
Landscape Mode. 
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Step 4: Fill up the Requisition form 

Fill up the no. of question paper subject-wise and generate the report by clicking on the “Submit and 
Generate Report” Button 

Check the details carefully before submitting the requisition form. 

Once submitted you will get a message in the portal “Your data successfully submitted.” 

Once the Requisition Form is submitted, click on the “Requisition Form” to take the print out and 
follow the instructions mentioned over there. 
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Step 5: Payment  

You need to pay the requisite fees. Details are mentioned in the Question Paper Requisition Report. 

Step 6: Upload the Payment Receipt 

You need to upload the payment receipt in the portal to complete the process 

Login to your School Dashboard and upload the payment details by clicking on the “Upload Payment 
details”  

This button will appear once you have submitted your Institution proϐile and Question Paper 
Requisition Form. 

 

 

Enter your payment Date, Paid Amount and upload the payment receipt/deposit slip in pdf/jpg/png 
format. 

 

Once Submitted, you will get a message in the portal “Transaction details successfully uploaded.” 

 

Once submitted, you can check your uploaded ϐile by clicking on the “Upload Payment details”  


