
USER GUIDE for CUET admissions

Admissions Portal - applicants

Note:-
Step 1: Registration
Step 2: Profile completion and Lock
Step 3: Check CUET eligibility and complete the application process.

1. Applicants who have already registered on the Admission portal during Non-CUET
admissions can directly log in and complete the process by clicking on CUET
eligibility and entering the CUET registration number. (step-by-step process is
shown in the manual)

For already registered students and ones who have completed and locked their profile,
they need not Register or Complete their profile.

2. Those applicants who have not registered yet, should first register on the Admission
portal, then log in, complete and lock the profile and complete the form-filling
process.

Scenarios:

Scenario 1: Students who have not yet registered
Scenario 2: Students who have registered but have not applied earlier

a. Not completed their profile
b. Completed their profile

Scenario 3: Students who have already applied earlier
a. Not yet admitted
b. Already admitted



What to do?
1. In the case of Scenario 1, students need to register, complete and lock their profile and

check CUET eligibility and apply.
2. In the case of Scenario 2 (a), students need to log in, complete and lock their profile and

check CUET eligibility and apply.
3. In case of Scenario 2 (b), students need to login and check CUET eligibility and apply.
4. In case of Scenario 3 (a), students need to login and check CUET eligibility and apply.
5. In case of Scenario 3 (b), students need to login and check CUET eligibility and apply.

However, their admission can be granted only when they cancel their admission under
Non-CUET mode. If any student is admitted under Non-CUET mode but is not offered
admission against their application under CUET, the cancellation button shall not be
visible.

Process to check CUET eligibility:

1. Applicants must enter their CUET Application Number.
2. A One-Time-Password (OTP) will be sent to applicants on their mobile number and
email as registered on NTA CUET-UG platform.
3. Applicants must enter the OTP and enter image captcha to verify and link the
CUET-UG Application number with their profile

Note:
Applicants must ensure that they have entered their correct date-of-birth as they
have submitted to NTA for the CUET-UG 2024 exam. In case there is a mismatch in
date-of-birth then the applicant will not be able to apply. Such Applicants, if already
enrolled in Non-CUET mode with any of the HEIs, can contact the HEIs and get
their Date-of-Birth changed after producing appropriate documents as proof.

In case of Scenario 1 and 2, where the applicant has not yet applied so far in any
programme, they need to enter their 12th Board marks, as it may be required by HEIs for
tie-breaking or any other purpose for the concerned HEI. However, in case of scenario 3,
where students have already applied to atleast one or more programmes, the 12th Board
marks already available in the system shall be auto-fetched.
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❖ Introduction

❖ The Samarth admission platform seamlessly integrates technology and education
delivery. It is tailored for Higher Education Institutions (HEIs) across the country
and allows them to deploy a digital framework for planning, management,
delivery, and monitoring of services for students, staff, and other stakeholders.
Samarth E-Gov Suite is a catalyst in the transformation of Higher Education
institutions transitioning towards a future-ready digital campus.

❖ This specific document is curated to assist the applicant in the admission process.

❖ Website Walkthrough

This user guide aims to provide you with a comprehensive understanding of the available
menu options and their functionalities to enhance your navigation experience:

● Home
● Notice
● Institutions



● Program Information
● FAQ’s
● Contact Us
● New Registration
● Login

❖ The above image illustrates the menu options and essential links available on the landing
page for student login and registration. All menu options specified are located in the
upper left corner, while the registration and login features are situated in the upper right
corner for convenient access.

➢ HOME

○ The Home button serves as a convenient shortcut for users, directing them
back to the portal's landing page. This feature is particularly beneficial for
applicants seeking swift access to the home page while browsing through
different sections of the portal



➢ Notices serve as vital announcements regarding upcoming events or updates in
laws and regulations. These notifications are crucial for applicants to stay
informed about, encompassing a range of information such as notices, ordinances,
permits, and other significant announcements.

➢ INSTITUTIONS

○ Users can find comprehensive details about the participating educational
establishments. Applicants can utilize this section to access and review the
Information Bulletin of the colleges.



➢ PROGRAMME INFORMATION

○ Here, applicants can browse through universities and colleges that offer
the programs they're interested in, particularly focusing on the designated
colleges within those universities.

➢ FAQ’s

○ Tailored to address the most prevalent concerns applicants may encounter.
Aimed at providing swift access to pertinent information, the FAQ section
endeavors to streamline the search for answers, thereby saving applicants
valuable time and effort.



➢ CONTACT US

○ The Contact Us section offers contact information for universities and
colleges, enabling applicants to reach out with any inquiries related to
their respective institutions. It also assists in enquiring regarding
registration fee-related queries.

❖ ADMISSION PROCESS
➢ The admission process comprises three distinct steps, which applicants

must follow diligently after registering on the portal:
○ Profile Completion: Applicants need to fill out their profile

information thoroughly.
○ Profile submission and Locking: After completing their profile,

applicants must confirm and lock it.
○ College Application: Once the profile is confirmed and locked,

applicants can proceed to apply to their desired colleges.



❖ To commence the admission process, applicants must first register and log in to
the portal. Registration is a one-time requirement for all applicants, and the
process is outlined below:

❖ REGISTRATION

➢ For applicants new to the portal, registration is a prerequisite to kickstart
their admission application process. This step is essential as it signals the
portal of their intention to apply for university programs.

❖ Steps for Registration:

➢ Step 1 - Navigate to the top right corner of the home page >> Click on
“New Registration”

➢ Step 2 - As the user selects “New registration” the following page appears
(image attached below) >> The user is required to go through the
Important instructions before filling out the application form.

➢ Step 3 - Users are required to fill in their “Name” & “DOB” as per their
original X/XII marksheets.

➢ Step 4 - Users are required to fill in their functional email IDs and create
passwords for their registered accounts.

➢ Step 5 - Once the passwords have been successfully generated, users must
input their mobile numbers >>fill in the CAPTCHA >> click on
“Register”.



❖ Step 6 - After filling in all the details the users will receive an OTP on their registered
mobile and email address for account verification

❖ Step 7 - The user then needs to fill in the CAPTCHA >> select “Submit OTP”



❖ Step 8 - Once the account is verified the below page will appear to the users

❖ APPLICANT DASHBOARD
➢ The applicant dashboard provides a tailored platform for applicants to

conveniently monitor their application status, make profile adjustments,
and apply to various programs offered by the University. This centralized
system simplifies the management of multiple applications within a single
interface. Accessing the dashboard requires completion of the registration
process followed by logging in to the portal.

❖ Login
➢ To initiate your application, please log in. This step ensures the security of

your information and customizes your experience. If you're new here, do
not worry – you'll need to register first. Once logged in, you'll gain access
to all the features necessary for a seamless application process.



➢ The user needs to fill in their registration number and password to log into
their account and view their dashboard.

➢ If the user forgets their password, click the "Forgot Password" link. This
action will redirect them to the Request Password Page, where they will
need to provide their registered email address. Complete the Captcha
verification process and click "Send." A new password will then be sent to
your registered email address.

➢ Upon successful login, applicants may commence their admission application
process. They are prompted to complete their profile details accurately.

Steps to complete the application:

➢ Step 1 - To complete the application process the user needs to click on “Complete
Profile”



❖ The above image depicts the Applicant’s Dashboard (landing page) after the
applicant has logged into their account. The users have been provided with the
option of changing their registered emails and mobile numbers under the “Quick
Links” section.

❖ The profile section is divided into 5 sections:
➢ Personal Details
➢ Family Details
➢ University registration details (if any)
➢ Other Category/Quota
➢ Address



❖ Step 2 - The user then needs to complete the “Personal Details” section

❖ Step 3 - The user needs to complete the “Family Details” section

❖ Step 4 - The user needs to complete the “Other Category/Quota” section.



❖ Step 5 - The user then needs to fill in the “Address Details” >> then select the “Save and
Next” option to move to the next section.





❖ Before proceeding to fill out the "Other Details" section, applicants are required to
verify all entered information. The portal offers a preview page for this purpose. If
any inaccuracies or issues are identified, applicants can easily edit or update their
profile section before moving forward.



❖ To edit or update any details:

➢ Click on the "Update Details" button.
➢ Your profile changes will be saved.

❖ Step 6 - After saving their profile details in the top section bar, users are required
to click on the "Other Details" button >> After completing this section users need
to click on “Save and Next”



❖ Step 7 - Users are required to upload the essential documents that have been
mentioned by them in their registration process.

❖ Step 8 - After uploading the documents successfully the users need to click on
“Preview” to move to the next section.



❖ Step 9 - The preview section serves as the last review stage for the applicant's
application form. Here, applicants can thoroughly review their entire application
form, ensure its accuracy, and edit before finalizing the submission for their
admission application. To edit their form users can click on the “Edit” option
available on the top right corner.



❖ Step 10 - After verifying all the details the users are required to check in the
declaration box and then click on “Confirm and Lock” to proceed to the
Programme selection process. Once the form is submitted the user will not be
allowed to edit the details any further.





❖ After Confirm and Lock the Profile Student needs to click on the Check CUET
Eligibility option to check the CUET Eligibility.



❖ Once clicked on the Check CUET Eligibility option applicants need to mention
the CUET Registration number and then click on the Submit button.



❖ After that OTP has been sent over the same Email id which has been mentioned at
the time of CUET Form filling on NTA Website, once the OTP mentioned it here
and then click on Submit button.

❖ After mentioning the OTP Student can see the Left Panel here student needs to
click on the CUET Grade Card option to check the CUET Scores.

❖ Once clicked on the CUET Grade Card option applicant can check the CUET
Grade card.



❖ After that, applicants can check the CUET Eligibility through clicking on the
CUET Programme Eligibility option.

❖ Here applicants can check the Programme Eligibility where He/She is eligible for
applying in the programmes directly through this dashboard.



❖ Steps to complete Programme Selection:

➢ Step 1 - Once the user has confirmed and locked their application they
will proceed to the selection of the Programmes option which is available
on their applicant dashboard >> Users are required to select the “Apply in
College Now” option.

➢ Step 2 - The user is to proceed further with selecting their choice of programs
from the drop-down menu and select “Proceed”.



➢ Step 3 - The user is to proceed further with selecting their choice of course
preference and select“Proceed”. The admission scheme will be available
according to the programme course selected by the applicant

➢ Step 4 - The users can update their program selection by clicking on “Update
Course” >> The user is required to click on “Next” to proceed with the program
selection process.



❖ The user will then be proceeded to the personal details section >> The applicant is
then required to select the “Next”.

➢ Step 5 - Under the academic details section the user is to fill out all the necessary
education details >> After filling in the details the user is required to click on
“Save and Next”. The users can edit their details by selecting the “Update”
option.



➢ Step 6 -The applicant needs to verify the other details section and after successful
verification click on “Next”.

➢ Step 7 - As the user moves ahead to the “Uploads” section they are required to
upload their X/XII mark sheets >> then proceed with clicking on “Preview”.



➢ Step 8 - Once the user has clicked on “Preview” their entire application form will
be visible to them. The applicant is then required to scroll down and click on
“Submit” to complete their application process.

➢ Step 9 - Once the user has selected “Submit” they will be taken to the final page
where they are required to verify all the details by selecting the check boxes >>
then proceed with selecting the “Submit Application” option.



➢ Step 10 - Once the user has successfully submitted the form they will be
redirected to the homepage where they can print their application form by clicking
on “Print form”.
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