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1 Introduction

The CTS Profile Grievance - Nodal ITI/NSTI Approver is designed to provide the information on, how the
Nodal ITI/NSTI Approver can create grievance behalf of Trainee for both Category A and Category B. Also,
the Nodal ITI/NSTI Approver can approve or Reject grievance request.

Login

View Trainee Details

Create Grievance (Non-Aadhaar Trainee) — Category A

Create Grievance — (Aadhaar and Non-Aadhaar Trainee) — Category B
Approve/Reject Grievance — Category A

Approve/Reject Grievance — Category B

Download Report
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2 Login

The Login screen allows the user to login as Nodal ITI.

To Navigate
Home - - > Login - - > CTS - - > Examination - - > Nodal ITI

—
z;_'-";"ﬂm ! [€%] Skill India @ l*. DOWNLOAD v VERIFICATION v IMPORTANT LINKS v (LTI PPN SHAvIN LOGIN v
& Sihoe.. it
-
.

cITs » \
Admission » CTs > B

DGT TT CELL

# DGTTCCELL

gl Convoc@m Ceremony
& sber 26,2024

Examination Controller
New Delhl : ITI/NSTI Approver
ITI/NSTI Creator

| Nodal ITI Jy

NIMI Admin

NPIU Creator
RDSDE

State Admin

Trainee

» Click Nodal ITI, the following screen appears.

X
| |
Qscinde G
Welcome to Skill India Digital f5  NodallTl
Hub(SIDH)
LET'S GET STARTED == Enter Your Contact Number

> Enter your registered Contact number.

> Click Continue, the OTP is sent to your registered mobile number message appears.
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The OTP is sent to mobile number

‘/ XOO0OX0271 @

» Enter the six-digit OTP received on your mobile number.

¢~ Back X
R - -
Skill India .‘l

e - g
Welcome to Skill India Digital One Time Password (OTP)

Hub(SIDH) Kindly enter six-digit OTP sent to your mobile number +91

?Otkt*t!?T
LET'S GET STARTED

» Click Login.
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3 View Trainee Profile Details

The View Trainee Profile Details screen allows the Nodal ITI/NSTI Approver to view all created Grievance
sent by Trainee.

To Navigate
Login - - > Grievance Menu - - > Profile

@ Dashbard Grievance [ —
T, Trainees

I Practical Marks Batches

= LT.5U Mapping MARKSE m

T Examiner List E T

—  Examiner Mapping ” N

Details

Self Mapping Details

Download Practical Hall
= Ticket

Download CBT Hall
= Ticket inoe foblle N

L Ongoing Trainees

Certified Trainees

Trainee PRN Trainee Name Grievance ID Grievance Created at Admission Year Trade Shift Unit Category Status Ageing TAT Status  Action

» The Nodal ITI/NSTI Approver can view the details such as Trainee PRN, Trainee Name, Grievance ID,
Grievance Created at, Admission Year, Trade, Shift, Unit, Category, Status, Ageing, TAT Status and
Action.

» The Nodal ITI/NSTI Approver can search for a particular profile based on Grievance ID, Trainee Name,
Trainee Code, Mobile Number and Email ID. Click Search.

» The Nodal ITI/NSTI Approver can filter out the profile based on Schedule Type, Schedule, Admission
Year, and Category.
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Note:
Update requests are categories in two categories.
1. Category A includes the option —
e Trainee Name Change/Mismatch/Not Updated
e Gender mismatch/Incorrect
e DOB incorrect/Mismatch
e Photograph Incorrect/Blur/Old
2. Category B includes the Option —
e Mobile Number Change/Update
e Email ID Change Update
e Father Name Change/Mismatch/Not Update
e Mother Name Change
e Caste Category incorrect/Not update
o Non-Aadhaar Trainee can raise both Category A and Category B change requests.
e Aadhaar Trainee can only do Category B change requests.
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4 Create Grievance (Non-Aadhaar Trainee) — Category A

The Create Grievance screen allows the Nodal ITI/NSTI Approver to create the grievance for Non-Aadhaar
Trainee for category A Grievance.

To Navigate
Login - - > Trainee - - > Action - - > Trainee Details - - > Trainee Journey - - > Create Grievance

Trainee Details

Name XXDOEKXIRX Profile Picture .3

@
Mobile XAXAKXXXX Date of Birth p £.9.0.9.0.0.6.4
Father Name b2 E9 966008 State HIMACHAL PRADESH
District UNA ITI Name FOXOKMENXXX
ITI Code JC0. 09,089 4 Mother Name ROOOENXX
Gender Male Caste Category General

Trainee Journey

Exam Type Academic Year Trainee Code Trainee Name FA Marks Attendance Percentage Action

Create Grievance @
N/A 1Year RERIEORIOCRNX FOTXIOERNAEK 79 9R272%

View Trainee Journey

Mains 2 Year KRNXAOXOOOR N NIKDDEXMRX 190 97.33% °

> The Trainee Details screen displays the details into two sections as listed below.

e Trainee Details
e Trainee Journey

» The Trainee Details section displays the details such as Name, Mobile, Father Name, District, ITI Code,
Gender, Profile Picture, Date of Birth, State, ITI Name, Mother Name and Category.

» The Trainee Journey section displays the details such as Exam Type, Academic Year, Trainee Code,
Trainee Name, FA Marks, Attendance Percentage and Action.

» Click Create Grievance, the Create Grievance screen appears.
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Note:

e Non-Aadhaar Trainee can select both Category Type (Category A and Category B) from the
category drop-down.

e The Nodal ITI/NSTI Approver will receive the OTP on the registered mobile number to submit the
grievance.

Create Grievance & BACK
Non-Aadhaar Trainee

Trainee PRN Trainee Name

AR XDOOAXK XX DOOAXXKIAXXX
Trainee Mobile No * Email ID *
XXRKIRAXXXX KOOCXRHKIHIDEXIX KKK

Note: One time password will be received on this mobile number to submit the

grievance.

> The Create Grievance screen displays the details such as Trainee PRN, Trainee Name, Trainee Mobile
No, and Email ID.

> The Trainee can select Type (Profile Related) from the drop-down.

Select Type
Profile Related

Marks Related

> Select Profile Related, the Category Type section appears.
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» The Category Type section allows the Nodal ITI/NSTI Approver to select Category A or Category B.

Type * Category Type *

Profile Related v

Category A Ny

Select Category Type
Category *

Category A

Category B

» When the Nodal ITI/NSTI Approver select category A, the following option available under Category.

Category *

Trainee name Changes/Mismatch/Not Updated
Gender Mismatch/Incorrect

DOB Incorrect/Mismatch

Photograph Incorrect/Blur/Old

» The Nodal ITI/NSTI Approver can select single or multiple option from the given list. Based on the
selected category, respective category update form appears.
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Details to be Updated.

» The screen displays the details such as Category Type, Category, Trainee Details as per the Profile and

Category Type Category

Category A Gender Mismatch/Incorrect

Category A Trainee name Changes/Mismatch/Not Updated
Category A DOB Incorrect/Mismatch

Category A Photograph Incorrect/Blur/Old

Trainee Details As Per The Profile

Details To Be Updated

Male Select Gender
JENDORR IR X Trainee name
XA XX dd-mm-yyyy

» Upload the appropriate documents such as Valid ID Proof, 10th/12th/Other Documents, Affidavit,

Photograph, Other Documents for the respective new changes and also allows to enter Description.

Valid ID Proof *

~

(UK}
Click here to Upload

Maximum 2MB allowed

Affidavit *

~

[uN]
Click here to Upload

Maximum 2MB allowed

Other Document
&
Click here to Upload
Choose file (Eg: JPG, JPEG, PNG, PDF)

Maximum 2MB allowed

Choose file (Eg: JPG, JPEG, PNG , PDF).

Choose file (Eg: JPG, JPEG, PNG, PDF).

10th/12th/Other Document *

&
Click here to Upload

Choose file (Eg: JPG, JPEG, PNG , PDF).

Maximum 2MB allowed

Photograph *
&
Click here to Upload
Chaose file (Eg: JPG, JPEG, PNG ).
Maximum 2MB allowed
Description

Enter Description

> Click Save, the OTP has been sent to your mobile number message appears.

’ The OTP has been sent to your mobile

number.
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» Enter the OTP received on your registered mobile number.

Enter OTP
QTP
Enter OTP

Resend OTP in (© 01:58

CANCEL I

Click Submit, the Success message appears.

Success...

Your Grievance has been logged successfully, you will
receive the response on your grievance within 120 days

Click OK, to navigate to the Trainee Details screen.

>
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5 Create Grievance — (Aadhaar and Non-Aadhaar Trainee) — Category B

The Create Grievance screen allows Nodal ITI/NSTI Approver to create Grievance of category B for both
Aadhaar and Non-Aadhaar Trainee.

To Navigate
Login - - > Nodal ITI/NSTI Approver - - > Action - - > Trainee Details - - > Trainee Journey - - > Create
Grievance

Trainee Details

Name XX IRX Profile Picture ‘ (o] ‘
Al
Mobile XAXKXXXX Date of Birth ) £.9.0.6.0.0.5 4
Father Name XK XA | State HIMACHAL PRADESH
District UNA ITI Name KOO ONNX
ITI Code JC0. 09,089 4 Mother Name ROOOENXX
Gender Male Caste Category General
Trainee Journey
Exam Type Academic Year Trainee Code Trainee Name FA Marks Attendance Percentage Action

Create Grievance @

N/A 1Year BRIOORIOURNX YODOERNEX 179 9272%
View Trainee Journey
Mains 2 Year RNEOX0O0R N MXMEXAHRX 190 97.33% °

» The Trainee Details screen displays the details into two sections as listed below.
e Trainee Details
e Trainee Journey

» The Trainee Details section displays the details such as Name, Mobile, Father Name, District, ITI Code,
Gender, Profile Picture, Date of Birth, State, ITI Name, Mother Name and Category.

» The Trainee Journey section displays the details such as Exam Type, Academic Year, Trainee Code,
Trainee Name, FA Marks, Attendance Percentage and Action.
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» Click Create Grievance, the Create Grievance screen appears.

Note:
e Aadhaar Trainee can only select Category B (Default).
o Non-Aadhaar Trainee can select both Category A and Category B.

e The Nodal ITI/NSTI Approver will receive the OTP on the registered mobile number to submit the
grievance.

Create Grievance « BACK
Non-Aadhaar Trainee

Trainee PRN Trainee Name

P2.6.0.0.6.6.00.6. 0.9 4 DOOCXX XXX XX
Trainee Mobile No * Email ID *
XXHRAXKXXXXX XXX XXXTOOXNXXK

Note: One time password will be received on this mobile number to submit the
grievance.

> The Create Grievance screen displays the details such as Trainee PRN, Trainee Name, Trainee Mobile
No, Email ID.

» The Nodal ITI/NSTI Approver can select Type (Profile Related) from the drop-down.

Select Type

Profile Related

Marks Related

> Select Profile Related, the Category Type section appears.

> The Category Type section allows the Nodal ITI/NSTI Approver to select Category A or Category B.

Type * Category Type *

Profile Related v Category B v

Select Category Type
Category *

Category A

Category B
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» When the Nodal ITI/NSTI Approver select category B, the following option available.

Category *

Mabile No Change/Update

Father name Changes/Mismatch/Not Updated
Maother name Changes/Mismatch/Not Updated
Caste Category Incorrect/Mot Updated

Email ID Change/Update

» The Nodal ITI/NSTI Approver can select single or multiple option from the given list. Based on the
selected category, respective category update form appears.

Note:
e |If the Nodal ITI/NSTI Approver raise Grievance only for Email ID and Mobile number, then the

request directly goes to State Admin for approval.
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» The screen displays the details such as Category Type, Category, Trainee Details as per the Profile and
Details to be Updated.

Category Type Category Trainee Details As Per The Profile Details To Be Updated

Category B Father name Changes/Mismatch/Not Updated BERDERBOUKX X Father name

‘Category B Mother name Changes/Mismatch/Not Updated DR JIBEX X Mother name

Category B Caste Category Incorrect/Not Updated General Select Category

Category B Email ID Change/Update MOXOEXDEHIINDENN X Email ID ﬁ

> Enter the correct details based on category selected.

> Enter the new Email ID and click Get OTP, the OTP has been sent to your email message appears.

Enter OTP

oTP

Enter OTP

Resend OTP in (® 01:59

> Click Verify, the Your Email has been verified successfully message appears.

J Your Email has been verified successfully.
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» Upload the appropriate documents such as 10th/12th/Other Documents, Caste
Documents for the respective new changes and also allows to enter Description.

Certificate, Other

10th/12th/Other Document *

P

[}
Click here to Upload

Maximum 2MB allowed

Other Document
&
Click here to Upload

Maximum 2MB allowed

Choose file (Eg: JPG, JPEG, PNG , PDF).

Choose file (Eg: JPG, JPEG, PNG, PDF)

Caste Certificate *

T

-
Click here to Upload
Choose file (Eg: JPG, JPEG, PNG , PDF).

Maximum 2MB allowed

Description

Enter Description

» Click Save, the OTP has been sent to your mobile number message appears.

’ The OTP has been sent to your mobile

number.

¥

» Enter the OTP received on your registered mobile number.

Enter OTP

oTP

Enter OTP

Resend OTP in (© 01:58

CANCEL l

> Click Submit, the Success message appears.
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Success...

Your Grievance has been logged successfully, you will
receive the response on your grievance within 120 days.

» Click OK, to navigate to the Trainee Details screen.
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6 Approve/Reject Grievance — Category A

The Nodal ITI/NSTI Approver can approve or reject the grievance request sent by Trainee for Category A.

To Navigate
Login - - > Grievance Menu - - > Profile - - > Action - - > View Grievance

Schedule Type Schedule m
v A E 2024 ~ .
Admission Year Grievance ID Category
A v R v
Status Created at Trade
v o v
shift Unit Trainee Name
Trainee Code Mobile No. Email ID

RESET
Grievance  Admission

TAT
Trainee PRN Trainee Name Grievance 1D Createdat  Year Trade Shift  Unit  Category Status Ageing Status Action

Mother name

07-04- A 5
Electrician Changes/Mismatch/Not Pending Not
KAODRONNK. XXRKANAX KACHOEHRHXKNRK 2025 vz (NsaF) ! ! Updated, Mobile No atnocal S Expired
13:33:05 i
R Change/Update

View Grievance {j

» The Nodal ITI/NSTI Approver can view the details such as Trainee PRN, Trainee Name, Grievance ID,
Grievance Created at, Admission Year, Trade, Shift, Unit, Category, Status, Ageing, TAT Status and
Action.

» Click View Grievance, the View Grievance screen appears.
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» The View Grievance screen displays the details such as Category Type, Trainee PRN, Admission Year,
Shift, Trainee Mobile Number, ITI Code, State, Description, Remarks, Grievance ID, Trainee Name,
Trade, Unit, Trainee Email ID, ITI Name, District, Grievance Created at and Grievance Status.

View Grievance < BACK

Category Type Grievance ID b i 6060804008064

Trainee PRN Fe0 60080064 Trainee Name XURXXEXKXX

Admission Year 2022 Trade Electrician (NSQF)

Shift 1 Unit 1

Trainee Mobile No. ROOOOEXX Trainee Email ID XXM XX
ITI Code XPOCXOOUEX X ITI Name OOOOMEIXX

State HIMACHAL PRADESH District UNA

Description Testing TW Grievance Created at 09-04-2025 21:40:06

Remarks -- Grievance Status Pending at Nodal

» The Nodal ITI/NSTI Approver can also view the updated request such as Category, Trainee Details As
Per The Profile and Details To Be Updated.

» Click Upload to upload Supporting Documents.

Category

Trainee Details As Per The Profile Details To Be Updated
Gender Mismatch/Incorrect Male Female
Trainee name Changes/Mismatch/Not Updated RAOHORENICHX X RAHMNINK
DOB Incorrect/Mismatch 27-Apr-2003 26-Apr-2003

Supporting Document

ere to Upload
Choose file (Eg: JPG, JPEG, PNG, PDF).

I O1am certifying that; | have verified the supporting document with original documents I

{ APPROVE ]{ REJECT J

» Select the checkbox, to accept “I am certifying that; | have verified the supporting document with
original documents.
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» Click 9, to download and view the uploaded documents.

Documents
Document Name Document
Other Document B
Ten Twelve Other Document B
Valid Id Proof B

> If the Nodal ITI/NSTI Approver click Reject, the following screen appears.

> Enter the appropriate remarks for rejecting the request.

Are you sure?

You want to Reject

> Click Yes.
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> If the Nodal ITI/NSTI Approver click Approve, the following screen appears.

Are you sure?

You want to Approve

» Enter the appropriate remarks to approve the request.

» Click Yes, the Grievance has been approved successfully message appears.

J Grievance has been approved successfully.
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7 Approve/Reject Grievance — Category B
The View Grievance screen allows the Nodal ITI/NSTI Approver to approve or reject the grievance
requests.

To Navigate
Login - - > Grievance Menu - - > Profile - - > Action - - > View Grievance

Grievance DOWNLOAD REPORT

Schedule Type Schedule m
v A E 2024 N -
Admission Year Grievance ID Category
A v v
Status Created at Trade
v i v
Shift Unit Trainee Name
Trainee Code Mobile No. Email ID

RESET
Grievance  Admission

TAT
Trainee PRN Trainee Name Grievance 1D Createdat  Year Trade Shift  Unit Category Status Ageing Status Action

Mother name

07-04- ,
. Electrician Changes/Mismatch/Not Pending Not
DOXOEROMOOX  XOMKNNOEX  HORKEXNINKNNX 12?_5:_05 2022 (NSGF) 1 1 Updated, Mobile No & Expired

Change/Update
View Grievance {j

» The Nodal ITI/NSTI Approver can view the details such as Trainee PRN, Trainee Name, Grievance ID,
Grievance Created at, Admission Year, Trade, Shift, Unit, Category, Status, Ageing, TAT Status and
Action.

» Click View Grievance, the View Grievance screen appears.
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» The View Grievance screen displays the details such as Category Type, Trainee PRN, Admission Year,
Shift, Trainee Mobile Number, ITI Code, State, Description, Remarks, Grievance ID, Trainee Name,
Trade, Unit, Trainee Email ID, ITI Name, District, Grievance Created at and Grievance Status.

View Grievance < BACK

Category Type m Grievance ID XXX

Trainee PRN ) 604840094 Trainee Name P 2.4.6.990.694
Admission Year 2022 Trade Electrician (NSQF)

Shift 1 Unit 1

Trainee Mobile No. AOOOEXX Trainee Email ID XN XXX N X
ITI Code XMXXAOOXX ITI Name XXXXXXXKXXX

State ORI XX District UNA

Description - Grievance Created at 07-04-2025 13:33:05

Remarks - Grievance Status Pending at Nodal

» The Nodal ITI/NSTI Approver can also view the updated request such as Category, Trainee Details As
Per The Profile and Details To Be Updated.

» Click Upload to upload Supporting Documents.

Category Trainee Details As Per The Profile Details To Be Updated

Mobile No Change/Update XOBOXHXX XXX KR IRXXXXX

Father name Changes/Mismatch/Not Updated KD 26 X KA XX IO M X X

Mother name Changes/Mismatch/Not Updated RR RO RAIHXXX XXX

Caste Category Incorrect/Not Updated X6 KREX XK AX EXMXXXXXX

Email ID Change/Update XDEXEIOXDCI RGN XK K MM NEN X DM K X

Supporting Document

Click here to Upload

Choose file (Eg: JPG, JPEG, PNG, PDF).

I Olam certifying that; | have verified the supporting document with original documents I

{ APPROVE ]{ REJECT ]

> Select the checkbox, to accept “I am certifying that; | have verified the supporting document with
original documents.
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» Click B, to view the uploaded documents.

Documents

Document Name Document

Caste Certificate 9
Other Document o

Ten Twelve Other Document o

> If the Nodal ITI/NSTI Approver click Reject, the following screen appears.

> Enter the appropriate remarks for rejecting the request.

Are you sure?

You want to Reject

> Click Yes.
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> If the Nodal ITI/NSTI Approver click Approve, the following screen appears.

Are you sure?

You want to Approve

> Enter the appropriate remarks to approve the request.

» Click Yes, the Grievance has been approved successfully message appears.

J Grievance has been approved successfully.

Note:

e For Category A - non Aadhaar and Category B (Aadhaar and Non-Aadhaar) Once Nodal ITI/NSTI
Approver/NSTI Approver either Approve or Reject profile Grievances, the same will be sent to State
admin/RDSDEs for further action.
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8 Download Report
The Grievance screen allows the Nodal ITI/NSTI Approver to download the report of the grievance based
on Status.

To Navigate
Login - - > Grievance Menu - - > Download Report

£ Dashboard Grievance DOWNLOAD REPORT

. Trainees

=3

E=  Practical Marks Batches
MARKS

= LT.S.UMapping

Schedule Type Schedule m
I Examiner List c, schedule Ty v Selact Schedule v _
@ Examiner Mapping Admission Year Grievance ID Category
© Details R
Select Admission Year ~ Grievance ID Select Category hd
Status Created at Trade
(T Self Mapping Details g it v D-MM-YYYY ] Sele ade v
Download Practical Hall Shift Unit Trainee Name
~  Ticket F N .
St nit Trainee Name
Download CBT Hall Trainee Code Moblle No Emall ID

~  Ticket
Trainee Code nter Mobile Numbe Enter Email ID

L Ongoing Trainees

> Click Download Report, to download the list of grievance (all Status) in bulk.

» The Nodal ITI/NSTI Approver can download report based on status by selecting the status from the
drop-down list.

Page26 | 28



> Filter the Status and Click Search.

» Click Download Report, to download the report.

Grievance

Schedule Type

Select Schedule Type v
Admission Year

Select Admission Year ~
Status

Pending at State v
Shift

Shift

Trainee Code

Trainee Code

Schedule

Select Schedule
Grievance ID
Grievance ID

Created at

DD-MM-YYYY

Unit

Unit

Mobile No

Enter Mobile Number

DOWNLOAD REPORT

Im

Select ITI

Category
Select Category

Trade
Select Trade

[ ]

Trainee Name

Trainee Name

Email ID

Enter Email ID

» The Downloaded report will be sent in mail.

Note: Based on the following status Nodal ITI/NSTI Approver can download report.

Q Path will be sent over mail to download the

grievance report.

Pending at State

Pending at Nodal
Approved by Nodal
Approved by State
Approved by NPIU Creator
Rejected by Nodal
Rejected by State
Rejected by NPIU Creator
Lapsed
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