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1 Introduction

The CTS Profile Grievance - State Admin is designed to provide the information on, how the State Admin
can approve or reject grievance request sent by Nodal ITI for Category A and Category B.

Login

View Trainee Details

Approve/Reject Grievance — Category B
Approve/reject Grievance — Category A
Download Report
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2 Login

The Login screen allows the user to login as State Admin.

To Navigate
Home - - > Login - - > CTS - - > Examination - - > State Admin
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cTs »
DGT TT CELL
DGT TC CELL
Examiner
Examination Controller
ITI/NSTI Approver
ITI/NSTI Creator
Nodal ITI

NIMI Admin

NPIU Creator

RDSDE

State Admin "

Trainee

> Click State Admin, the following screen appears.
X
Qizeunse Gy
Welcome to Skill India Digital €5 State Admin
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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g, The OTP is sent to mobile number

YOO00X0271 @

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

¢— Back X
3 IlIndia = —
xR N
Welcome to Skill India Digital One Time Password (OTP)
HUb{SIDH) Kindly enter six-digit OTP sent to your mobile number +91

?O&k**kﬁ71
LET'S GET STARTED

» Click Login.
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3 View Trainee Profile Details

The View Trainee Profile Details screen allows the State Admin to view all created Grievance sent by
Nodal ITI.

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

Dashboard Grievance -

CBT Fee

Eligible

Practical Center MARKS m

Mapping

Practical Exam Fees

#= Practical Marks Batches

=|  Grievance |

Download Practical Hall
Ticket h M

=
[ 3

Download CBT Hall Trade
Ticket

I

=

Ongoing Trainees

[

Certified Trainees

m REsET

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

» The State Admin 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 State Admin can search for a particular profile based on Grievance ID, Trainee Name, Trainee
Code, Mobile Number and Email ID. Click Search.

» The State Admin can filter out the profile based on Schedule Type, Schedule, Admission Year, and
Category.
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4 Approve/Reject Grievance — Category B

The Grievance screen allows State Admin to approve or reject the category B grievance request from nodal
ITI of both Aadhaar and non-Aadhaar trainees.

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

Grievance DOWNLOAD REPORT

Schedule Type Schedule District

Il Admission Year Grievance ID

Category Status Created at

Trade Shift Unit

Trainee Name Trainee Code Mobile No.

Trade Shift  Unit Category Status Ageing ;’;Tms Action

Grievance
Trainee PRN Trainee Name Grievance ID Created

Admission
at Ye

‘ear

Mobile No
Change/Update, Father
15-04- name

RAUXARADEX 2 Wireman Chan
ges/Mismatch/Not Approved
XXRDAKRAX EXOOKNX  KMRYAMNKXHUXK 2025 2022 wisae T 1 Godated, Mother name by Nodal JK
T Changes/Mismatch/Not
View Grievance @

Updated, Caste Category
Incorrect/Not Updated

» The State Admin 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.

Note:

e Aadhaar Trainee can only select Category B (Default).

e Non-Aadhaar Trainee can select both Category A and Category B

e The published schedule grievances will reflect on the listing page. However, the user may search the
grievances by applying Schedule Type and Schedule Name filters.

e Once action has been taken by the state on Cat B grievances, the grievances will be treated as closed
(either approved/rejected).
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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 AN XX

Trainee PRN JOXMHAMOEXICX Trainee Name PEDE 0 DD XXX
Admission Year 2022 Trade Wireman (NSQF)

Shift 1 Unit 1

Trainee Mobile No. p 20920 ¢2¢4¢ Trainee Email ID o ee0e6000e00bb000s0000d
ITI Code XXXXXXXKX ITI Name XOORRKXAAXKKXRXXNKX
State GUJARAT District NARMADA

Description - Grievance Created at 15-04-2025 14:51:14

Remarks test Grievance Status Approved by Nodal

» The State Admin can also view the updated request such as Category A, 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 XXOCHAAXIAX RHOCRINICK

Father name Changes/Mismatch/Not Updated AMIEXANIEX AN XX

Mother name Changes/Mismatch/Not Updated 2EXIXOTIEE XN X JERNONB XX

Caste Category Incorrect/Not Updated Schedule Tribes General

Supporting Decument

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

ID | am certifying that; | have verified the supporting document with original decuments 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 view the uploaded documents.

>

Documents

Document Name

Caste Certificate

Other Document

Ten Twelve Other Document

Document

If the State Admin click Reject, the following screen appears.

> Enter the appropriate remarks for rejecting the request.

>

>

Are you sure?

You want to Reject

Click Yes.

If the State Admin click Approve, the following screen appears.
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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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5 Approve/Reject Grievance — Category A

The Grievance screen allows State Admin to approve or reject the category A grievance request from
nodal ITI of non-Aadhaar trainees.

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

;i Dashboard .
- Grievance

= coTFes

E  Eligible

= Practical Center MARKS m
= Mapping

T practical Exam Fees

= Practical Marks Batches

Grievance N

Download Practical Hall

Ticket v

Dowmnload CBT Hall
Ticket

L Ongaing Trainees

4 Cenified Trainees

SHVACE  pgmission TAT
Trainee PRN Trainee Name  Grievance ID Created o Trade Shift  Unit  Category Status Ageing [ Action
at
Gender
Mismatch/incorrect,
e Trainee name
B J— s 02 Electician |, Changes/Mismatch/Not
TXONMEX XX RXKXKK 2025 (NSGF) Updotea, b0
o Incorrect/Mismatch,
Photogragh
Incarrect/Bur/Oid

» The State Admin 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
Category Type Grievance ID X XXX
Trainee PRN RUAXAOXUN XX Trainee Name KX IODEOOONNX
Admission Year 2022 Trade Electrician (NSQF)

Shift 1 Unit 1

Trainee Mobile No. KXDXRXX XX Trainee Email ID PEOLIICPVECADOVDODY

ITI Code p 042000994 ITI Name [.0.0.49.05.39099989.$9.03
Una

State HIMACHAL PRADESH District UNA

Description - Grievance Created at 14-04-2025 12:32:49

Remarks Test Grievance Status

» The State Admin can also view the updated request such as Category A, 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 DEX XD ORI XDOXDEEX X

DOB Incorrect/Mismatch XMOEUNIAX 20X NXER X

Photograph Incorrect/Blur/Old

Supporting Document

Click here to Upload

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

ID | am 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

Affidavit

Other Document

Photograph

Ten Twelve Other Document

Valid Id Proof

Document

If the State Admin click Reject, the following screen appears.

Enter the appropriate remarks for rejecting the request.

Are you sure?

You want to Reject

Click Yes.

If the State Admin click Approve, the following screen appears.
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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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6 Download Report

The Grievance screen allows the State Admin to download the report of the grievance based on Status.

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

(2 Dashboard

= CBTFee

= Eligible Grievance "

—  Practical Center
= Mapping

§=  Practical Marks Batches

B orevence |
. TI Ads a Grievance ID
Download Practical Hall
L v
Ticket v
Download CBT Hall Category Status reated at
—  Ticket v v

L Ongoing Trainees

~
4 Certified Trainees

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

> The State Admin can download report based on status by selecting the status from the drop-down list.
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> Filter the Status and Click Search.

» Click Download Report, to download the report.

Grievance
Schedule Type
Mains
m
elect IT
Category

Select Category

Trade

Select Trade

Trainee Name

Trainee Name

Email ID

Enter Email ID

Schedule
CTS AITT Mains Examination 2024 v
Admission Year
Select Admission Year ~
Status

v

Pending at State

Shift
Shift
Trainee Code

Trainee Code

DOWNLOAD REPORT

District

Select District hd
Grievance ID

Grievance ID

Created at

DD-MM-YYYY

| ]

Unit

Unit

Mobile No.

Enter Mobile Number

» The Downloaded report will be sent in mail.

o Path will be sent over mail to download the

grievance report.

Note: Based on the following status State Admin can download 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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