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USER MANUAL for PG/PGDM
Student Import
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Icons for Buttons

Please refer following table in case of any confusion with buttons.

S. No. Icon Meaning
1 Save Record
2 New Record
3 - Delete Record
4 n Search Record
5 n Collapse
6 Expand
7 m Notification by AICTE
8 @ Navigation to next record in list
9 @ Navigation to previous record in list
10 @ Navigation to next set of records in
list
11 @ Navigation to first set of records in
list
12 @ Navigate to last record
13 ® Navigate to first record




Step 1 : Template Download and Data Insertion

Visit to AICTE website https://www.aicte-india.org

Navigate to PG Scholarship (GATE/GPAT) or Click on the below link.

https://www.aicte-india.org/schemes/students-development-schemes/PG-Scholarship-Scheme

Download ‘Sample PG or PGDM Student Import.xlsx” and ‘Instructions.xlsx’ under Instructions to
Institute for Importing PG and PGDM Students data in bulk for Reference.

Download Template ‘PG Student Excel.xIsm’ for Student Data Import (as shown in below image).
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PG Students

Fill in all the data in the template.

Please follow all the instruction given in ‘Instructions.xls’ file under Instructions to Institute for
Importing PG and PGDM Students data in bulk.

Do not DELETE any of the rows / columns of the PG Student Excel.xIsm file.



https://www.aicte-india.org/

Step2: Data Validation

After entering all the records in PG Student Excel.xIsm, click on ‘Validate’ button.
Please do not leave blank or enter incorrect course id.

Course ids can be checked under Course details tab of New/Extension Approval Screen in Institute

login.

Please Note Fields marked in RED are mandatory.
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Errors will be displayed for any of the wrong data/format entry.
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Correct the data as per error message and Validate again.
After Successful data validation Success message will be shown as shown in below image.
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After Clicking OK, another message will be shown as below to create ‘PG Student Excel.csv’ file in D

drive of your system. Click Yes to proceed.

Click on No or Cancel to cancel the process.
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Click on ‘Save’ to create the file in D drive.

Please note, user must use this csv file only to perform Student Import. Name of the csv file can be
altered but not the content.

DO NOT MAKE ANY CHANGES IN THE CSV FILE. ANY MODIFICATION IN CSV WILL LEAD TO FAILURE
OF IMPORT.

Do not DELETE any of the rows / columns of the csv file. This will lead to FAILURE OF IMPORT.

ONCE CSV FILE IS GENERATED IN D DRIVE, OPEN THE CSV FILE AND PERFOEM 'SAVE AS' AND SAVE THE FILE
WITH NEW NAME AND USE THIS FILE FOR IMPORT.




Vansheee Patohit + ,i’-"!

‘ —

T &
G’\""‘-‘ » Computer » Appl Data (D) » v | g || searess Ayt Dot (0 ol
Cigunie = New lolde = o
ol Sulbwersion o Name Dote modfad Type
- Videos W rayTEre_ e aiury = ) ¢ vy

0. PG Student Excel - Copy X509, 2038 1 '
® Computer Q. PG Studert Excel 13409 100- 2018 132° Microsed
& Lock Dk (C) 0. PG Student Ecel 05-09- 2018 2110 Miceozot
s Aopl Dits (D) 0. PG Studert Excel$32018 3 ). 018 1200 Micrmna!
) J
= 0. PG Student Exceltest 500018 1305 ficrovoti—y
W Network Q. Student 25-08-2018 1113 Microwod »
- . m ‘
F;hnmml PG Student Evced_Final I
Save 2stype  CSV (Comma dekmited)
Athors Vanedwes Purmie Tage Add » tag
’ ”dem 'M .E w

¢ ezl Z2le

s

el 5

[@]a[» [=] o] o

05-05-2018

- MOME  INSERT  PAGELAYOUT  FORMULAS DATA  REVIEW  VIEW  DEVELOPER Vanashree Purohn + N
- Calibri 2 E“ X = = (o F Genensd - '; Conditional Formatting + ;';_- Insert z - f-" - O ';‘
e BT U AN === » . % *  [5F Fomat as Table - i Defete = [T+
Puste . Dare # s o/ e Share  Webix
. ~ - »- A - EE - Protected = 6 o 17 Coll Styben - [E] Format - £ - ThisFie =
Cgvosd s Fort 5 Agrnerst n nMS feumbe Styles Cells Edany Webss ~
Al v j‘. # Excel HLS Case ~
A 1 0 E ¥ G " I ) K L M N 0 -

1 |lExcﬂE}

Case

2 WHLS CaseHLS Case | HLS Case [ HLS Case. | MLS Case.Y HLS Case, HLS Case. HLS Case, " HLS Case,' MLS Cass THLS Case | HLS Case | HLS Case CHLS Case. | MLS Case I HL

Date of Bi Date of ACAC
Female  Aassssuy sssuamey

3 Title First Name Middle Nz Last Name Yeard (% r Year2 (% r Year3 (% r Yeard [% r YearS (% r Mother's [ Father's N Res Phone Gender
4 Miss TEST TEST TEST 78 7% ™ 75 A A

5

3 o Some features in your workbook might be lost if you save it as CSV (Comena delmited).

El Do you want 10 Leep uting that focmat’

o ll tes ||| No. | [ wew

1

12




2

%:e-nm
L)
e S & - PG Studest Excel_Firal - Microsoft Becel r m-
- HOME  WNSERT  PAGE LAYOUT FORMULAS ~ DATA  REVEW  VEW  DEVELOPER Vanashree Purchit =
- X% i -n - ==BE (Genessl - | Tt Conitionel Formattrg < Blert + 3 - 4e- Q [
"—H?u- BIru- AR =B G7. 05 v EFrammaac Table~ ExDetete « [T) M- ”
Paste 2 Share A firsd o Share  WebEx
. ¥ - D-A- = P Protected = # o8 57 Cet Styles ~ [ Format- & - ThsFle -
Chipbicate & Ford i Alighment “ L Nunher & Shin Celly Ediing WebEx ~
Al » > . fx # Exced HLS Case ~
A 8 < D E f G H 1 I K L " N Q [~
1 [rExct e} coe
2 WHLS Case MLS Case.| HLS Case | HLS Case.l HLS Case. HLS Case.  HLS Case." HLS Case." LS Case.) HLS Case tHLS Case.tHLS Case [ HLS Case. HLS Case.| HLS Case.lHL
3 Title First Nami Middhe NeLast Name Year] (% r Year2 {% r Yeard (% 1 Yeard (% r YearS (5% r Mother's IFather's NRes Phond Gender  Date of Bi Date of AcAC
4 Miss TEST TEST TEST 78 7% S s A A Female ssamsssy ssugmssy
L
€
BES & - . : :
BEE o vt pacilavouT  FORMUAS  DATA  REVIEW  VIEW  DEVELOSER Vanastros Purtin ~
2 .| == - - % E - Ay
iu d ﬁg: Genenst ﬁ(ondnmndfom\mng e dnser b2 o E':J
Ar =s==B- B0 0 v (50 Format as Table e Delete + [$e M-
Share S5 v Share  Webix
- A- s - Protected = & <3 [57 Cell Styles - i Foomat~ £ - This Bl =
" Abgrnent 1 s fanber % Styses Collk Edeng WebEs -~
A1 - < o Jr  sexelHiscase
< [ SRS £ | 6 8 I | ! K L M N 4] -]

A §
i case
2 #HLS Casc HLS Case.lHLS Case,l HLS Case.| HLS Case,"HLS Case," HLS Case. HLS Case," HLS Case." HLS Case I HLS Case, T HLS Case 1 HLS Case,(HLS Case.| HLS Casa. 1 HL
3 Tithe First Nami Middle N: Last Name Yeard (56 r Year2 {35 r Year3 (% r Yeard {3 r YearS {% r Mother's | Father's NRes PhoneGender Date of Bi Date of AcAc

4 Miss  TEST  TEST  TEST ) 7% 75 75 A A Femals  RRARSNSN SUHERRAY
5
L)
7 1 it to save your Changes PG Student
s $urel Fin
3 ln_ms-r_ll Cancet
10
11
MEH S & s -
BEE ovc  risemt  paGiLavouT  FORMULAS  DATA  REVIEW  VIEW  DEVELOSER Vanashioe Puratin -
X Calibrt "Ll - HE' ﬁenevi “+| W Conditions Formatting+  flnset + 3. - v o ['B
By BI U Ad S==E- B2 0 v [0 Fomat as Takle - e Deiete + [F- M-
re o4 Share Webkx
. ¥ EHe -4~ 4 - potecteds B oF 127 Cell Styles - i) Foemot - £ - ThsFie =
Clpbomd 15 Feet 0 Abgrvnent ) R feumber % Styses Collk Ldeing WiebEs ~
AL - . Jr  sexcelniscase -
< 0. € £ | G ¢ of: o3y 4 KRG h- & Ml N B -

A ]
i o} coe |
2 #HLS CascHLS Case.1HLS Case,l HLS Case.| HLS Case," HLS Case.' HLS Case.' HLS Case, HLS Case.' HLS Case, T HLS Case T HLS Case THLS Case,(HLS Case.| HLS Case, 1 HL
3 Tithe First Nam: Middle N: Last Name Yeard (5 r Year2 (35 r Yoar3 (% 7 Yeard {% r YearS {% r Mother's 1 Fathes's NRes PhoaeGender Date of Bi Date of AtAc

4 Miss TEST TEST TEST 78 % 5 75 A A Female  HRAssusy SURERRRY
5

L

7

8 O Some teptures in your workbook mght be lost if you save & 35 TSV [Comma dedimited),

9 Do you wank to using that format®

10 ‘ Il“’ll".




Step3: Login and Screen Navigation

Login into AICTE Portal Application and Navigate to Student Details Screen as below image.
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Step4: Tab Selection for Data Import

If ‘PG’ Students data is to be inserted then use the ‘PG Student Details’ tab.

If PGDM Students data is to be inserted then navigate to ‘PGDM Student Details’ tab from the
dropdown.
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Step5: File Upload on AICTE Portal

+
Click on . button as shown below under student import to upload csv file saved in D drive.

One row will be created where csv file need to be browsed, file can be renamed before browsing but
extension of file should be csv only.

.
Rl
After uploading the file click on - to save the record.

After Saving record click on ‘Import Excel’ button to Import the data and wait for message ‘Student
Import Completed.’
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Step6: Error Log Download, Error Check and Data Reload

Once the Import is completed, Download the same attachment and look for ‘Error’ column.
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This will indicate the status of each Student record.
Once uploaded successfully will have error as ‘Record Inserted Data Copied Successfully’.

If not inserted successfully, then it will show corresponding error logged into it. Refer ‘Sample PG
Student Excel.xlsx’ file to understand the error messages from ‘Comment’ column.
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Records failed to insert should only be again inserted in new template with correct data and entire
process should be followed again.

Avoid adding data of successfully inserted data in new batch of import. It will lead to duplicate
record creation of the same Student.

If in case any Student Record is added twice, then please click ‘Is Duplicate Student’ Y against
additional record/s of Student.

Added record if need to be modified, then it can be done directly on portal manually.




