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1. About the Application

The National Apprenticeship Training Scheme (NATS) portal allows stakeholders to gain detailed
information on the Apprenticeship Training Scheme (ATS), and access services provided by the Board of
Apprenticeship and Training (BOAT)/Board of Practical Training (BOPT). The stakeholders, such as Technical
Institutions, Establishments (Central, State and Private Sector), Candidates and Employees of BOAT/BOPT
can use the portal as described below:

. Technical Institutions can upload information about their students and view the details related
to their selection, sponsorship and placement status in different industries or establishments.
They can also view details of available training slots based on subject, branch and fields.

. Establishments can view information on how to enrol apprentices for the training scheme,
receive notifications for new training positions and recruit apprentices, manage various reports
posted to BOAT/BOPT, and submit apprenticeships, contracts, and claims.

. Employees of BOAT/BOPT can use the portal to send a list of candidates to industries or
establishments for apprenticeship training, issue Registration Numbers and certificates, display
list of industries with vacancies for apprenticeship training, view details on claims
reimbursement, and send all correspondence related to NATS.

. Candidates or students can use the portal to enrol for the Apprenticeship Training, receive
information on available Apprenticeship vacancies and their benefits, employment news,
interview tips, and view information related to their reports and certificates.

The portal can also be used to provide insights related to Apprenticeship Training such as:

. budget requirements and costs

. manpower needs

. analysis of supply-demand pattern
. placement of apprentices

. utilisation of resources

1.1. About NATS

The National Apprenticeship Training Scheme in India was started by the Board of Apprenticeship and
Training/Practical Training. It is a flagship programme from the Government of India, and undertaken by
the Ministry of Human Resource Development. The programme is aimed at enhancing the employability of
students by equipping technically qualified youth with practical knowledge and skills required in their
respective field(s) of work.

As part of this programme, organisations and Training Managers provide year-long or six months relevant
training to apprentices using well-developed training modules. The establishments can pay stipend amount
greater than or equal to the minimum stipend amount fixed by the Government of India to the apprentices.
The establishments are reimbursed with half of the minimum prescribed stipend amount.
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The apprentices are trained at Central, State and Private organisations. At the end of the training
programme, the apprentices are issued a Certificate of Proficiency by the Government of India. This
certificate can be registered at all employment exchanges across India as valid employment experience. The
apprentices are governed solely by the Apprentices Act, 1961.

1.2. NATS Dashboard

After logging into the NATS portal by using your login credentials generated during enrolment, you will see
the following dashboard based on your access rights.

e Establishment Dashboard

National Apprenticeship Training Scheme (NATS) fﬁ\
NATS

Ministry of Human Resource Development {
Department of Higher Education, Government of India

Home | Communication ~ | Employment~ | Apprenticeship ~ Hi Ashok Leyland Ltd ~

Hi, Ashok Leyland Ltd ™ - - - -
(STNCHPODD270) Facilitate Training and Placement Job/Apprenticeship Fair
Email: dummy@dummy.com

Update Profile

No pending requests

Mo pending requests Mo JobMela Invitations available

Please be aware that the system will allow contract
registration only within 7 days of the apprentice
joining the training.

STNDO10160400838 STNDO10160400805

STNDO101E0400852

COMMUNICATION CENTER
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2. About the Establishment User Manual

2.1. Structure of the Document
The User Manual is divided into several chapters. Each chapter has an overview and a set of tasks.
Task Overview

The task overview details why you need to perform a task, and how it is connected to the application or
process workflow.

Procedural Steps

The procedural steps explain how to perform the task through a set of simple, step-by-step instructions.
Screenshots are provided for reference.

Field description tables are added to explain the details of all the fields that is discussed in a task.

2.2. Roles and Responsibilities

The NATS portal can be accessed by four types of users — Educational Institutions, Establishments,
BOAT/BOPT Officials and Candidates.

The following table provides details of tasks that each user role can perform in the NATS portal:

Role Functionality

e Upload student data

e View the details of students related to their placement in
Educational Institutions industries

e View details of industries such as available branch, subject, and
field-based training slots

e View notifications about the Apprenticeship Scheme

Establishments e Manage notifications on new training positions and recruitment

e Manage reports on training
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Role Functionality

e Manage student enrolment and reimbursement claims
e Manage information related to reports
e Manage correspondence related to ATS from Establishment

BOAT/BOPT Officials e Manage list of candidates for apprenticeship training based on
requests from Establishment

e Manage Registration Numbers, and Certificates with Digital
Signature

e View notifications related to vacancy from Establishment

¢ Manage Student, Establishment, and Institution

e View list of establishments and details related to the ATS

e View Periodical Progress Report sent by Establishment to

concerned BOAT/BOPT
Candidates/Students
e View Training Completion Report sent by Establishment

e View status of Certificate of Proficiency (COP)

e View information on vacancies available across industries for
apprentices

2.3. Document Conventions

Convention Description Example

The bold typeface is
used to present

Bold references to menu 1. On the home page, click Register. The
options, fields, numbered Student Enrolment page is displayed.
caption, section and
button names.

A student with any of the following
An unordered series of qualifications is eligible to enrol as a trainee:
Bulleted List concepts, items or

options. e Graduation

e Diploma

1. On the home page, click Register. The
Registration page is displayed.

2. In the category drop-down list, click
Student and then click Register. The
Student Enrolment page is displayed.

A sequence of processes,
events or steps.

Numbered List
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Convention Description Example
The mandatory fields are “
) indicated by using the Institution Name*
asterisk symbol in red
colour. AICTE/DOTE/DTE/Govt.
Approval No.*

Good-to-know Before proceeding with

. . enrolment, it is
information that helps

. . . recommended that you
improve task efficiency is

rovided as a ti read the Terms and
P P Conditions section.

Important information

that needs to be You can edit this field only
— highlighted regarding a — if the Others option is
E concept or task is g selected in the Branch of
provided in the form of a Engineering field.
note.
2.4. Acronyms
Acronyms Description
NATS National Apprenticeship Training Scheme
CGPA Cumulative Grade Point Average
PWD Person With Disability
BOAT Board Of Apprenticeship and Training
BOPT Board Of Practical Training
NDNC National Do Not Call
ACRF Apprentice Contract Registration Form
ATS Apprenticeship Training Scheme
cop Certificate of Proficiency
IFSC Indian Financial System Code
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Acronyms Description
MICR Magnetic Ink Character Recognition
csv Comma Separated Values file
PDF Portable Document Format
oTP One Time Password
ROP Record of Progress
SIP Survey Information Proforma
RGB Record of progress Generated Baseline
RGQ Record of progress Generated Quarter

2.5. Common Tasks

Common tasks are the functions or tasks that you perform frequently across the NATS portal.

You can perform the following common tasks in the NATS portal:

e LogOn
e Get New User ID

2.5.1. LogOn

You can log on to the portal with your email ID or user ID and password and perform the tasks displayed
on your dashboard. You can get these login credentials after enrolment. For more information about
enrolling to NATS, see the Establishment Enrolment User Manual.
To log on to the portal

1. On the Home page, click Login. The Login page is displayed.
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National Apprenticeship Training Scheme (NATS) / .
1 Instituted by Board of Apprenticeship Training / Practical Training m ﬁ"*
L) Ministry of Human Resource Development, Government of India 8/ Englsh & f

Home  AboutUs Students Industries

Institutions Login Enroll

Skilling India
for Growth

A National Scheme For Providing Skill Training To Fresh Graduates,
Diploma Holders In Engg. & Tech. And +2 Vocational Pass Outs.

h_

< National Apprenticeship Training Scheme (NATS) iy
Mty Instituted by Board of Apprenticeship Training / Practical Training sm
R Ministry of Human Resource Development, Government of India % §

Home About Students Industries Institutions Login Enroll

Login

Please login using your User ID (Enroliment number) or your registered

Email ID and password. In case you have forgotten your password, please
click here.

O, EMAIL/USERID &/ gy st
7] PASSWORD /UrHas

New User? Register here Forgot Password?

Ifyou are a registered user of the regional portal(s).
Please Click Here

In the PASSWORD box, type your password.
4. Click Login. The Establishment dashboard is displayed.

A
§ To retrieve your password, click Forgot Password.
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National Apprenticeship Training Scheme (NATS) :‘ﬁ\
NATS

Ministry of Human Resource Development E
Department of Higher Education, Government of India

Home | Communication v | Employment~ | Apprenticeship ~ Hi Ashok Leyland Lid ~

Hi, Ashok Leyland Ltd

(sThCHPO00270)

Email: dummy@dummy.com

Update Pro i No JobMela Invitations available
Update Profile Mo pending requests

Ne pending requests

Contracts
Please be aware that the system will allow contract

registration only within 7 days of the apprentice
joining the training.

STNDO10160400838 STNDO10160400809
STNDO10160400853

More

COMMUNICATION CENTER

For information about your roles and responsibilities in the NATS portal, see Roles and
Responsibilities.

2.5.2. Get New User ID

If you have enrolled on any of the BOAT/BOPT regional portals previously, you will require a new user ID to
access the new NATS portal. You can get a new user ID to log on to the portal by providing your old user
ID, password and your state of residence.

To get a new user ID

1. On the Home page, click Login. The Login page is displayed.

National Apprenticeship Training Scheme (NATS) g
Instituted by Board of Apprenticeship Training / Practical Training m ) NATs\
Ministry of Human Resource Development, Government of India S Engish = g 3

Home About Us Students Industries Institutions Login

Skilling India
for Growth

A National Scheme For Providing Skill Training To Fresh Graduates,
Diploma Holders In Engg. & Tech. And +2 Vocational Pass Outs.

2. Click Click Here. The related fields are displayed.
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Login

Please login using your User ID (Enroliment number) or your registered
Email ID and password. In case you have forgotten your password, please
click here.

£ EMAIL/USERID EHe e arES
5y PasswoRD /TwaE
New User? Register here Forgot Password?

If you are a registered user of the regional portal(s),

Pleasg) Click Here

3. In the OLD USER ID box, type your old user ID.

Login

Old registered Users can view their new User Ids by clicking the button
below!

£ oLbuserID
5 passworD
Please select your state v
£ NEwuser D

Already registered Click Here

4. In the PASSWORD boy, type your password.

5. In the state drop-down list, click your state of residence and then click Click Here. The newly
generated user ID is displayed in the NEW USER ID area.
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3. Manage Add Performance

You can use the Add Performance module to search for apprentice and record their baseline and quarterly
performance details in an Excel Worksheet template. You can record performance details only for
apprentices who started apprenticeship training from March 2017.

Using your login credentials, you can view the dashboard and perform the tasks based on your access rights.
This section contains the following topics:

e Search Apprentice
e Record Baseline Performance Details
e Record Quarter Performance Details

3.1. Search Apprentice

You can search for an apprentice to record performance scores. However, you can only search for those
apprentices who started their training from March 2017.

To search for an apprentice

1. Log in to the portal and view the dashboard. For more information, see the Log On section.

2. Point to Apprenticeship, then point to Add Performance, and click Contracts (created) from 2017-
2018 financial year. The Apprentice Performance page is displayed.

—— You can add performance details for apprentices who joined “before March 2017 by
g selecting the Contracts (created) till 2016-2017 Financial Year module.
, . : i ,..v‘“““"m
National Apprenticeship Training Scheme (NATS) {ﬁg
- NATS
Department of Higher Education, Government of india <3 }

Home | Communication + | Employment « Yl ale=ta 1] Help + Hi TITAN COMPANY LIMITED

Facilitate Training & Placement >

Hi, TITAN COMPANY LIMITED - Job/ iceship Fai
(STNCOP000039) 5 Contract B AT
ontracts —l
Email: dummy@dummyxyz.com
No Bl bR aln Tk ki wonilgpla
Update Profile

Add Performance > Contracts (created) till 2016-
2017 Financial year

R Stipend
Contracts (created) from 2017-

EGS51600006 TITAN COMPANY Adhoc Request 2018 financial year
LIMITED L

EGS1500000 TITAN COMPANY
LIMITED

Industry Feedback

Please be aware that the system will allow contract
registration only within 7 days of the apprentice
joining the training.

i

3. In the From Date and To Date fields, click to select a date range between which the required
apprentices registered on the NATS portal.
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Apprentice Performance

© Note: Please be informed of the revision of ROP. We require additional values to the already submitted records which are denoted with @icon

“From Date “To Date
01/09/2017 = 28/09/2017 &
All requests *:] Pending for Input Pending For Approval Approved (B Excel Template

Baseline Input  Quarter Input

4. Click Search. The search results are displayed. For more information about the fields, refer the
following table.

—— To filter the search results, in the Search box, type the full or partial entry related to the
E required apprentice record.
All requests I EI Pending for Input Pending For Approval Approved

Baseline Input  Quarter Input

© Note: You can select maximum of 20 students

Showing 1 to 10 of 71 entries Search

Enrolment No Establishment

Student Name ¥

Specialisation

[J VIGNESHS STNG088160403701 STNGP 16088000274 ELECTRICAL AND TITAN COMPANY 07/02/2017 Baseline view
ELECTRONICS LIMITED
ENGINEERING
[J VIGNESHB STND006150404133 STNDP16006004040 MECHANICAL TITAN COMPANY 25/01/2017 Baseline view
ENGINEERING LIMITED
[ VIGNESHA STND006160408297 STNDP17006001748 MECHANICAL TITAN COMPANY 28/11/2016 Baseline view
ENGINEERING LIMITED
VASANTHAKUMAR S STND006151001020 STNDP15008000143 MECHANICAL TITAN COMPANY 23/02/2016 Baseline view
ENGINEERING LIMITED

Description

All Requests

To filter and view all performance recording requests, click All
Requests.

Pending for Input

To filter and view requests that are pending for input from the
Establishment, click Pending for Input.

Pending for Approval

To filter and view quarter performance requests that are pending
for approval from the BOAT/BOPT officials, click Pending for

Approval.

Approved To filter and view all approved requests, click Approved.
To select students for recording performance scores, select the
specific check boxes.

All

To select all the students listed on the page, select the
check box on the header row.

¢

Student Name

This field displays the name of the student or apprentice.

NATS Establishment User Manual
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Description

This field displays the assigned enrolment number of the

Enrolment No .
apprentice.

Contract No This field displays the apprentice’s contract number.

This field displays the specialisation area of the apprentice’s

Specialisation .
training programme.

This field displays the establishment associated with the

Establishment S, .
apprentice’s training.

This field displays the date on which the apprentice started the

Joined On .
training.

This field displays the quarter or baseline value to record the

Quarter Description e .
apprentice’s performance details.

View The View feature is currently disabled.

NATS Establishment User Manual Page 16
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3.2. Record Baseline Performance

You can record baseline performance details for apprentices who are currently training or have received
training at the Establishment. Baseline performance scores are the benchmark against which quarter
performance can be recorded for an apprentice.

You must first generate the baseline performance template (Excel worksheet), enter performance details in
the template and finally upload this updated template in the portal for processing.

You can record the baseline performance for an apprentice in two steps:

1. Generate and Update Baseline Performance

2. Upload Updated Baseline Template

3.2.1. Generate and Update Baseline Performance

Generate baseline template for specific apprentices and update their performance details.

To generate and update baseline performance

1. On the Apprentice Performance page, search for an apprentice as shown in the Search Apprentice

section.

— By default, the Pending for Input and Baseline Input options are selected to view the
§ list of apprentices whose baseline performance details have to be recorded.

n All requests |I EI Pending for Input H Pending For Approval Approved [ Bxcel Tempiate
Baseline Input] Quarter Input

Showing 1 to 10 of 71 entries

@ Note: You can select maximum of 20 students Search

Student Name ¥ Enrclment No Specialisation Establishment
[J  VIGNESHS STNG088160403701 STNGP16088000274 ELECTRICAL AND TITAN COMPANY 07/02/2017 Baseline view
ELECTRONICS LIMITED
ENGINEERING
[J | VIGNESHB STND006150404133 STNDP 16006004040 MECHANICAL TITAN COMPANY 25/01/2017 Baseline view
ENGINEERING LIMITED

2. Inthe All column, select the check boxes of the required apprentices.

e To filter the search results, in the Search box, type the full or partial entry related to
E the required apprentice record.
r

e You can select maximum 20 apprentices at a time.
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n Al requests E Pending For Approval . Approved Excel Template
Baseline Input  Quarter Input
Showing 1 to 9 of 9 entries (filtered from 1,179 total entries) © Note: You can select maximum of 20 students Search: | sud
Quarter
Student Name Enrolment No
o Vasudevan V STNG006160608651 STNGP 16006001683 MECHANICAL LUCAS TVS 18/01/2017 Baseline view
ENGINEERING
[m] VASUDEVAN D STNG006150402027 STNGP 15006000254 MECHANICAL LUCAS TVS 17/02/2016 Baseline view
ENGINEERING
=] SUDHARSAN P STNG108150401738 STNGP 15108000031 ELECTRONICS & LUCAS TVS 17/02/2016 Baseline view
COMMUNICATION
ENGINEERING
[m] Sudharsan STND088150403031 STNDP17088000933 ELECTRICAL AND LUCAS TVS 20/04/2018 Baseline view
ELECTRONICS
ENGINEERING
[m] SUDHAKAR U STNDO088140403721 STNDP17088000932 ELECTRICAL AND LUCAS TVS 06/04/2016 Baseline view
ELECTRONICS
ENGINEERING
i SUDHAKAR S STND088160402163 STNDP 17088000067 ELECTRICAL AND LUCAS TVS 17/05/2016 Baseline view
ELECTRONICS
ENGINEERING
[m] SUDHAKAR G STND006160406882 STNDP17006001689 MECHANICAL LUCAS TVS 16/07/2016 Baseline view
ENGINEERING
i ‘SUDESHWARAN K STND088160402582 STNDP 17088000280 ELECTRICAL AND LUCAS TVS 09/05/2016 Baseline view
ELECTRONICS
ENGINEERING
o S VASUDEVAN STND08E160402099 STNDP17088000060 ELECTRICAL AND LUCAS TVS 18/05/2016 Baseline view
ELECTRONICS
ENGINEERING
Show = 10 v entries
Previous - Next

3. Click Generate Baseline Template. The baseline template is downloaded on the local drive as an
Excel Worksheet.

g Baseline template files are named RGB<file number>_G, where RGB is Record of progress
M ", ”
r Generated Baseline and “G” is Generated.
National Apprenticeship X
= | Documents - m] b o
Home  Share  View ~ @|r=hele
U & cut x |EI| 3 Mew item - [ open - HHselectan
% W Copy path + 17 Easy access ~ [t Edit 24 Select none pline
Pinto Quick Copy Paste _ Mave Copy Delete Rename New Properties
e [7] Paste shorteut | 4o+ 5 > ToTder P @ History 5 Invert selection
Clipboard Organize Hew open Selact Bine
« - » ThisPC » Decuments w|® | Search Documents »p
A Name - Date modified Type Size
¥ Smiv eline
- » i
. *
Fl eline
. * .
' "
PUBS I —— tu eline
" - eline
RGB1510663040350_G 11/14/2017 607 PM Microsoft Excel Worksh... ke |
-
. +
Sh
R bious
.
v ~
1Ditems 1 item selected 6308 [EL]
Disclaimer | Privacy | Contact Us Copyright (c} 2017 National Apprenticeship Training Scheme.
RGB15106630403...xdsx A~
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4.
images. For more information about the fields, refer the following table.

RGB1510663040350_G - Excel

In the Baseline Template, type or select the required performance details as shown in the following

Insert Formulas Data Review View

Page Layout

e

B X Cut

DE Copy -
P

Calibri Wrap Text =

Cell | Insert Delete Format
Styles - -

Cells

Conditional Format as
Formatting~ Table

Styles

Iy $-% >

Number

 Format Painter Merge & Center

Clipboard 3 Font Alignment

G37

i3

A B | c | D | E | F |

& Clear~

> AutoSum -

[& il ~

0

Sort & Find 8
Filter

Editing

Select~

1

|
S.No. Contract Number

Student Reg Number Student Name Contract Joining Date Quarter Description  Ci ication L

Multitasking
%

Timemangem:
<

1 STNDP17083000067  STNDO38160402163  SUDHAKAR S 17/05/2016 Quarter 0

¥\ Select The Value from

2 STNDP17088000280  STNDO88160402582  SUDESHWARAN K 09/05/2016 Quarter 0

1ding to comir

1 -~ -

EREEEY

| BaselineTemplate |

® [

You can hover over the red indicator in each field to read field instructions.
*--|Select The Value from dropdown
~ corresponding to communication

4

RGB1510663040350_G - Excel

Insert Formulas Data LEVTE want to do...

Page Layout

Lo X Cut e
ER Copy -

P

- ¥ Format Painter

Calibri - Wrap Text

Insert Delete Format
Styles - - -
Cells

Conditional Formatas Cell
Formatting - Table
Styles

Iu Merge & Center $-% 2 | % %

Clipboard 3 Font Alignment Number

fe

1 | J K | L | M N 5] P

> AutoSum ~

Fill +
& Clea

a

=

£ share

Jo

Sort & Find &

Filter

Select -

Editing

R

L S 1 T

|
Timemangement Analytic PositiveAttitude Technical skilll

Area2

Area3

Reguestld

|
Technical skill2 Technical skill3 Areal
« « «

Z‘EMechanics

‘ RGB1510663040350

NN
i
AN A
A4

Z‘EChemicaI Engg iMechanics ‘jEIe: M

Z‘j RGB1510663040350

BaselineTemplate |

®

Iv]
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Description

Contract Number

This field displays the apprentice’'s contract number.

Student Reg
Number

This field displays the assigned identification number of the apprentice.

Student Name

This field displays the name of the student or apprentice.

Contract Joining
Date

This field displays the date on which the apprentice started the training.

Quarter
Description

This field displays Quarter 0 which refers to recording baseline performance of the
apprentice.

Communication*

In the box, score the apprentice between 1-9 for communication skills.

Leadership*

In the box, score the apprentice between 1-9 for leadership skills.

Multitasking*

In the box, score the apprentice between 1-9 for multi-tasking skills.

Ti . . -
'me . In the box, score the apprentice between 1-9 for time management ability.

Management

Analytic* In the box, score the apprentice between 1-9 for analytical skills.

Positive Attitude*

In the box, score the apprentice between 1-9 for displaying positive attitude at the
training.

NATS Establishment User Manual
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Fields Description

— You must enter at least one Technical Skill and its associated Area score for an

E apprentice.

If you have provided technical skill description in the apprentice’s contract, then
this field is auto-populated and you cannot edit it.

e For example, in the below image, “Chemical Engg” in the Technical Skill1

field is auto-populated from the apprentice’s contract details. You cannot edit
this auto-populated field.

M

Technical skilll
- oTTTTT T ]
‘Mechanics :

Chemical Engg

Or
Technical Skill 1*
Technical Skill 2 If you haven't provided technical skills in the apprentice’s contract, then in the box,
Technical Skill 3 type a description for the apprentice’s technical skill.

You must enter at
least one of the
Technical Skill
fields. o First three characters must be only alphabets

e You must follow these pointers to type valid technical skill
descriptions:

o You can use space in the first three characters

o From 4% character onwards, you can use
— UPPERCASE or lowercase, numbers (0-9), “&"
E (ampersand), ".” (full stop) or “ — " (hyphen)
4

e Examples for valid descriptions are:

0]
Technical skill3 A
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Fields Description

In the box, score the apprentice between 1-9, only if you have entered a

description in the Technical skill 1 field.

For example:
M M 0] P
Areal Technical skilll rechnical skill2 Technical skill3 Areal i
it [ b ' it b i b
Mechanics : 2
"""""""""""""""""""""""""""""""""""""""""" b S .,
Chemical Engg jMechanics i Elee 2

— If you enter a score without the technical skill description, an
§ error is displayed during upload.

In the box, score the apprentice between 1-9, only if you have entered a
description in the Technical skill 2 field.

For example:
N o] P Q |
Area?2 Technical skill2 echnical skill3 Areal Area? i
et e b Sl S i -
: 2 :
"""""""""""""""""""""""""""""""""""" b Juia. I
il e, o Z I—
— If you enter a score without the technical skill description, an

g error is displayed during upload.

In the box, score the apprentice between 1-9, only if you have entered a
description in the Technical skill 3 field.

For example:
o |l »  a
Area3 Technical skill3 real Area2
I Iebdedeuiosobiiiobbn NN RedskeoRN b
2! :
. [ ¢ b
Elec 1 28
— If you enter a score without the technical skill description, an

g error is displayed during upload.

This field displays the auto-generated ID assigned to the baseline template

R ID
equest request.
5. In the Excel Worksheet, click Save E The updated baseline performance template is saved on the
local drive.
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RGB1510663040350_G - Excel

Pagelayout  Formulas  Data  Review  View
[
0 Calibri Al LA A 2 Wrap Text 2 = um p

Past: B Copy - G H— |l F it Cell Insert Delete Fe it FIH' Sort & Find &

aste Iu A Merge & Center .o s o0 o0 | Conditional Formatas Cel nsert Delete Forma Sort & Fin

- ¥ Format Painter B 5ot T i e S - o . & Clear- Filter - Select =

Clipboard ] Font Alignment Number Styles Cells Editing ~
P39 ~ e &
A B | c | D | E | F | G | H | 1 | J =]

1 |s.No. Contract Number Student Reg Number Student Name Contract Joining Date Quarter D ipti Communicati Ls ip Multitasking Til
2 | 1 STNDP17088000067  STNDO88160402163  SUDHAKAR S 17/05/2016 Quarter 0 i 2 1 2
3| 2 STNDP17088000280  STND088160402582  SUDESHWARAN K 09/05/2016 Quarter0 2 1‘ Z‘
4

6. Proceed to log in to the NATS portal and upload the updated baseline template. Refer the Upload
Updated Baseline Performance section for details.

If you haven't filled the performance details correctly, you cannot upload the template.
Refer the field description table in Step 5 to enter valid details.

3.2.2. Upload Updated Baseline Template

After updating the performance details in the Baseline template, you must upload the updated template to
the portal.

If you haven't filled the performance details in the template correctly, you cannot upload the template. Refer
the field description table in Step 5 in the Generate and Update Baseline Performance section to enter valid
details.

To upload an updated baseline template

1. On the dashboard, point to Apprenticeship, then point to Add Performance, and click Contracts
(created) from 2017-2018 financial year. The Apprentice Performance page is displayed.

Apprentice Performance

© Note: Please be informed of the revision of ROP. We require additional values to the already submitted records which are denoted with @icon

“From Date “To Date

01/01/2016 = 28/09/2017 g
All requests [FSJ Pending for Input Pending For Approval Approved B Excel Tempiate

Baseline Input Quarter Input

© Note: You can select maximum of 20 students Search:

Showing 1 to 10 of 71 entries

Student Name ¥ Enrolment No Specialisation Establishment
[J VIGNESHS STNG088160403701 STNGP 16088000274 ELECTRICAL AND TITAN COMPANY 07/02/2017 Baseline view
ELECTRONICS LIMITED
ENGINEERING
[ VIGNESHB STNDO06150404133 STNDP 16006004040 MECHANICAL TITAN COMPANY  25/01/2017 Baseline view
ENGINEERING LIMITED

2. Click Excel Template. The details of current month’s performance templates are displayed. For more
information about the fields, refer the following table.

e If you are searching for templates within a specific date range, you can select the
— dates in From Date and To Date fields and then, click Search.
g e To filter search results, you can type full or partial entry related to the required record
in the Search box.

NATS Establishment User Manual Page 23



Ministry of Human Resource Development, Government of India

Apprentice Performance > Excel Templates

*From Date “To Date

0171172017 & 14/11/2017
Show 10 v entries
Request Number Template Type
RGQ1510210791017 Quarter Input
RGQ1510213584103 Quarter Input
RGQ1510213595781 Quarter Input
RGQ1510215178601 Quarter Input

.

Generated Template {19}

Nov 9, 2017
@ RGQ1510210791017_G.xlsx

Nov 9, 2017
® RGQ1510213584103_G.xlsx

Nov 9, 2017
® RGQ1510213595781_G.xlsx

Nov 9, 2017
@ RGQ1510215178601_G.xlsx

Uploaded Template {15}
L. File Upload
Nov 9, 2017
@ RGQ1510213584103_U.xlsx

Nov 9, 2017
® RGQ1510213595781_U xlsx

Nov 9. 2017
@ RGQ1510215178601_U xlsx

Search:

Processed Template {15}
MA
Nov 9, 2017
@ RGQ1510213584103_Pxlsx

MNov 9, 2017
® RGQ1510213595781_P.xlsx

Nov 8, 2017
@ RGQ1510215178601_P.xlsx

Back

Field

Request Number

Description

This field displays the request number of the baseline or quarter
type of templates.

Template Type

This field displays the type of template as Baseline or Quarter
Input.

Generated Template <number of
files>

This field displays the date of generating the baseline or quarter
type of template.

Click to download the generated template on the local drive.

Uploaded Template <number of
files>

This field displays the date of uploading the baseline or quarter
type of template.

Click to download an existing template on the local drive.
Or
Click File Upload to upload an updated template.

Processed Template <number of
files>

This field displays the date of processing the baseline or quarter
type of template.

Click to download the processed template on the local drive.

e The In Progress status is displayed when an
m— uploaded template is in processing status.
E e [t takes 24 hours to process an uploaded baseline
template.
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3. In the Uploaded Template column, click File Upload. The Open window is displayed.

Request Number

RGQ1510310719181

RGB1510212436583

RGB1510307268077

RGB1510577531192

RGB 1510663040350

Template Type

Quarter Input

Baseline

Baseline

Baseline

Generated Template {19}

Nov 10, 2017
@ RGQ1510310719181_G.xlsx

Nov 9, 2017
@ RGB1510212436583_G.xlsx

Nov 10, 2017
@ RGB1510307268077_G.xlsx

Nov 13, 2017
@ RGB1510577531192_G.xlsx

Nov 14, 2017
@ RGB1510663040350_G.xlsx

Uploaded Template {15}

Nov 10, 2017
® RGQ1510310719181_U.xlsx

Nov 9, 2017
@ RGB1510212436583_U.xlsx

Nov 10, 2017
@ RGB1510307268077_U.xlsx

Nov 13, 2017
@ RGB1510577531192_U.xlsx

Processed Template {15}

Nov 10, 2017
® RGQ1510310719181_P.xlsx

Nov 9, 2017
@ RGB1510212436583_P.xlsx

Nov 10, 2017
@ RGB1510307268077_P.xlsx

Nov 13, 2017
@ RGB1510577531192_P.xlsx

X File Upload

NA

4. In the Open window, navigate to the required folder and select the updated baseline template. The

template file name appears in the File name box.

A National Ag—= L=
€ Open X
€ > e | .
« v ThisPC > Documents > v O Search Documents PR
i Apps @ C
Organize v New folder = M @ [
o Name - Date modified Type Size
# Quick access
- * .
. 4
ARl *
P
7] RGB1510663040350_G 11/14/2017626PM  Microsoft Excel W... 128
™
-
»
s
.
¥ Network
IFiIename: |ReB1510663040350_G o[} A Fites v
Open ]v Cancel
Showing entries
5. Click Open. The updated template is displayed in the Uploaded Template column.
[ ]
E It takes 24 hours to process an uploaded baseline template.
Request Number Template Type Generated Template {19} Uploaded Template {15} Processed Template {15}
RGQ1510310719181 Quarter Input Nov 10, 2017 Nov 10, 2017 Nov 10, 2017
® RGQ1510310719181_G xlsx ® RGQ1510310719181_U xlsx ® RGQI510310719181_Pxlsx
RGB1510212436583 Baseline Mov 8, 2017 Mov . 2017 Nov 9, 2017
® RGB1510212436583_G.xlsx ® RGB1510212436583_U.xlsx @ RGB1510212438583_P.xlsx
RGB1510307268077 Baseline Mov 10, 2017 Mov 10, 2017 Nov 10, 2017
® RGB1510307268077_G.xlsx ® RGB1510307268077_U.xlsx @ RGB1510307268077_P.xlsx
RGB1510577531192 Baseline Mov 13, 2017 Mov 13, 2017 Nov 13, 2017
® RGB1510577531192_G.xlsx ® RGB1510577531192_U.xlsx @ RGB1510577531192_P.xlsx
RGB1510663040350 Baseline Mov 14, 2017 Nov 14, 2017 NA
@ RGB1510863040350_G.xlsx @ RGB1510863040350_U xlsx
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e If there are incorrect details in the template, an error is displayed and you cannot upload the

template. Refer Step 5 in the Generate and Update Baseline Template section to enter valid

details.
Apprentice Performance > Excel Templates

IPIease upload the file with proper values I

“From Date “To Date

01/09/2017 & 27/09/2017 &

6. To view the processed template after successful processing, in the Processed Template column, click

to download the template on the local drive.

Request Number Template Type Generated Template {19} Uploaded Template {15} Processed Template {15}

RGQ1510310719181 Quarter Input Nov 10, 2017 Nov 10, 2017 Nov 10, 2017

@ RGQ1510310719181_G xlsx ® RGQ1510310719181_U xlsx @ RGQ1510310719181_Pxlsx
RGB1510212436583 Baseline Mov 8, 2017 Nov 8, 2017 Nov 8, 2017

@ RGB1510212436583_G.xlsx ® RGB1510212436583_U.xlsx @ RGB1510212436583_P.xlsx
RGB1510307268077 Baseline Nov 10, 2017 Nov 10, 2017 Nov 10, 2017

@ RGB1510307268077_G.xlsx ® RGB1510307268077_U.xlsx @ RGB1510307268077_P.xlsx
RGB1510577531192 Baseline Nov 13, 2017 Nov 13, 2017 Nov 13, 2017

@ RGB1510577531192_G.xlsx ® RGB1510577531192_U.xlsx @ RGB1510577531192_P.xlsx
RGB1510663040350 Nov 14, 2017 Nov 14, 2017 Nov 14, 2017

@® RGB1510663040350_G.xlsx @ RGB1510663040350_U.xlsx @ RGB1510663040350_P.xlsx

7. You can proceed to record the quarter performance details. Refer the Record Quarter Performance
section for details.
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3.3. Record Quarter Performance

You can record quarterly performance details for apprentices training at the Establishment. Quarter
performance is recorded after every three months of training.

You must first generate the quarter performance template, enter performance details and finally upload this
updated template in the portal for approval.

Performance details are approved for every quarter by the BOAT/BOPT officials from the same region as
the Establishment. After all the quarter performances are approved, the BOAT/BOPT official can generate
the Certificate of Proficiency for the apprentices.

In the following steps, you can record quarterly performance for an apprentice:

e

Generate and Update First Quarter Performance

For 5""?"""“" 2. Upload Quarter Template
apprentices, record

performance for2 ~— — e Receive approval from BOAT/BOPT official

quarters only. 3. Generate and Update Second Quarter Performance

4. Upload Quarter Template

— e Receive approval from BOAT/BOPT official
Generate and Update Third Quarter Performance
For Regular apprentices, 6. Upload Quarter Template
record performance for all e Receive approval from BOAT/BOPT official
the 4 quarters. —

7. Generate and Update Fourth Quarter Performance

Upload Quarter Template

— e Receive approval from BOAT/BOPT official

o After the BOAT/BOPT official approves performance details for a specific quarter, you
cannot edit or record it again.

m

o After all the quarter performances are approved, as part of the new flow, you now
don't have to add TCR details.
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3.3.1. Generate and Update First Quarter Performance

You can record an apprentice’s first quarter performance after the first 3 months of training. It is mandatory
that you first complete recording Baseline performance details. Refer the Record Baseline Performance
section for details.

You must first generate the quarter template (Excel worksheet), update performance details and then
upload the template in the portal for approval from the BOAT/BOPT officials.

—— After the BOAT/BOPT official approves the quarter performance details, you cannot edit or
g record it again.

To generate and update the first quarter performance

1. On the Apprentice Performance page, search for an apprentice as shown in the Search Apprentice

section.
—— By default, the Pending for Input option is selected to view the list of apprentices whose
E performance details have to be recorded.

2. Click Quarter Input. The list of apprentices whose quarter performance details have to be recorded is
displayed.

n All requests I EI Pending for Input H Pending For Approval Approved [ Excel Templale

Baseline Input | Quarter Input

Show 10 v entries © Note: You can select maximum of 20 students Search | sud
Joined Quarter
Student Name ¥ Enrolment No Specialisation Establishment On Description
(] SUDHAKAR S STND088160402163 STNDP 17088000067 ELECTRICAL AND LUCAS TVS 17/05/2016 Not Available view
ELECTRONICS
ENGINEERING
[m] SUDESHWARAN K STND088160402582 STNDP 17088000280 ELECTRICAL AND LUCAS TVS 09/05/2016 Not Available view
ELECTRONICS
ENGINEERING
Showing 1 to 2 of 2 entries (filtered from 3 total entries) Previous n Next

3. Inthe All column, select the check boxes of the required apprentices.

— e To filter the search results, in the Search box, type the full or partial entry related to
E the required apprentice record.
r

e You can select maximum 20 apprentices at a time.
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n All requests I EI Pending for Input H Pending For Approval Approved B Excel Tempiate

Baseline Input Quarter Input

Show 10 v entries O Note: You can select maximum of 20 students Search:

Quarter
| Al Student Name Enrolment No Contract No Description

Showing 1 to 2 of 2 entries (filtered from 3 total eniries) Previous n Next

| Generate Quarter Template

4. Click Generate Quarter Template. The quarter template is downloaded on the local drive as an Excel

Worksheet.
é Quarter template files are named RGQ< file number>_G, where RGB is Record of progress
r Generated Quarter and "G” is Generated.
‘//@ National Apprenticeship X A =,
= | Documents - [m] X
Home Share View ~ @ E
r n = A Cut | %New item v Open ¥ EESeIect all
* D W Copy path L [T x @ " §Easyaccess v [t Edit 55 Select none
Pinto Quick Copy Paste - Move Copy Delete Rename New Properties o 3
(1] access [7] Paste shortcut tor to~v - folder - £ History Dglnvert selection
Clipboard Organize New Open Select
*H
| &« v » ThisPC » Documents v O Search Documents Pl
B | e Name o Date modified Type Size
LR
nans - v
@ vimaa Ps -
@ Swwine o W S
. »* PrTTe
Ba * “wnum g Artniee: ug
sh R Rl LT TR T Y w 0 tmurim Vg [
R LR L e diha ]
. s
l T Sy abuen har
i g
o W e RGQ1510665408528_G 11/14/2017 6:47PM  Microsoft Excel Worksh... 7KBI
@ s |
Sh QR ———
@ woiimeee
PR
® o %
1items  1item selected 6.28 KB =
|8 roqisiosssaoss..xisx ]
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5. In the Quarter Template, type or select the required performance details as shown in the following
images. For more information about the fields, refer the following table.

RGQ1510665408628_G - Excel

Insert  Pagelayout  Formulas  Data  Review  View ouwant to do
3 Cut Calibri -1 - A A C Wrap Text - Fa) | Autosum - p
pasta 2 COPY - s o Condional Formatas Cell | lnsert Delete Fommat - Sort& Find &
- ¥ Format Painter o O & Merge & Cente Hoch | Formatting - Table~ Styles - - - | € Cear~ Filter - Select~
Clipboard Ll Font Alignment Number Styles Cells Editing -~
139 - F 2
A | B | c | D | E | F | G | H 1 J [<]
1 |S.No. Contract Number Student Reg Number Student Name Quarter Start Date Quarter End Date Quarter Description  Communicati Leadership ) il
2 1 5STNDP17088000067  STND083160402163  SUDHAKAR S 17/05/2016 16/08/2016 Quarter1 3 = =
— ~-{5elect The Value from dropdown
3| 2 STNDP17088000280  STND083160402582  SUDESHWARAN K 09/05/2016 08/08/2016 Quarter1 N ding to .
4 2 ~
5 | n
6 5
= 6
7 | 7
8 | H v
3 |
10| -
11|
12|
13|
14|
&)
16 |
17|
18 |
19|
20|
21|
22|
23 -
Pending Quarters Template @® 41 [+]

You can hover over the red indicator in each field to read field instructions.

=*--|Select The Value from dropdown
~ corresponding to communication

RGQ1510665408628_G - Excel

Inset  Pagelayout  Formulas  Data Review  View Q Tel 1at you want to do... 5. Share

e L1 e
o cut Calibri BT 23 Wrap Text > AutoSum p

B2 Copy - [ Finn -
Pate B I U v A MG § - % » | % g5 | Conditional Formatas Cell | Insert Delete Format Sort & Find &
- Format Painter - Formatting = Table - Styles - - = & Clear~ Filter - Select =

Clipboard 5 Font Alignment Number Styles Cells Editing ~
w28 A F v

1 | J | K | L | M . N o | P
L i Multitasking. Timemangement Analytic PositiveAttitude Areal Area2 Area3
< x

3
3

R s | T u | v W+

Enter Lop Dates in between guarter start
and end dates in format of dd/mmm/yyyy
e.g. 18/jan/2017,21fjan/2017

L Lot
¥ L
g
LeF X

X
3

Pending Quarters Template @® [1] 0]
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Field Description

Contract Number This field displays the apprentice’s contract number.

Student Reg

Number This field displays the assigned identification number of the apprentice.

Student Name This field displays the name of the student or apprentice.

Quarter Start Date This field displays the start date of the first quarter.

Quarter End Date This field displays the end date of the first quarter.

Quiarter Description | This field displays Quarter 1 for which you want to record performance.

In the following fields, you can select the same score or higher than the Baseline score,
but not a lower score.

e fForexample, if you had selected 4 for Communication skills in the Baseline
template, then in this First Quarter template, you cannot select scores 1-3. You can
select between 4-9 only for Communication skills.

[ |
E e If you attempt to enter a score lower than the Baseline score, an error is displayed.
Then, click Retry or Cancel to close the error message.

F G

rtDste  QuarterEndDate  Quarter Description | Communication Lefd
18/12/2016 Quarter 1 1l

26/06/2017 Quarter 1

Microsoft Excel x

e This value doesn't match the data validation restrictions defined for this cell.

cancel Help

In the box, from the available values, score the apprentice for communication

Communication* .
skills.

Leadership* In the box, from the available values, score the apprentice for leadership skills.

In the box, from the available values, score the apprentice for multi-tasking

. H *
Multitasking skills.

In the box, from the available values, score the apprentice for time management

Time Management* .
9 skills.

Analytic* In the box, from the available values, score the apprentice for analytical skills.

In the box, from the available values, score the apprentice for displaying

Positive Attitude* e At
ositive Attitude positive attitude.
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Field Description

In the box, score the apprentice from the available values, only if you had
provided Technical skill 1 in the baseline template as shown in these images.

N . M .
Areal Technical skilll

peal 3Imechanies
------------- f Chemical Engg

— If you enter a score without the technical skill description, an
§ error is displayed during upload.

In the box, score the apprentice from the available values, only if you had
provided Technical skill 2 in the baseline template as shown in these images.

o] N

Areal Technical skill2
Area2 b

— If you enter a score without the technical skill description, an
g error is displayed during upload.

In the box, score the apprentice from the available values, only if you had
provided Technical skill 3 in the baseline template as shown in these images.

Il P 1 G
Area3 Technical skill3
Area3 .
.............. 3 -----------------------..........1
: BElec o
—— If you enter a score without the technical skill description, an
g error is displayed during upload.

In the box, type the LOP (Loss of Pay) dates taken by the apprentice in the
LOP dd/mmm/yyyy format within the first quarter of training.

For example: 18/Jan/2017, 25/Feb/2017, 05/Jul/2018

Performance You can enter in this field only in the last quarter of the training period.

This field displays the auto-generated ID assigned to the quarter performance

Request ID
record request.
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6. In the Excel Worksheet, click Save E The first quarter details are saved on the local drive.

RGQ1510665408628 G - Excel

“ Insert  Pagelayout  Formulss  Data  Review  View Q@ Tell mewhat you want to do
Save (Ctrl+5)
™ K = R
ki Calibri BRI ® Wrap Text 1= @ 2 AutoSum p
Em Copy ~ = [ Fill -
Paste B I U A Merge & Center $ « 0 + %0 Condtional Formatas Cell | Insert Delete Format Sort & Find &
- Format Painter - Formatting - Table~ Styles - > = & Clear~ Filter = Select =
Clipboard el Font Alignment Number Styles Cells Editing ~
was - 23 v
A B | c | D | E | F | G | H | 1 | J -
1 |S.No. Contract Number Student Reg Number Student Name Quarter Start Date Quarter End Date Quarter D iptis Co icati Leadersh i i
2 | 1 STNDP17088000067  STND088160402163  SUDHAKARS 17/05/2016 16/08/2016 Quarter 1 ; 3 i
3| 2 STNDP17088000280  STND088160402582  SUDESHWARANK  09/05/2016 08/08/2016 Quarter 1 2 1
4,
5

7. Proceed to log in to the NATS portal and upload the first quarter template. Refer the Upload Quarter
Template section for details.

If you haven't filled the performance details correctly, you cannot upload the template.
Refer the field description table in Step 5 to enter valid details.

3.3.2. Upload Quarter Template

After recording the performance details in the Quarter template, you must upload the updated template in
the portal. You have to upload the template for every quarter. For Sandwich apprentices, you must upload
only two quarter templates and for Regular apprentices, you must upload four quarter templates.

If you haven't filled the performance details in the template correctly, you cannot upload the quarter
template.

To upload a quarter template

1. On the dashboard, point to Apprenticeship, then point to Add Performance, and click Contracts
(created) from 2017-2018 financial year. The Apprentice Performance page is displayed.

All requests I EI Pending for Input Pending For Approval Approved (& Excel Template

Baseline Input Quarter Input

© Note: You can select maximum of 20 students Search:

Show 10 ¥ |entries

Quarter
| Al Student Name ¥ Enrolment No Specialisation Establishment Description
@ SHEIKFAREETH B STNDO06150401446 STNDP15006000047 MECHANICAL TITAN COMPANY 270172016 Mot Available view
ENGINEERING LIMITED

2. Click Excel Template. The details of current month’s templates are displayed. For more information
about the fields, refer the following table.

e If you are searching for templates within a specific date range, you can select the
dates in From Date and To Date fields, and then click Search.

m

e To filter search results, you can type full or partial entry related to the required record
in the Search box.
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Apprentice Performance > Excel Templates

*From Date “To Date

Back

0171172017 & 14/11/2017 &
Show 10 v entries Search:
Request Number Template Type Generated Template {19} Uploaded Template {15} Processed Template {15}
RGQ1510210791017 Quarter Input Nov 9, 2017 . File Upload MA
® RGQ1510210791017_G.xlsx
RGQ1510213584103 Quarter Input MNov 9, 2017 Nov 9, 2017 Nov 9, 2017
® RGQ1510213584103_G.xlsx @ RGQ1510213584103_U.xlsx @ RGQ1510213584103_Pxlsx
RGQ1510213595781 Quarter Input Nov 9, 2017 Nov 9, 2017 Nov 9, 2017
® RGQ1510213595781_G xlsx @ RGQ1510213595781_U xlsx ® RGQ1510213595781_P xlsx
RGQ1510215178601 Quarter Input Mov 9, 2017 Nov 9, 2017 Mov 9, 2017
@ RGQ1510215178601_G.xlsx @ RGQ1510215178601_U xlsx @ RGQ1510215178601_P.xlsx
Field Description

Request Number

This field displays the request number of the baseline or quarter
type of templates.

Template Type

This field displays the type of template as Baseline or Quarter
Input.

Generated Template <number of
files>

This field displays the date of generating the baseline or quarter
type of template.

Click to download the generated template on the local drive.

Uploaded Template <number of
files>

This field displays the date of uploading the baseline or quarter
type of template.

Click to download an existing template on the local drive.
Or
Click File Upload to upload an updated template.

Processed Template <number of
files>

This field displays the date of processing the baseline or quarter
type of template.

Click to download the processed template on the local drive.

e The In Progress status is displayed when an

o= uploaded template is in processing status.

=

e [t takes 24 hours for the system to process an
uploaded template.

3. Inthe Uploaded Template column, click File Upload. The Open window is displayed.
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Generated Template {20}

Uploaded Template {

Request Number Template Type
RGQ1510310719181 Quarter Input
RGQ1510312983529 Quarter Input
RGQ1510578191379 Quarter Input
RGQ1510579073040 Quarter Input

Nov 10, 2017
@ RGQ1510310719181_G.xlsx

Nov 10, 2017
® RGQ1510312983529_G.xlsx

Nov 13, 2017
@ RGQ1510578191379_G.xlsx

Nov 13, 2017
@ RGQ1510579079040_G xlsx

Nov 10, 2017
@ RGQ1510310719181_U.xlsx

& File Upload
Nov 13, 2017
@ RGQ1510578191379_U.xlsx

Nov 13, 2017
@ RGQ1510579079040_U.xlsx

Processed Template {

Nov 10, 2017
® RGQ1510310719181_P.xlsx

NA
Nov 13, 2017
® RGQ1510578191379_P.xlsx

Nov 13, 2017
@ RGQ1510579079040_P.xlsx

4. In the Open window, navigate to the required folder and select the updated template. The template
file name appears in the File name box.

5. Click Open. The updated template is displayed in the Uploaded Template column.

/ ) National A e L=
I | @ Open X
<> c|i —
~ 4 [E » ThisPC > Documents > v Search Documents P | H
pps ECO
Organize v New folder Ez:v M @ [ |
A
A Name Date medified Type Size lac|
» =
e
[ — »*
PR—
»
H @ Vel 2 s S Smiass
" » -
= — » oned
e R TRPUTT— |
s PR .
st -
- o
| B
& e e
A - e RGQ151W5408628_G 11/14/2017 7:03 PM  Microsoft Excel W... 12K8
.
A s e
@ ermane
H I
= o
R e
.
s Data Disk (D:)
¥ Network
R - = 1
I File name: | RGQ1510665408628_G v || \.AII Files |
H
(O DCRTRTNDIOARRRRY Cyley (0 DORIRTNDIDAIARAT TTylay () DORIRTNDDA3RRAT Dyl

[ ]
E It takes 24 hours for the system to process an uploaded template.
Request Number Template Type Generated Template {20} Uploaded Template {17} Processed Template {16}

RGQ1510310719181 Quarter Input Nov 10, 2017 Nov 10, 2017 Nov 10, 2017

® RGQ1510310719181_G.xlsx ® RGQ1510310719181_U.xlsx ® RGQ1510310719181_P.xlsx
RGQ1510312983529% Quarter Input Nov 10, 2017 X File Upload NA

® RGQ1510312983529_G.xIsx
RGQ1510578191379 Quarter Input Nov 13, 2017 Nov 13, 2017 Nov 13, 2017

® RGQ1510578191379_G.xlsx ® RGQ1510578191379_U.xlsx ® RGQ1510578191379_P.xlsx
RGQ1510579079040 Quarter Input Nov 13, 2017 Nov 13, 2017 Nov 13, 2017

® RGQ1510579079040_G.xIsx ® RGQ1510579079040_U xlsx ® RGQ1510579079040_P xlsx
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e If there are incorrect details in the template, an error is displayed and you cannot upload the

template. Refer the Step 5 field description tables in the relevant Generate and Update

<number> Quarter Performance sections to enter valid details.

Apprentice Performance > Excel Templates

I Please upload the file with proper values I

*From Date “To Date

01/09/2017 =]

27/09/2017 B

6. To view the processed template after successful processing, in the Processed Template column, click

to download the template on the local drive.

Request Number Template Type
RGQ1510310719181 Quarter Input
RGQ1510312983529 Quarter Input
RGQ1510578191379 Quarter Input
RGQ1510579079040 Quarter Input
RGQ 1510665408628 Quarter Input

‘Generated Template {20}

Nov 10, 2017
® RGQ1510310719181_G.xlsx

Nov 10, 2017
® RGQ1510312983529_G xlsx

Nov 13, 2017
® RGQ1510578191379_G.xlsx

Nov 13, 2017
® RGQ1510579079040_G.xlsx

Nov 14, 2017
® RGQ1510665408628_G.xlsx

Uploaded Tem plate {17}

Nov 10, 2017
® RGQ1510310719181_U.xlsx

X File Upload
Nov 13, 2017
® RGQ1510578191379_U.xlsx

Nov 13, 2017
® RGQ1510579079040_U xlsx

Nov 14, 2017
® RGQ1510665408628 U xlsx

Processed Template {17}

Nov 10, 2017
@ RGQ1510310719181_P.xlsx

NA
Nov 13, 2017
@ RGQ1510578191379_P.xlsx

Nov 13, 2017
@ RGQ1510579079040_P.xlsx

Nov 14, 2017
(® RGQ1510665408628 P xlsx

7. You can proceed to record the remaining quarter performance details:

e To record second quarter performance after 6 months of training, refer the Generate and Update

Second Quarter Performance section for details.

e To record third quarter performance after 9 months of training, refer the Generate and Update

Third Quarter Performance section for details.

e To record fourth quarter performance after 12 months of training, refer the Generate and Update

Fourth Quarter Performance section for details.

3.3.3. Generate and Update Second Quarter Performance

You can record an apprentice's second quarter performance after 6 months of training. You must first
generate the quarter template (Excel worksheet), update performance details and then upload the template
in the portal for approval from the BOAT/BOPT officials.

For Sandwich apprentices, after second quarter approval, the BOAT/BOPT official can generate the
Certificate of Proficiency.

— e for sandwich apprentices (6 months training), you can record till second quarter only.

B .

After the BOAT/BOPT official approves the quarter performance details, you cannot
edit or record it again.

To generate and update the second quarter performance

1. On the Apprentice Performance page, search for an apprentice as shown in the Search Apprentice

section.
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=

By default, the Pending for Input option is selected to view the list of apprentices whose
quarter performance details have to be recorded.

n All requests

I EI Pending for Input

Show 10 v | entries

Student Name
(] SUDHAKAR S

o SUDESHWARAN K

Baseline Input I Quarter Input

Enrolment No

W

STND088160402163

STND083160402582

Showing 1 to 2 of 2 entries (filtered from 3 total entries)

E Pending For Approval Approved

© Note: You can select maximum of 20 students

STNDP 17088000067

STNDP 17088000280

Specialisation Establishment
ELECTRICAL AND
ELECTRONICS
ENGINEERING

LUCAS TVS

ELECTRICAL AND
ELECTRONICS
ENGINEERING

LUCAS TVS

Search:

Joined
On

17/05/2016

09/05/2016

[ Excel Template

sud

Quarter
Description

Not Available view

Nat Available view

Previous - Next

performance details have to be recorded.

Generate Quarter Template
2. Click Quarter Input. The list of apprentices whose quarter performance details have to be recorded is
displayed.
In the Quarter Description column, Quarter 2 is displayed for apprentices whose second
quarter performance details have to be recorded.
3. In the All column, select the check boxes of the required apprentices whose second quarter

e To filter the search results, in the Search box, type the full or partial entry related to

=

the required apprentice record.

e You can select maximum 20 apprentices at a time.

n All requests

Baseline Input  Quarter Input

Show 10 + | entries

Student Name

i SUDESHWARAN K

I il Pending for Input

Enrolment No

Ir

STNDO88160402163

STND088160402582

Showing 1 to 2 of 2 entries (filtered from 3 total entries)

Generate Quarter Template

H Pending For Approval Approved

© Note: You can select maximum of 20 students

STNDP 17088000067

STNDP 17088000280

Specialisation Establishment
ELECTRICAL AND
ELECTRONICS
ENGINEERING

LUCAS TVS

ELECTRICAL AND
ELECTROMNICS
ENGINEERING

LUCAS TVS

17/05/2016

09/05/2016

) Excel Template

Search:  sud

Quarter
Description

Mot Available

Mot Available

Previous n Next

4. Click Generate Quarter Template. The quarter template is downloaded on the local drive as an Excel

Worksheet.
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— Quarter template files are named RGQ< file number>_G, where RGB is Record of progress
E Generated Quarter and “G” is Generated.

N National Apprenticeship X
[
c | < | Documents - a X L]
Share View o 2:
=t & Cut x @ 7 New item ~ E} [@open ~ [ selectall
A = w.| Copy path « -‘fj Easy access D Edit 15 Select none
Pinto Quick Copy Paste _ Move Copy Delete Rename New Properties
1] access E] Paste shortcut to~ to~ folder - £ History E‘F Invert selection
Clipboard Organize New Open Select
*Fi =
<« v t_;] > ThisPC > Documents v 0 Search Documents pel
N
el Name Date modified Type Size
- *
» g
ARt »
Ba . 7
sh ‘
had - . -
- |ﬁ RGQ1510667169748_G 11/14/2017 716 PM  Microsoft Excel Worksh... 7KB |
Sh
.
v
12items  1item selected 6,29 KB
Disclaimer | Privacy | Contact Us Copyright (c) 2017 National Apprenticeship Training Schy
I a4 RGQ15106671697...xlsx |

5. In the Quarter Template, type or select the required performance details as shown in the following
images. For more information about the fields, refer the following table.

Insert Page Layout Formulas Data Q Te " " £ Share

B X Cut i =2 | 3 AutoSum -~ p

Calibri (11 - A A 4 Wrap Text L

o EE Conditional F el Insen Delete F - Sor & Find &

aste B I U - A Merge & Center § + 9 s | %209 Condiional Formatas Cel nsert Delete Format Sort & Finn

- ¥ Format Painter & 7" Formatting - Table- Styles- - - - | & Clar~ Filter - Select -

Clipboard & Font Alignment Number Styles Cells Editing ~
132 - I3 =

A B | c | D E F G | H 1 J -
S.No. Contract Number Student Reg Number Student Name Quarter Start Date Quarter End Date Quarter Description  Communication Leadership Multitasking
3 x %

1 STNDP17088000067 STNDO088160402163  SUDHAKAR S 17/08/2016 16/11/2016 Quarter 2 3T
— ¥ elect The Value from dropdown
2 STNDP17088000280  STNDO88160402582  SUDESHWARAN K 09/08/2016 08/11/2016 Quarter 2 —

| 7 ing to communication

ERErT

| Pending Quarters Template ‘ ® [ [+]
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Insert Page Layout Formulas Data Review

—~ =
0 % cut Calibri BIET ¥ Wrap Text IS @
ER Copy - =

Paste B I U A ¢ o4 Conditional Formatas Cell  Insert Delete Format
° Format Painter Tabla~ Styles o o B

Styles

)3
Fill -

& Clear~

stoSum ~ p
Sort & Find &
Filter - Select =
Editing

Merge & Center

Formatting
Clipboard 3 Font

Alignment Cells

w2s - 5 v

M | N

J K L |
i PositiveAttitude Areal

| ° | P
Analytic

| R | s | T | u
Area2 Area3

Timemangement

Enter Lop Dates in between quarter start
{|and end dates in format of dd/mmm/yyyy
*|e.g. 18/jan/2017,21/jan /2017

e

WL Wa
W4 Wa
g4
Wk Wi

x
3

‘ Pending Quarters Template ‘

® 4 3

Description

Contract Number

This field displays the apprentice’s contract number.

Student Reg Number

This field displays the assigned identification number of the apprentice.

Student Name

This field displays the name of the student or apprentice.

Quarter Start Date

This field displays the start date of the second quarter.

Quarter End Date This field displays the end date of the second quarter.

Quiarter Description This field displays Quarter 2 for which you want to record performance.

In the following fields, you can select the same score or higher than the First Quarter
score, but not a lower score.

e fForexample, if you had selected 4 for Communication skills in the First Quarter
template, then in this Second Quarter template, you cannot select scores 1-3. You
can select between 4-9 only for Communication skills.

[ |
E e If you attempt to enter a score lower than the First Quarter score, an error is

displayed. Then, click Retry or Cancel to close the error message.

¥ G m
QuarterEnd Date  Quarter Description | Communication Lefd
18/12/2016 Quarter 1 i~y
26/06/2017 Quarter 1 1

rt Date

Microsoft Excel X

Retry Cancel Help
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Field Description

In the box, from the available values, score the apprentice for
communication skills.

Communication*

In the box, from the available values, score the apprentice for leadership

Leadership* skills

In the box, from the available values, score the apprentice for multi-tasking

. . *
Multitasking skills.

In the box, from the available values, score the apprentice for time

Time Management* .
management skills.

In the box, from the available values, score the apprentice for analytical

1~x
Analytic skills.

In the box, from the available values, score the apprentice for displaying

Positive Attitude* " . o
positive attitude at the training.

In the box, score the apprentice from the available values, only if you had
provided Technical skill 1 in the baseline template as shown in these

images.
M | N |
AreaT | Technical skilll o |Area1l
Mechanics i 2
Chemical Engg ______________ 3*

— If you enter a score without the technical skill description, an
g error is displayed during upload.

In the box, score the apprentice from the available values, only if you had
provided Technical skill 2 in the baseline template as shown in these
images.

N 8]
Area?2 Technical skill2 Area2

— If you enter a score without the technical skill description, an
g error is displayed during upload.
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Field Description

In the box, score the apprentice from the available values, only if you had
provided Technical skill 3 in the baseline template as shown in these

images.
0 . P .
Area3 Technicalskilla ||Area3
LI |
— If you enter a score without the technical skill description, an

g error is displayed during upload.

In the box, type the LOP leave (Loss of Pay) taken by the apprentice in the
LOP dd/mmm/yyyy format within the second quarter of training.

For example: 06/Oct/2017, 25/Feb/2017, 05/Jul/2018

e For Regular apprentices, you can enter in this field only in the last
quarter of the training period (12 months).

e For Sandwich apprentices, in the drop-down list, select required
remark to indicate the apprentice’s performance during the training

Performance .

period.

- Performal s eler;tl'l'he overAll performance in All four

Excellent quarters Excellent/VeryGood/Good

Very Good

Good

This field displays the auto-generated ID assigned to the quarter

Request ID play 9 9 q

performance record request.

6. In the Excel Worksheet, click Save E The second quarter details are saved on the local drive.

RGQ1510667169748_G - Excel [Eal —
= Pagelayout  Formulas  Data Review  View  Q Tell me what you want to do.. £ Share
(Ctrl+
[ YU
b o Calibri - A A B Wrap Text L @ 2 AutoSum p
Ei Copy ~ = Fill ~
Paste ot B I U A Merge & Center $ - % 0 0o Conditional Formatas Cell | Insert Delete Format o Sort & Find &
- Format Painter - . “ | Formatting~ Table~ Styles - - & Clear~ Filter - Select =
Clipboard M Font Alignment Mumber Styles Cells Editing ~
R2 - fe v
A | B | c | D | E | F | G | H | 1 | J -
1 |S.No. Contract Number Student Reg Number Student Name Quarter Start Date Quarter End Date Quarter Dy iption Communicati Leadership Multitasking
2 1 STNDP17088000067  STND0S8160402163  SUDHAKAR S 17/08/2016 16/11/2016 Quarter 2 : 3 2
3| 2 STNDP17088000280  STNDOSB160402582 SUDESHWARANK  05/08/2016 08/11/2016 Quarter 2 3l 2
4

7. Proceed to log in to the NATS portal and upload the second quarter template. Refer the Upload
Quarter Template section for details.

{ If you haven't filled the performance details correctly, you cannot upload the template.
E Refer the field description table in Step 5 to enter valid detalls.
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3.3.4. Generate and Update Third Quarter Performance

You can record an apprentice’s third quarter performance after 9 months of training. You must first generate
the quarter template (Excel worksheet), update performance details and then upload the template in the
portal for approval from the BOAT/BOPT officials.

—— After the BOAT/BOPT official approves the quarter performance details, you cannot edit or
E record it again.

To generate and update the third quarter performance

1. On the Apprentice Performance page, search for an apprentice as shown in the Search Apprentice

section.
— By default, the Pending for Input option is selected to view the list of apprentices whose
E quarter performance details have to be recorded.

n All requests I EI Pending for Input H Pending For Approval Approved [ Excel Template

Baseline Input | Quarter Input

Show 10 v | entries O Note: You can select maximum of 20 students Search: | sud
Joined Quarter
Student Name ¥ Enrolment No Specialisation Establishment On Description
(| SUDHAKAR S STND088160402163 STNDP 17088000067 ELECTRICAL AND LUCAS TVS 17/05/2016 Nat Available view
ELECTRONICS
ENGINEERING
(=] SUDESHWARAN K STND088160402582 STNDP 17088000280 ELECTRICAL AND LUCAS TVS 09/05/2016 Nat Available view
ELECTRONICS
ENGINEERING
Showing 1 to 2 of 2 entries (filtered from 32 total entries) .
Previous Next

2. Click Quarter Input. The list of apprentices whose quarter performance details have to be recorded is

displayed.

In the Quarter Description column, Quarter 3 is displayed for apprentices whose third
quarter performance details have to be recorded.

3. Inthe All column, select the check boxes of the required apprentices whose third quarter
performance details have to be recorded.

e To filter the search results, in the Search box, type the full or partial entry related to
E the required apprentice record.
4

e You can select maximum 20 apprentices at a time.
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n All requests I EI Pending for Input H Pending For Approval Approved (@ Excel Tempiate

Baseline Input  Quarter Input

Show 10 ~ | entries © Note: You can select maximum of 20 students Search | sud

Showing 1 to 2 of 2 entries (filtered from 3 total entries) Erevious - Next

| Generate Quarter Template |

4. Click Generate Quarter Template. The quarter template is downloaded on the local drive as an Excel

Worksheet.
g Quarter template files are named RGQ<file number>_G, where RGB is Record of progress
r Generated Quarter and “G"” is Generated.
// &\ National Apprenticeship X
1 || = | Documents =2 [m] X
Home Share View A o liny
B & Cut | | TNewitem - Bopen - FHselectan
A # D m-l Copy path Le [T x @ "~ f)Easyaccess v Edit 51 Select none
Pinto Quick Copy Paste Move Copy Delete Rename New Properties a 5
q occess [f] Paste shortcut tov  to- - folder v lg@Histoy T Invert selection
Clipboard Organize New Open Select
&« v P » ThisPC > Documents > v 0 Search Documents pel
[ i~ Name < Date modified Type Size
® *mn soww
wowe
[ R »* —
@ Vunmun . N
P anemte b 4 [row—
B * Sonem » A a
g O G T R w W hmuettie. e ’
PoPppT—— et
TR ran
| —— R, lual
o scri
L
. e & e —
- T
g | — 7] RGQ1510669272187_G 11/14/2017 7:51PM  Microsoft Excel Worksh... 7KB‘I
@ voimeee
F e
L %
13items  1item selected 6.29 KB
I@ RGQ15106692721....xIsx "I
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5. In the Quarter Template, type or select the required performance details as shown in the following
images. For more information about the fields, refer the following table.

RGQ1510669272187_G - Excel

Insert Page Layout Formulas Data Review View Q Tell me what you want to do... £ Share

- = A
% cut Calibri oA A = Wrap Text 3 AutoSum p

ER Copy -
Paste A
- ¥ Format Painter ru o

[&] Fill~
) o0 Conditional Formatas Cell  Insert Delete Format Sort & Find &

Merge & Center - %
Formatting = Table~  Styles - - - & Clearr Filter - Select =
Clipboard & Font Alignment Number Styles Cells Editing ~

136 e §3 v

A B C D E F G H 1 J -

|
S.No. Contract Number Student Reg Number Student Name Quarter Start Date Quarter End Date Quarter Description  Communication Leadership Multitasking
3 x %

1 STNDP17088000067 STNDO88160402163  SUDHAKAR S 17/11/2016 16/02/2017 Quarter 3 H 4
— %-:select The Value from dropdown
2 STNDP17088000280  STNDO088160402582  SUDESHWARAN K 09/11/2016 08/02/2017 Quarter 3 3 o
g to communication

3

|
@ o

=

Pending Quarters Template ® ] >

RGQ1510669272187_G - Excel

Insett  Pagelayout  Formulas  Data Review  View  Q Tell me what you want to do...

= L1 P
X% cut oo Tn & & B Wrap Tt > AutoSum p

E Copy - £ [ Fill~
Paste - . B I U A T $ - 9 2y g3 Condiional Fornatas Cel nsert Delete Fomat —° Sort & Find &
- ormat Painter Formatting - Table~ Styles - - - <€ Clear Filter - Select ~

Clipboard 3 Font Alignment Number Styles Cells Editing ~
w27 - re v

J K L M N o P

| | | | | |
Timemangement Analytic PositiveAttitude Areal Area2 Area3

PerformarRequest Id
*

Enter Lop Dates in between quarter start
and end dates in format of dd/mmm/yyyy
— e.g. 18fjan/2017,21fjan/2017

X

4 4} 10-Nov-16;

A e
P L
L4
L4
EFEH

‘ Pending Quarters Template ‘ @ 4 >

Description

Contract Number This field displays the apprentice’s contract number.

Student Reg

Number This field displays the assigned identification number of the apprentice.
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Field Description

Student Name This field displays the name of the student or apprentice.

Quarter Start Date This field displays the start date of the third quarter.

Quarter End Date This field displays the end date of the third quarter.

Quarter Description | This field displays Quarter 3 for which you want to record performance.

In the following fields, you can select the same score or higher than the Second Quarter
score, but not a lower score.

e For example, if you had selected 4 for Communication skills in the Second Quarter
template, then in this Third Quarter template, you cannot select scores 1-3. You can
select between 4-9 only for Communication skills.

[ |
E e Ifyou attempt to enter a score lower than the Second Quarter score, an error is
displayed. Then, click Retry or Cancel to close the error message.

F G
rtDate  QuarterEndDate  Quarter D
18/12/2016 Quarter1
26/06/2017 Quarter 1

Microsoft Becel X

Retry Caneel Help

In the box, from the available values, score the apprentice for communication

Communication* .
skills.

Leadership* In the box, from the available values, score the apprentice for leadership skills.

In the box, from the available values, score the apprentice for multi-tasking

. . *
Multitasking skills.

In the box, from the available values, score the apprentice for time management

Time Management* .
9 skills.

Analytic* In the box, from the available values, score the apprentice for analytical skills.

In the box, from the available values, score the apprentice for displaying

Positive Attitude* " . .
positive attitude at the training.
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Field Description

In the box, score the apprentice from the available values, only if you had
provided Technical skill 1 in the baseline template as shown in these images.

M M
Technical skilll Areal
Areal | [apop ST x

Chemical Engg 4

— If you enter a score without the technical skill description, an
§ error is displayed during upload.

In the box, score the apprentice from the available values, only if you had
provided Technical skill 2 in the baseline template as shown in these images.

N a

Technical skill2 Areal
Area2 X

— If you enter a score without the technical skill description, an
§ error is displayed during upload.

In the box, score the apprentice from the available values, only if you had
provided Technical skill 3 in the baseline template as shown in these images.

8] P [
Technical skill3 Area3
Area3 RN X i
 meeesmssssssmsmsmsmsmsssmsmemaa. " ............... “.'
L2 | A 4
—— If you enter a score without the technical skill description, an

g error is displayed during upload.

In the box, type the LOP leave (Loss of Pay) taken by the apprentice in the
LOP dd/mmm/yyyy format within the third quarter of training.

For example: 18/Jan/2017, 25/Feb/2017, 05/Jul/2018

Performance You can enter in this field only in the last quarter of the training period.

This field displays the auto-generated ID assigned to the quarter performance

R t ID
eques record request.

6. In the Excel Worksheet, click Save E The third quarter details are saved on the local drive.
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3 Insert  Pagelayout  Formulas  Data  Review  View 5 8 Share
Save (Ctrl+5) =
= [ GreSm =
N Calibri RIETEI ws 2 Wrap Text 5 @ 2 AutoSum p
P EBCOW i G I— | Fi Cell I Dels Fi F‘”v Sort 8 Find 8
aste B I U A Merge & Center $ - % 3 o g2 | Conditional Formatas Cel nsert Delete Format Sort & Fin
- ¥ Format Painter B : ® 2 | Formatting~ Table~ Styles -+« |&Cear- Filter - Select >
Clipboard w Font Alignment Number Styles Cells Editing ~
W25 - F3 v
A B | c | D | E | F | G | H | 1 | J -
1 |S.No. Contract Number Student Reg Number Student Name Quarter Start Date Quarter End Date Quarter Description  Communication Leadership Multitasking
2 | 1 STNDP17088000067  STNDOS8160402163  SUDHAKAR S 17/11/2016 16/02/2017 Quarter 3 ] 4 3
3 | 2 STNDP17088000280  STNDO088160402582  SUDESHWARAN K 09/11/2016 08/02/2017 Quarter 3 2 3
4]
5

7. Proceed to log in to the NATS portal and upload the third quarter template. Refer the Upload Quarter
Template section for details.

If you haven't filled the performance details correctly, you cannot upload the template.
Refer the field description table in Step 5 to enter valid details.

3.3.5. Generate and Update Fourth Quarter Performance

You can record an apprentice’s fourth and final quarter performance after 12 months of training. You must
generate the quarter template (Excel worksheet), update performance details and then upload the template
in the portal for approval from the BOAT/BOPT officials. After approval, the official can generate the
Certificate of Proficiency for an apprentice.

— After the BOAT/BOPT official approves the quarterly performance details, you cannot edit
E or record it again.

To generate and update the fourth quarter performance

1. On the Apprentice Performance page, search for an apprentice as shown in the Search Apprentice

section.
— By default, the Pending for Input option is selected to view the list of apprentices whose
E quarter performance details have to be recorded.

All requests. I EI Pending for Input Pending For Approval Approved [ Excel Template

Baseline Input | Quarter Input

Show 10 v enfries

@ Note: You can select maximum of 20 students Search: sud

Joined Quarter
Student Name F Enrolment No Specialisation Establishment On Description

@ SUDHAKAR S STND088160402163 STNDP17088000067 ELECTRICAL AND LUCAS TVS 17/05/2016 Mot Available view
ELECTRONICS
ENGINEERING

(] SUDESHWARAN K STNDO088160402582 STNDP 17088000280 ELECTRICAL AND LUCAS TVS 09/05/2016 Not Available view
ELECTRONICS
ENGINEERING

Showing 1 to 2 of 2 entries (filtered from 3 total entries) Erevious n Next

2. Click Quarter Input. The list of apprentices whose quarter performance details have to be recorded is

displayed.
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In the Quarter Description column, Quarter 4 is displayed for apprentices whose fourth
quarter performance details have to be recorded.

3. In the All column, select the check boxes of the required apprentices whose fourth quarter

performance details have to be recorded.

e To filter the search results, in the Search box, type the full or partial entry related to
E the required apprentice record.
r

e You can select maximum 20 apprentices at a time.

n All requests *:] Pending for Input H Pending For Approval Approved B Excel Template

Baseline Input  Quarter Input

Show 10 v entries @ Note: You can select maximum of 20 students Search sud

Quarter

u An Student Name  JF Enrclment No Specialisation Establishment Description
) SUDHAKAR S STND088160402163 STNDP17088000067 ELECTRICAL AND LUCAS TVS 17/05/2016 Not Available view
ELECTRONICS
ENGINEERING
I SUDESHWARAN K STND088160402582 STNDP17088000280 ELECTRICAL AND LUCAS TVS 09/05/2016 Not Available view
ELECTRONICS
ENGINEERING
Showing 1 to 2 of 2 entries (filtered from 3 total entries) Previous - Next

| Generate Quarter Template |

4. Click Generate Quarter Template. The quarter template is downloaded on the local drive as an Excel

Worksheet.
— Quarter template files are named RGQ< file number>_G, where RGB is Record of progress
§ Generated Quarter and "G” is Generated.
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®\ National Apprenticeship X
| 4 ['] = | Documents = X L]
Home Share View o lin
U & cut x iﬁ 'ﬁ New item ~ D [open ~ [ selectan
W Copy path * ﬁ Easy access D Edit 55 Select none
Copy Paste Move Copy Delete Rename New Properties " z 5
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5.
images. For more information about the fields, refer the following table.

RGQ1510670853:

Insert Farmulas Data Q Tell me what you want to do...

In the Quarter Template, type or select the required performance details as shown in the following

Page Layout
sy X Cut
ER Copy -

Paste A.
~¢ *romatpanter © T U = G

Calibri

Conditional Format as
Formatting - Table
Styles

Merge & Center $-9%* | %M
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140 & fe

A B | c | D | E | F | g

Cell
Styles - -

e

= 2 AutoSum +
R Fin-

& Clear~

Insert Delete Format

Cells

| H

0

Sort& Find &
Filter - Select ~
Editing

1 J

Contract Number Student Reg Number Student Name Quarter Start Date Quarter End Date Quarter D

2| 1 STNDP17088000067  STNDOB88160402163  SUDHAKAR S 17/02/2017 16/05/2017 Quarter4
3 2 STNDP17088000280  STNDO88160402582 SUDESHWARAN K 09/02/2017 08/05/2017 Quarter4
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|
Leadership ) ing
-

<

#=lsalact The Value from dropdown
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Pending Quarters Template ® [4]
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Pending Quarters Template ® 4 3

Description

Contract Number This field displays the apprentice’s contract number.

Student Reg

Number This field displays the assigned identification number of the apprentice.

Student Name This field displays the name of the student or apprentice.

Quiarter Start Date This field displays the start date of the fourth quarter.

Quarter End Date This field displays the end date of the fourth quarter.

This field displays the Quarter 4 number for which you want to record

Quarter Description
performance.

In the following fields, you can select the same score or higher than the Third Quarter
score, but not a lower score.

e For example, if you had selected 4 for Communication skills in the Third Quarter
template, then in this Fourth Quarter template, you cannot select scores 1-3. You
can select between 4-9 only for Communication skills.

m

If you attempt to enter a score lower than the Third Quarter score, an error is
displayed. Then, click Retry or Cancel to close the error message.

F G e
rt Date Quarter End Date Quarter Description | Communication Lefde
18/12/2016 Quarter1 B
26/06/2017 Quarter1 O S
Microsoft Excel x

Retry cancel Help
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Field Description

In the box, from the available values, score the apprentice for communication
skills.

Communication*

Leadership* In the box, from the available values, score the apprentice for leadership skills.

In the box, from the available values, score the apprentice for multi-tasking

. . *
Multitasking skills.

In the box, from the available values, score the apprentice for time management

Time Management* .
! 9 skills.

Analytic* In the box, from the available values, score the apprentice for analytical skills.

In the box, from the available values, score the apprentice for displaying

Positive Attitude* " . o
positive attitude at the training.

In the box, score the apprentice from the available values, only if you had
provided Technical skill 1 in the baseline template as shown in these images.

M 1 N ]
Technical skilll Areal
"""""""""""""""""" x| [TTTTTTTA
Areal Mechanics || — 6
Chemical Engg | 6
— If you enter a score without the technical skill description, an

g error is displayed during upload.

In the box, score the apprentice from the available values, only if you had
provided Technical skill 2 in the baseline template as shown in these images.

N o]

Technical skill2 Areal
Area2 K

—— If you enter a score without the technical skill description, an
g error is displayed during upload.
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Field Description

In the box, score the apprentice from the available values, only if you had
provided Technical skill 3 in the baseline template as shown in these images.

8] . P
Technical skill3 Area3
Area3 g ¥
b coccoocooccocooococcoocooccocooos " ..............
EIEC ] | o}
— If you enter a score without the technical skill description, an

g error is displayed during upload.

In the box, type the LOP leave (Loss of Pay) taken by the apprentice in the
LOP dd/mmm/yyyy format within the fourth quarter of training.

For example: 18/Jan/2017, 25/Feb/2017, 05/Jul/2018

In the drop-down list, select required remark to indicate the apprentice’s
performance during the training period.

I Perf -
Performance - £ Orma‘l = elect The overAll performance in All four
o quarters Excellent/VeryGood/Good
Very Good
Good
Request ID This field displays the auto-generated ID assigned to the quarter performance

record request.

6. In the Excel Worksheet, click Save E The fourth quarter details are saved on the local drive.

H ©- s RGQ15106708

— &
Insert  Pagelayout  Formulas  Data  Review  View  Q Tell me what you want to do...
Save (Ctrl+5) p—
- AutoSum +
e Calibri oA A e Wrap Text - E uesum p
E Copy -~ = Fill =
Paste P Iu A Merge & Center g - 9% 43 §3 | Conditional Formatas Cell Insert Delete Format | Sort & Find &
- Format Painter N Farmatting = Table - Styles - = & Clear~ Filter - Select =
Clipboard ] Font Alignment MNumber Styles Cells Editing ~
s1 <2 e Request Id @
A B C D E F G H 1 J -
1 |5.No. Contract Number Student Reg Number Student Name Quarter Start Date Quarter End Date Quarter Description  Communication Leadership Multitasking
2 1 STNDP17088000067  STNDO0S8160402162  SUDHAKARS 17/02/2017 16/05/2017 Quarter4 ] 5| 5
3 2 STNDP17088000280  STND0S8160402582  SUDESHWARAN K 09/02/2017 08/05/2017 Quarter 4 6 B
1
5

7. Proceed to log in to the NATS portal and upload the fourth quarter template. Refer the Upload
Quarter Template section for details.

{ If you haven't filled the performance details correctly, you cannot upload the template.
E Refer the field description table in Step 5 to enter valid details.
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4. Index

Common Tasks, 10
Get New User ID, 12
Log On, 10

Manage Add Performance, 14
Record Baseline Performance, 17
Record Quarter Performance, 27
Search Apprentice, 14

Record Baseline Performance
Generate and Update Baseline Performance, 17
Upload Updated Baseline Template, 23

Record Quarter Performance
Generate and Update First Quarter Performance, 28
Generate and Update Fourth Quarter Performance, 47
Generate and Update Second Quarter Performance, 36
Generate and Update Third Quarter Performance, 42
Upload Quarter Template, 33
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5. Glossary

Term Description

A person, who is trained by an organisation or establishment or an
Apprentice individual mentor, to follow and learn a trade or skill for a fixed period of
time.

Any individual who undertakes responsibility in case the apprentice is a

Suret .
urety minor.
A legal term that refers to the transfer of contract from one establishment
Novation to another when the former is not in a position to support training of the
apprentice.
A voluntary, legally-binding agreement between a student and an
Contract establishment for the Apprentice Training Scheme as per The Apprentices

Act, 1961.
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