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1. Portal Process Overview 
 

 

The Candidate Portal separates the applicant journey into three activities: Candidate Registration, completion 

of the One Time Registration (OTR) profile, and an examination-specific application. Candidate Registration 

creates the account and initial identity/security setup; OTR stores the reusable candidate profile; and the 

Examination Application starts only when the applicant selects an advertised examination and clicks “Apply”. 

 

Process Purpose Key portal action 

Candidate Registration 
Creates the applicant account and completes the 

initial contact, identity, live photograph, security and 

recovery setup. 

Home page > “Create your OTR 

ID” > “Create Account” 

One Time Registration 

(OTR) 

Completes the reusable candidate profile through 

Personal Details, Address, Educational 

Qualifications, Twin Declaration, Documents and 

Review & Submit. 

Candidate Sign In > OTR profile > 

“Complete OTR Profile” 

Examination Application 
Starts an application for a selected examination 

using the applicant’s portal profile. 

Available Exams > “Apply” > 

examination-specific application 

stages 

 

 

 

Figure 1-1. Candidate Portal home page 

 

 



 

2. Candidate Registration Process 

 

 

Candidate Registration is the initial account-creation process for a new applicant. The applicant enters 

personal and contact details, verifies the selected identity document, captures and verifies a live photograph, 

creates the account password, sets account-recovery information and submits the registration to create the 

account used for the Candidate Portal. 

Step-1  Open the Candidate Registration page 

➢ Applicant should open the Candidate Portal home page and locate the “New Candidate” section. 

➢ Applicant should click on “Create your OTR ID” to open the Candidate Registration page. 

 

 

 

Figure 2-1. Candidate Portal home page — New Candidate access 

 

Step-2  Enter Personal Details 

The Personal Details section instructs the applicant to enter identity details exactly as they appear on the 

identity document. Confirmation fields are provided for the principal identity details. 

➢ Applicant should enter Full Name and re-enter the same in “Confirm Full Name”. 

➢ Applicant should enter Father’s Name and re-enter the same in “Confirm Father’s Name”. 

➢ Applicant should enter Mother’s Name and re-enter the same in “Confirm Mother’s Name”. 

➢ Applicant should select Date of Birth and select the same date in “Confirm Date of Birth”. 

➢ Applicant should select Gender and repeat the selection in “Re-enter Gender”. 

 

 



 

Step-3  Enter and verify Contact Details 

The Contact Details section requires both the Mobile Number and Email Address to be verified through OTP 

before identity verification is completed. 

➢ Applicant should enter the Mobile Number and click on “SEND OTP”. 

➢ Applicant should complete the OTP verification for the Mobile Number as prompted by the portal. 

➢ Applicant should enter the Email Address and click on “SEND OTP”. 

➢ Applicant should complete the OTP verification for the Email Address as prompted by the portal. 

➢ After successful verification, the portal displays the contact detail as “Verified”. The “Change Mobile” and 

“Change Email” links can be used where the verified contact detail has to be changed. 

 

Step-4  Complete Identity Verification 

The Identity Verification section provides an Identity Document selector and a field for the corresponding 

identity-document number. The registration screen also provides an alternative for cases where the applicant’s 

personal details legitimately differ from the selected identity document. 

➢ Applicant should select the required Identity Document from either Aadhar Card, Pan Card or Driving 

Licence.  

➢ Applicant should enter the identity-document number in the field displayed for the selected document. 

➢ If the applicant’s personal details legitimately differ from the identity document, applicant can select 

“Register without document match” after reading the responsibility statement displayed by the portal. 

After identity verification, the portal states that the applicant’s name, father’s name and date of birth are locked 

for 15 minutes. 

 

Figure 2-2. Candidate Registration — Personal Details, Contact Details and Identity Verification 

 



 

 

Step-5  Capture and verify Live Photograph 

The Live Photograph stage is used to capture the applicant’s current photograph during registration. The portal 

checks the captured image for liveness before accepting it. The verified photograph becomes the applicant 

photograph used by the portal, including on the admit card. 

 

Photograph capture rules 

➢ Applicant should keep the camera at eye level. 

➢ Applicant should use a plain, well-lit background and adequate lighting. 

➢ Applicant should keep the face clearly visible and look straight at the camera. 

➢ Applicant should not wear a cap, mask or dark glasses while capturing the photograph. 

➢ Applicant should ensure that the face and both ears are visible. 

 

Capture using the camera 

➢ Applicant should click on “START CAMERA”. 

➢ Applicant should position the face inside the face-alignment oval displayed by the portal. 

➢ Applicant should click on “CAPTURE PHOTO” after the face is properly aligned. 

➢ After capture, applicant should review the photograph. If another photograph is required, click on “Retake 

Photo”. 

➢ Applicant should click on “Verify Live Photograph”. The portal performs the liveness check before accepting 

the photograph. 

 

Capture using QR when the current device does not have a camera 

➢ If the current device does not have a usable camera, applicant should click “Live QR (no camera?)” to 

display the QR code. 

➢ Applicant should scan the displayed QR code using a mobile phone. The portal opens the live-photograph 

capture process on the phone. 

➢ Applicant should capture and verify the live photograph on the phone. After the photograph passes 

verification, it appears automatically on the registration page. 

➢ Applicant can click on “Hide QR” to close the QR option and return to camera capture on the current device. 

 



 

 

Figure 2-3. Candidate Registration — Live Photograph using camera 

 

Figure 2-4. Candidate Registration — Live Photograph using QR 

 

 



 

Step-6  Set Account Security 

The Account Security section is used to create the password for sign-in and complete the Human Verification 

shown on the page. 

➢ Applicant should create a Password of 8 to 72 characters. 

➢ The Password should include at least one lowercase letter, one uppercase letter, one digit and one special 

character. 

➢ Applicant should re-enter the same password in “Confirm Password”. 

➢ Applicant should answer the arithmetic question displayed under “HUMAN VERIFICATION”. 

➢ Applicant can use “Refresh” to display a new Human Verification question where required. 

 

Step-7  Set Account Recovery and create the account 

The Account Recovery section is used to help recover access to the account. 

➢ Applicant should select a Security Question from the displayed selector. 

➢ Applicant should enter the Security Answer. The portal states that answer matching ignores case and 

spacing. 

➢ Applicant should read and select the declaration confirming that the registration activity may be logged for 

security and audit purposes and that the entered details are true and correct. 

➢ Applicant should click on “Create Account” after completing the required registration details. 

 

Figure 2-5. Candidate Registration — Account Security, Account Recovery and Create Account 

 



 

 

3. Candidate Sign In 

 

 

Registered applicants use the Candidate Sign In page to access the Candidate Portal. The sign-in page 

accepts the OTR ID, mobile number or email address. 

Step-1  Sign in using password 

➢ Applicant should select “Use my password”. 

➢ Applicant should enter the OTR ID, mobile number or email address in the displayed field. 

➢ Applicant should enter the Password. 

➢ Applicant should click on “Sign in”. 

 

Figure 3-1. Candidate Sign In page 

 

4. One Time Registration (OTR) Profile 

 

 

After sign-in, the portal presents a six-step One Time Registration (OTR) profile. The OTR is the applicant’s 

reusable profile containing personal details, address, educational qualifications, twin declaration and 

supporting documents. The applicant completes and reviews these details before completing the OTR profile. 

 



 

4.1 OTR workflow 

The OTR screens use “Save & Continue” to proceed. The later steps also provide “Back” to return to the 

preceding step. 

4.2 Step-1 — Personal Details 

The Personal Details page is Step 01 of 06 of the OTR profile. It contains identity and contact information 

together with Marital Status, Visible Identification Mark, Category & Reservation, Differently-Abled (PwD / PH) 

Status, Special Reservation and Age Relaxation. The portal displays additional fields according to the 

selections made by the applicant. 

Your Identity Details 

The page displays Full Name, Father’s Name, Mother’s Name, Date of Birth and Gender. 

Contact Details 

The page displays Registered Mobile Number and Registered Email, together with fields for Aadhaar-linked 

Mobile Number and Telephone Number (with STD Code). 

➢ Applicant should enter the Aadhaar-linked Mobile Number in the displayed field. 

➢ Applicant can enter the Telephone Number (with STD Code), where applicable. 

 

About You 

➢ Applicant should select Marital Status. 

➢ Applicant should enter the Visible Identification Mark. The displayed field requires a minimum of 2 

characters. 

Penalty / Service Declaration 

Applicant should select Yes or No against “Have you ever been penalized, removed or blacklisted by an 

employer, professional body or public authority?”. Additional information is displayed according to the option 

selected. 

➢ If “No” is selected, no additional field is displayed under Penalty / Service Declaration. 

➢ If “Yes” is selected, applicant should enter the required information in “Penalty / Removal / Blacklisting 

Details”. 

 



 

Legal Proceedings in India 

Applicant should select Yes or No against “Have you ever been a party to, or are you currently involved in, any 

criminal, civil, regulatory, disciplinary or other legal proceeding/case before a court, tribunal, authority or 

law-enforcement agency in India?”. Additional fields are displayed according to the option selected. 

➢ If “No” is selected, no additional legal proceeding fields are displayed. 

➢ If “Yes” is selected, applicant should select the “Case / Proceeding Type” and “Current Status”. 

➢ Applicant should enter the “Case / Reference Number” and “Court / Tribunal / Authority”. 

➢ Applicant should enter/select the “Date of Institution / Filing” and “Date of Disposal / Conclusion”, as 

applicable. 

➢ Applicant should enter the required information in “Relevant Legal Case Details”. 

Category & Reservation 

Applicant should select the applicable option against “Are you a resident of Uttar Pradesh?” and then select the 

Reservation Category. The Reservation Category selector displays Unreserved (General), OBC, Scheduled 

Caste (SC), Scheduled Tribe (ST) and Economically Weaker Section (EWS). Additional fields are displayed 

according to the category selected. 

➢ If Unreserved (General) is selected, applicant should proceed with the remaining Personal Details. 

➢ If OBC is selected, applicant should select the OBC Layer Status as “Creamy Layer” or “Non-Creamy 

Layer”. 

➢ If “Non-Creamy Layer” is selected, applicant should enter the Category Certificate Number, Certificate Issue 

Date, Issuing Authority and State of Issuing. 

➢ If Scheduled Caste (SC) is selected, applicant should enter the Category Certificate Number, Certificate 

Issue Date, Issuing Authority and Contact Telephone Number. 

➢ If Scheduled Tribe (ST) is selected, applicant should enter the Category Certificate Number, Certificate 

Issue Date, Issuing Authority and Contact Telephone Number. 

➢ Applicant should select Economically Weaker Section (EWS) from the Reservation Category selector where 

applicable. 

 

Differently-Abled (PwD / PH) Status 

If “Yes” is selected against “Are you differently abled (PwD/PH)?”, the portal requires additional disability details 

and supporting verification information before the applicant can continue. 

➢ Applicant should select the Disability Type. 

➢ Applicant should enter the Disability Percentage. The displayed field indicates a minimum of 40%. 

➢ Applicant should select whether a scribe is required. 

➢ Applicant should select the PwD Verification Type. If “UDID Number” is selected, applicant should enter the 

18-character alphanumeric UDID Number. If “Certificate Number” is selected, applicant should enter PwD 

Certificate Number, Certificate Issue Date, Issuing Authority and Issuing State. 

 

 



 

Selection Additional details displayed by the portal 

UDID Number Enter the 18-character alphanumeric UDID Number. 

Certificate Number 
Enter PwD Certificate Number, Certificate Issue Date, Issuing Authority and 

Issuing State. 

 

Special Reservation 

Applicant should select the applicable Special Reservation Category. The selector displays None, Dependent 

Freedom Fighter, Ex-Army Serviceman and Others. Additional fields are displayed according to the option 

selected. 

➢ Applicant should select “None” where no Special Reservation Category is being selected. 

➢ If “Dependent Freedom Fighter” is selected, applicant should select the Freedom Fighter State. 

➢ If “Ex-Army Serviceman” is selected, applicant should enter/select Designation / Rank, Length of Service — 

Years, Length of Service — Months, Date of Enrollment, Date of Attestation and Date of Discharge. 

➢ If “Others” is selected, applicant should enter the required information in “Please specify (Others)”. 

 

Age Relaxation 

➢ Applicant should select Yes or No against “Seeking Age Relaxation?”. If “Yes” is selected, the portal 

displays “Age Relaxation Category”, and applicant should select the applicable category before proceeding. 

➢ Applicant should click on “Save & Continue” after completing the required Personal Details. 

 

 

Figure 4-1. OTR Step 01 of 06 — Personal Details and conditional reservation fields 

 



 

 

4.3 Step-2 — Address 

The Address page contains Permanent Address and Correspondence Address sections. The Correspondence 

Address section provides a “Same as permanent address?” Yes/No choice. 

Permanent Address 

➢ Applicant should enter Address Line 1 and Address Line 2. 

➢ Applicant can enter Address Line 3 (Optional). 

➢ Applicant should select the State and District. 

➢ Applicant should enter the Pincode. 

 

Correspondence Address 

➢ Applicant should select Yes or No against “Same as permanent address?”. 

➢ If correspondence-address entry is required, applicant should enter Address Line 1, Address Line 2, 

Address Line 3 (Optional), State, District and Pincode. 

➢ Applicant should click on “Save & Continue” to proceed or “Back” to return to the previous page. 

 

Figure 4-2. OTR Step 02 of 06 — Address 

 

 



 

4.4 Step-3 — Educational Qualifications 

The Educational Qualifications page is Step 03 of 06 of the OTR profile. Applicant can maintain qualification 

records for 10th, 12th, Graduation, Post Graduation and Ph.D. The 10th qualification is mandatory. 12th, 

Graduation, Post Graduation and Ph.D. are optional and should be entered where applicable. 

Qualification levels 

➢ Applicant should enter the 10th qualification details as the mandatory qualification record. 

➢ Applicant can add 12th, Graduation, Post Graduation and Ph.D. qualification details, where applicable. 

Add or edit qualification details 

➢ Applicant should select the Exam Level. 

➢ Applicant should enter/select the Board / University. 

➢ Applicant should enter the Passing Year. 

➢ Applicant should enter the Roll Number. 

➢ Applicant should enter the Marksheet No. 

➢ Applicant should enter the Subjects. 

➢ Applicant should select the Grading Type. 

➢ Applicant should click on “Save Details” to save the qualification entry. 

➢ Saved qualifications are displayed in the list with “Edit” and “Delete” options. 

➢ Applicant should click on “Save & Continue” after completing the required Educational Qualifications. 

 

 



 

 

Figure 4-3. OTR Step 03 of 06 — Educational Qualifications 

 

4.5 Step-4 — Twin Declaration 

The Twin Declaration page asks whether the applicant has a twin brother or sister. Additional twin details are 

displayed when Yes is selected. 

If Yes is selected 

➢ Applicant should select the Twin’s Gender. 

➢ Applicant should enter the Name of Twin (as per Aadhaar). 

➢ Applicant should select the Twin ID Proof Type. 

➢ Applicant should enter the Twin ID Number. 

➢ Applicant can enter additional information in Remarks. 

 

If No is selected 

The additional twin-detail fields are not displayed. 

➢ Applicant should click on “Save & Continue” after selecting the required option. Applicant can click on 

“Back” to return to the previous page. 

 



 

 

Figure 4-4. OTR Step 04 of 06 — Twin Declaration (Yes selected) 

 

Figure 4-5. OTR Step 04 of 06 — Twin Declaration (No selected) 

 

 



 

4.6 Step-5 — Documents 

The Documents page contains upload controls for the applicant photograph, signature, photo identity proof, 

academic marksheets and the hand-written declaration. 

File requirements displayed on the page 

➢ Photograph: JPG or PNG, 10–100 KB. 

➢ Signature: JPG or PNG, 10–100 KB. 

➢ Hand-written Declaration: JPG or PNG, 10–100 KB. 

➢ Other documents, including ID proof, marksheets and certificates: PDF only, 20–200 KB. 

Photograph and Signature 

➢ Applicant should click on “Upload” against Passport Size Photograph and Signature. Uploaded items 

display “View” and “Replace” options. 

Photo Identity Proof 

➢ Applicant should select the ID Type and enter the ID Number. 

➢ Applicant should click on “Upload” against the ID Proof document. 

Academic Marksheets 

The page provides upload rows for 10th Marksheet, 12th Marksheet, Graduation Marksheet, Post-Graduation 

Marksheet / Degree and Ph.D. Degree Certificate. 

➢ Applicant should upload the 10th Marksheet and upload the remaining academic documents where 

applicable. 

Hand-written Declaration 

➢ Applicant should write the declaration displayed by the portal by hand and upload its photo/scan using the 

corresponding “Upload” button. 

➢ Applicant should click on “Proceed to Preview” after completing the required document uploads. 

 



 

 

Figure 4-6. OTR Step 05 of 06 — Documents 

 

4.7 Step-6 — Review & Submit 

The Review & Submit page provides a consolidated view of the OTR profile before completion. It contains 

Personal Details, Address, Educational Qualifications, Twin Declaration, Documents and the OTR Profile 

Declaration. 

➢ Applicant should review Personal Details and Address. 

➢ Applicant should review Educational Qualifications and Twin Declaration. 

➢ Applicant should review the uploaded Documents. 

➢ Applicant can use the displayed “Edit” options to return to the corresponding section and change details. 

➢ Applicant can use “VIEW” against an uploaded document to view the document. 

 



 

 

OTR Profile Declaration 

➢ Applicant should read the OTR Profile Declaration. 

➢ Applicant should select “I have read the above declaration and agree to it.” 

➢ Applicant should click on “Complete OTR Profile” to complete the OTR profile. 

➢ Applicant can click on “Back” to return to the previous OTR step. 

 

 

 

5. Candidate Dashboard 

 

 

The Candidate Dashboard is the transition point between the reusable OTR profile and examination-specific 

activity. It displays Registration details, One-Time Registration information and My applications. 

5.1 Registration details 

The Registration details panel displays the applicant photograph and identity information including Full Name, 

Date of Birth, Father’s Name, Mother’s Name, Gender, Identity Document, Mobile Number, Email Address, 

Category, Marital Status and Qualifications. 

 

5.2 One-Time Registration 

The One-Time Registration panel displays OTR ID, Completed On, Last Updated, Used By, Qualifications and 

Documents. An “Edit” button is also displayed in the panel. 

 

5.3 My applications and portal navigation 

The My applications panel displays the applicant’s examination applications. When no examination has been 

applied for, the panel provides a “Browse available exams” button. The left navigation displays Dashboard, 

Available Exams and Payments. 

➢ Applicant should click on “Browse available exams” to view the examinations available in the portal. 

 



 

 

Figure 5-1. Candidate Dashboard 

 

6. Examination Application Process 

 

 

The Examination Application is a separate, examination-specific process that starts after the applicant has a 

Candidate Portal account and OTR profile. Applicant selects an advertised examination from Available Exams 

and clicks “Apply”. The application then opens in Draft status and follows the stages displayed for that 

examination. 

Step-1  Open Available Exams 

The Available Exams page displays examination listings together with filters for All, Open now, Upcoming, 

Applied, Fee due and Closed. A “Search exams” field is also displayed. 

➢ Applicant should locate the required examination under Available Exams. 

➢ Applicant should review the Registration Opens, Registration Closes, Exam Date and registration status 

displayed for the examination. 

➢ Applicant should click on “Apply” against the required examination to start the examination-specific 

application. 

 



 

 

Figure 6-1. Available Exams — examination listing and Apply button 
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