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Guru Gobind Singh Indraprastha University

PROCEDURE TO FILL APPLICATION FORM FOR GGS INDRAPRASTHA UNIVERSITY

STEP - 1: The website for filling the forms is https://ipu.ac.in

Applicant can fill in the online application form for recruitment to Guru Gobind Singh Indraprastha
University from the university website https://ipu.ac.in

STEP - 2: Application Forms

The Application form is fully automated and the payment is to be made online only. There are two
forms, one for selecting the post and registering, so that all the communications are sent on the
registered email id and mobile no and another one for capturing the Qualification, Work experience and
payment related details. An applicant has to fill in his/her contact details for proceeding towards the
payment section in the 2" Form.

STEP — 3: Post Category
For filling in the general information, candidate must note the following:

e An Applicant seeking for a position for Non Teaching Staff in GGS Indraprastha Univeristy only
shall fill this form

e By default the Post Category and codes are fixed

o An Applicant must select a post for which they want to apply.

Note:-An application once submitted cannot be edited. Applicant must choose the post very
carefully as once post is selected and submitted, then any further request for change in the
post will not be entertained

Once an Applicant has submitted his/her details,they cannot edit the same and have to re register in case they need to
change any personal information.

Already Registered users can Iogin here.

Registration Form

*post Category NON TEACHING STAFF

*Post Category Code  NTS

*PostMame | —Select— B


https://ipu.ac.in/
https://ipu.ac.in/
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STEP 4: Applicant Registration

e An Applicant must provide his/her personal details and correct contact details for completing

the registration.

e The provided contact details shall be correct as any further communication shall be send on the

registered email id and mobile no

e Age shall be calculated on the basis of last date of application for the post

"Pout Code

*Nature of Appointment
*Applicant Name

[=]

Salect

*Date of Birth

*Age as on

*Moblle Number

*Confirm Mobile Number

*Email Address

*Confirm Emall Address

Residence No

STEP 5: Credentials generated

—-Select—

=]

{ Provide your date of birth only as in SSLC/10th Std Marks €

Years Months Days

({ Important

communication will be

ard.)

sent to this Mobile Number, ensure its an

vahd Indion mobile number and correct information s provided )

( Important

correct information is provided ex

91

communication will be

sent to this E mail id, ensure valid and

ematdid.com )

e Once details have been entered, an applicant must fill the text in captcha, click on | Agree and

press Submit.

e Credentials are generated and displayed on the screen. Also the same are shared via email and

SMS
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Plaase enter the letters displayed in the image below
1If the Image I nat cear, dick on"Get a new Image"

]
' He
Type the taxt shown in the iImags above
Enter 7 characten. NG spaces
No special charsctes. No UPPER CASE

Declaration

1 understand that on completion of Ragistration Process I will receive a Vald User Id and Password for completing my application process

I 1 Agren

Submit
Applicant Profile

Personal Detalls

Login Id

Post Category :

Post Category Code :
Post Name:

Post Coda:

Natura of Appointmant:
Name of the Applicant:
Date of Birth:

Age:
Contact Details

Emall Addrass:

Mobiles

STEP 6: Continue Registration

N1000059
Non Teaching Staff

NIS

001
Diract
Ms, Parul Xhandel
14/09/1986
29 years

10 months 7 days

abcd®abod.com

88888868888

o An Applicant can now either logout and complete the Application form later or continue the
registration by clicking on ‘Continue’ Button on the Top Right corner of the form

STEP 7: General Information, Tab 1

Continue

ﬂ Logout

e The data already filled in the registration form is auto populated when an applicant start filling

the general information



Steps to fill Non-Teaching Staff Recruitment Form, Guru Gobind Singh Indraprastha University

General Information

Personal Information

*PostCategory
*Post Category Code
*Post Name

*Post Code

*Nature of Appointment

*Applicant Name

MS. PARUL XHANDEL

NON TEACHING STAFF

NTS

001

DIRECT

Applicant fills other general and address details
NOTE: - Please choose the correct category

Other Personal Details

*Father's/Husband's Name | Anirudh deshmukh

*Nationality | Indian

*Religion | —Select—

*Marital Status

E] [E]

*) Married () Unmarried

Date of Birth(DDMM/YYYY) 14/09/1986

*Gender () Male () Female (0) Transgender
*Category | General E
*Person with disabiity () Yes @ Mo
Identification Mark

*Age ason 21/07/2016 29 Years 10 Months 7 Days
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Correspondence Address

*MAddress Line 1 Address Ling 2
*State | —Select— E *City
*Pincode
*1s Permanent Residential Address same as Correspondence Address? () Yes () Mo

Permanent Residential Address

*MAddress Line 1 Address Line 2
*State | —Select— B “City
*Pincode

Contact Details

*Email Id abcd@abcd.com Mabile MNo
91 B8BBB8B8333
(Country)  (Mobile Mumber)
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e Applicant uploads scanned copies of his/her photograph, Signature and Thumb impression

images

Upload your Photograph, Signature and Left Hand Thumb Impression

* Please upload your photo, signature and left hand thumb impression here .

Note : Upload recent good quality passport size colour photograph failing to which your candidature may be cancelled.
Do not use any spedial character(such as ', &, etc) in the file names of Photograph, Signature and Left hand thumb impression, to be uploaded.

Save & Continue

e (Candidate has to upload their recent passport size photograph. By clicking on Browse button,
candidate has to select the photograph from the system and click on Upload button. Image
should be of .JPEG/.JPG or.GIF format only and should be of less than 80 KB in size

Docur I |

Photograph Signature Left Hand Thumb Impression

30 mm

Choose File | N file chosen G
A% mm
d your recent passii max BOKD File format

(JPEG , GIF) are allowed.
2. After successiul upload, If you browse and upload again here, it will overwrite

your previously uploaded document,

Close This Wondow |

e For uploading the Signature, candidate has to click on Signature Tab and upload their scanned
signature. By clicking on Browse button, candidate has to select the scanned signature image
from the system and click on Upload button. Image should be of .JPEG/.JPG or.GIF format only

and should be of less than 80 KB in size.

Algud i o

wx BOKD File format @ (OPEG , GIF) are allowed,
e and upload again here, it will overwrite

e For uploading the Left Hand Thumb impression, candidate has to click on Left Hand Thumb
Impression Tab and upload their scanned image. By clicking on Browse button, candidate has
to select the scanned thumb impression image from the system and click on Upload button.
Image should be of .JPEG/.JPG or.GIF format only and should be of less than 80 KB in size.
After uploading the photograph, signature and thumb impression image candidate has to
“Close This Window” button to close the window, once he/she gets the message “Your
images have been uploaded successfully” in all three tabs.
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You can preview the uploaded image in the image box displayed on right hand side of the

window.

Lett Hand Thoumb Tmpression

* Left Hand Thumb impression | Choose File | No fils chosen

1. Please upload your left thumb impressiol
all

eviously uploaded dociment,

| Chans Tivin Whnbowe |

e Applicant clicks on Save and Continue button to go to the next tab
STEP 8: Qualification Details, Tab 2

e Applicant must fill his/her academic qualification details

General Information Qualifications Details

Academic Qualification(s)

Year of
Sr. Examination i Board/University Subjects
Passing
1 | 10th Class Select—1[~]
2 | Intermediate/10+2 —Select— El
3 | |Under Graduate —5Select— El
4 | |Post Graduate —5Select— El
5 ||Doctorate —5Select— El
6 Any Other (1) —Select— El
7 Any Other (2) —Select— El
8 Any Other (3) —Select— El
9 Any Other (4) —Select— El
10 | | Any Other (5) —Select— El
4 m |
e Applicant enters the details of the known languages
Language(s) Known
Hindi V] Speak V] Read [V]
. English V| Speak (V] Read (V]
French [¥] speak (V] Read (V]

. Aftar successtul upload, It you hrowse and upload again here, It will overwrite

Save & Continue

Write

Write

Write

Division [ Gr;
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e Applicant enters the contact details of his/her current employer

Detailzs of Current Employer

Designation of Current

Emplayer
Address Line 1 Address Line 2
State TEIEHQEHE |"'| City

Pincode | B78788

e Applicant enters the details of work experience starting from the earliest and giving the details
of the latest at the end.

NOTE: - Applicant will be able to add up to 10 rows for filling the information and must give all
the details within the specified limit.

Work Experience Details (Please start with the Earliest)

Pay Band [Pay Scale &

Sr. Designation/Post Organization Name From Date To Date Duration of Service Last
GP

1 01/01/2005 | [&] | 04/07/2007 | [E] @ 2 Year(s) 6 Month(s) 767

2 02/08/2007 | [&] | 01/07/2009 | [&] @ 1 Year(s) 10 Month(s) 887

4| i | +

I 4 Add New Row IX Delete last Row

Total Experience : 4 Year(s), 4 Month(s)

NOTE: - The total experience field shall give the sum of all the duration of services

e Candidate enters his/her expectations from this job.

Expectations

+

Any other relevant
*Period required for  information you wish to
Present Basic Pay Present pay scale *Basic pay acceptable
joining, if selected give in support of your

candidature
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e Applicant must enter the details of two references

Names and addresses of TWO references (Other than relatives)

Sr. *Name *Address Line 1 Address Line 2 *State *City *Pincode

1 —Selact— -]
2 —Select— -]

Save & Continue
e Applicant must now click on ‘Save and Next’ button

STEP 9: - Declaration, Tab 3
Candidate will

e Confirm the payment

e Fill in the the ‘captcha’,

e Check the “I Agree” checkbox
e Click on ‘SUBMIT’ button

Can't read the text? Get a new image

Type the text shown in the image above
bsl 1gpo

Click on SUBMIT to proceed,

(7]

Help

¥ 1Agree

Submit
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e On clicking ‘Submit’ the following message will appear:

Flease go through the information once again. Details once submitted cannot be edited. To continue submitting press OK.Click 'CAMCEL to
go back to the form.

[ oK ][ Cancel ]

e |If the candidate press CANCEL, he/she will be allowed to check and make modifications in their

general and qualification details.
e [f the candidate presses OK, then he/she cannot edit the same and have to re-register in case

they need to change any personal information.
e Another pop up will come

Are you sure you want to submit the form. Click "CAMCEL to go back to the form.

[] Prevent this page from creating additional dialogs

[ OK J [ Cancel

o If the candidate presses OK, then a new pop up will appear:

Take a printout of the filled form for your records. NOC of employer (if any) shall be required as per schedule to be notified by the University.

[] Preventthis page from creating additional dialogs

e Please take a print out and keep for future record
e NOC of the employer shall be required as per schedule to be notified by the University. The

same can be checked from University website https://ipu.ac.in

STEP 10: - Payment

e Only online payment can be made

10
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e Once an applicant presses OK, he/she is redirected to the payment page

= Crodit Cara > P Dy OB Merchant Name
Guru Gobtend Singh 1P
= Debit Cord visa = Urvvesrsity

T Debat Cored « ATM N
Card Number

Faymeat Aroen T 500.00
W intermet Banking e N —

eveorywhere
Expiration Date cvvicve you want ta be

Month Yeesw

Card Holder Name

friskis PayroRcs | i

o After doing successful payment following view page shall appear:

Applicant Profile

Personal Detalls

Login 1d ¢ N1000059
Post Category @ Non Teaching Staff
Post Category Code N1S

Post Narme: Gardener
Post Code; 001
Nature of Appolntment; Direct
Name of the Applcant; M=, Parul Xhandel
Date of Birth; 14/09/1986
Age: 29 years 10 months 7 days
Gunder: Foniala

Fathet's/Musband's Narme: Anirudh deshmukh

Nationulity: Indian
Chatagory: onc
Religlon: Hindu
Parson with disabllity: Yeu

Marital Status : Unmarried

11
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STEP 11:- Print Form

e Click on the ‘Print form’ Tab

Note: Your application has been successfully submitted.

Applicant Profile | Print form

Personal Details

Loginid: N1000059
Post Category:  Non Teaching Staff
Post Category Code:  NTS

Post Name:  Gardener

Post Code: 001

IVV1

e C(Click on “Click here” to take print of the form

Mote: ‘Your application has been successfully submitted.

Applicant Profile | Print form |

Clickjhere fto download Application View PDF .

e Save the PDF and open it
e Keep one copy of the form with yourself for future reference

STEP 12: - Login

12
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An already registered user can click on ‘already registered users can LOGIN here’ to go to the login page:
Candidate Login

Hoba:
Kindly use Internet Explorer{version 7 to 11) or Mozilla FArefox{14 to 43) or Google Chrome(20 to 48) to fill in the Application
Form.

Login

Login Id

Fagawaerd (DOB in ddfmmfyyyy format)

Lagin Forgot Passwaord
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