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Directorate of Vocational Education and Training, Maharashtra State 
CENTRALIZED ONLINE ADMISSION FOR INDUSTRIAL TRAINING INSTITUTE 

STANDARD OERATING PROCEDURE   

 
  INSTITUTE LEVEL COUNSELING ROUND  

 
FIRST PHASE OF COUNSELLING ROUND: 26.08.2024 TO 31.08.2024 

 
1. Eligibility of Candidate for Counselling Round: 

1.1. All the Candidates who have filled and confirmed their Application Form 
1.2. Except: 

1.2.1. Candidates who have not paid application form fees. 
1.2.2. Candidates who are admitted against CAP Seats. 
1.2.3. Candidates who are admitted at Private ITI against Institute Level or Minority Seats. 
1.2.4. Candidates who have registered for Private ITI Institute Level Seats i.e. with Registration 

Number having “P” instead of “A”. 
 

2. Venue: The Counselling Round shall be conducted at all Government and Private Industrial Training 
Institutes. 

 
3. Seats for Institute Counselling Round: 26.08.2024 

3.1. All CAP seats remaining vacant at Government and Private ITI after 4th Admission Round shall be 
available for Counselling Round. 

3.2. ITI and candidate can check Trade wise real time vacancy through their login. 
 

4. Merit List: 26.08.2024 
4.1. A common merit list of all eligible candidates shall be generated after 4th admission round. 
4.2. Individual State Level General Merit Number shall be published in the candidate login. 
4.3. Candidate has to login to their account to check their State Level General Merit Number using 

“Admission Activities > Application, Merit and Admission Status” tab. 

 
 

5. Mark Attendance by Candidate: 27.08.2024 to 28.08.2024 
5.1. Eligible candidate with State Level General Merit Number allotted for Counselling Round shall login 

to their account. 
5.2. Click on “Admission Activities > Mark Attendance for counselling” 
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5.3. Candidate shall search and select ITI where they wish to seek admission and click on “Mark 
Attendance”. 

 
 

5.4. Candidate can select multiple ITI for “Mark Attendance”. All selected ITI shall be displayed a 
following: 

 
 

5.5. Click on “Generate & Save (PDF)” to save selected ITI and generate report for selected ITI for 
Counselling Round. 

 
6. Check ITI wise Merit List: 29.08.2024 

6.1. Candidate has to login to their account to check ITI wise Merit List from 05.00pm onwards on 
29.08.2024 using “Admission Activities > Institute wise merit list counselling” tab. 

 
 

6.2. Candidate can check their ITI wise Merit Number and appear for Counselling Round as per given 
Date and Time Slot. 

 
 

6.3. Candidate has to appear for Counselling Round personally at respective ITI as per the Date and 
Time Slot. Any representative/ relative/ friend or any other person cannot appear for Counselling 
Round on behalf of Candidate. 

6.4. Candidates shall carry all required documents and fees to be submitted to ITI if candidate gets 
allotment. 
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Projector to Display Online Vacant 

Seat Status 
(UserID ending with 02 to 10) 

 
Seating Arrangement for Registered 

Candidates 
Allotment to Candidate 

 
(UserID ending with 02 to 10) 

6.5. Candidate has to report at least 1 hour prior to the allotted Time on the specified Date. If Candidate 
is not available at the given Time on given Date, then they shall lose their claim and shall not be 
considered thereafter. 

6.6. Candidates allotted Date and Time slot does not mean that Candidate shall be allotted seat at ITI. 
6.7. Allotment of seat shall be strictly on basis of State Level General Merit Number, Vacant Seats and 

demand by Candidate. 
 

7. Allotment of Seats in Counselling Round: 30.08.2024 to 31.08.2024 
7.1. Institute Level Counseling Round facility is given to the UserID allotted to respective ITI during 

admission Process. Following facilities will be available on these UserID 
 

S.N. UserID Counseling Round Facility 
1 UserID ending with 01 Generate Merit List and Allotment List 

All Admission related activities 
2 UserID ending with 02 to 10 Generate Allotment Letter for Counseling Round 

Display Online Vacant Seat Status 
All Admission related activities 

 
7.2. Arrangement for Counseling Round: ITI have liberty to change the pattern as per requirement and 

rush of the candidates 
 

 
 

Candidates 
called for Counseling 

as per merit list 

 

Entry of Candidates 
Candidates after 
Counseling moving out 

 

7.3. ITI to Login to their Account 
7.4. Following Options for Counselling Round shall be available under ITI Login 

 
 

7.5. Display Online Vacant Seat Report (UserID ending with 02 to 10): 
7.5.1. Click on “Vacant Seat Report”, the page shall display Trade wise vacant seats for the 

logged in ITI as following: 

Admission Confirmation 
(UserID ending with 02 to 10) 
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7.5.2. ITI shall login to any of the UserID ending with 02 to 10 and display this page on Projector 
in the waiting hall so that the candidates know the vacant seat status and demand 
accordingly 

7.5.3. As the allotment is given against any vacant seat, the vacant seat position for that 
particular Trade in ITI shall decrease by 1 

 
7.6. Allotment: (UserID ending with 02 to 10) 

7.6.1. ITI shall start allotment or admission confirmation after 10am since outstation 
candidates shall take time to reach to ITI 

7.6.2. ITI shall login to their account and download Merit List for Counselling Round. Display the 
Merit List at all visible places in the campus. 

 
 

7.6.3. Candidates shall be called as per merit for Counselling and Allotment of Seat. Candidate 
shall sign the attendance. 

7.6.4. Click on “Seat Allotment” link, following details shall be displayed: 
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7.6.5. NOTE: CANDIDATES CAN BE ALLOTED ONLY IN THE SEQUENCE OF MERIT NUMBER ONLY. 
7.6.6. Click on “Allot” in front of the candidate name to allot the seat, following details shall be 

displayed: 

 
 

7.6.7. The Trade wise Vacant Seats as CAP Seat Availability and IMC Seat Availability shall be 
displayed as above. Click on the appropriate seat type in front of the Trade and click on 
“Allot” to allot the seat to the Candidate. 

7.6.8. The System shall ask for reconfirmation of the allotted seat: 

 
 

7.6.9. Click on “Yes” to confirm the allotment of the seat. Following details shall be displayed: 

 
 

7.6.10. Click on “Print Allotment Letter” to print the Allotment Letter. 
7.6.11. Candidate shall take this Allotment Letter and visit the Admission Confirmation Counter 

and confirm the admission on the same day. 
7.6.12. If the Candidate is not interested for admission against available vacant seat, then click on 

“Not Interested”, following message shall be displayed to reconfirm. Click on “Yes” to 
confirm. 
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7.6.13. If the candidate called for counselling is absent, then click on 
“Absent for Counselling Session”, following message shall be 
displayed to reconfirm. Click on “Yes” to confirm: 

 
 

7.6.14. NOTE: CANDIDATE ONCE MARKED AS “NOT INTERESTED” OR 
“ABSENT FOR COUNSELLING SESSION” SHALL NOT BE CHANGED. 

 
8. Admission Confirmation: 

8.1. Admission Confirmation process shall be same as followed for Admission 
Confirmation during 1st to 4th Round. 

 
 


