Introduction to Data Capture Software

Please follow all the Instruction Carefully Before Proceeding.
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Ref.No: R/367/2025

To

Prof. (Dr.) Debasis Das

UNIVERSITY OF CALCUTTA
Senate House, 87/ 1, College Street, Kolkata - 700 073
Phone : 033-2219-0092

3 E-Mail : registrar@caluniv.ac.in
Registrar gutiarg ;

Dated: 09.10.2025

The Principals/Vice-Principals/TIC/Head of the Institutions
of all affiliated Colleges to the University.

Sub: Addendum for UG Online Registration Process for the session 2025-26 vide

Ref.No.R/356/2025 dated 22.09.2025.

Sir/Madam,

In reference to the notification regarding Online Registration Process for the session 2025-
26, you are requested to instruct your good office to follow following issues as stated;

v

No Subject Change for CAP Students: Students admitted through the Central
Admission Process(CAP) will not be allowed to change their subject combinations at
the time of uploading respective student’'s information for Registration from
concerned College.

Uploading Cancellation Receipt: For those Students who have cancelled CAP
admission in such cases concerned colleges are requested to upioad said Online
admission cancellation receipt on the the Registration Portal while uploading
students’ information.

Document upload Nomenclature: Colleges should upload exact documents in proper
area at the portal with exact nomenclature while uploading respective student’s

" documents. Any misleading information at the Registration Portal will led to

cancellation of said student’s registration for the academic session 2025-26.

Implementation Consideration:

Thanking You,

Colleges should ensure adherence to these guidelines for the UG Online Registration
Process 2025-2026.

Accurate uploading of documents and Cancellation Receipts(where applicable) is
necessary for students registration.

Registrar )’

REGISTRAR
UNIVERSITY OF CALCUTTA

Annexure 9

Naming Convention and File Size of Documents and their Folder

Naming convention to be followed for scanned images of various documents.
These documents are mandatory:

1.Photo  : P<Form No>jpg
2. Signature : S<Form No>.jpg
3. Age Proof ! A<Form No>.jpg
4, Mark Sheet : M<Form No>.jpg
5. Admission Form/CAP Admission
Cancellation Receipt (ifany): F<Form No>.jpg (Size within 250KB)
6. ABCID Card : U<Form No>jpg  (Size within 250KB)

(Size within 100KB)
(Size within 100KB)
(Size within 250KB)
(Size within 250KB)

Besides those following documents are optional but the Naming convention will be as follows:

7. Caste Certificate  : C<Form No>.jpg (Size within 250KB)
8. PWD Certificate  : D<Form No>jpg (Size within 250KB)
9. EWS Certificate  : W<Form No>.jpg (Size within 250KB)
10. BPL Certificate : B<Form No>.jpg (Size within 250KB)
11. Migration Certificate : G<Form No>.jpg  (Size within 250KB)
12, Equivalence Certificate : E<Form No>.jpg (Size within 250KB)
13. Registration Certificate: R<Form No>.jpg (Size within 250KB)
(For already registered candidates)
14. UG Council Letter : L<Form No=jpg (Size within 250KB)
(For already registered candidates)

Naming convention of different Folders to be created for saving scanned images of different
types of document:

All Photos may be saved in a sub-folder "Photo™.

All signatures may be saved in a sub-folder "Signature”

All Age Proofs may be saved in a sub-folder "Age".

All Mark Sheets may be saved in a sub-folder "Marksheet”

All Admission Form may be saved in a sub-folder "Admission".

All ABC ID Card may be saved in a sub-folder "ABCID".

All Caste Certificate maybe saved in a sub-folder "Caste",

All PWD certificates may be saved in a sub-folder "PWD"

All BPL certificates maybe saved in a sub-folder "BPL".

All Migration certificates maybe saved in a sub-folder "Migration”

All Equivalence certificates maybe saved in a sub-folder “Equivalence”.
All Registration certificates may be saved in a sub-folder "Registration”,




INSTRUCTION

All the students are requested to follow all the steps carefully before filling the data into data capture
software.

» All the Admitted students are requested to go through the link for Data Capture software given in the college
websites.

Students can fill the data into the software one times only so fill the data carefully.

Students Must login into the software with their Applicant Code (i.e.: NPG*******) ‘Mobile No & Date of
Birth.

Students after Login successfully into their profile, have to note their Student ID & College Roll in a safe
place for future purpose.

Then Students have to upload; their all others required Documents (Photo, Signature& All other documents)
by clicking on “Upload” Button. Here photo, signature , HS Marksheet , SE Admit [ Admit card of class 10] .
ABC ID card & Application form / CAP admission Cancellation certificate are compulsory for all of the
students. SC / ST / OBC students must upload their caste certificate. If applicable , please upload other
documents. Before uploading please follow the file format and size .

After that the “Update Now” button will become active. Then click on “Update Now” Button to update the
rest of the information. Fill the all blank fields (Personal Information, Address, Subjects)

Choose all the Subjects carefully (i.e.: IDC1, IDC2, IDC3, VAC1, VAC2, AEC1, AEC2)

After filling, all the blank fields click on “Submit” Button.

Remember, Uploading size of the documents must be within the mentioned size and the types of the
documents must be in JPG Format only.

After Completing, all the process students have to “Logout” their Profile.

P.S: STUDENTS HAVE TO REMEMBER, THEY CAN FILL AND UPLOAD THE DATA INTO THE DATA
CAPTURE SOFTWARE ONE TIMES ONLY SO FILL THE DATA CAREFULLY BEFORE PROCEEDING.




INSTRUCTION
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> NS FrRITTRG OItRA (ATSIRTH THAOIS 92N FA1F AN, Student ID 932 College Roll
o SN2 (FIAT 9B NHT TITTMT Note FTH ATATS ZA|

> dqNT AW Qragraitnd “Upload” ¢ fFas Faoma Required Documents BTAT (Photo &
Signature & all other documents) Upload 409 R[4 |

Dashboard  Logout

AB****|KA DAS

Student ID: T20%awdeR w0 Father's Name: GraREN] DAS Course: BA (MDC]

College Roll: 1 Email: apFre e @amail com Mobile: it P

Upload your dacument m‘-—_—-—_

Please upload Photograph,
P nd Sign,

Fill-up the form

o
Picose uplend ADC 1D,
Pl oad CAP Admission / cancellation

Print Form
Self Declaration , For (10+2) passing year before 2026

€ 2026. All Right Reserved. Powered by: Infanetics Refund & Cancellation | Terms & Condition | Privacy Policy




> AN Ql.ﬂﬁl.ﬂlwa CYTA ATATS 2, documents ATATCGS size WIA*NR Mentioned Size
g9 WTYT TS 493 Documents BfF SR JPG TG ZTO XA

Dashboard Logout

A¥**¥4*KA DAS
Student ID: T el )] Father's Name; GO M DAS Course: BA (MDC}

College Roll: 1 Email: aly+esserss@amail.com Mobile: e

Photo [ Type:ipg | Size: Within 100K2 oIy \| Thouse File | Na file chasen Upload
Signature [ Typespg | Size: Within 10048 ] Pending: |_\’_'\oose File | Mafile chosen Upload
HS Markshest { Typesjpg | Size: Within 250K] e Pl | Crmas= Fie | tia file chasen Upload

=E Admitclas [ Tvpes) =ize: Within Z50KE] n |c—mose:=:e Ma file

hosan
| Choose File |I-‘-_ file chosen Up}uad
| o= File |t file chosen Upload
[noose File |a e chosen Upload
OBC NCL Certificate [ Typesjpg | Size: Within 250KE i =il | Choose File |r:r: file chosen Up!nad
PWD [ Type jpg | Size: Within 250K8] g [Enoose File | o e chosen
Migration [ Typaijpg | Size: Within 250KE ail Py i | Choose File |r“ file chosen Upload
BPL & | Size: Within 250KE ] a P 2 | Thoose File |r-,._ i i Up!uad
EWS { Typesjpg | Size: Within 250K8 | a 1 [ hanse Fie | na fie chas

University Registration certificate [ Typeqpg | Size: within 250KE g [ Chouse File | o fe ciosen Upload

UG Counci Letter] Typesipg | Size: Within 250 Pendiry | e | ha file chosan Upload

Equivalence Certificate] Typesjog | Size: Within 250KE 3 ! . | Croose File | Ha file chosen




> STV Documents Upload TSI 2 “Upload Done” (FTUIf® (RATTT

Dashboard Logout

AxFrkekKA DAS

Student ID: FEEEERL A Father's Name: GrrrEkEM DAS Course: BA (MDC)
College Roll: 1 Email: apFrirrereg@amail.com Mobile: iRk

Upload Documents

LSS
Photo [ Type:pg | Size: wWithin 100%E ]

Signature [ Typeijpg | Size: Within 100KB ]

HS Marksheat [ Typetjpg | Size: Within 250K8 ]

SE Admit{class 10} [ Typeipg | Size: Within 250KB ]
Caste certificate [ Typejog | Size: Within 250KE 1
PWD [ Typetjpg | Size: Within 250KE |

Migration [ Typs | Size: Within 250K21

BPL certificate [ Typeijpg | Size: Within 250K3 |
EWS [ Typeijog | Size: Within 250681

Umiversity Registration certificate [ Type:jpg | S@ze: Within 250KB |

Admission FormCAF Admission Cancelletion Receipt(if Any) [ Tyos:
Size: Within 250KB ]

ABC 1D Card] Type:pg | Siza: Within 250KE ]
UG Council Letter] Typ=jpg | Size: Within 230HB ]

Equivalence Certificsta] Type:pg | Size: Within 250KE ]

Refund & Cancellation | Terms & € rivacy Policy




> AT P OUT WATHB FATS "Update Now" (TN fFF FATI

Dashhoard  Logout

AN******KA DAS

Student |D; B A VY Father's Name: GF++E%M DAS Course: BA (MDC)

College Roll: 1 Email: ah*errkes@mearnail.com Mobile: Gkksk )
Upload your document

Fill-up the farm Update Now

Print Form Fillup the

Self Declaration , For (10+2) passing year before 2026 Click Hare

Refund & Cancellation | Terms & Condition | Privacy Policy




> NS Frerlttid OItid (TSR AT NS WY AT 2797 T30 24|

(Personal Information, Address, Subjects)

Your Basic Information

Mamea

SUMAN SARKAR

Gender

Male

Elood Group Martal Siatus

Mationality

Indian

Sacial Category Adrritted Category

schedulad Caste

Colage Roll Mumbas

Mother Tongue

Whatsapp Numbar

Religion

HIMDLUESM

Physically Challenged

Type Of Disability

Fercentage Of Disability

o

single Girl Child

Kanyashres ID

Siksha ID

Caste Certificate Number

Father quslification

Father occupation

Father's mohile

Mother qualification

Mother occupation

Maother's mobile

a

Father's name

Mother's name

Guardian name

Guardian mobile

Guardian email Relationship with Guardian

Annual Income

Income Status

Income Card number

Permenant Address

Address Linel

Addraszs LineZ

Country




> NS FIFT GRS /G T (A "Submit” (@ATONN fFF FaTt0 @I
> SINW (GBI AT ZCH (T “Updation Done” TA® (AT

Academic Information

Year of Fassing
2624

Medium of Instruction

admitted Coursa

BA (MBCT)

ipC1

[EIET TS

Morth 24 Parganas

Post Dffice

TIPS,

Soard
West Bengal Councll of Higher Secondary Education
stration Number

mAajar

History

IDcz

LTI T TR

EEEETEE

Nearest Rallway Station

PRI =

School Name

AARERARANNE T

HS Roll Number

266

Ninar 1

Education

IDC3

Minor 2

Bengal

VACH

cellation | Terms & Condition | Privacy Policy




> AT ‘Ej|.ﬂoﬂ. [ A=A} FATT A] ﬁwﬁ‘\m “Print Form” { Click #Td .Sla?ﬁ? PDF File Download
T Ao a1

Dashboard  Logout

AN******KA DAS

Student ID: TR matanily Father's Name: GrERsrp DAS Course: BA (MDC)
College Roll: 1 Email: ab** ke @email.com Mobile: e a3

Upload your document Upload Done

Fill-up the form Update Done /

Print Form

Self Declaration , For {10+2) passing year before 2026 Click Here

26. All Right Reserved. Powered by: [nfon Refund & Cancellation | Terms & Condition | Privacy Policy




> (F TS Students , 2026 ATAT BT SHALINET AT AT FLATY, SR I2 “Self
Declaration” 3f{® BT Print 34 f[ATo (]I

Dashboard  Logout

AN******KA DAS

Student ID: TR matanily Father's Name: GrERsrp DAS Course: BA (MDC)
College Roll: 1 Email: ab** ke @email.com Mobile: e a3

Upload your document Upload Done

Fill-up the form Update Done /

Print Form Print Form

Self Declaration , For {10+2) passing year before 2026 Click Here
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