PM Internship Scheme

Ministry of Corporate Affairs

F =,
(Y

nternship

.

lll-‘:b---

User Manual for Youth

Registration, Profile Creation & Updating Profile

www.kajersandhan.com



-
PMIS Liser Manual for Candidate uﬁtemslllll

Content

1.
2,
3.

i
8.
3

| NEErUGHGNS: For USINGE TTIBTWIBN. . sranre verrassavessansssonasis prnpanisssovaninsnnrs
Ohjactiva of this mManual ... oo i s i el e et s aa s e e s s s deans

R TIRE S BT s st o i o o b TR B R SO S B A e

3.1

RegiSiration PPOCESES ..o

MCA,

(= B =< R 4 N - S - |

Craating Candidate Profile .. ... e g gk oSS s i 4 e SR S .9

4.1
4,2
4.3
4.4
4.5
4.6

L e Pl o e s A e

B Internship Opportunties SBCTHN . uimes i riarann rersines
Track Your Application Seetion .. i v
-Error! Bookmark not defined.

.. Error! Bookmark not defined.

Candidate Dashboand Section ... s e resres e

g | o TN R CLN LR 1 P B e e R A L S SRy o L T

T e amm—
Choarie o E R - e b L L e o S e L
Education Detalle] .. o« it i miseiat i erarat s
RSB L e aEE T i e R e T

5.

BT
14
18
e 18
- 1

]
-
e 24
Error! Bookmark not defined.

. Error! Bookmark not defined.

Error! Bookmark not defined.



-
PMIS User Manual for Candidate uﬁmmslllp MCA

PART -1
Registration and Profile Creation
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PMIS User Manual for Youth (Candidate)

1.Instructions for using manual

Candidates should read the instructions carsfully before registering on the portat for
gase of navigationthrough the portal.
Candidatea can alzo referto an Inatructional Video of portal navigation, available an the
portal weabsite in addition to this manual,
There is no registration or application fee.
The user manual is also available in Hindi and can be sccessed on the portal.
Thea portal iz now open for the candidates, only for registration and profile creation,
hence this user manual covers processes of Begistration and Profile Creation.
Befora starting the registration process, please keep the following documeants handy for
upioading onto the portal.

o MAsdhaar Card

o Al Educational Qualification Cenificates and

o Other additicnal cartlication, if any.
Far any suppart during the registration and profile completion process, the candidate
can raise 3 ekt on the hemapage or post login, Detalled instruction for the same are
available in saction § of thizs manual. Alternatively, candidates can also call portal
halpling Ma. 1800-1 15-090,
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The names and the logos of the companies will not be visible in the
internship opportunities, to ensure objective and transparent salection
process.
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2.0bjective of this manual

+  This manual is developed to assist candidates with Registration and Profile
Creation on the PM Internship Scheme Portal. It enables the candidates to
register for the PM Internship scheme through the PMIS portal

* The portal iz available in various languages and the users can click and choose
their preferrad language at the top right corner of the portal to view the content in

thelr preferrad language.
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3. Getting Started

a1 Registration Process

A, The candidate must type the URL pminternship.mea.gov.in, in an
internet browser to access the portal application.

. On the home page of the website, the candidate must click on “Youth

Registration™ tab (highlighted with red rectangular box) on the right top cormer,
to start the registration process for the PMIS portal.

o Candidates can also access “Register Now™ tab (highlighted with red
rectangular box) by scrolling down to the PM Internship Offers sectionon the
home page.
A
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d. pon clicking, on the “Youth Registration™ or “Register Now" tab the
candidate will be prompted to provide his/her mobile number anto the

“Register Youth” pop-up.
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The essential fields on the “Register Youth” for the candidates are as follows:

. Mobile MNumber: it s an identification that enables the individuals to
actess the online services of the portal for registration. Please note that
a candidate must provide the mobile number linked to his/ her
Aadhaar number.

ii. Confirmation checkbox: The candidete must confirm that "the mobile

Aumbear | am providing is linked to my Aadhaar”,
iii. Submit: After entering the mandatory details, the individual will have to

press the “Submit™ buttoen.

B. OTP: The candidate will get an OTP on his/ her entered mobile nomber
and must enter it to varify the mobile number, The OTP messaga template would
look like as shown in the balow screenshot,

aEE

« 0 TM-GOVMCA

Dear candidate, 478139 is your OTP
for the PM Internship Scheme
registration. Valid for 5 mins. Please
do not share this with anybody else.
PMIS. MCA21 Administrator

f. Upon submitting the “OTP* received, the candidate will receive a
password for accessing the website through logln. The user must use this
password as the current password to Update Password upon first Login.

€« JM-GOVMCA

Dear candidate, Vawmv@773 is
your OTP for the PM Internship
Scheme registration. Valid for 5
mins. Please do not share this
with anybody else. PMIS, MCA21
Administrator
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g, Update password on first login: Moving ahead, the candidate will get the
Pop-up to “Update Password” upon first login and after they agree for the con.
The candidate can create the new password and can access his/her user

account page upon successful creation.

The Various fields required for Update Password are as follows:
i. Current Password: In this field the
candidate must anter the password Update Password

L N e, g LTI SRR BT LT SR

recaned on the mobile numbear.
il. MNew Password: Hare the candidate

i AW il PR P Tl T BT (5 M sE ik
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should anter hig/ her new password. = e
The password must be at least 8 B i
Characters long and mustinciude 1 o -
Uppercase letter, 1 lowercase | oo oos i e

letter, 1 Digit and 1 Special ! [ e ] !
Character. Example: T
Password@12, passWord@1, passworD@7 ete,

iil. Confirm Mew Passwaord: Inthis field candidate neads to confirmand anter
the new password entered in the previous step.

iv. Submit: Candidate should click on the Submit button to update the
password,

h. After password update, the candidete gets access of the portal and lands
to the User account homepage under the "Candidata Profile™ section,

I. The candidate can logout from the portal by clicking on the User Profile
Link on the top right comer of each page. The candidate can also access his/her
profile and can even change the password through this manu,

PM INTERNSHIP SCHEME Lo - 00—
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4.Creating Candidate Profile

Afterlogging in, the candidate will be directed to complete the “Candidate Profile” section,
The candidate must complete the steps given below.

i
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4.1 e-KYC

The candidate must do the e-KYC after logging into the system. This is a mandatory
step for profile creation and the candidate will have an option of doing KYC through
Digilocker or Aadhaar Number. The cendidate must check in the appropriate
checkbox for KYC.

a. 2-KYC through Digilocker (MeriPehchaan):

* |tis mandatory to have a DigiLocker account for candidate registration and
profile creation. If vou do not have a DigiLocker account, you can download
the DigiLocker app from Play Store (android)/App Store (i0S5).

* You can visit the following link to know how to create & Digl locker aceount:
https:fthabal.nic.in/downicads fags/DigiLocker-User-Manual. pdf

" Forlinking vour digilocker accaunt with Asdhaar, your mobile numbear must bea
linked with your Aadhar number, Please make sure this is ectually the case. To
verify this, visit htips://easadhaar.vidal.gov.in/ and download your edadhaar.

*  Forother issues with Digilocker or updating inform ationwith Digilocker, please
refer to Digilocker FAQ at https:/fwwwy digilocker goy. infabout/fag or you can
raise a tickat with Digilocker at htlps./ /support digilocker, gov. infopen
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MCA,

For the e-KYC through the “MeriPehchan™ interface the candidate mus!
check In the Digilocker checkbox and should click “Proceed with
MerPehchaan”. Please note that your Digilocker account must be set
up with the mobile number that you are using for registration. Your
Aadhaar should be attached with your Digilocker account for
completing the a-KYC through Digilocker.

Upon clicking, the candidate will be
taken to Digilocker Process and wall
have to follow the following steps:

= Aadhaar Mumber: The candidate
must enter his Aadhaar number.

& Regquest OTP: The candidate can
request for the OTP by clicking on
the Regueast OTP button.

s OTP: The candidate must enter the
OTP and then click on “Continua™
to move ahead.

Once, the candidate enters the OTPR,
he!/ she will get & Pop-Up confirming
that he/ she iz already registered with
DigiLocker (if, registered). The
candidate must enter the Six-digit
security PIN (for accessing the
DigiLocker account) and click on
Continue to move ahead.,

=

y Pehchaan

P Intermnship Scheme

L R

b Pehchaan

‘You are alresdy registersd with
Digileckir

(1

* The Six-digit security PIN i5 the sat code used for accassing
DigiLacker and |s differant from the OTP that you recelve on tha

maobile number.

*  5Six Digit security PIN isyour password for loginimo The DigiLocker
account. In case the candidate has forgotien his security PIN they
can use Forgot Security PIN option on the DigiLocker Interface.

The candidate will then need to Signs-in to the DigiLocker account. The
candidate can salact Mobile, Username or other maodes of authentication
to sign-in and continue to the next step. The candidate must tick the

consent box 1o Sign=in.

10
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Sign In to your sccount vis Digilocer
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MCA,

¥,  After signing-in tothe DigiLocker account, the candidate will be prompted
to provide his/her consent to share the Aadhaar Card details with PM
Internship Scheme. The candidate must check in Aadhaar checkbox and

click aon Allow to move to the next step.
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vl. Oncethe candidate "allows™ for the Aadhaar details, the candidate will
get a pop-up for providing his Email id, the Candidate can enterer the E-

mail id in the Email field and then click on “Verify™.

11
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candidate will get a Pop-up tor entering Varify TP
tha OTP recaived on the mail id. The
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candidate must enter the OTP received
in the OTP field and then click on =
“Submit” to complete the e-KYC

ivough DifiLocker.

MOTE: Ifthe candidate iz unable to find the OTP in the inbox ofthe mail-
id, they must check in their Spam Folder to find the OTP.
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e-KYC through Aadhaar Number

12
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Mote: This process will be available soon.
Once the candidate checks the checkbox for selecting the e-KYC through
Aadhaar the candidate will gat the following pop-up.
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Thevarious steps to be teken to complete Aadhaar e-KYC are as follows:

a. Aadhaar Number/Virtual ID: The candidate must enter his/her Aadhaar
number in this fleld.

b. Mobile Mumber: The candidate must enter the mobile number inthisfield.
Enter OTP: The candidate must enter the OTP received on his! her mobile
number in this field,

d. Consent Checkbox: The candidate must select the checkbox for providing
his/her consent to share the Aadhaar details with PMIS. it iz @8 mandatory
chack and the candidate must read the terms and conditions by clicking
an “Read Full Consent Hare™.

B Verify and Proceed: The candidate must click on this field to venify the
Aadhaar details

13
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4.2 Personal Details

After the e=KYC completion the candidate will move to the next step in profile
creation which is Personal Details. Fields like Mame, Gender and Date of Birth will
be auto fetched by the system from the e-KYC interface.

PM INTERNSHIP SCHEME T
Cand-data Prodile
8-
Pereong Datals
— |
@

.

The candidate is required to fill the following details on this page to proceed further.
a. Father/ Mother/ Guardian Name: The candidate must enter his/her
father's, mother's or guardian's name in this field.

b. Category: The candidate must choose his/ her category from a drop-d own
list of SC, 5T, OBC and General.

c. Permanent Address: The candidate must fill the following details related
to hisd her permanent address,
i. HousefApartment No.; The candidate musi mantion hisfher addrass,
ll. Address Linel: The candidate must mention his/her address,
lii. Address Line 2 The candidate must mention his/ber address.

iv. State/UT: The candidate must select his/her state from the drop-down

list.
v.  District: The candidate must select his/her district from the drop-down
bist.
vi. Block (Optional): The candidate must enter his/her block name in this
field.
vil.  Willage [Dptional): The candidate must enter his/her village name in thiz
field.
viii. Zip/Postal/Pin Code: The candidate must enter his/her Zip/Postal Code
in this field.

14
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d. Is your Permanent Address same as your current address?

The candidate must check in Yes/No fields for this field, depending upon if the
parmanent and current address are same. If sslected Yas, the currant address
fields will be auto populated. Else, the candidate willbe required tofill the current
address details az demonstrated in the next step. Please note that the
candidate must complete all mandatory fields of the Permanant Address
hefore clicking on this option. The permanent address is the address as per
the Aadhaar card of the candidate and the Current address is the address that
the person is currently residing at or his current correspondence address.

= §I=F PM INTERMNSHIP SCHEME o

e e
st Aringsa
w0
1 P {1t | S |
B. Current address: The following details need to be entered in the current

address section.
i. HousefApartment No.: The candidate must mention his/her address.
il. Address Linel: The candidate must mention his/her address,
ill.  Address Line 2: The candidate must mention his/her address.

i,  State/UT: The candidate must select his/her state from the drop-down

list.
v. District: The candidate must select his/her district from the drop-down
list.
vi. Block (Optional): The candidate must enter his/her block name in this
field.
wvil.  Village [Optional): The candidate must enter his/her village name in this
field.
will.  Zip/Postal/Pin Code: The candidate must enter his/her Zip/Postal/Pin

Code name [n this field.

15



-
PMIS User Manual for Candidate uﬁm[nsillp MCA

T Diffarently abled: The candidates must select Yes radio button if they are
differantly ablaed and select appropriate optlion from the drop-down meanu,
Else select the No radlo button.

PM INTERNSHIP SCHEME S —
o E 1 HEY B
il & tidraray
4703
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g Previous/Edit: The candidate can click on this icon, to go to previous
section of the candidate profile, wherein the user can edit his/her
details.

h. Save & MNext: After filling up the above-mentionad details the candidate

miust click on the "Save & Mext"™ button, to save the personal details and
o move to the next step l.e. "Contact Details”.

4.3 Contact Details

Inthe “Contactdetails” step the candidate needs to provide hisfher contact details.
The following steps need to be taken by the candidate:
a. Registered Mobile Number: The candidate's registered mobile number
auto populates in this field.

b, Alternate Mobile Number: The candidate can enter one additional mohile
number as an alternate mobile numberin this field,

E. Email ID: The candidate must entar bis her amail id 15 this field

16
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d.

“mww e Ladd amd

v b, E T

B

Send OTP: The candidate neads to click on this button to send an OTP on
the entered email id in step c.

PM INTERNSHIP SCHEME O
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OTP: The candidate needs to access his'her mailbox to check for the OTP
and must enter the OTPin this field

Verify OTP: The candidate needs to click on this button te Verily the OTP.,

MOTE: Ifthe candidate Is unable to find the OTP in the inbox ofthe mail-
id, they must check in their Spam Foldar to find the OTP.
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|
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g. Previous/Edit: The candidate can click on this icon to go to previous
section of the candidate profile, wherein the user can edit his/her
details,

h. Save & MNext: After filling up the above-miegntioned details the candidate

can elick on the “Save & Next™ button, to save the perzonal details and
move to the next stepi.e. “Education Details”.

Candidate Profile

m n.--\.ﬂ. '.---"..-:-'.l. L | gy fieimis & el L e L E Y R R ETRAEa

iz

g Candidate Contact Details
T ot A bty o St
Eppficmisen
L |
4.4 Education Details:

In this step the candidate needs to provide his/her “education details™. The
candidate must enter all his! her educational qualification details in this sectlon.

a. The candidate will be required to fill the following detalls for each
educational qualification:

i.. Qualification: The candidate needs to select his/her qualification from a
dropdown list of various options like 10%, 12", ITl and graduation. The
candidate mustenter thegualifications inthe order of theirachieverments

18
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Wi

wii.

will.

{i.e. first 10", then 127 and lastly, Graduation), to save and move to the
next qualification.

Course: The candidate needs to select his/her quallfication course from
a dropdown Ust of varlous relevant applicable options.
Stream/Spaecialization: The candidate needs to select his/her course
stream or applicable specialization (if any), from a dropdown list of
various oplions.

Name of Board/University: The candidate must enter his/her Board or
University name in this field.

Name of Institute: The candidate must enter his/her Institution name
[Scheol/Collage/Others) in this field.

Year of Passing: The candidate neads to select his/her year of passing of
the courze, from a dropdown list of various applicable options,

Marks Obtained: The candidate needs 1o select his/her score type as
applicable for the course belng mentioned, from a dropdown list of
various applicable options like CGPA/CGrades/Percentage.
CGPA/Grades/Percentage: The candidate must enter his'her CGPA/J
Grade/Parcentage in this field bazed on their selection for tield Mo, vii.
Upload Certificate; The candidate must upload his/her qualification
“certificate” in this field. The candidate must "elick” on "Choosea File™
and can upload the PDF certificate from hisfher device. Note: The
candidate can upload a PDF file up to 2MB in size.

Save/Add More: The candidate can save the above current qualification
and can add more by clicking on this button, The candidate must enter the
qualifications in the order of their achievements (i.e. first 10", then 12" and
lastly, Graduation), to save and move to the next gualification. The
candidate will not be able to save educational details if they do not
enter the qualifications in the above-mentioned order.

Previous/Edit: The candidate can click on this icon to go to previous

section of the candidate profile, wharain the user can adit hiz/her details.

d.

Save & Next: After filling up the above-mentioned details the candidate
can “click™ on the “Save & Next"” button, to save the Education Details
and to move to the next stepi.e. "Bank Details”.

19
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4.5 Bank Details
In this step of Candidate Profile, the candidate confirms if his/her Bank Account is
Aadhaar Seaded.
= M= PM INTERNSHIP SCHEME ) —
Laedcais Peddn
- PR @ rerne= G erien O i — M —
A
) emess
o
a. Aadhaar Seaded Bank Account: The candidate must selact the “Yas

radio button” if his/ her bank account is Aadhaar seeded or the "Mo radio
button” ifthe bank account is not an Aadhaar Seeded Account,

= An Asdhaar seeded account iz a bank account whergin Aadhaar
number of account holder is inked with the bank account and s
detalls are updated in NPCI mappar. For more details on Aadhaar
seeded account, vou mayvisit hitps:/fwwwonpel.org.in/what-we-
do/nach/fagsicustomers)

= Please note that Aadhaar seeded and verified account iz a pre-
condition for one-time grant and monthly allowance o be transferred
directly 1o your bank accountunder the PM Intermnship Schame,
applicable only upon selection for intemship.

s Candidate will be notified through an SMS about verification status of
the same. Incase of an unsuccessful verification, candidate is
requested to visit his/ her Bank branch and get account Aadhaar
Seeded.

= Oncecandidate has gol the details of Aad hear seaded account, hef
she must revisit this page again and update the same.

= Pleaze complete this activity before 15th Nov 2024 to enable DBT
upon selection, under the PM Intemship Scheme.

Previous/Edit: The candidate can click on this icon to go to previous
section of the candidate profile, wherein the user can edit his/her
details.

20
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k. Save and Proceed: By clicking on thisicon the candidate can save the
Aadhaar Seeded Bank Account details and can move to the next step of
the Candidate Profile section, i.e. "Skills and Languages”.

4.6 Skills & Languages

In this step of Candidate Profile, the candidate anters his/her skills and known
languages. The candidate needs to provide detalls regarding the following in this

saction.
- §E= Pid INTERNSHIP SCHEME -
8-~ [ [ [ i [ p— i
whng s g, S orirkca Do ang boser i
e T

a. My Skills: The candidate needs to select his/her applicable skills from a
drop-down list of the skills. The candidate can salect multiple skills.

b. Languages, Certifications and Experience
i. Languages Know: The candidate needs to select his/her known

languages from a drop-down list of the languages. The candidate can
salect multiple languages.

ii. Past Experience: The candidate must enter his/her Past experiencea in
this description fleld,

iii. Additional Certifications, if any: The candidate can enter his/her
additional certifications (if any) in this description field.

iv. Other Details, if any: The candidate can add any other details that hes
shewishes to highlight in their profile. This caninclude any hobbies,
awards etc,

G Checkbox: The candidate nesds to check this box by clicking on it far

providing hiz/her consent that “MCA can share your details with other
Govt. portals/Schemes for various training and opportunitias™.

21
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d.

Generate CV: After filling up the above-mentioned details the candidate
can “click™ on the “Generate CV" button, to generate the CV and review
his/her CVY. The candidate can download a copy of CV by clicking onthe
Download Resume bution available at lowerright bottom. Please ensure
that you have filled all sections of your profile and saved them before
genarating the CV, In case you still do not sae your CV, raise a ticket with
the screenshot for resoolution.

Previous/Edit: The candidate can click on this icon to go to previous
section of the candidate profile, wherein the user can edit hisfher
details.

Complete Profile: After filling up the all the details, the candidate must
“click™ on the “Complete Profile” button, to save the Skills and
Certification Details and to complete the “Candidate Profile”.

22
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PART -1l
Update Profile

23
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5.Update Profile

A candidate can update his/her profile in the Candidate Profile Section.

al Toedit/update the profile the candidate can click on the Previous/Edit button
available at tha bottom of 2ach step of the profile creation.

b) The candidate can gotothe previous step and edit the details in each step by
clicking on the Previous! Edit button.

- 8= PM INTERNSHIP SCHEME e —

e ey

¢} The candidate can move to the next step by clicking on the Save & Proceed /
Save & Mext button available at the bottom on each step of the profile creation

process.
PMINTERNSHIP SCHEME  —
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j

d) Alterdoing the e-EYC [Step 1), the candidates can edit and update aach step
(Step 2 Personal Details, Step 3: Contact Details, Step 4: Education Details,
Step 5: Bank Details and Step 6: Skills & Languages) of the profile creation
process by moving forward (click on “Save & Next" | or backward (click on
“Edit/Previous”| from one step to another.

Candidata Profila
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