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Introduction

As a part of its ongoing efforts for offering learner friendly services, Indira Gandhi National
Open University (IGNOU), has introduced an Online Admission System (OAS). Through this
facility, prospective learners will be able to submit their application forms online and receive
instant confirmation for successful submission of their application form through email as well
as through SMS. There is also a provision for payment of Entrance Fee on-line through Credit/
Debit cards/Net-banking by using On-line Payment gateway.

STUDENT HANDBOOK AND PROSPECTUS for Bachelor of Education (B.Ed.) programme
is available at www.ignou.ac.in/............

Before filling the Entrance-cum-admission Form for B.Ed., you are requested to download
the STUDENT HANDBOOK AND PROSPECTUS and read it carefully.

This ‘User Manual’ has been developed to facilitate you for filling the form. This Manual
includes stepwise instructions that will help you to navigate through the online form, fill it
and submit it.

General Instructions for Filling up the Entrance-cum-
Admission Form Online

Before Registration please read carefully sections related to Eligibility Criteria, Fee Details,
Duration and other details of the Programme in the STUDENT HANDBOOK AND
PROSPECTUS for Bachelor of Education (B.Ed.) programme, which is available at
www.ignou.ac.in/.......

Before registration you must have:

1. Scanned copy of the latest Photograph (Maximum 100 KB)

2. Your latest scanned Signature (Maximum 100 KB)

3. Scanned copy of the final year marks sheet of your relevant Educational Qualification
(UG/PG). (Maximum 100 KB)

4. A Scanned copy of your Marks Sheet/certificate/diploma/degree of a NCTE
Recognized Teacher Education Programme*, (Please refer to NCTE website
www.ncte-india.org) which you have successfully completed in Face-to-face mode.
(Maximum 100 KB)

5. Scanned Copy of your Experience Certificate (If Required). (Maximum 100 KB)

6. Scanned Copy of Category Certificate, if you belong to SC/ST/OBC (Non-creamy-
layer)/Physically Challenged categories) (Maximum 100 KB)

Fee can be paid through the following methods:

 Credit Card/Debit Card (Master/Visa/Rupay)

 Net Banking

NOTE: Please scan your original marks sheet/certificate only. Do not scan photocopies
of your original marks sheet/certificate.
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STEPS FOR FILLING THE ONLINE FORM

Register Yourself

Step -1: The first step to fill up the Online Admission form is to register yourself. For
this please click on the button “REGISTER YOURSELF” that appears on the applicant
login area as shown in Figure-1 A.

Figure-1 A

Fill up the registration form as given below: .

Figure-1 B
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a. Once you have filled-up the registration form, check the entries and if satisfied,
click on “Submit” button.

b. If you want to make any changes in the information, click on “Reset” button. After
changing the information, if any, click on “Submit” button.

c. After you ‘Submit’; your User Name along with the Password is generated. You
will be notified about the same via email on your email and SMS on your mobile.

NOTE: Using your ‘User Name’ and ‘Password’, you can ‘Login’ directly. You need to
remember your ‘User Name’ and ‘Password’ for future login into the Online
Admission System.

STEP 2: Click on “Login” button given on the homepage of the online form. The login page
will open as shown in Figure 2.

a) Enter your User Name & Password; you have used while filling up the registration form.

Insert data for this registration form and click on “Submit” button.

b) Enter the Secure Code as displayed in the Login form..

Figure 2

Click on ‘Login’ button.

STEP-3: Then first part of the Online Admission form will be displayed as shown in Figure
3. It has 9 sections. After clicking Continue button, first section will appear. You have to
fill up each section carefully one by one using the “Next” button after filling up and saving
the each section.
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Figure 3

a. Click on “Continue” button.

STEP 4: The First Section of the Online Admission form is on ‘Programme Details’ as
shown in Figure-4.

Figure 4

a) Fill up the details related to your Regional Centre, Programme Code and Programme
Applied For.

b) Once the details for each field are entered, click “Save” and then the “Next” button.
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Note: The Online Entrance-cum-Admission form is basically the same as the hard copy
of the Form given in the Prospectus. But as shown in the box at the Right Hand side
of the Figure 4, it has been divided into 9 sections for ease of use.

STEP 5: The Second Section of the Admission Form is on Personal Details as shown in
Figure – 5.

Figure 5

a) Fill in the requisite information as indicated in the form above.

b) Once the Personal Details are entered, click “Save” and then “Next” button.

STEP 6: The Third Section is on Qualification Details as shown in Figure-6.

Figure 6A
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Figure 6B

a) Fill in the details of your Qualification details as per the fields given in the form. Please
check the eligibility criteria given in STUDENT HANDBOOK AND PROSPECTUS
on page no. 20-21.

b) If you have post-graduation, please add details of graduation and post graduation both.

c) Once you fill in the details, click “Save” and then the “Next” button.

STEP 7: The Fourth Section is on Professional Qualification Details as shown in Figure-
6. Please read Page no. 20 and 21 of STUDENT HANDBOOK AND PROSPECTUS carefully
before filling this section.

Figure 7



9

a) Fill in your Professional Qualification Details as per the fields given in the form.

b) Once the details are entered, click “Save” and then the “Next” button.

c) Please ensure you have filled in the correct information in this section. If the teacher
education programme which you have successfully completed, is not in Face-to-Face
mode and also not a National Council for Teacher Education (NCTE) recognized
programme, your form will not be accepted by the system.

STEP 8: The Fifth Section is on Correspondence Details as shown in Figure – 8.

a) Fill in the details of your Correspondence Address in the fields given in the form.

Figure 8

b) Once the details are entered, click “Save” and then “Next” button.

STEP 9: The Sixth Section is on Teaching Experience as shown in Figure – 9A.

Figure 9A
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Figure 9B

NOTE: This section in Figure 9B is to be filled in only if you are an in-service teacher.
If, you are not having any teaching-experience or not teaching anywhere at present, please
select ‘NO’ option, click save and then ‘Next’ button.

STEP 10: The Seventh Section is on Document Upload as shown in Figure–10.

The final step for Online Registration process is to upload your documents like photograph, signature
and other supporting documents

 Select the document type.

 Browse, select and upload your scanned photograph and similarly, your scanned signature and
other supporting documents.

 Please ensure that you have uploaded scanned copy of your photograph, signature, evidences
(marks sheets/certificates) of educational qualification(s), NCTE recognized professional qualification,
Category certificate (if applicable).

Figure 10A
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Figure 10B

You should ensure that the format of photograph is JPEG, JPG, PNG only and size of each file
is less then 100 KB.

It is suggested to scan your documents from the original.

Note: In case you don’t have originals then “self attestation” is mandatory on the photocopy that
you are scanning.

Once the documents are uploaded, click the “Next” button.

STEP 11: The Section Eight is on Confirm Details as shown in Figure-11.

Figure 11
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a) In this section, complete information that you have filled in all the sections are displayed; you
have to verify the details you have provided while filling the online form.

b) If you want to make any changes, click ‘EDIT’ button given against each section details.

b) If all information is correct, please tick (“) declaration given at the end of the page and then
click “Accept and Proceed for Payment” button (see above Figure);

Once you click the declaration and move on to the next page, you will not be allowed to
edit any information.

STEP 12: The Ninth Section is on ‘Fee Details’ as shown in Figure-12.

a) You should select one the gateway for payment as given below in Figure 12 A.

Figure-12A

Once you choose the gateway, the following page will appear.

Figure-12B
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b. Click on ‘Make Payment’ button.

When you click on make payment button, a page for payment option will appear. You
can pay through any “Credit card/Debit card/Net banking” option.

Figure-12C

c. When you select “Credit/Debit/Net banking” you will get Online Payment
window as shown above.

d. Now, click on “Pay Now” button.

Figure 12 D

Once your payment is successful, the page as shown in Figure-12D will appear on your screen.

There is no need to send any hard copy/downloaded copy to any Regional center or IGNOU
Head quarters. You can save, download and keep the copy with you for future reference.
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PLEASE NOTE:

1. Any Regional centre/IGNOU Headquarters will not accept any form filled and sent
in hard-copy.

2. No change of category shall be entertained after the submission of application form.

3. The last date for the receipt of online filled-in application form will be the date as
mentioned in the advertisement. Application submitted after this date will not be accepted.

4. Please retain the downloaded copy of the filled-in form for future reference.

5. Application form submitted without copies of educational qualifications and professional
qualification (i.e. completion of NCTE recognized teacher education programme through
face-to-face mode) will be summarily rejected.

Once your payment is done, a final submitted form will appear.

Figure-13

This completes the process of submitting entrance-cum-application form. You will receive an
email as well as SMS, confirming the successful submission of your form. You will receive
further information about confirmation of your eligibility for entrance or about discrepancies
(if any), in your form. Once the discrepancies are addressed by you, you will be provisionally
allowed to download your entrance test admit card and appear in the entrance test, but if any
discrepancy or wrong information is found in your application form at a later stage,
your application will be rejected and you will not be entitled to refund of any fee paid
by you to the university.


