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Applicant Account Creation​
 
Step 1: Home Page with updated public notices 

Open the UPTAC Admission Portal through the given URL: UPTAC Admission Portal 
Go through the Home Page carefully, where all the important information related to UPTAC Admissions is available. 
 

 

Step 2: New Candidate Registration & Instructions  

a.​ Click on the “Register” button to proceed with filling out the required details for account 
creation. 

b.​ Read the instructions carefully and enter all details exactly as per your Class 10 marksheet to 
create your account successfully. 

c.​ Once the registration form is filled out, review all the entered details carefully.  
d.​ After verifying the information, click on the “Create Account” button to proceed further. 
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Step 3: Account verification 

a.​ After clicking on the “Create Account” button, the Account Verification page will be displayed. 
b.​ An OTP will be sent to your registered email ID and mobile number.  
c.​ The Applicant can enter the OTP received on either of them to verify your account. 

 

​
Step 4: Terms and Conditions 

Read all the Terms and Conditions carefully. After reviewing them, click on the “I Agree” button to 
proceed further. 
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APAAR ID Direct Log in and Verification 

Step 1: APAAR ID  

a.​ Once you click on the “I Agree” button, an APAAR ID Verification pop-up window will appear 
on the screen.  

b.​ Click on the “Click Here to Verify/Create APAAR ID” button to proceed further. 
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Step 2: APAAR ID Verification 

If the candidate already has an APAAR ID, they can directly enter the APAAR ID and click on continue 
Button. 

 
​
For further Process- continue the steps from Step 7 to Step 11 

APAAR ID Creation via Digi Locker Process 

Step 1: APAAR ID Creation ​
 

If the candidate does not have an APAAR ID, click on the “Click Here to Verify/Create APAAR ID” 
button to proceed further. 
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Step 2: DigiLocker Registration/Login 

a.​ If the candidate already has DigiLocker login credentials, they can directly log in using them. 
b.​ Otherwise, the candidate must first register on DigiLocker and then proceed further. 
c.​ Click on Student 

 

Step 3: DigiLocker Direct Login 

a.​ Click on the “Mobile” option and enter the registered mobile number and PIN (Password) to log 
in. 

b.​ After entering the login details, click on the “Sign In” button to proceed further. 
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Step 4: DigiLocker OTP Verification 

a.​ After clicking on the “Sign In” button, an OTP Verification window will appear on the screen. 
b.​ Two options for OTP verification will be available.  
c.​ Select any one option and click on the “Continue” button to proceed further. 

 

Step 4: Enter OTP 

a.​ Enter the OTP received on the registered email ID or mobile number to complete the verification 
process. 

 
 

Step 4: Click on the “Continue” button to proceed further. 

An information window will appear stating that your profile details will be shared with ABC for one-time 
access. 
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Step 5: Applicant APAAR Profile 

The Candidate APAAR profile will open along with the APAAR ID. Copy the APAAR ID and use it for 
submission in the admission form. 

 
 

 

Step 6: Applicant APAAR Profile 

Once you have successfully obtained your APAAR ID, return to the Profile Completion form. Then, click 
on the “Verify APAAR ID” button to proceed further.​
​
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Step 7: Enter your APAAR ID 

a.​ Enter your APAAR ID that you created and copied 
b.​ Click on “Continue” Button for proceed ahead 

 
 

Step 8: Verify OTP 

a.​ Enter the OTP received on your registered mobile number or email ID. You may use either one 
for verification. 

b.​ Then, Click on the “Continue” Button 
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Step 9: Consent for Document Verification 

a.​ Click on “Please provide your consent to share the following with AKTU Document 
Verification” to proceed with the verification process. 

b.​ After providing your consent, click on the “Allow” button to proceed further. 
 

 
 

Step 10: Request Processing 

A “Processing Your Request...” pop-up window will appear on the screen. Please wait while the request is 
being processed. 

 
 

Step 11: Redirected to the APAAR Confirmation and Profile Selection 

If you are not redirected automatically, please click on the “Continue” button to proceed further. 
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It will Redirect you to APAAR-Based Profile Verification and Manual Edit for further Application form 
filling process. 
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APAAR-Based Profile Verification and Manual Edit 
​
Imp Instructions: Confirmation of Personal Information​
​
After that, the candidate will be redirected to the Confirmation Page on the Admission Portal, where the following 
two options will appear: 

1.​ Personal Information Matches with APAAR ID​
Select this checkbox if all the personal details displayed match correctly with the APAAR ID 
information. 

2.​ Mismatch in Personal Information​
Select this checkbox if there is any mismatch in the personal information and you want to edit the details 
manually. 

Choose the appropriate option to proceed further with profile completion. 

Option 1: Personal Information Matches with APAAR ID 

If you select the APAAR-based option, your personal details will be directly fetched from your APAAR  
ID. 
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Step 1: Confirm Applicant Personal Information  

The applicant data directly fetched from the APAAR ID  

 

Step 2: Candidate Personal Details  

  

Steps for Applicant Profile Completion, Other details, Family details, Address, Document Upload 
and fee Payment will be the same [Step 1, C to Step 3, B] 
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Option 2: Manual Edit of Personal Information 

If there is any mismatch in the personal information and you want to edit the details manually, click on 
the “Mismatch in Personal Information” checkbox and proceed further.​
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Option 2: Steps: How to Complete Personal Details, Document Upload 
and Payment Activities 

Step 1: Applicant Personal Information Process 

a.​ Edit Personal Information 

After selecting the “Manual Personal Information Edit” option, you can edit the personal 
details as required and click on Save & Continue Button. 

​
 

b.​ Candidate Profile Completion Form 
●​ A complete Candidate Profile Completion Form will appear on the screen. 
●​ In the first section of the form, you can view your APAAR ID along with the other personal 

details entered or edited by the applicant. 
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c.​ Applicant Personal Details 

The Applicants need to fill in the required Personal Details carefully in the given form. 
 

 
 

d.​ Applicant Other Information 

In Section 3, fill in the required Other Information such as Fee Waiver, Quota details, and other 
applicable information in the given form. 
 

 
e.​ Family Details 

In Section 3, fill in the required Family Details carefully in the given form. 
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f.​ Address Details​
 

●​ Applicants need to fill in the Correspondence Address (current address where you are 
presently living, if different from your permanent residence). 

●​ If you are living at your permanent residence, you may enter the same address in both fields 

 
g.​ Recheck , Save and Next 

After completing all the details, carefully recheck the information entered in the form. Once 
verified, click on the “Save & Next” button to save the details and proceed ahead. 
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h.​ Personal Details Completion and Preview 

After that, a Personal Details Completion pop-up will appear on the screen with the option to 
“View Form.” 

 
i.​ Re Update or Proceed to Next 

●​ Here, the applicant can recheck and update the details if there are any discrepancies. 
●​ If all the information is correct, click on the “Proceed and Next” button to continue 

further. 
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Step 2: Applicant Document Upload Process 

a.​ Required Document Upload 
●​ After clicking “Proceed to Next,” the Document Upload page will appear. Carefully read 

all instructions and then start uploading the required documents. 
●​ After uploading all the required documents, click on the “Preview” button to proceed 

further. 

 
 

Step 3: Application Final Preview 

a.​ Application Final Preview 

A Final Application Preview page will appear. Go through each field carefully and review all the 
details twice before proceeding further. 
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b.​ Declaration and Consent 
●​ Applicants need to click on the consent checkbox, read the Consent and Declaration 

carefully. 
●​ Click on Confirm Details and Pay Registration Fee 
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Step 3: Payment Process and Application Completion Process 

Important Instruction – Payment Process 
●​ While making the payment, please remain patient and do not rush any step. The 

process may take some time, so wait until the transaction is fully completed. 
●​ Do not repeatedly click the back button or refresh the page, as this may interrupt the 

payment process or cause the transaction to fail or get stuck. 
●​ Final Declaration and Payment Gateway Selection 
●​ Verify your filled details by checking the boxes provided. 
●​ Also, two payment gateways will be available. The candidate can select any one of 

the gateways to proceed with the payment. 
 

Option a. Payment Method Selection [Any] 
●​ A payment method selection page will appear.  
●​ The candidate can choose any available option and complete the payment process. 

 
​

​  
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Option b.Payment Method Selection [UPI] 
If the applicants pay via a UPI app, then scroll down using the side scrollbar and click on the UPI 
payment method. 

 
 

●​ After selecting the UPI Payment method, a QR code will appear. You can complete the payment 
by scanning the QR code. 

●​ Once the payment is successful, you will be redirected to your dashboard.  
●​ From there, the applicant can proceed further with the Programme Application filling. 
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Payment Confirmation Page 

 

Step 4: Applicant Dashboard 

In the dashboard, the applicant can apply for a programme, track the application status, change the 
password, check the payment status, and also download or print the application slip. 
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How to Apply in a Programme and Complete the 
Application 
 
Step 1: Programme Application Page 
Click on the Apply now to start the programme selection process 

 
 

Step 2: Programme Selection and Undertaking content Confirmation  
●​ Select the programme from the drop-down menu and provide your consent by clicking on the 

checkbox. Then, click on the “Proceed to Next” button to continue. 
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Step 3: Counselling Priority Selection 

 

Step 4: Confirm Priority Entrance Details 

Check the declaration checkbox, enter the JEE Application Number, and click on the “Fetch Data” button. 
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Step 5: Consent Confirmation Preview Page 

 
 
Step 6: Consent Confirmation Preview Page 

Once the data is fetched successfully, a declaration check box will appear once you checked the box then 
click on the save button and then Verify to proceed button 

 
 

Step 7: Personal details preview page 

After that applicant’s pre filled eligibility details will be displayed just to preview but in case you want to 
update you can click on the update button other wise click on the proceed to next  button 
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Step 8: Fill Academic Details 
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Step 9: Academic Details Preview and Eligibility Matrix 
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Step 10: Final Preview and Form Declaration 
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Step 11: Verification Page & Submit  
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Step 12: Print Application Form 
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Applicant "Help Center"  
 
Step 1: Help Center Option 
On the main dashboard, a “Help Center” option is available on the left-hand side. Applicants can use 
it to raise queries or in case of any assistance required. 

 
 
Step 2: Once click on Help Center 

●​ It contains basic FAQs for quick reference, Need help button. 
●​ On the right-hand side, a “Need Help” button is also available for raising queries or seeking 

assistance. 
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Step 3: Raise Query 
Click on Raise a Query / Submit Feedback​
 

 
 
Step 4: How Raise a Query and Save  

Raise your queries by selecting the Query Type from the dropdown, entering the Query Details, 
uploading a document (if required), and then clicking the Save button to submit the query. 
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Step 5: Query Submission and Ticket Status  
 
A ticket will be generated for your submitted query. You can also track the status of your ticket 
through the Help Center. 
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How to Check Payment Status and Print Slip 
 

1.​ Click on "My Payments" in the left side menu 
a.​ All transactions/Payments status will appear in the window​

 

 
 

2.​ Click on "Print profile Slip" if you want to download the payment sleep 
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