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Operatlonal Procedures

s Registration process
% Log In procedures
# Course completion
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R;egistrétio'n p'roc'ess'

# Request recelved from Branch In charge

* Name(as required In the certificate) and
E-mail id are required for Registration

* As per IRDA guidelines, Sponsorship
| letter in hard copy with details and

photograph and signature of candidate
IS required.




Sample sponsorship letter

Company’s Manual
Sample Sponsorship Letter

Bajaj Allianz Life Insurance Company Limited

(Sponsorship letter sent to C&K Management Ltd, BAJAJ | Allianz @

Chennai)
Branch Address/ Satellite Branch:

Registration Request sent On: Signature of Branch Mgr / Training Head:

Email |d of Branch Mgr! Training Head:

20100

Sno | Hre Name Address Date Of Email Id Photograph &

Birth Signature

(Signature)

(Signature)

(Signature)

(Signature)




Reglstratlon process

% Request processed and UID&PWD sent
back to Branch Incharge by Course
Coordinator

# Any queries regarding registration Is
handled by Course Coordinator

» Call : 044 28111896/97,42697052
28115144, 28115154, 28115164




Reports

The Course Activity reports are sent to the
branch heads or the branch designate

We will see the screen shots of the above
reports in the slides that follow

»* Course activity report
= Certificate Issue report




Course activity report : This report talks
about the entire history of the user

72} ¥iew Reports Page - Microsoft Internet Explorer =] =]
Company : ICICIPruRenTwentyFive il
Course : ICICIPru_IguruRenewalvl 25 _z2Shrs
Batch : ALl
hiow 321 Print =
_ - s A Course Cour:
_ Date OF Registration Application _ Duration
SLMo. Branch Name Satellite Branch Branch Code Registration End Date Humber Name Login Name State (HH:MM:SS) Start  Comj
Date Date
. . . . T a6 roy 09 b
1 MNew Delh MNewy Delhi WT 1C] 05 Mowv 2008 12 Moy 2008 00118224 Dinesh kumar goel icpdelt Hew Delhi 25:00:00 soog  =2o0s
i nn- 06 Moy 09 M
2 Mew Delh Meww Dl T 1] 05 Mov 2002 12 Mov 2002 001152819 Dinesh kumar tanwar icpdel2 Mew Delhi 25:00:00 2008 2008
3 Chennai Guindy 121 05 poy 2008 12 Mov 2008 119939 Janaki T = icpchnt Mew Delhi 25:00:00 ggnr\éov ggnr:;
. ) . . . 06 Mov 09 ML
=3 Delhi I&IC] Mew Delhi T 1] 05 Mov 20028 12 Mov 20028 00101044 mMeeta Sardana icpdel3 Few Delhi 25:00:00 2008 20na
. . o q . T 06 Moy 09 M
=1 Delhi 1C:HC] Mew Drelhi T 1] 05 Mov 2008 12 Mov 2008 00021870 Bimal Prasad Bahuguna icpdeld Mew Delhi 25:00:00 Zoog 2008
. " . . . . T a7 rov 10 M
=] Drelhi 1C:C] Pushp “ihar 1] 06 Mo 2008 13 Mov 2008 00019619 Rawvi Tuteja icpdella Tamil Madu 25:00:00 o008 008
i i e 07 Mow 10 R
7 Delhi 1CC] model Town 1] 06 Mov 2002 132 Mow 2008 00113596  Praful Kurmar Mishra icpdel13 Tarmil Madu 25:00:00 2008 z008
. . 1 . i a7 Mo 10 M
=] Drelhi 1IC] model Town 1] 06 Moy 20028 13 Mowy 2008 00112565 Sujata Goel icpdelzo Tarmil Madu 25:00:00 2008 2008
) ) . . . . . 06 Mov 09 ML
a Zoimbatore Coimbatore 1] 06 Kov 2008 12 Moy 2008 115212 Mohanajayanthi icpcmbi Tamil Hadu 290000 2008 2008
Waest Delhi . . . . 5 T a7 Moy 10 M
10 1G] Fitarmpura 11 06 Ko 2008 13 BMov 2008 1744 wishal Dixit kumar icpdelZi Tarmil Madu 2a:00:00 2008 2008
AE | S S HES Pitampura IS 06 Mov 2008 13 Mov 2008 10026483 Munesh kumar Bhardwaj  icpdel?2 Tarmil Madu 25:00:pp  OF Mov 10T
1zl 2008 2008
. - . P a7 Mo 10 M
iz Trichy Trichy 1] 06 Mov 2002 132 Moy 2002 00114126 aAbdul khalig icptril Tarmil Madu 25:00:00 2008 2008
. . " q 1 . i a7 Mo 10 M
13 Janakpuri Rajouri Garden 11 06 Moy 2008 13 Moy 2008 22577 Rahul Shawri icpdelz3 Tarmil Madu 25:00:00 2008 2008
west Delhi 07 Mov 10 M
14 Pitarmpura Pitarmpura 11 06 Mov 2008 13 Mov 2008 20012 Ashish Rohilla icpdel2s Tarmil Madu 25:00:00
cIc 2008 2008
. . . . T a7 Moy 10 M
15 Delhi 1C:HC] Delhi ITO 12 06 Mov 2008 13 Mov 2008 00019695 SUSHMA SUPTA icpdel26 Tamil Madu 25:00:00 2008 2008
1f- Delhi SIC] East Delhi I 07 Mowv 2008 13 Moyv 2008 00422427 ARIUM DEC icndfl24 Celhi 25:00:00 O e[
4
|:@ Done |‘ Inkternek

iastart”J m = I,"‘;] ”“ ] July 09 I EC:'I,WI...I Inbox...l @Repor...l @http:,l’...l [EJhome... I IRDA ...Il@view |<EIEQ@E3 '8 5 559 P




Certificate status report : This report talks
about all ,issued and not-issued certificates
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Roll No

This Is a sample certificate




Certificate Issue

When the student completes the course, we
will send the course completion
certificate to the Branch head by hard

COopy



