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Operational Procedures

Registration process
Log in procedures
Course completion



Registration process

Request received 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



Registration 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



Certificate status report : This report talks 
about all ,issued and not-issued certificates



This is a sample certificate
Roll No



Certificate Issue

When the student completes the course, we 
will send the course completion 

certificate to the Branch head by hard 
copy


