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 INSTRUCTIONS FOR CENTRE IN-CHARGE 

This document provides step-by-step instructions for Centre In-Charges to bulk enrol students 
for the IAPT NSE 2026–27 examination, verify imported student data, generate challans, and 
complete the payment process. 

STEP 1: ACCESSING CENTRE LOGIN  

• Visit the IAPT NSE 2026–27 examination portal. On the homepage, locate the EXAM 
CENTRE (For Centre In-Charge) section. Click LOGIN. You will be redirected to the 
Centre Login page. 

 
• Enter your Centre’s USERNAME & PASSWORD & Click on LOGIN. You will be directed to 

Centre Account page. 
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STEP 2: DOWNLOAD THE CSV TEMPLATE 

• Once you have logged in, click on BULK STUDENT IMPORT, you will see an option to 
Download CSV Template, click on that to download the template to your computer. 

 

• Open the downloaded CSV Template and start entering required details of the students 
who are to be enrolled for the examination. Ensure that all details are entered correctly as 
per the prescribed format. Save the completed CSV file on your computer. 
 

Note: A Sample Template may be provided in the downloaded CSV file as the above image for 
REFERENCE ONLY. Do not upload the sample data. After entering the actual student details (like 
the below image), save the completed CSV file and keep it ready for import. 
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STEP 3: IMPORT THE CSV FILE 

• Return to your Centre login and Bulk Student Import page. Click on DRAG AND DROP 
YOUR CSV FILE HERE and select the completed CSV file that is ready for IMPORT from 
your computer & click on OPEN to begin the import process. 

 

 

STEP 4: REVIEW AND VALIDATE STUDENT DATA 

After the file is uploaded, the system will display a Preview Screen. The preview screen will 
display the imported student details after system validation. 

• Review Validation Errors Any field containing an error will be highlighted in RED. 

Possible validation errors may include: 

o Duplicate mobile number 

o Duplicate email address 

o Incorrect or invalid Date of Birth as per eligibility criteria 

o Standard/Class eligibility issue 

o Subject enrolment eligibility issue 

o Other mandatory-field or data-format errors 
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• CORRECT ERRORS 
o Click on the highlighted error field. 
o Review the validation message. 
o Enter the correct student information. 
o Correct the subject selected for enrolment, wherever applicable. 
o If a student does not meet the examination eligibility criteria, you may DELETE that 

student's record from the import list.  
• Important: All validation errors must be corrected before the student data can be 

successfully imported.  
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STEP 5: SAVE AND IMPORT VERIFIED STUDENTS 

After correcting all errors: 

• Review the complete student list once again. 
• Ensure that all student details are accurate. 
• Click SAVE & IMPORT VERIFIED STUDENTS. 

 

 

The system will process and save verified student records. 
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STEP 6: VERIFY SUCCESSFUL IMPORT 

Once the import is successfully completed, you will be redirected to the import completion page. 

Review the imported records and confirm that the student data has been successfully imported. 

Import Another File 

If you have additional students to enrol: 

• Click IMPORT ANOTHER BLOCK. 

• Upload the next CSV file. 

• Follow the same validation and import process. 

 

View Import History 

You can view the audit trail of previously imported files at any time. 

1. Click VIEW IMPORT HISTORY. 

2. Review the details of previous imports and their status. 
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STEP 7: VIEW ENROLMENT DETAILS 
To view the overall list of students enrolled from your Centre: 

• Go to the ENROLMENT PROCESS tab. 

• The system will display the enrolled student details. 

• You can view the overall number of students enrolled from your Centre. 

• You can also check the Payment Status and Enrolment Status of the students. 

 

Check the Following Before Generating the Challan 

• Total number of students enrolled 

• Student details 

• Subject selected 

• Enrolment status 

• Payment status 

STEP 8: GENERATE CHALLAN 

After completing the student enrolment: 

• Click the GENERATE CHALLAN tab. 

• Review the Preview Challan Candidate Details. 
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• Verify the details carefully. 

• Click GENERATE to generate the challan. 
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STEP 9: PROCEED TO PAYMENT 

After generating the challan: 

• Go to the relevant challan in the list. 

• Click PAY under the Actions column. 

• Review the challan and payment details. 

• Read the declaration carefully. 

• Tick the Declaration checkbox to confirm your acceptance. 

• Click PROCEED TO PAY. 
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STEP 10: COMPLETE PAYMENT 

• Select your preferred Payment Mode from the available options. 

• Follow the instructions displayed on the payment gateway. 

• Complete the payment. 

After successful payment, a confirmation SMS and Email will be sent to the registered contact 
details. 
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