HOW TO APPLY (STEPS TO FOLLOW IN ORDER)

Before applying online, the applicants are requested to ensure thorough reading of the following :
a) Employment Notification 01/2024
b) Form Fillup Guidelines

A scanned copy of applicant’s colour photograph and scanned copy of signature should remain
readily available. Further, valid scanned documents in support of Caste Certificate/EC
Certificate/Ex- Servicemen Certificate/PWD Certificate/EWS Certificate/ Meritorious
Sportsperson Certificate, Proof of Age, Essential Qualification Certificate, as applicable for

individual applicants must be kept ready. The type of image and file size details are mentioned
in the above instructions.

1) After ensurlng above; please click on the “New Appllcants Click here to apply” section
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2) Select the l agree button and click on the “l accept the terms and conditions button” if you
agree the same. Non acceptance will terminate your application.
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s are designed based on the N Candidates are advised to read the notification no 01/2024 carefully and
wm ine’ page on the main page. ugh online form does not imply that the candidate has fullfilied allthe
rules. The application 5 subject to subsequent scrutiny and It can be rejected If found to be not fulifiling the eligibility criteria

3) After clicking on the above “I accept the terms and conditions button”, a new page
appears containing the application form.

e Select the post.
e Then select the domicile i.e. whether your domicile is West Bengal or other states

e Now select your category. Domiciles of other states are considered UR only and no
reservation benefit is available.
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e Now select any sub-category if applicable.

e Now fill up applicant’s name, name of father or Mother or Husband as applicable

e Now enter date of birth.

e Ageason01.01.2024 is calculated by the system itself.

e Then enter sex, religion. Nationality will be INDIAN.

e Then enter Permanent Address. If present address is same as Permanent Address, click on
“Same as above” option.

e Now enter phone number and /or Mobile No. entering a valid mobile number is compulsory.

e Now enter educational qualification as applicable with details

e Knowledge of Computer Operation/Typing, Ordinary Type writing are compulsory for certain
posts, kindly check the essential requirements for the various posts.

e Those who are current Government servants; they need to ensure that they have obtained
“No Objection” certificate from their concerned appointment authority. This document is
required at later stage. Kindly ensure availability of the same.

e If you have any other qualification, please mention the same.

o Now enter a 8 digit numeric password which is essential for log-in as a registered candidate.

o Please keep this password at a safe place.

e Now enter the capcha data as asked for and select the “I, hereby declare.............. ” section and
click on the “l accept the Terms & Condition” button.

marked fields are mandatory.

Post Applied For * [Group D (Peon) 2
Domicile * Category * [SC v
Persons with Disability *
Full Name * [AKASH DAS |
Name of the [Father_~| + [ARUN DAS ]
Date of Birth * January  v|[1995 ~
Age as on 01.01.2024 28 Years 11 Month 17 Days
Sex= MALE ~
Nationality * [INDIAN
Religion * HINDUISM v
Permanent Address for Correspondence * Present Address* : Same as Permanent Address
Address Line 1 [123 DURGA CHARAN DOCTOR ROAD | Address Line 1 123 DURGA CHARAN DOCTOR ROAD
District [KOLKATA | District : KOLKATA
Post Office [ENTALLY | Post Office ENTALLY
State ‘Weil Bengal v State : est Benga v
Pincode Pincode : 700015
Mobile No. (91+) * Mobile No. (91+) 1234567890
Email Address [adas1023@gmail.com
Pincode [700015 | Pincode : 700015
Mobile No. (91+) *  [12345678%0 | Mobile No. (91) 1234567890
Email Address adas1023@gmail.com |
Educational Qualification * [CLassviiPAass ]
Examination Passed ‘ Got. recognized Percentage
Institution / Board / University of marks / Grade (GPA) (Upto 2 decimal)
[ ctass vim [ ABCD HIGH SCHOOL 67 ]
Arftl; ou a Govt. Servant and have obtained "no objection” certificate from your Appointing Authority in No ~
writing? *
Olher-quahﬁcarion. if any* NO

Password for candidate* (Should be eight digit number only)

Re-enter Password*

Prove you're not a robot *
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Type the text in the box.
\ cH

Declaration

e best of knowledge and belief. In the event of any information being found false, my candidature is liable to be
ofc from my Appointing Authority in writing.

21, hereby declare that, (a) all statements made in this application are true, complete and cNgre
cancelled. (b) { only for candidates, service under Government] I have obtained "no objection™ cg

Q 1 Accept the Terms & Condition




A new Pop-Up window will appear which will contain all data as what you have entered for
verification on your part. If you want to modify any entered data, click on Modify Details Button. If
all data as what you have entered is correct, click on the proceed Button. Once you have clicked on
proceed button, no further modification of data will be allowed.

A page will appear which will contain an allocated Application No (8 digit) for your application.
Store this number properly as this number is essential for you throughout this recruitment
process. In future whenever you have to log in as registered candidate you need to enter this

Kindly check the details before proceeding further. Is the information correct?
Press Yes to Proceed or No to Modify Details

application no and paSS\ANord(which you had entered earlier)



Employment Notification No. - 1/2024
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Welcome Mr. AKASH DAS !

Application No : 20000007

Date of Birth : 15/01/1995

Post Selected : Group D (Peon)
Category : SC

Apply Online » Upload Photo and Sian » Upload Documents » Online Application Fees Pavment » Filled-in Form

Now click on “Upload Photo and Signature" link as per shown arrow and upload your photograph
and signature.

pload Photo and Signatur Upload your Scanned Documents || |. Application Fees Paymen

UPLOAD YOUR SCANNED COPY IN .JPG FORMAT OF
RECENT COLOUR PASSPORT SIZED PHOTOGRAPH SIZE 30 KB TO 50 KB
AND
SIGNATURE (MAX SIZE 20 KB)

REUPLOADING WILL ERASE PREVIOUS FILE

Select §agaadehotglpload Choose File LIGRiIEY LER FileName:
to server: ContentLength:
i Upload! bytes

Selectf Choose File IGRIERTE] FileName:
uploag ContentLength: rrveledi e e recnbiere
P Upload! bites

Now click on Go Back button and then on “Upload your scanned documents” button and
upload your scanned documents as applicable.
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Scan your document and upload.
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Now click on “Application Fees Payment ” link .
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Welcome Mr. AKASH DAS.
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Read the instructions carefully and accept it by clicking on the button.
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Please ensure that you read the below part before cicking on | Agree,

This part relates to payment of application fees to be paid through online payment portal of State Bank of India. Upon completion of the
aforesaid stages, the applicant will have 1o click on 'Make Payment’ option & will be automatically taken into the online payment portal for
payment. The applicant will have to make payment as per options mentioned in the recruitment notfication. Bank charges as fixed by the
8ank will be levied upon in addition to the application fees as specified earlier. On successful payment of application fees, the Bank will
provide a receipt which will have to be noted down carefully by the Applicant for future reference.

Usually, Bank provides the status of successful receipt of the payment within 72 hours of the transaction Le. If fees s paid on 2nd June
2024, bank will update its status to us within 6th June 2024. Candidates are advised to log-in (with their application number and
password) after 72 hours of their payment and download filled ~in-form (which will be generated as soon as Bank provides us the
successful payment status) and thereby the process for Registration gets completed. In-case the Bank does not receive the payment within
72 hours of transaction, the corresponding payment transaction will be treated as incomplere. In such a scenario, it Is advised to initiate
fresh payment of Application Fee by logging in to the portal.

| Agree.

1 Accept the Terms & Condition

B howtospplypet ~ Showal | X

Then you will be redirected to SBI website for payment . Select Post and Category as applicable to you
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Fill up the data of yours. The data should be exactly same to what you have filled earlier and
obtained Application No. Any deviation in entering data will treat you as INELIGIBLE
APPLICANT

After entering all the data, click on the “Next” button.
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If all the data entered by you appears to be correct, click on the “Next” button, else click on the “Back”
button.

After clicking on the “Next” button, a screen will appear containing various payment options. Select
your mode of payment and pay accordingly. After payment, bank will issue a transaction receipt .
Kindly preserve this receipt for future requirement/reference.

After we receive payment confirmation from bank, log in(in Registered Applicant’s Log-in Section)
with your application no and password (please login after 72 hrs of making payment) and click on
“Download your filled in application form” and download your Filled In Application Form. Take a

printout of the Filled In Application Form and preserve it as a reference.

NB: All data used above are fictional and for sample purpose only.



