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Dear Applicant,

GREETINGS from Sreenarayanaguru Open University (SGOU)! We appreciate
your decision to pursue higher studies at our university.

At SGOU, we process all the admission-related application processes digitally
through the admission management portal online. This enables the applicants
a hassle-free application, admission, and onboarding process.

The following pages of the user manual cover the information required to
effectively use this online single-window admission system. Apply for
programmes after thoroughly understanding the guidelines given in this
document.

The sensitive information you receive in this system, such as OTP, Username,
and Password, should be kept confidential, and sharing this information with
others may lead to misuse of your information and loss of your benefit
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Steps involved in Online Application Submission for Various
Programme offered by SGOU

● New User Registration

● Applicant Login

● Applicant Profile Completion

(The above three steps are explained in the user manual attached to
the registration page.)
● Apply for Programme

● Add Qualification Details

● Upload Supporting Documents

● Learning Support Centre Selection

● Counselling Slot selection

● Fee Payment

● Application Status

● Application Edit
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Following guidelines explain how the candidate can apply for the
progrmmes after logging into the admission portal.

Candidates need to refer to the admission prospectus for any
further rules and guidelines related.

STEP III Apply for a Programme
(Once the applicant completes the profile information, he/she can apply for
various programmes available in their dashboard. Applicants can view
different programmes in their login. He/she can view the undergraduate
programme under the tab UG programme and post graduate programme
under the tab PG programme.)

1. Click on the ‘UG/PG Programme’ to view the details.
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2. Click on the name of the desired programme to view the details. The
Programme details page will have four tabs to view the overview,
outcome, curriculum, and fees.
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3. Click on the ‘outcome’ button to view the details of the programme
outcome.

Designed & Developed by                                                                 Kerala University of Digital Sciences Innovation and Technology (DUK)



Issue No. / Date: 01/12.10.2022

USER’S MANUAL FOR APPLICANT
KUDSIT/SNGOU/USRML/ADMP/01Revn. No.1.1 / Date:04/11/2022

4. Click on the ‘Curriculum’ button to view the details of the programme
curriculum

5. Click on the ‘Fees’ button to view the details of the programme fees
details. (Note: Refer to the prospectus for any clarifications regarding)
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Click on the “APPLY NOW” button to submit an application for
the selected course.
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STEP IV. Add Qualification
(On this page the candidate can add the essential qualification required to
apply for the selected programme and have provision to upload the certificate
of essential qualification against each added qualification.)

1. The system will redirect to the qualification page (tab2) where the
applicant can add the required qualification.

Tab 1 - The profile completion page will be shown the status as
“completed” by fetching the information from the profile
information page.
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2. Read the instructions given on the page.
Click on the add new button to enter qualification details.
Include the mark sheet in the respective PDF document.

Note: For admission to the PG programme the candidate must
add the following qualifications

1. 10Th level
2. Plus 2/ Pre Degree/HSE/Equivalent Level
3. Degree/ Equivalent Level

if all the candidates have not added the above three
qualifications and its attachment then the student will not able
to move to the next tab.

Note: For admission to the UG programme add the following
qualifications

4. 10Th level
5. Plus 2/ Pre Degree/HSE/Equivalent Level

if all the candidates have not added the above two qualifications
and its attachment then the student will not able to move to the
next tab.
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3. Click on the “add new” button to enter qualification details.
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4. Enter all the required information and click on the ‘SAVE
QUALIFICATION’ button available at the bottom of the page
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5. Added Qualification will be displayed at the bottom of the
page.
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6. Once the qualification is added, the applicant can upload the
supporting documents using the upload button available on the
right side.
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7. Click on the ‘upload’ button and choose the file.
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8. Then click the ‘upload’ button and the status of the upload
will be displayed on the right side.

➔ Edit button can be used to change the data once entered.
➔ Re-upload button can be used to change the document once

uploaded
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Proceed to the next tab.

STEP V. Upload Supporting Documents
(On this page the candidate can upload a passport-size photograph and a
scanned copy of their signature. Other admission-related documents such as
identification documents, transfer certificates, caste certificates, and NCL
certificate.)

1. This tab will have the provision to upload
● Photo & Signature
● Supporting documents.

The supporting documents include
1. Identification Related (six documents are listed as ID type

select one ID type and enter its details)
2. Transfer certificate (mandatory for candidates below 45

years)
3. Caste/Income/NCL Certificate (only those candidates who

are eligible for fee concession)
The document upload page will have provision for uploading
the photo and signature of the candidate.
2. Photo & Signature Uploading: Click on the ‘Choose file’ for file
uploading.
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3. Select photo (JPG/PNG/JPEG format) from the folder.

4. Photo and Signature upload page will have an image cropper
tool for editing the photo as per the requirements.
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● Select the photo and zoom In/Out to fit with the page.
● If the frame is good then click on the “CROP PHOTO INSIDE

SQUARE” button.
● Selected photos of the applicant will be previewed on the right

side.
● Then click on the “Upload” button.
● Photo upload “Status” will be displayed on the page.
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5. Using the signature ‘upload’ link the candidate can upload the
signature in the same procedure mentioned above.

Note : Re-uploading the button can be used to change the photo and signature
once uploaded.  This facility is only available before application fee payment.

Designed & Developed by                                                                 Kerala University of Digital Sciences Innovation and Technology (DUK)



Issue No. / Date: 01/12.10.2022

USER’S MANUAL FOR APPLICANT
KUDSIT/SNGOU/USRML/ADMP/01Revn. No.1.1 / Date:04/11/2022

6. Upload Other Supporting Documents

Documents that need to be uploaded will be listed by the
system.

● Select an Identification document type.
● Enter ID proof number.
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● Click on the “UPLOAD ID RELATED DOCUMENT’ button.
● Status of the upload will be displayed on the screen.
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If all the documents such as photo, signature, identification
document, and other required documents are uploaded then
the applicants can proceed to the next tab.
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STEP VI. Learner Support Centre Selection
(The Learners Support Centre is the place where all the academic activities
and counseling take place and the applicant can select a learning support
center (LSC) for the particular programme based on his convenience.)

Note: Once the applicant selects the LSC, it cannot change
during the admission process.
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● Applicant can use the keyword search facility to find a
particular learner support center.
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● Select learner support center
● A confirmation message will be displayed on the screen.
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● Click on the “confirm” button to submit the data.
● Selected Learner Support Centre will be displayed on the

page.
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STEP VII. Counseling Slot Selection
(Counseling slot is selected for conducting physical verification of the
admission application and supporting documents. The candidate should reach
the counseling center (Regional Centre) on the date selected by them for
completing the physical verification process.)

Based on the Learners Support Centre selected, the applicants
are directed to the counseling slot selection page. (Concerned
Regional Centre) for picking a slot for counseling and physical
verification of the document.

● Select a “date”
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● A “confirmation message” will be displayed on the screen.
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● Confirmation message will be displayed on the screen about the

submission of the application.

● Applicants can preview the final applications before payment.
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STEP VIII. Fee Payment
(On this page the applicant can pay the semester fee for the first semester. The

application will be only considered for admission after the candidate completes

the fee payment. The first payment includes the admission fee and first-semester

fee)
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Click on the ‘proceed to pay’ button

next page will be shown the fee details and category of the applicant.
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NOTE (VERY IMPORTANT): Candidate should ensure their category
before payment. if the candidate belongs to any reservation category
then they are eligible for fee concession and the system will show the
adjusted amount. Such a candidate should produce all required
documents during the physical verification. If they are failed to produce
such a document they shall liable to pay the full amount. it will also lead
to delays in application processing and admission.

Click on the proceed to pay button

System will redirect to the payment gateway where the candidate can
complete online payment using their credit/ debit card, UPI, or Net
banking
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STEP IX. Application status
(Once a candidate applies for a program successfully, he/she will get the status
and further instructions including fee payment through the student's
dashboard.)

here the user will have provision to edit the information in the
submitted in the application before the verification at regional
center.
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STEP X. Application edit

1. The candidate can edit their profile after application
submission (before verification)

Editable field

● Detailed Profile Information
● Qualification
● Supporting Document

Non-Ediatable field

● Learning Support Centre Information
● Counseling Slot

2. After verification edit option will not available to the
candidate. Any edit will be provided only after the request
is received from the candidate.
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Click on the edit button

Edit the Appropriate field
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Note: This user manual contains the essential information to
navigate through the online application forms only. This may
undergo further revisions from time to time.  For any further
clarifications please read the prospectus and contact the
admission office or student helpdesk.
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