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Steps of HOI
•Head of institution(HOI) by User Type,User name, Password and Security Code.

•After successful login, Dashboard will appear. Here he/she will get several options under the  
menu. Like: -

• Create DEO/Data Provider: From this menu HOI can create a Data Entry Operator  
(DEO)/Data Provider(DP) profile. Also HOI can edit Data Entry Operator (DEO)/Data  
Provider(DP) profiles and send username and password through SMS.

• Student Details: HOI will get several options under the Student Details menu. Like

• Student details not verified list: From this menu HOI can view not-verified student  
list. HOI can approve or reject students from here. Rejected students will be returned  
to Data Entry Operator (DEO)/Data Provider(DP).

• Verified student list: HOI can view verified student lists from this menu and also can  
unlock this student's profile. Unlocked students can view from Data Entry Operator  
(DEO)/Data Provider(DP) login.

• Delete verified student data: from this menu HOI can delete verified students data  
requested by Data Entry Operator (DEO)/Data Provider(DP).

• New student data not verified list: HOI can view not-verified students data from this
menu.



Step 1: Open the URL https://banglaruchchashiksha.wb.gov.in/demostudentdata/ in any browser.  
Login form will be appeared.
Now Head of institution(HOI) can login by Selecting User Type , User name, Password and
Security Code in the Login form. Then click on the Login button.

Insert User ID

Insert Password

Insert Captcha

Click on Login

Select User Type



DEO CREATION



DEO CREATION

Step 2: After successful login, Dashboard will appear.

Click to go to the age
of Loan Sanctioned  

List

Click to go  
to the  

page of  
create  

DEO user



DEO CREATION

Step 3: -> After clicking “Create DEO” Appear belowscreen

For Create  
DEO User



DEO CREATION

Step 3.1: -> After clicking “create user” Appear belowscreen

Enter all  
The  

details  
then click  

submit



DEO CREATION

Step 3.2: ->After clicking “submit”Appear belowscreen(show allDEO User)

any changes
after creating DEO User

Click here to Password
send given mobile  

number



Update DEO user

Step 3.3: -> After clicking “Edit” Appear below screen

Update  
your  

details  
then  

submit



SHOW STUDENT DETAILS(Not Verified List)



STUDENT DETAILS(Not Verified List)

Step 4: -> Now select“ StudentDataNot VerifiedList” sub menu under
“Student  Details”menu



STUDENT DETAILS(Not Verified List)

Step 4.1: ->After clicking “ StudentDataNot VerifiedList”Appearbelow screen



STUDENT DETAILS(Not Verified List)

Step 4.2: -> after select “Course Programme Admission Academic Year “ appear below
screen

Fill all fields  
Then click  

search.
After clicking
Show records

View student  
profile

Click check box to  
Select record for  

verification

Click here to  
return DEO

Click here to  
submit verified  

records

Select course Lavel Select programme name Select admission academic
year



STUDENT DETAILS(Not Verified List)

Step 4.3: -> After click “View Profile “ appear below screen



STUDENT DETAILS(Not Verified List)

Step 4.4: -> After clicking “ Back to DEO” Appear belowscreen

Enter Reason

Click here to return  
to DEO/DP



STUDENT DETAILS(Not Verified List)

Step 4.5: -> After clicking “ submit” Appear below screen

Click here to confirm

Student Details
Confirmation Box



SHOW STUDENT DETAILS(Verified StudentList)



STUDENT DETAILS(Verified StudentList)

Step 5: -> Now select“VerifiedStudentList” sub menu under “StudentDetails”menu



STUDENT DETAILS(Verified Student List)

Step 5.1: -> After clicking “Verified Student List” Appear belowscreen



STUDENT DETAILS(Verified Student List)

Step 5.2: -> after select “Course Programme Admission Academic Year ” appear below
screen

Select all fields  
Then click  

search.
After clicking  
appearbelow  

screen

Show student  
profile

Permission for  
Edit details  
(for DEO )

Select course Lavel Select programme name Select academic year



STUDENT DETAILS(Verified Student List)

Step 5.3: -> After click “View Profile “ appear below screen



STUDENT DETAILS(Verified Student List)

Step 5.4: -> After click “Unlock “ appear below screen

Click here to  
Unlock

Unlock student  
details  

Confirmation  
Box



DELETE STUDENT (Verified StudentData)



DELETE STUDENT (Verified StudentData)

Step 6: -> Now select “Delete Verified Student Data” sub menuunder “Student
Details”menu



DELETE STUDENT (Verified Student Data)

Step 6.1: -> after select “Delete Verified Student Data” sub menu under “Student  
Details” menu “ appear below screen

Click here to
delete



DELETE STUDENT (Verified Student Data)

Step 6.2: -> After click “Delete “ appear below screen

Click here to  
delete

Delete  
Confirmation Box



NEW STUDENT DATA VERIFICATION



NEW STUDENT DATA VERIFICATION

Step 7: -> Now select “NewStudentDataNot VerifiedList”sub menu under “Student
Details”menu



NEW STUDENT DATA VERIFICATION

Step 7.1: After click“NewStudentDataNot VerifiedList “appear below screen
“



NEW STUDENT DATA VERIFICATION

Step 7.2: -> after select “Course Programme Admission Academic Year ” appear below
screen

Select all fields  
Then click  

search.
After clicking  
appearbelow  

screen

View student
profile

if Student details not
correct click here to  

return DEO/DP

Select course Level Select programme name Select academic year



NEW STUDENT DATA VERIFICATION

Step 7.3: -> After click “View Profile “ appear below screen

Click here to
verify



NEW STUDENT DATA VERIFICATION

Step 7.4: -> After clicking “ Back to DEO” Appear belowscreen

Enter reason for  
returning recordto  

DEO/DP

Click here to return  
to DEO/DP



Thank You
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Step 1: Open the URL  https://banglaruchchashiksha.wb.gov.in/  in any browser. A Login form will be 
appeared. [Shown in Fig:01] 



Step 2: Now a concerned DEO(Institution Level) and DP(University Level) can login by User Type,
User name, Password and Security Code in the Login form. Then click on the Login button. 
[Shown in Fig:02 & Fig:03]

Select User Type
Give User ID

Give Password

Insert Captcha

Click on Login



Step 3: After successful login, Institution Dashboard will appear. [Shown in Fig:04]



Step 4: Here you will get several options 1)Add Student Details 2)Edit Student Details 3)Delete 
Student Details under Student Details. Now select Add Student Details sub menu under Student
Details menu to submit Student Details. [Shown in Fig:05]



Fill up Basic Details under Student Details:



Fill up Family Details under Student Details:-



Fill up Present Address Details under Student Details:-



Fill up Permanent Address Details:



Fill up Scholarship Details:-



Step 5: Now Select Edit Student Details sub menu under Student Details menu to Update 
Student Details.Edit Student  Details by Student ID, Student Temporary ID, Course 
Programme.



Step 6: Now select Delete Student Details sub menu under Student Details menu to 
delete Student Details. Delete Student  Details by Course Level, Programme Name, 
Admission Academic Year .



Step 7: Send Delete request to HOI by Selecting a Student ID.



Step 8: Verified & Unverified Data can be downloaded by Excel and pdf


