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User Manual  
 
This manual guides Head of Institution (School) to access Kanyashree Prakalpa actions 
through their secured portlet. 
 
 
A.  LOGIN PROCESS 

 Step – 1 
 Use “Intra Kanyashree Login” to access your responsibilities. 
 

 

 
  
 
 
 
 
 
 

Click here to Login 
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 Step – 2 
 Login has been divided into various levels according to hierarchy. Data entry has to start 
from the “Institution Level” . 

  

 

 Step -3 
 Click on” Head of the Institution (HOI)” tab. 
 

 

 
  

Click here to login into 
Institution Level 

Click here for Login 
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Step – 4  
 For HOI, please login with the user login id of your school (DISE code). 
 

 

Dashboard 
 Dashboard will show you the applications status at glance.  

 

 
 

1. Enter unique User ID 

2. Enter password 

3. Enter same text as shown 
here 

4. Click here to LOGIN 

Dashboard 
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B. Process for Online Entry  

 Step – 1 
 Use “Online Entry for Kanyashree Scheme” tab to fill up application form. 
 

  

 Step – 2 
 Use “Upload Basic Details” link to fill up the basic details of applicant. 
 

 

  
 
 
 
 
 

Click here for Online Entry 

Click here to upload Basic Details 
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 Step -3 
At first select any “Type of Scheme” and click on the radio button. Form K1 is the “Annual” 
Scheme and Form K2 is the “One Time Grant”.  
CANDIDATE BASIC DETAILS should be submitted to “GENERATE CHILD ID”. Remember 
“* ” marked fields are mandatory and must be filled for successful submission. 
 

 
 
 
 

 

 

2. Click on this radio button 

3. Click here to select type of Institute 

Click on this calendar for date  

Click here  
4. Fill up these * marked fields 

5. Click here to 
Generate Child ID 

1. Enter the Sl. Number of the application 
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Step -4 
After generating the Unique Child ID the full detail form will appear. There are several parts of 
that part. The first part of this form is “Personal Details”. Remember  “* ” marked fields are 
mandatory and must be filled for successful submission. 
 

 

 
 
 
 
 
 
 
 
 
 

Fill up these * marked fields 

Click on the button to select  if 
the candidate physically 

challenged or not 

Enter the 
percentage in 

digit 
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Step -5 
 The next part of this form is “Contact Details”. Fill up both the Current Address and Permanent 
Address. If both the Current address and Permanent address are same then tick the “Same as Current 
Address” checkbox. The Permanent address will automatically appear as Current Address. 
 

 
 
 
 
 
 
 
 
 
 
 
 

  Enter the Post office 

Fill up these * marked fields 

Tick the field if Current & Permanent 
address are same 

1.Enter the District from dropdown 

2.Enter the Block after selecting District 

  Enter the 10digit mobile number 
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Step -6  
 The next part of this form is “Educational Institution Details”. The Institution Detail will appear 
automatically.  
 

 
 

 Step -7 
 The next part of this form is “Bank Details”. Select the Bank Name from the dropdown and fill-
up the respective fields. 
 

 
 

 

 

 

3.Enter the A/C Number 

The * marked fields 
are mandatory 

2.Enter the Branch name 

1.Select Bank from dropdown 

  4. Enter the IFSC Code 
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Step -8 
 The next part of this form is “Declaration”. Select the declaration date from the calendar. 
 

  
 

 

Step -9 
 After submitting the full entry form the next part is “Upload Attested Scanned Photograph” 
section. This part allows to Upload Candidates Scanned Photograph. Note that the photo must be in 
JPG/ JPEG format. 
 

  
 

 

 

 

Click on the calendar 
to enter the date 

Click to Submit the Form  

Click on the browse  
button and chose photo 

from your local disk 

Click on Submit to Preview 
and Crop the image 
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Step -10 
 This Create Thumbnail part allows cropping and saving the image. 
 

  
 

Step -11 
 The last and the final part of the form is Supporting Documents Enclosed part. The scanned 
document should be in JPG, JPEG format. Tick the checkbox to get the browse button. 

 

 
 
 
 
 

 

Click on SAVE THUMBNAIL to 
save the image. 

Drag on the image 
for cropping Preview 

Click on the Checkbox to 
upload declaration 
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Step -12 
 The last and the final part of the form is Supporting Documents Enclosed part. The scanned 
document should be in JPG, JPEG format. Tick the checkbox to get the browse button. 
 

  

 

 

 

 

 

 

 

 

 

Click on the browse  button 
and chose scanned 

declaration in JPG format 
from your local drive 

Click on Submit to upload the 
declaration 

Success Message 
after full Insertion 

Click here to return to the HOI dashboard 
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C. Process for Edit Existing Application 
 Step – 1 

 The Applicant Details can be edited further from Edit Applicant Details. 
 

  

 

Step – 2 
 The Applicant Details can be edited further from Edit Applicant Details. Click on the form icon 
to edit the full detail of the applicant. 
 
 
 

 
 

 

 

 

 

 

Click here to edit existing applicant details 

Shows the unique Applicant ID Shows the Applicant Name Shows the icon if data 
partially entered 

Click here to edit the 
full details entry 
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Step – 3 
 The Applicant full entry can be edited as per requirement. Note that some fields cannot be  
edited and those are mentioned below. Also “*” marked field cannot be left blank.  

 Personal Detail Edit:  Edit disabled for Marital Status. Other fields are editable. 

 

Contact Detail Edit:  All fields are editable. 
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Educational Institution Details Edit: Edit disabled for District. Other fields are editable. 

 

Bank Details Edit:  Edit disabled for all fields. 

 

Declaration Edit:  Edit enabled for all fields. 

 Click Update  button 



         Kanyashree Prakalpa 

Version-1.000 @ 25.09.2013              16 | P a g e  

 

Step – 4 
 After successful edit the view page will appear with full details along with the photo and 
document preview.  

 

 

Click on Print button to print 
the details 

Image preview 

Document preview 
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Step – 5 
After successful edit the view page will appear with full details along with the photo and document 

 

Step – 6 

 The Applicant Details can be edited further from Edit Applicant Details. 
 

  

 
Step – 7 

 The Applicant Details can be edited further from Edit Applicant Details. Click on the PHOTO 
icon to edit the photo of the applicant. 
 
 

 
 
 
 
 

Click here to return to HOI Dashboard 

Click here to edit existing applicant details 

Shows the unique Applicant ID Shows the Applicant Name Shows the icon if data 
partially entered 

Click here to edit the 
applicant photo 
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Step – 8 
 The Applicant Photo can be change from here. Follow the same steps as photo upload to upload 
a new photo. 

 

 

Step – 9 

 The Applicant Details can be edited further from Edit Applicant Details. 
 

  

 
 
 
 
 
 

Display the existing 
photo. 

Click on Back to return to 
the previous page 

Click here to edit existing applicant details 
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Step – 10 
 The Applicant Details can be edited further from Edit Applicant Details. Click on the PHOTO 
icon to edit the photo of the applicant. 
 
 

 
 

Step – 11 
 The Applicants Supporting Documents can be change from here. Follow the same steps as 
Declaration Upload section to upload a new supporting document. 

 

  

 

 

 

 

 

Shows the unique Applicant ID Shows the Applicant Name Shows the icon if data 
partially entered 

Click here to edit the 
supporting document 

Display the existing 
document preview 
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D.  Process for Viewing the Status & Forward the Application 
 Step – 1 

 The Application status and application details can be viewed from the “View Details of All the 
Applications”. Also HOI can forward the application to SI from here. 
  

 
 

Step – 2 

 The Application status is displayed along with the applicant name and applicant ID. Also the 
HOI can “Forward” the application. 
  

 
 
 

Step – 3 

 After clicking on forward the popup will be displayed for confirmation. Click Yes to continue 
else click No to stop forwarding. 
 

 

Click here to view the application details 

Application Status 
displayed 

Click here to forward 
the application to SI 
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Step – 4 

 After confirming the forward status message will automatically be updated.  
 

 

 

Step – 5 

 To view the details of the applicant click on the Applicant Name. 

 

 

 

 

 

 

 

 

 

Status Message 
Updated after Forward 

Click here to view the 
detail of applicant 
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Step – 6 

 To view the details of the applicant click on the Applicant Name. 

 

E. Process for Updating School Details 

Step – 1 

 The Institution Details can be updated from the “Update School Details” section. 
  

 

 

Click here to print the 
detail of applicant 

Click here to return to 
the details page 

Click here to update school details 
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Step – 2

Enter the correct Address Details for the Institution. The Edit is disabled for Institution Name, 
District and Block/ Municipality. 

Click here to logout 

Other Government Schemes

https://www.ccccore.co.in/

