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Fees Correction Workflow
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User — Principal
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Principal user will login to the DBT Portal

1. Institute will approach the concern department for fee correction request manually.

2. Department will approach DIT for unabling the fee correction module for that particular

insitute.

3. DIT will unable the fee correction module for that particular institute Principal login.
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After Approval from DIT, the below process should be followed by institute
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Principal user should click on Fee Correction Request

1. User should select Department, Scheme name, Course Name, Course Type, Financial year,
Current course year from dropdown.

2. According to the selection, Current approved course fee will be displayed automatically and
to enter new course fee, textbox is displayed, user should enter the actual course fee. Click on
get Data button.




§ Fee Correction
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3. According to entered/selected data, disbursed amount student list details will be populated
in grid as shown in above screen.

4. Table will display the data of students for whom the updated fees will be affected.

5. User should upload the document for the fees structure and click on submit button
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After submission, the above message will be displayed




Note -

List of students displayed for fee correction are those students who had received both the
installments i.e 1st and 2nd.

Institutes must enter the accurate fee correction value as entered fee cannot be changed
once submitted to Department of those applications forwarded for further process.

Fee correction request can be sent for application once per single student.

ser — Department

Department user should login and click on Fee correction approval
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Department user will get approval request as sent by institute. User should click on Click here
button.
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On click, the below screen will be displayed.
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1. Department user should view the details of institute

2. Department user should view the uploaded document and then select whether to
approve/reject the fees correction request

3. Department user can also download the student list of the institute

4, After approval, the list of students will be displayed under the DDO login of the particular
department for bill generation and transfer of funds




User - DDO
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1. DDO will login and select scheme name, Select adhoc fees installment and click on proceed.

2. After clicking on proceed, below screen will be displayed in which the eligible candidates will
be displayed and DDO will generate the Bill
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