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Section 1: Introduction & Institutional Welcome 

Ananda Mohan College proudly welcomes all aspiring applicants looking to pursue their 

Undergraduate (UG) studies with us. As a premier evening educational institution affiliated 

with the University of Calcutta, we provide top-tier learning opportunities designed to help 

you achieve academic excellence. This step-by-step student manual will guide you 

systematically through the centralized portal to secure your admission smoothly. 
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Visit 

www.wb.gov.in 
or https://banglaruchchashiksha.wb.gov.in 

and click ‘Centralised Admission Portal’ to go to the next page 

 
Centralised Admission Portal 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

https://dev-prabeshadhikar.azurewebsites.net/
https://dev-prabeshadhikar.azurewebsites.net/
http://www.wb.gov.in/
https://dev-prabeshadhikar.azurewebsites.net/
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Information that you can 

get, even before you log in 

to the system through Pre- 

Login options 

Homepage Section 2: Pre-Login Activities 
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Pre-Login Options to know the Steps of Admission and Other Related Details before actual log-in 
 

 

Check Institution 

Details 
 

 

 

 

OPTION 1 

Know the steps to 
be followed 

for admission to the 

 

 

OPTION 2 
Explore the options 

for admission 

Check the available Subject/ 
Course combinations along 

with Fee Structure 

 

 

Check for available 

Seat Matrix 

 
Check the Eligibility 

UG Courses/ 
Programmes Criteria & Merit Indexing 

Rules 

01 

02 

03 

04 



 

 

Guide to Pre-Login Options & Understanding 
Salient Features 

 

Know the steps to 

be followed for 

admission to the 

UG Courses/ 

Programmes 

For applying to any Course/ 
Programme, follow three basic 

steps 

STEP 1 
Create 
your 

Profile 

STEP 2 
Check your 

eligibility for 
the Courses / 

Programmes you 
are 

looking for 

STEP 3 
If you are eligible, 
add that Course 

/Programme 
to the Preference List & 

rank the same accordingly. 
Do this very carefully. 

You will see this on scrolling 

down the Homepage 
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Search by 
Programme 

Pre-Login Options 
 

 
Search by 
University 

 
 
 
 
 
 

 

OPTIONS 
Explore the 
options for 
admission. 

 

 

 

 

Search by 
College / HEI 

 

 

 
Search by 

District 

Search by 
Subject 

There are 5 different ways to search for your preferred option.  
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Select 
District 

Pre-Login Options 

 
 

OPTION 1 

Explore the 
option for 
admission 

Select 
Course/Programme 

that you want to 
Study 

 
 
 
 

 
This is Non-mandatory. 

But in that case, all 

colleges within the district 

offering the selected 

programme will be shown. 

Example: How to 

Search by District 

 

 

 

 

 

 

 

 

 

Click on the 
‘Search’ button 

to find all 
available 
options 
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Select 
Course/Programme 
Name you want to 

Study 

Pre-Login Options 

 
 

 

OPTION 2 

Explore the 
option for 
admission 

 

Select 
District 

 
Click on the 

‘Search’ button 
to find all 
available 
options 

This is Non-mandatory. . 

Example: How to Search by Programme 
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Select 
Subject 

Pre-Login Options 

 
 

 

OPTION 3 

Explore the 
option for 
admission 

 

 
Select University Click on the 

‘Search’ button 
to find all 
available 
options 

This is Non-mandatory 

Example: How to Search by Subject 



 

 

 

 

Select College/ 
HEI 

Pre-Login Options 

 
 
 
 
 
 
 
 

 

OPTION 4 

Explore the 
option for 
admission 

 

 

 

 

Click on the 
‘Search’ button 

to find all 
available 
options 

 

Example: How to Search by College / Higher Education Institute 

(HEI) 
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Pre-Login Options 
Select 

University 

 
 

 

OPTION 5 

Explore the 
option for 
admission 

 

Select Course 
/Programme that you 

want to Study 

Click on the 
‘Search’ button 

to find all 
available options 

 

Example: How to Search by University 
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For a specific college, 

you may click here 



 

 

Pre-Login Options 
 
 
 
 
 
 

 

 
Search Results 

College/ 
Institution 

Location will 
also be visible 

on the map 
 
 
 
 

 
Akui Kamalabala Women‘s College 

To sort the search 
results, you may 

select your 
preferred ‘Sorting 
Order’ from this 

list 
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After Clicking on 
‘Search’ button, you 

will get list of 
available Courses in 
different institutions 
as per your search 

criteria 



 

 

Pre-Login Options 
 

 

 
 
 

 
Click on this icon 
to view details 

about the 
College / 

Institution 
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Details 
 



 

 

Course Fees , Subject Combination and Hostel Fees for 

Pre-Login Options 
 

 
Check the available 

Subject/ Course 
combinations along 
with Fee Structure 

 

 

 

Click on this icon to 
view details 
about elective 
subject options 

with Fee Structure 
for each 

combination. 
 
 
 
 

 
If the institute has 

hostel facilities, 
it will also be visible 

here. 
16 

02 



 

 

Pre-Login Options 

 
Check for available 

Seat Matrix 
 

 

 

 

 

 

 

 

 

 

Click on this icon to 
view Seat Matrix 
(Category-wise 

number of seats) for 
this course in this 

institution 
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03 



 

 

Pre-Login Options 
 

 
 
 
 
 
 
 
 

 
Click on this icon to 

view Eligibility & 
Merit 

Index Rules for this 
course in this 

institution 
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Check the Eligibility 
Criteria & Merit 

Index Rules 
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REGISTRATION 

& LOGIN 
 

 

Go to the top of the home page and click on the 

‘Register Now’ button 
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Documents Required for Registration/application: 

1. Class 10th standard mark sheet. (In Pdf format, max 2 MB) 

2. Class 12th standard mark sheet. (In Pdf format, max 2 MB) 

3. SC/ST/OBC-A/OBC-B/EWS etc. certificate (if applicable) (In Pdf format, max 2 MB) 

4. PWD certificate (if applicable) (In Pdf format, max 2 MB) 

5. Identity Proof Document (eg. Aadhar, Driving Licence, Passport etc.) (In Pdf format, max 2 MB) 

6. Banglar Siksha ID if available. 

7. Age proof certificate (Class X Admit Card / Class X Registration Certificate) (In Pdf format, max 2 MB) 

8. A photograph of the candidate (In JPG/JPEG/PNG format, max 2 MB) 

9. Signature of the candidate (In JPG/JPEG/PNG format, max 1 MB) 

10. Bank Account Number of the candidate/ guardian along with IFSC code. 

11. Cheque leaf / pass book/Bank Account Statement (Front page) (In JPG/JPEG/PNG format, max 2 MB) 

For any query or support find us at: 
 

✓ Toll free no: 1800-102-8014 

✓ E-mail: support@wbcap.in 

mailto:support@wbcap.in


 

 

‘Check Eligibility’ 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

If you Click on this icon, it will 
take you to the login page for 
updating your profile (refer 

page - 27 

If you have not 
yet 

registered in this 
portal, click 

on this ‘Register 
Now’ button to go 

the next page 

 
 
 

 
Points to be noted 

 
 
 
 
 

 

 
To Start the registration process, you must have 
1. A valid mobile number & a email address. 
2. Photocopy of your 10+2 Registration 

Certificate where Registration Number is 
clearly mentioned 



 

 

Enter a Valid 
Mobile 
Number 

 
 

 
Enter a 

Valid email 
address 

 
 
 

Click on this 
button to 
proceed 
further 

 
 
 
 

 
You will receive this kind of 

error message if email address 
entered by you is already in use 

 
 

 
22 



 

 

During the process of Registration, you need 
to enter few 

personal details like Name, Date of Birth, 
Nationality, 

Domicile, Gender & Social Category 

 
By default, system will consider email 

address as 
your username. However, you may change 
username as per your wish. You may also 

create 
new password 

 

 
You will receive two OTPs, one in your 

mobile and the other in your email. Please fill 
up in the space provided. 

 

 
To complete the Registration process ,you 

need to mention a few details regarding your 
10+2 Exam – Firstly, a confirmation is 

required that you have passed the 10+2 
exam. Then, you must mention your year of 
passing, Board name, Registration Number. 

Also upload your 10+2 Registration certificate 
or any other document which contains 

Registration Number. System will generate a 
warning message if the content of the 

document doesn’t contain your Registration 
Number. 
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Personal Information 



 

 

 
 
 
 
 
 
 
 
 
 
 

 
Once, Registration is successful, you 

will 
receive a ‘Congratulations’ Message 
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Once you have completed the 
registration process, you may 
log in to the portal with your 

newly created username 
 

 
Enter username & password set 

by you and then click on the 
‘Login’ button 

 
 

 
Please check this 
message carefully 

for password 
creation 

 
 
 
 
 
 
 

 

As you log in, you 

will find the 

Student’s dash 

Board page as 

shown in page 27 

 

 

Or else, enter your username 
and click on the ’OTP’ button. 
You will receive one OTP. Enter 
the 6-digit OTP and click on the 

‘Verify & Login’ Button. 
 
 
 
 
 

 



 

 

 
PROFILE CREATION 

 
HOW TO CREATE YOUR 

PROFILE 
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As you log in , you will find the page as shown in page 27 



 

 

 

 
1. Click ‘Update Profile” on the dashboard (See Page 28) 

2. Click the Tab “Personal Information” and upload the information (See page 30& 31) 

3. Click the Tab “Address” and upload the information(See Page 32) 

3. Click the Tab “Additional Information” and upload the information (See Page 33) 

4. Click the Tab “Results” and upload the information (See Page 34) 

5. Click the Tab “Documents” and upload the information (See Page 35) 

6. Click the Tab “ Preview” and Check all the Declaration boxes including the Anti 

Ragging Declaration (See page 36 & 37) 
Your Profile will not be 100% completed till you click all the declarations in the Preview section 

7. Click “Edit: tab to edit any information already provided 

Steps to follow to Create Profile 



 

 

 
 

 

 

Kedar Gupta 

 
 
 

 
Sections to update profiles are 

: PERSONAL INFORMATION, 
ADDRESS, ADDITIONAL 

INFORMATION, RESULTS, 
DOCUMENTS & PREVIEW (for 

declarations) 

 
 
 
 
 
 

 
Percentage of completion of Profile is given 
here. Click on the Update Profile Link and 

continue to update the Profile details until 
it shows 100% 

Student’s Dash Board 

For the documents 

required to update 

profile, please refer 

to page 20 
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How to Create Profile 
 

 

Personal Information 
You can upload Signature, 
Photo and other personal 
Information in this section 

Documents 
In this section, system will prompt 
to upload all relevant documents. 
Kindly keep scan copies of your 
certificates, marksheets ready. 

 

Address 
You can add your Permanent 
& Present Address in this 
Section 

 
 

 

Additional Information 
You can add Your Guardian's / 
Parent’s Name(s) and other 
details here 

 
 

 

Results 
You need to add marks 
details as printed on your 
marksheets for both Class 10 
and Class 10+2 Board Exams 
in this section 

Preview 
You need to check this section 
carefully and check each checkbox to 
proceed further. Once completed, 
submit the Profile. After successful 
submission, you will be able to apply 
for different courses. 

Edit 
Once submitted, you are not 
supposed to modify the profile. If 
genuinely required, you need to 
open the profile for editing from 
this section. Only then you may 
update your profile once again. 

 

 

Download PDF 
You can download your 
application. 
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First, 

upload your 
Photo & 

Signature 

 
Change Personal 

Information If 
Required 

 

 

Enter Photo ID Proof 
Details with 

ID Number and all other 
mandatory (*) Fields 

 
Select your 

Mother Tongue 

 
 
 

 

If you are a Differently - 
abled person, tick on 

this Field and select the 
Type of Disability 

Select Sports 
Discipline, if 
applicable 

Put Your Banglar 
Siksha 

ID, if available 

Personal Information 
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Upload the front 
page of Bank’s 

passbook/ cheque/ 
first page of bank 

account statement 

Bank Details for 
Refund 

and Other 
Transactional 

purposes 

 
Click on ‘Save & 

Continue’ button 
to proceed to 

address details 

Personal information 



32 

 

 

 
 
 

 

 

 
You can select 
different Tabs 
for data entry 

 
 
 

 
Enter Your 
Permanent 

Address 

If your 
Permanent 

Address and 
Communication 
Address is Same, 
please tick this 

Check Box, 
otherwise you 
can enter your 
Communication 

Address 
separately 

 
 
 

 

 
 
 

 
Save &Continue 

Address details 



 

 

Details of Your 
Parents 

(Non-Mandatory) 

 
Enter Guardian 

Details by selecting 
Father/Mother/Other 

from ‘Relationship’ 
dropdown menu 

 
 
 
 
 
 
 
 

 

 
 
 
 

 
Save & Continue to go to 

the “Results” section 
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Additional 

Information 



 

 

 
 

 

(10+2) Exam 
details 

 

 
(10+2) Exam/ 
Board Council 

name 
 
 

 
(10+2) Exam 
Passing year 

 
Select the stream 

studied in 
(10+2) 

 
 

 
Add new 

subject by using 
this 

option 

 
 

 

List of subjects 
chosen 

from dropdown, 
studied in (10+2) 

If any subject is 
wrongly added, you 
can use this ‘Delete’ 
button to delete that 

subject 
 
 
 
 

 

Language type to 
specify 

language subject as 1st 
language or 2nd 

Tick here to mark 
the 

subject as optional 

Tick here to mark if 
the subject has only 
theory marks but no 

practical 

Results 

Save & Continue 

after filling up the 

marks 



 

 

language 

subject 34 

For the 

required 

documents, 

please refer to 

page 20 

In this 

section, you 

need to 

upload 

documents 

Documents: Candidate can 
upload/ download all 
documents 

 

Document Name: Name 
of documents are shown 
here 

 

Upload Document: 
Document can be uploaded 

here 

Upload Status: you can only 
download/view document 

here 
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Signature of 

the Applicant 

 
Personal information: 

Check all personal 
information here which is 

given by the candidate 
 

 
Photo of the 

Applicant 
 
 
 

 

Click on the Check box 
for confirmation that it 

is filled up correctly 

Phone number & Bank 
Account details 

 

 

Applicant’s address 
Details 

are shown here 

 
 

 
Applicant’s Identity 

Card Number 

Click on the 

“Preview” button 

on the dashboard 

to see this page 
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Click on the Check 

Box for 
confirmation that 
all the marks have 

been inserted 
correctly 

 

 

 
 
 
 

 
Click on the Check 

Box for 
confirmation that 

documents are 
uploaded correctly 

 
 
 

 
Click on Check Box 

for 
confirmation that 

all data are 
filed up correctly 

Click on this 
button to 
confirm. 

Now to add 
Programmes/HEIs 

go to Top of 
Student’s profile 

and click “Add 
New”. Please see 

page-27 

You can see 

this at the end 

of the 

“Preview” 

page 
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For Editing, use this 

button 
 
 
 
 
 
 
 

 

Use” this option to 
change your E-mail 
Address, if required 

Use this option to 
change your account 
password, if required 

Use this option to 
make any 

change or edit your 
Profile 
details 

Refer page 40 Refer page 39 

For editing your profile, you have to click on the “Edit” button to see this page 
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E-mail changing detail 
pop-up: 

Write here new mail id 
and confirm (OTP 

based) 
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Password changing detail 
pop-up: Write here new 
Password and confirm 

after entering the Current 
password and Submit 



 

 

 

 
❑ 1. Click “ADD NEW” button provided at the Top right hand corner of your profile to add course 

references. 

 

❑ 2. Search your preferred courses, By District wise, By Programme, By Subject, By College/ HEI or By 

University, as shown in pages 8-13 

 

❑ 3. Then your preferred courses will be populated on your Dashboard (See page-42). 

 

❑ 4. Click “Check Eligibility” button provided below the courses one by one (See page-42). 

 

❑ 5. If you are eligible for the particular course after checking, the button “ Add Preference List” will be 

enable below the eligible course (See page- 47). 

 

❑ 6. Click “ Add Preference List” button 

 

❑ 7. The preferred course will be populated at the top right hand corner of your profile (See page- 48). 

 

❑ 8. You can change your course preference any time till closure of application window (See page- 55). 

Steps to follow after 100 % uploading of your Profile 



 

 

Click on Check box 
for information on 

the number of 
available seats 

 

 
Click to view the 
Course and Fees 

Structure 

 

 
Click to check 

eligibility 
criteria 

 
Click to visit the 

college 
website 

 
 
 

 
Click to view 

category - wise Seat 
intake capacity 

 
 
 
 
 
 

 
Check 

eligibility to 
take 

admission 
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Detailed view of 

college/HEI 
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Detailed view of 
Seat Matrix 

option 

Category with PwD 
seat intake details 
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Total 

Course Fee 
 
 
 

 

Detailed view of 
Course 

Fee option 

 
Admission 

Fees 

 
 
 
 
 
 

 
If Hostel is available,  
required fee will be 

shown here 
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Eligibility Rule for 

admission 

 
Click here to view 

Eligibility Rule 
details 

 
Merit Rule with Merit 

Index calculation 
details 



 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
After Clicking “Add to Preference 
List”, the button “ Apply” will be 

available under the particular 
Course/ Programme 
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Profile 
picture 

 

Profile 
details 

 

 
Click this button to 

download application 
form in pdf 

 
 
 
 
 
 

 

Recently 
Searched 

course 
details 

 

 
Before adding programmes, 

check Eligibility. Refer to 

Pages 42 to 46 

Click Apply to 

go to next page 
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Profile Entry (Preview Page-Final Acknowledgement) 

After you Add 

programmes, you 

can see this page at 

the students’ 

Dashboard 
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Select a combination of 

subjects for 
applying for a Course/ 

Programme 
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Set your preference of 
Courses/ Programmes 

in order of 
your choice 
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After setting your order 

of preference of 
Courses/ Programmes, 

you will get a 
'Congratulations' 

message from the 
system 
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This Box will show the 

subject combination for a 
course. You can 

choose and apply on this 
Course by clicking 
“Proceed” button 



 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
Add your 

preference for 
Courses 
applied 

(editable). 
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After 'Adding’ 

your preference 
for Courses 

applied 
Successfully, you 

will get a 
‘Congratulations’ 

message 
from the system 
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Details about 

Preference 
List 

Using this button, you 
can add 

more Courses/ 
Programmes in 

your Preference List 

 
 

 

Preference Number 1 
is higher preference 

for getting admitted. If 
you wish you can 

change the order of 
preference. You can 
change the order of 
preference any time 
till the Application 

Window closes. 

 
 
 
 

 
Merit Index & 

calculation 
details, Course Fee , 

Application 
number will be visible 

here 
 
 
 
 
 

 

As you add your preference list, you 

can see this page in the dashboard 



 

 

 
 
 
 
 
 
 
 
 
 
 
 

 
Modify your order 
of Preference List 

by clicking this 
Drop-down arrow 
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Merit Rule 

calculation details 
with TIE BREAK 
Rule calculation 
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On the Students’ Dashboard you may select a particular institution from your 

‘Preference list’ and see this page by clicking the ‘Merit index’ button 

able to see the Merit list and Allocation in HEIs from their respective dashboards 

Merit list will be published and notified in the portal and the applicants will be 



 

 

Post Merit List Publication Activities 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Make payment 

On successful payment, 

download Provisional 

Admission Slip. 

Select payment Gateway Proceed for Payment 
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Check for your application wise Merit Rank 

Check Overall Merit List and allocation list 

Check for Allotment Status 
 

If allotted, ‘Take 
Admission’ option will 

be available 

 
Select type of seat 

(UR/EWS/SC/ST/OBC-A/ 
OBC-B) 

 

 
Select preference for 

Auto Upgradation 

Refer to Pages 59-65 for details 
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If You are allotted a 
seat, it will reflect 

in this section. 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
Allotted 

College/HEI & 
Course/Programme 
will be shown here 
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After allotment of College 
with Course/ Programme, 

you can see Allotted details, 
Merit Index, Merit Rank, 

Merit List & Allotment List 



 

 

 
 
 
 
 
 
 

 

Choose your 
seat from 

Reserved or 
Unreserved 
categories 

Select yes, if you 
want auto 

upgradation for 
your Preference List 

in the next 
round of 

admission 
process 

 
 
 
 
 
 

 
Click on the ‘Proceed’ 

button to take 
Provisional Admission 
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62 

 

 

 

 
 
 
 
 
 
 
 
 
 
 

 
To confirm your 
admission, click 

‘Proceed for 
Payment’ button 
and then make 

payment 
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Select your 

Payment 
Gateway to 

make 
payment 

Payable 
amount 

 
 
 

 

 
To go back to 
the previous 
Page, click 
this button 

To take 
Provisional 
Admission, 

click this 
button 

As you click on 

‘Proceed to Payment’ 

button as shown in 

page 62, you will find 

this page 

Proceed 
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If Payment 

failed due to any 
reason, you will 
get this “Error” 

message 



65 

 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
After successful 
payment, you 

will receive this 
message 



 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

After provisional 
admission, status of 

the course which was 
marked as “Allotted” 

will be changed to 
“Admitted” 

 
 
 
 

 

 
If you want to cancel 

your provisional 
admission, click this 

option 

Click here to 
download your 

Provisional 
Admission Receipt 
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After provisional 
admission, status 
of the course which 

was marked as  
“Allotted” will be 

changed to 
“Admitted” 

 
 
 
 
 

 

Sample Provisional Admission slip 
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When Allotted to Higher Preference: 
 

 

 

 

Suppose you are 

allotted a seat in 

higher preference in 

the upgrade round 

 

You may opt for 

admission 

 

Check for Balance 

amount to be 

paid, if any 

If higher preference is allotted through 

upgradation, an applicant can check the 

same in the dashboard 

 

Proceed for 

Payment 
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If you have taken 
admission for any of 
your preferences and 
after upgradation you 
have been allotted a 
seat in the course of 

your higher preference, 
it will be visible here 

If you take admission in higher allotted preference, then refer to page 68 
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Only the 

balance amount, 
if any, needs to be 

paid 
 
 
 
 
 
 
 
 
 
 
 
 

 

NOTE: If fee paid for the previous admission is more than the admission fee of the current 
institution, the excess fee will be transferred to the applicant's account (as entered by the 
applicant) after the entire admission process is over. 
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 Procedure for Cancellation of Admission  
 

 

 
 

 

 

 

 

 

Click on 

‘Cancel Admission‘ 

button 

 

Click on ‘Confirm‘ 

button to proceed 

for cancellation 

 

 

Give Reason for 

cancellation 

For this, refer to pages 72-76 

On successful cancellation 

of admission, go to 

Dashboard to download 

‘Cancellation Slip’ 

 

 

Validate OTP 
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If you want to 
cancel your 
Provisional 

Admission click 
this option to 

confirm 
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If you want to cancel 

your Provisional 
Admission, click this 

option & give a 
proper reason for 

cancellation 
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After giving reason 

for cancellation, 
verify with OTP sent 
to your registered 

mobile number 
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Click here to 

download 
Cancellation 

Receipt 
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Admission 

Allocation is 
cancelled 
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Other Options for the Applicant 
 

 

Applicant can check the Dashboard for Other Options 

Contact Us 

FAQs & Answers 

Transaction Details 

Notifications 



 

 

 
 

 

 

 

 

 

 

 

This is for the 
candidates to 

generate 
queries for any help 

from the system 
admin 

Write your name, Email ID 
and queries in detail and 

then click on ‘Send 
Message’ Button 

 
 
 
 
 

 
Candidate 

can contact 
via phone 

call 
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Some Frequently 
Asked Question & 

Answers are 
provided here 
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Payment history 

(Successful or 
failed) will be 
shown here 



 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
All notifications 

regarding 
admission will be 

available 
here 
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