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ADMISSION PROCESS MANUAL 

1. INTRODUCTION 

This Admission Process Manual outlines the standardized procedures, policies, roles, and controls 

governing admissions to programs offered by the Symbiosis Centre for Distance and Online Education 

(SCDOE). The manual is designed to ensure transparency, regulatory compliance, operational 

efficiency, and a seamless learner experience across Distance and Online learning programmes. 

The manual aligns with contemporary digital admission processes and regulatory requirements of UGC-

DEB and other statutory bodies. 

2. OBJECTIVES OF THE ADMISSION PROCESS 

• To ensure fair, transparent, and merit-based admissions 

• To comply with UGC-DEB and institutional regulations 

• To standardize admission-related workflows 

• To provide clarity to applicants, staff, and stakeholders 

• To enable end-to-end digital tracking of the student admission cycle 

3. ADMISSION MODES 

Admissions to SCDOE programs are offered through the following modes: 

• Online Admissions (Primary Mode) 

• Assisted / Walk-in Admissions at University Campus 

All admissions are processed through the centralized Admission Management System. 

4. STUDENT ADMISSION CYCLE 

The admission process consists of the following steps: 

1. Student Registration post ABC ID and DEB ID generation 

2. Application Form Submission 

3. Application Validation & Scrutiny (System + Manual) 

4. Eligibility Confirmation 

5. Fee Payment 

6. Admission Confirmation 

7. Generation of Student Login 

8. Issuance of Admission Letter & ID Card 

9. Access to LMS / Student Portal 

5. APPLICATION PROCESS 

5.1 Student Registration 

• Prospective learners register on the official SCDOE admission portal after generation of their 

ABC ID and DEB ID. 

• Registration requires a valid email ID and mobile number. 

• OTP-based verification is mandatory. 
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• Upon successful registration, a unique Application ID is generated. 

 

Student Registration 

5.2 Online Application Form 

• Applicants complete the online application form with: 

o Personal details 

o Academic qualifications 

o Program selection 

 

Personal details 
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Program selection 

5.3 Application Fee / Registration Fee 

• Applicants pay the prescribed non-refundable Registration Fee online. 

• Accepted payment modes include Debit Card, Credit Card, Net Banking, UPI, and other 

approved gateways. 

6. DOCUMENTS REQUIRED 

Applicants are required to upload the eligibility and other mandatory documents at the application stage. 

Applicants must upload clear, legible scanned copies of the following documents: 

6.1 Common Documents  

• Recent passport-size photograph 

• Valid photo identity proof (Aadhaar / Passport / PAN) 

• Proof of date of birth 

6.2 Academic Documents  

• Class XII mark sheet & certificate 

6.3 Additional Documents (If Applicable) 

• Work experience certificate 

• Name change affidavit/document 

• Category / concession supporting documents 
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             Documents Submission 

 

7. SCRUTINY & VALIDATION PROCESS 

7.1 System-Level Validation 

• Mandatory field checks 

• Document format and size validation 

• Eligibility rule mapping at program level 

 

Application Validation 
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7.2 Manual Scrutiny by Admissions Team 

• Verification of academic eligibility 

• Cross-checking Board recognition, and Equivalence wherever applicable. 

• Review of discrepancies or deficiencies 

7.3 Turnaround Time 

• Standard scrutiny turnaround time: 2–3 working days from complete submission. 

8. FEE PAYMENT PROCESS 

8.1 Program Fee Payment 

• Fees are payable online through the student login. 

• Options include: 

o Full fee payment 

o Instalment-based payment (where approved) 

8.2 Fee Confirmation 

• Fees are auto-reconciled through the ERP system. 

• Receipt is generated electronically. 

 

      Fee Payment 

9. ADMISSION STATUS 

9.1 Confirmed Admission 

Admission is confirmed when: 

• Eligibility criteria are fully met 

• All documents are verified 

• Program fee (full or first instalment) is received 
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Admission confirmation 

9.2 Provisional Admission 

Provisional admission may be granted if: 

• Final result awaited 

• Minor document deficiencies exist 

Learners must submit pending documents within the stipulated timeline, failing which admission is 

liable for cancellation. 

9.3 Rejected / Ineligible Applications 

Applications failing to meet eligibility norms are rejected with system-generated communication to the 

Applicant. 

10. ADMISSION CONFIRMATION & ONBOARDING 

Upon confirmation: 

• Student Login and LMS access are activated 

• Student ID number is generated 

• Admission Letter is issued 

• ID Card is issued 

• Access to e-content, schedules, and academic calendar is enabled 
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Student Login and LMS 

 

 

     Student admission letter 
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Admission Letter 
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   Student ID Card 
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                                                                E-Content - Courses 

 

Academic calendar 

11. CANCELLATION & REFUND POLICY 

11.1 Admission Cancellation by Student 

• Requests must be submitted through the student portal within notified timelines. 

11.2 Refund Rules 

• Refunds are governed by UGC-DEB norms and institutional refund policy applicable for the 

academic cycle. 

• Registration Fee is non-refundable. 

• Refunds are processed within the prescribed timeline after approval. 
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12. REACTIVATION OF ADMISSION 

• Cancelled admissions may be reactivated within the program validity period. 

• Reactivation is subject to: 

o Fulfilment of eligibility 

o Payment of outstanding dues 

o Applicable reactivation fee 

13. CHANGE REQUESTS 

13.1 Change of Program / Specialization 

• Allowed within defined timelines 

• Subject to approval and fee differential (if any) 

13.2 Profile Updates 

• Learners must update changes in name, address, contact details through the portal with valid 

proof. 

14. ROLES & RESPONSIBILITIES 

• Admissions Team: Scrutiny, validation, communication 

• IT / ERP Team: Portal availability, data security 

• Finance Team: Fee reconciliation, refunds 

• Student Services: Post-admission support 

15. RECORD MANAGEMENT & AUDIT 

• All admission records are maintained digitally. 

• Data retention and privacy norms are followed as per institutional policy. 

• Admissions are subject to internal and external audit. 

 

 


