
INSTRUCTION MANUAL  

 
FOR 

 

UPVAID COUNSELLING 
 



OPEN THE COUNSELLING 

WEBSITE 

      www.punjabstatefaculty.com or  upvaidadm.smartpad.in 



ONLINE APPLICATION FORM 

After opening the Counselling Portal 
Click on  

“ONLINE APPLICATION” tab. 
 

After opening the Counseling Portal 
Click on  

“ONLINE APPLICATION” tab. 

In case you have already 
filled the “ONLINE 
APPLICATION” Form. Click on 
“LOGIN” and complete the 
remaining steps. 

ONLINE APPLICATION FORM 



Fill the Online Application Form 
 



After Fill the Online Application Form, then click on the 
both terms & conditions & click on Submit button. 

 



LOGIN BY FILLING REFERENCE NUMBER AND 
PASSWORD. 

AFTER FILLING THE 
REGISTRATION FORM 
REGISTERED 
APPLICANT MUST 
LOGIN BY ENTERING 
REFERENCE NO 
RECEIVED ON THE 
REGISTERED MOBILE 
NO AND THE FILL THE 
PASSWORD AND CLICK 
ON LOGIN . 



 

DOCUMENTS UPLOAD 



To Delete any Document  
that is already uploaded  

click on button 



AFTER UPLOADING THE SCANNED DOCUMENTS 
APPLICANT HAS TO FILL CHOICE’S. 



CHOICE FORM 

Fill the choice form as shown below. 



Delete Choice 

  

After choice filing you can 
Lock choice’s 

After choice filing you 
can print choice form 

Shift choice UP 

Shift choice 
Down 



AFTER FILLING THE CHOICES PAY THE FEE 
CHOOSE ANY ONE PAYMENT OPTION 

Check the box 
before click on 

any one 
payment 
method 



AFTER PAYING THE FEE BY CHALLAN 
OR RTGS , UPLOAD THE PAYMENT SLIP 

FIRSTLY FILL IN TEXTBOX BANK REF NO MENTIONED ON 
CHALLAN/RTGS SLIP 

FOR CHECK  BANK REF NO KINDLY VIEW 
BELOW SCREEN  



FOR CHECK BANK REF NO ON CHALLAN/RTGS SLIP  

ON CHALLAN SLIP BANK REF NO 

This is the (Bank Ref no) on challan for upload payment slip 
, (this is mention on all (Bank Copy, Student Copy, Office Copy) 

Copies) 



ON RTGS SLIP BANK REF N0 

THIS IS (BANK REF NO) ON RTGS SLIP 
FOR UPLOAD PAYMENT SLIP 



UPLOAD CHALLAN/RTGS SLIP 

AFTER FILL THE BANK REF NO SHOW THIS SCREEN  FOR PAYMENT 
SLIP UPLOAD 



PRINT FORM  

After filing the choice form you can download the print form the Print form 

button as shown below  


