
Steps/Procedure of Scholarship Application Processing by Institutes  

1. On receipt of Scholarship applications, log-in to Institute user-Id and click on 
“Application Processing”-“Process Received Applications”. 

 
 

2. Click on the “Pending” button and to display the applications click on “Show 
Applications” 

 
 
 
 
 
 
 

3. For each application, displayed in the list, click on “Process Application”. 



 
 

4. You can edit/Update wrong entry in the Application form, if reported by the applicant. 
You can also upload the Caste/Income certificate of the student, if has not been done 
by the student. 

 
 

5. Accept the Application, if found to be satisfactory, else reject. 
 

6. Follow step 2 to 5 for each application received.( for all the applications displayed in 
the pending list) 
 
 

7. Go on Accepting/Rejecting Online Applications, as and when received. Don’t wait for 
bulk applications to be received or till last date of submission. 



 
8. Only when full pending list is either accepted or rejected, go to the Second option 

“View / Print / Lock Draft Proposals” from “Application Processing” Menu of the Portal 
Home Page.  
 

 
 

9. Never try to Lock and Print proposals after each acceptance of Application. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
 
 
 
 
 

10. At the end of the day, Lock the Draft proposals and  take the print out of Locked 
Proposals, which has to be sent to DWO, along with the hardcopy of Applications 
and attachments, for final sanction. 

 

 


