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STEPS FOR ONLINE APPLICATION 

 

 
  

1. Registration & Login

2. Primary Details

3. Selection of Post Code

4. Education and Employment Details

5. Certificate uploading/Other details

6. Other Details & Fee Payment (if applicable)

7. Print/View
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DASHBOARD VIEW 

 

 
 

 

Step 1:- Registration & Login 

• Click on Registration as shown below. 

 

 
 

  



• Fill the requisite details and complete the registration. 

 

 
 

• Login with the same registered Email ID. 

 

 
 

  



Step 2:- Primary Details 

• After login you will be redirect to the primary details. Fill the requisite details and submit. (Note – please 
fill the details carefully) 

 

 
 

Step – 3:- Selection of Post Code 

• Click on Select Post Codes as shown below. 

 

 
 

  



• Select the post code and submit. 

 

 
 
 

 
 

  



 

 
 

• If, you want to apply against multiple posts, do the same process and submit. 

 

Step – 4:- Educational and Employment Details 

• Click as shown below. 

 

 
 

  



• Fill the requisite details in Educational Qualification & Employment/Experience and submit. 

 

 
 

 

 
 

  



Step – 5:- Certificates upload/other details 

• Click as shown below. 

 

 
 

• Upload the certificate as a single PDF file (not more than 25 MB) and submit. 

 

 
 

  



 

 
 

 

Step – 6:- Fee Payment (if applicable) 

• Click as shown below (For multiple posts, candidate is required to do payment for all the selected posts.) 

 

 
 
• After click on the link you will be redirected to the SB Collect Page. Please follow the procedure as shown 

in the dashboard i.e. Fee Payment Procedures Steps. 
 
• After completion of Payment through SB Collect, the candidates are requested to keep the transaction 

details of application fee i.e. 1) UTR/Transaction number & 2) Transaction Date. 
 



• Also, candidates are requested to download the payment receipt for uploading same in online application. 
 
• After completion of payment click as shown below. 
 

 
 
• After clicking on the “Other details & Payment details (if applicable)” you will redirect the next page as 

shown below. 
 

 
 
• Write remarks (if any). 

 
• Choose Medium of Typing Test (only for Junior Secretariat Assistant posts) OR Medium of Proficiency 

Test (only for Junior Stenographer posts). 
 

• Fill the requisite details in Application Fee Details and upload the payment receipt. 
 



• After uploading the payment receipt, click on the on submit for final submission of application. 

 

 
 

Step – 7:- Print/View 

• After final submission of application you can print/view of your submitted application as shown below. 

 

 
 

  



 

 
 
 

 
 

  



 

 
 

 


