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1. URL and Login Page 

1.1. URL: 
Open a web browser and enter the below URL in the address bar and click enter. 

https://pingala.iitk.ac.in/IITKSR-0/login 

1.2. Login Page 
Following is the login page of staff recruitment portal. 

 

Existing User:  If user already exists, user must provide the email Id and Password and click on 

Sign In button to access the application. Password is case sensitive 

Register User: By using this option a new user can be registered in the portal and generate user 

name and password for accessing the system 

Forgot Password: When a user forgets the password, by using this option he/she can retrieve 

the password by providing the email id 

How to Apply: Prerequisites document of staff recruitment is available for download 

User Manual: User Manual of staff recruitment is available for download 

Current Advertisements: All the list of active advertisements will be shown. 

 

 

 

https://pingala.iitk.ac.in/IITKSR-0/login
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2. New User Registration  
 

By clicking on the Register User button in the login screen user can access the following new user 

registration screen. 

2.1. New User Registration 

 

 

Email ID: Enter a valid email id. Same email id will be user for all the communications throughout the 

recruitment process. 

Generate Verification Code: After entering the email if click on this button, an OTP will be sent to the 

provided email id and the following screen appears. 

Note: Please check all Inbox folders along with spam for the OTP email. 

Email format will be as below 
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2.2. OTP Verification 

 

 

Enter Verification Code:  Enter the verification code received in the email. 

Generate Verification Code: In case verification code is not received, click on Generate Verification code 

to send the OTP email again. 

Submit: After entering the OTP click on the submit button to proceed the registration process 

Cancel: Click on the cancel button to exit the process 
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2.3. User Registration Page 

 

 

Fields which are mentioned with * are Mandatory fields, without filling these forms will not be saved 

Register: By clicking on the register button, page will be redirected to the confirmation page to re-

validate the entered data. 

Cancel: By clicking on the cancel button process will be exited.  
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2.4. Confirmation Page 

 

I’ve checked it, continue: By clicking on this button registration process will be completed and a new 

user name and password will be created for the user. 

Page will be redirected to Login Page 

Ok, let me check it Again:  By Clicking on this button page will be redirected to New User Registration 

Page 

3. Home Page 

3.1. Vacancy 
List of all active vacancy’s will be show here 
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Click on Eligibility View button to view the eligibility criteria of that particular job  notification 

 

3.2. Posts Applied 
Posts which are applied by the user will be shown 

 

View:  Click to view the application details 

Reminder: List of all reminders related to the application and notification 

Pay Fees: Option to pay Fee if it is pending 

Syllabus: Download the syllabus for this notification 
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4. Apply for Job 
 

By clicking on the Apply following Instructions screen will be shown 

  

 

Continue: By Clicking on Continue, job application process will be started 

Cancel: By Clicking on Cancel process will be exited 
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4.1. Personal Details 
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Fields which are mentioned with * are Mandatory fields, without filling these fields forms will not be 

saved 

 

Save & Exit: By Clicking on Save & Exit, data which is entered till now will be saved and application form 

will be closed. 

Save & Next: By Clicking on Save & Next, data which is entered till now will be save and application 

process will be proceeded to Academic Details 

Reset: All the data entered in the fields will be cleared 

Cancel: By Clicking on Cancel, application form will be closed without saving data 
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4.2. Academic Details 
 

 

 

Fields which are mentioned with * are Mandatory fields, without filling these fields forms will not be 

saved 

 

Save & Exit: By Clicking on Save & Exit, data which is entered till now will be saved and application form 

will be closed. 

Save & Next: By Clicking on Save & Next, data which is entered till now will be save and application 

process will be proceeded to Experience Details 
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Reset: All the data entered in the fields will be cleared 

Cancel: By Clicking on Cancel, application form will be closed without saving data 

 By Clicking on + icon, fields to add new academic qualification will be added. In this way user can 

enter all the academic records one by one 

 By Clicking on - Icon added academic qualification will be removed 

4.3. Experience Details 
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Fields which are mentioned with * are Mandatory fields, without filling these fields forms will not be 

saved 

 

Save & Exit: By Clicking on Save & Exit, data which is entered till now will be saved and application form 

will be closed. 

Save & Next: By Clicking on Save & Next, data which is entered till now will be save and application 

process will be proceeded to Reference Details 

Reset: All the data entered in the fields will be cleared 

Cancel: By Clicking on Cancel, application form will be closed without saving data 

 By Clicking on + icon, fields to add new experience details will be added. In this way user can 

enter all the experience records one by one 

 By Clicking on - Icon added experience details will be removed 
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4.4. Reference Details 
 

 

Fields which are mentioned with * are Mandatory fields, without filling these fields forms will not be 

saved 

 

Save & Exit: By Clicking on Save & Exit, data which is entered till now will be saved and application form 

will be closed. 

Save & Next: By Clicking on Save & Next, data which is entered till now will be save and application 

process will be proceeded to Additional Details 

Cancel: By Clicking on Cancel, application form will be closed without saving data 

 By Clicking on + icon, fields to add new reference details will be added. In this way user can enter 

all the reference records one by one 

 By Clicking on - Icon added reference will be removed 
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4.5. Additional Details 
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Save & Exit: By Clicking on Save & Exit, data which is entered till now will be saved and application form 

will be closed. 

Save & Next: By Clicking on Save & Next, data which is entered till now will be save and application 

process will be proceeded to Document Upload 

Cancel: By Clicking on Cancel, application form will be closed without saving data 

 By Clicking on + icon, fields to add new patent details and new countries visited details will be 

added. In this way user can enter all the patent and visited countries records one by one 

 By Clicking on - Icon added patent details and new countries visited will be removed 

4.6. Document Upload 
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Fields which are mentioned with * are Mandatory fields, without filling these fields forms will not be 

saved 

Save & Exit: By Clicking on Save & Exit, data which is entered till now will be saved and application form 

will be closed. 

Save & Next: By Clicking on Save & Next, data which is entered till now will be save and application 

process will be proceeded to Details & Submit 

Cancel: By Clicking on Cancel, application form will be closed without saving data 

 By Clicking on + icon, fields to add new additional document will be added. In this way user can 

enter all the patent and visited countries records one by one 

 By Clicking on - Icon added additional document will be removed 
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4.7. Details & Submit 
 

 

 

Fields which are mentioned with * are Mandatory fields, without filling these fields forms will not be 

saved 

Save & Exit: By Clicking on Save & Exit, data which is entered till now will be saved and application form 

will be closed. 
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Preview: By Clicking on Preview, preview of the whole application will be shown. 

Cancel: By Clicking on Cancel, application form will be closed without saving data 
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4.8. Application Preview 
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By Clicking on the Submit Button, following confirmation page will be shown. 

By Clicking on OK Application will be submitted and Payment page will be opened. 

 

 

 

4.9. Submitted Application 

 

Payment amount that need to be paid for the application will be shown with the payment options 

User has to select the payment option which he/she wants to pay and click on Pay Now button and Axis 

Payment gateway will be opened 
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4.10. Axis Payment Gateway Page 
 

 

 

Select the payment method and complete the payment. 

 

 


