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This application is used by the unaided +2 Bifocal vocational institutes for 
registration. 

 

1. Home Page: 
 Log in URL: https://vti.dvet.gov.in 

 For new institute users can click on – New Institute Registration. 

 

 

 

2. Registration Page 
 The New Institute Registration page will be displayed below. 

 Select Bi Focal under Application for. 
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 Select Yes if the permission is granted to the institute of educational department from 

Maharashtra state. 

 Enter all the mandatory fields required to register organizational details for ITI. 

 Note: All fields with red asterisk mark (*) are mandatory to enter.   

 
 

Field Description 

Type of Institute attached with for 

courses demanded. 

Select the appropriate radio button 

for the type of institute. 

No. of units already sanctioned by 

Maharashtra school education 

department. 

Enter the number of batches that 

are sanctioned. 

Upload GR of Maharashtra school education 
department. 

Click Select File and upload the 

document as proof. 

Passport photo of Authorized person Click Select Image to upload the 

image of authorized person. 

Is already existing institute type. Select appropriate radio button 

as yes or no. 



User Manual-Bifocal Application 

7 

© 2024 Talisma Corp 

. 

 

 

Enter institute code Enter institute Code.  

 

 Search Institute Code: Click on Search Existing Institute Code link. 

 This link will redirect users to the Search Existing Institute menu on home page. 

 Click on bifocal option, institute data will be displayed on screen.  

 A user can select district and taluka to search institute code.  

 In the search box enter institute name to find institute code. 
 

 

 Enter Promoting Organization Details and Authorized Representative Details: 

 

 

 



User Manual-Bifocal Application 

8 

© 2024 Talisma Corp 

. 

 

 

 
Field Description 

Promoting Organization Details-.  

Type of Promoting Organization. Select the type of promoting 

organization from the drop-down 

list. 

Enter Name of Promoting Organization. Enter the name of 

promoting organization. 

Authorized Representative Details.  

Title. Select the respective title of 

the representative. 

First Name. Enter the first name of 

the representative. 

Middle / Father/ Husband Name. Enter the Middle name or Father 

name or Husband name. 

Last/Surname. Enter the last or Surname. 

Gender. Select the appropriate Gender 

from the dropdown list. 

Date of Birth. Enter the date of birth of 

the representative. 

Mobile Number. Enter Mobile Number details of 

the representative. 

Alternative mobile number. This field is an optional field to 

update alternate mobile number, if 

any. 

Email ID. Enter Email ID of the representative. 

Designation. Enter the name of the designation 

of an authorized person. 

Create and Confirm Password. Create the new password and 

retype in confirm password. 

Upload -Resolution pertaining to nominating 
authorized person. 

Click Select File and upload the 

document as proof. 

Streamwise Unit Details (Already 
Sanctioned). 

Note: Document upload is 

mandatory for no. of units is more 

than 0. 

Stream Name – Arts, Commerce and 
Science. 

Enter no. units sanctioned.  

Enter Intake per unit. 
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Upload GR of Maharashtra School Education 
Department. 

Click Select File and upload the 

document as proof. 

Upload Deputy Directors Permission Letter. Click Select File and upload the 

document as proof 

 

 Note: Click Verify to verify the mobile number entered. 

 

 Click Create Account to complete the registration of the organization. 
 

 Success notification pops up, click OK. 
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 To pay the registration fee, a payment page will display. 

 An SMS is received on the registered mobile number regarding registration details. 
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3. Login Page 
 Login Page is displayed. Enter the login credentials, enter the captcha details, and click Login. 

 

 
 

 Application Dashboard page is displayed. 
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4. Application Form  
 Click the respective tab to complete application. 

 
 

4.1 Promoting Organization Details 
 Enter the Promoting Organization Details and click Save And 

Next. Note: Enter all the mandatory fields that are marked as red 

asterisk. (*). 
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Field Description 

Type of Promoting Organization Displays as it was entered at the time 

of registration. 

Name of Society Displays as it was entered at the time 

of registration. 

Date of Registration. Enter the date of registration. 

Address as mentioned during registration Enter the address line. 

Pin code Enter the pin code details of organization. 

State As per pin code details State name will be 
display.  

District As per pin code details District name will be 
display. 

Taluka As per pin code details Taluka name will be 
display. 

City/Village As per pin code details City/Village name 

will be display. 

Phone Number Enter the registered Land line number.  

Mobile Number Enter the registered Mobile number. 

Email ID Enter the registered Email ID. 

Upload Registration / Incorporation 

Certificate 

Upload the respective certificate in 

PDF format. 

Enter PAN number of the organization Enter PAN number. 

Upload PAN card of the organization Upload the document in PDF format. 
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 Save the data. Success message pops up, click OK. 

 

Enter TAN number of the organization Enter TAN number. 

Upload TAN card of the organization Upload the document in PDF format. 
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4.2 Promoters Details 
 Enter promoters’ details will be displayed as fill on registration page.  

 

 

 Fill Chairman / President details. 
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Field Description 

Title. Select the respective title of the from 

drop-down. 

First Name Enter the First Name. 

Middle Name Enter the Middle Name. 

Last Name  Enter the Last Name. 

Date of Birth Select date of birth from the calendar. 

Gender Select gender. 

Mobile Number Enter the mobile number. 

Alternative Number Enter the alternative mobile number. 

Email Id Enter email id. 

Passport Photo Select image and upload. 

 

 Fill Secretory details. 

 
 

Field Description 

Title. Select the respective title of the from 

drop-down. 

First Name Enter the First Name. 

Middle Name Enter the Middle Name. 

Last Name  Enter the Last Name. 

Date of Birth Select date of birth from the calendar. 

Gender Select gender. 

Mobile Number Enter the mobile number. 

Alternative Number Enter the alternative mobile number. 

Email Id Enter email id. 
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Passport Photo Select image and upload. 

 

 Save the data. Success message pops up, click OK. 
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4.3 Institute Details 
 Enter Institute Details and click Save And Next. 

 

 

Field Description 

Name of Institute Enter the name of institute 

Address Enter the address of the institute 

Pin code Enter the Pin code details of organization 

State As per pin code details State name will be 
display.  

District As per pin code details District name will be 
display. 

Taluka As per pin code details Taluka name will be 
display. 

City/Village As per pin code details City/Village name 

will be display. 

Location Category Select Rural or Urban from the drop-down list. 

Phone Number Enter registered land line number of the 
institute. 

Mobile Number Enter registered Mobile number of the 
institute. 

Email ID Enter the registered Email ID. 

Upload resolution to start institute Upload the respective document in PDF 

format. 

Institute Code Enter Institute code. 

Google Map link of institute location Paste link of institute location from 

Google Map. 
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Institute Site Plan Upload respective document in PDF. 

Longitude Enter longitude details. 

Latitude Enter latitude details. 

 

 Save the data. Success message pops up, click OK. 
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4.4 Proposed Course/Unit Details 
 Enter Proposed Course/Unit Details. Click +Add New Course to add more columns.  

 Note: Click on – Download Course Group Information link and view course group list.  

 It is mandatory to select course groups or combination of the course groups as per GR.  

 

 Click View to Add new Course details. 

 To select course group please refer to the table below: 

 

Bifocal Courses 

Group 

Name 
Paper  

Sector 

Course Name 

Group - 1 Paper - 1 Electronics Field Technician-Wireman Control Panel  

(Qualification Pack: Ref.Id.ELE/Q7302)  

Paper - 2 Power Lineman Distribution  

(Qualification Pack: Power-PSS/Q0102) 

Group - 2 Paper - 1 Electronics Field Technician-Computing and Peripherals  

(Qualification Pack: Ref. Id. ELE/Q4601)                 

Paper - 2 Electronics Field Technician – Air Conditioner  

(Qualification Pack:Ref. Id. ELE/3102) 

Group - 3 Paper - 1 Automotive Classes Four-Wheeler ServiceTechnician  

(Old: - Auto Service Technician L4)  

(Qualification Pack: Ref. Id.ASC/Q1402)  

Paper - 2 Automotive Auto Service Technician (Two and Three-Wheeler)  

(Qualification Pack: Ref. Id.ASC/Q1411) 
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Group - 4 Paper - 1 IT-ITes Junior Software Developer  

(Qulification Pack: Ref. Id. SSC/Q0508)                                

Paper - 2 IT-ITes Field Technician-Computing and Peripherals  

(Qualification Pack: Ref. Id. ELE/Q4601)                 

Group - 5 Paper - 1 Construction General Mason (Qualification Pack: 

Ref.Id.CON/Q0103)  

Paper - 2 Construction Construction Painter and Decorator  

(Qualification Pack: Ref. Id. CON/QP-0503 

Group - 6  Paper -1 Plumbing Plumber - General  

(Qualification Pack: Ref. Id. PSC/Q0104)                   

Paper - 2 Agriculture Agriculture Machinery Operator  

(Qualification Pack: Ref.Id. AGR/Q1103) 

Group - 7 Paper - 1 Banking, Financial 

Services and Insurance 

Business Correspondent and Business Facilitator  

(Qualification Pack: Ref. Id.BSC/Q8401)              

Paper - 2 Retail Distributor Salesman  

(Qualification Pack: Ref. Id. RAS/Q0604) 

Group - 8 Paper - 1 Agriculture Dairy Farmer / Dairy Entrepreneur  

(Qualification Pack: Ref. Id. AGR/Q4101)  

Paper - 2 Agriculture Small Poultry Farmer  

(Qualification Pack: Ref. Id. AGR/Q4306 

Group - 9 Paper - 1 Agriculture Organic Grower  

(Qualification Pack: Ref. Id. AGR/Q1201)  

Paper - 2 Agriculture Irrigation Service Technician  

(Qualification Pack: Ref. Id. AGR/Q1104) 

Group - 

10 

Paper - 1 Agriculture Floriculturist (Open Cultivation)  

(Qualification Pack: Ref. Id. AGR/Q0701)      

Paper - 2 Agriculture Gardener  

(Qualification Pack: Ref. Id.AGR/Q0801) 
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 Add New course details. 

 

 

 Add student details if the response for whether the trade/course already affiliated/approved is – 
yes. 

 

 

 

Field Description 

Course Approved By Select course approved by from drop – down. 

Sector Select sector from the drop – down. 

Name of the Course Select name of the course. 

Course Code Course code will be fetching automatically 
once name of the course is enter. 

Course Duration in year Course duration in year will be fetching 
automatically once name of the course is 
enter. 

No. of Proposed Units / Batch Enter the no. of proposed units / batch. 

Affiliation / Approval Details  

Whether the Trade/ Course already Affiliated / 
Approved? 

Select yes or no from radio button. 
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No. of units already Sanctioned Enter no. of units already sanctioned. 

Upload sanctioned GR. Upload the respective document in PDF format. 

Upload Admission Approval Copy. Upload the respective document in PDF format. 

Number of Batches completed in last 3 Years. Enter number of batches completed in last 3 
years. 

Student Details Fill last 3 years students’ data as follows –  
- Batch Year – will be displayed 

automatically. 
- Batch wise Intake. 
- Number of students admitted in 11th. 
- A number of students appeared in 12th 

exam. 
- Number of students cleared the 12th 

exam.  
 

 

 Required Agricultural Land Norms / Classroom Norms / Space Norms / Power Norms will be 
displayed as per total units = proposed + existing units.  

 Enter all the details of the course and click Save Changes and Close the tab. 

 Note: Available Land / Space / Classroom / Lab norms must be equal to or greater than required. 

 

 

 

 
 



User Manual-Bifocal Application 

24 

© 2024 Talisma Corp 

. 

 

 

 Save the data. Success message pops up, click OK. 
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4.5 Staff Details 

 Enter staff available and fill staff details.  

Note: Staff available should be greater than or equal to staff required. 

 

 

 

 

Field Description 

Staff Available Enter staff available details.  
 

First Name  Enter first name. 

Middle Name  Enter middle name. 

Last Name Enter last name. 

Mobile Number Enter mobile number. 

Email Id Enter email id. 

Aadhar Number Enter valid number. 

Total experience Enter work experience. 

Highest Qualification Enter highest qualification details. 

Qualification and experience certificate Upload require document in pdf format. 
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Appointment Order Upload require document in pdf format. 

 

 

4.6 Self-Declaration 
 Declare the conditions applied for the application under Self Declaration. 
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5. Infrastructure Details and Submit for Inspection 

5.1 Funds availability and Requirement Details 

 
 Enter Funds availability and Requirement Details and save. 

 Enter funds available with promoting organization and upload last 6 months bank statement. 

 For multiple bank accounts click on – Add Bank Account. 
 

 
 

Field Description 

Type of account Select account type from drop – down. 
 

IFSC Enter bank IFSC code. 

Name and Branch of bank  Bank name and branch name will be 
automatically fetched and display by the 
system. 

Account Number Enter account number. 

Amount in account Enter amount balanced in mention account. 
 

Upload last 6-month bank statement Upload last 6-month bank statement in PDF 
form. 

Total amount in account (E)  Sum of amount balanced in the bank account 
will be display. 

Total amount in fixed deposit (F) Enter amount available in fix deposit. 
 

Upload fixed deposit certificate Upload fixed deposit certificate in pdf format. 

Total amount available in mutual fund / shares 
/ etc. (G) 

Enter amount available in mutual fund / 
shares / etc.  

Upload certificate Upload required document in PDF format. 

Upload last 3 years audited financial 
statement. 

Upload required document in PDF format. 
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Total amount available with promoter H = 
E+F+G. 

Sum of total amount available with promoter. 

 
 

5.2 Building Space Details 

 
 Click +Add Building to enter the Building Space Details and save the record then, click Next. 

For the existing record, any action can be performed as View, Edit or Delete. 

 

 
 

 
 

                   
 For Building Type – Owned – Upload 7/12 or Property Card. 
 For Building Type – Rented – Difference between Date of Lease and Date of expiry of lease must 

be 5 years. 
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Field Description 

Name of building Select building name from drop-down.  
 
- Administrative. 
- Workshop. 
- Integrated. 

Building ownership. Select building ownership. 
- Owned. 
- Rented. 

Upload 7/12 or Property Card.  Upload required document in pdf format. 

Upload registered lease document.  Upload required document in pdf format. 

Whether building is ready.  Click on yes or no radio button. 

Whether building is dedicated for Proposed 
Institute. 

 Click on yes or no radio button. 

Upload OC/Building completion document.  Click on yes or no radio button. 

Whether approachable road available.  Click on yes or no radio button. 

Road front in meter  Select length of road available in meter. 

Upload photo of road front.  Select and upload photo. 

Type of construction.  Select type of construction from drop-down. 

Number stories.  Select number stories from drop-down. 

Area on ground floor in sq.m.  Enter area on ground floor in sq.m. 

Area other that ground floor in sq.m.  Enter area other than ground floor in sq.m. 

Total area in sq.m.   Addition of = Area on ground floor in sq.m. +             
Area other that ground floor in sq.m. 

Avg height between Ceiling and Flooring in 
feet.  

 Enter avg height between ceiling and flooring 
in feet. 

Year of construction  Enter year of construction. 

Upload approved floor wise plan demarcating 
existing and proposed trades/batches and 
common facilities 

 Upload required document in pdf format. 

Upload building photo  Please upload geotagged building photo. 

 

 Enter the building detailed plan and click Select File to upload respective documents and 

images. Click Save to save the data. 
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5.2.1 Steps to capture and upload geotag photos: 

 Below are screenshots and steps to follow to capture and upload geotag image steps: 

1. Open mobile camera and click on settings menu. 

 

 

2. Enable Add location Tags options. 
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3. Click the picture < go to what’s app < Click on attachments < select document option. 
 

                      

 

4. Click on Browse document / Choose from gallery option < Select the image < Send the 
attachment. 
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5. Download the image document file on the mobile or pc and upload it on the portal. 
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  5.3 Workshop Space Details 

 
6. Enter Workshop Space Details and click Save And Next to save the record and move to next 

page. 

 

 

 Available workshop space in sq. m. must be greater than equal to workshop space required in 
sq.m. 

 Remark ground / first / second / to tenth floor – enter floor preference. 

 Please upload a geotag workshop photo. (Please follow the steps mentioned in point 5.2.1)
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5.4 Common Facility Space Details 

 
 Enter Common Facility Space Details and Save the record. 

 Note: Total available number of units and available space must be equal or greater than the 
total required number of units and space. 

 

 

5.5 Power Details 

 
 Enter the Power Details. Click Save And Next to save the data and move to the next page. 

 Note – required power type will be defined as per course, machine, or power norms. 
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Field Description 

 Total New required (IN KW)  Auto Display as per proposed units. 

 Total Power required in KW (For already 
affiliated units all courses) 

 Fill power available in KW for already 

affiliated units. 

 

  Total Power Required in KW (New Units + Old 
Units) 

 Fill details. 

 Available Type   Select available power phase type.  
- Single Phase  
- Three Phase. 

Upload Power meter photo  Please upload geotag power meter photo. 

Upload latest electric bill copy  Upload required document in PDF. 

 Is the meter connection in the name of 
School/organization 

 Select yes or no radio button. 

 Upload NOC from building owner.  Upload required document in PDF. 

 Upload latest 3 months light bill  Upload the required document in PDF.  

 Meter seal report needs to upload  Upload required document in PDF. 

 

Note: Please upload geotag power meter photo. (Please follow the steps mentioned in point 5.2.1) 
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5.6 Agricultural Land and Open Space Details: 

 
 Enter Agricultural Land and Open Space Details and click Save And Next. 

 Note- If a Is land required as per norms is – Applicable, then it is mandatory to fill all 
details in agricultural land details. 

 Note- Difference between Date of lease and date of expiry of lease must be greater than 
equal to 5 years.  

 

 

 

Field Description 

Is land required as per norms Auto displayed 

Total land available in Sq Meter Enter the available land details in Sq Meter 

Agricultural Site Plan Upload required document in PDF format. 

Google Map link of Agricultural Land Location Paste the agricultural land location link from 
google map. 

Longitude Enter longitude details. 

Latitude Enter latitude details. 

Ownership type Select appropriately from the drop-down list. 

Distance between Institute and Agricultural 
land in KM.  

Enter required details in KM. 

Date of lease Enter lease start date. 

Date of expiry Enter expiry date of lease. 

Upload registered lease deed Upload required document in PDF. 
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No objection certificate Upload required document in PDF. 

 

5.7 Tools, Equipment’s, and Machinery Details 

 
 Enter the Tools, Equipment’s, and Machinery Details.  

 Click on submit availability to fill available tools, machinery and equipment’s details and upload 
tax invoice of all. 

 Users can click on the Add document button to add more documents for upload. 

 Click Save And Next to save the data and move to next page. 
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5.8 Other Infrastructure Details 

 
 Enter the Other Infrastructure Details, click Select Image to upload the respective 

images of infrastructure and then, click Save And Next to save the data and move to 

next page. 

 

 Note: If water supply is available is selected as Yes, then uploading files are mandatory. 

 

5.9 Inspection Fee 

 
 Update Inspection Fee details and click Save & Next. 
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5.10 Submit Details and Request for Inspection 

 
 Select the inspection date as per availability and complete the 

application submission.   

 Note: Click Print Report for reference of acknowledgement. 

 Please select from date shall be 5 days later from the date of 

submission and to date should not be more than 15 days from the 

date of submission. 

 
 
 

5.11 Dashboard 

 Dashboard displays the percentage of application completion. 
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6. Post Inspection 
 In this section users will get all updates regarding application after the inspection. 

 

  6.1 Download Order.  

 
 In this menu the user will receive Letter of Approval or Letter of Rejection Information.  

 Users must check the comment section to know the actual reason.  
                  

 

 

6.2 Resubmission 

 
 Once an application is rejected by the inspection team, an institute user can opt for 

resubmission process and the application will be open.  

 

 
 

 User can click on resubmission option and submit the resubmission declaration after otp 
verification. 

 After OTP verification, user can enable application for resubmission. 

 

Note: Schedule for filling resubmission application will be declare by the DVET on VTI portal. 



User Manual-Bifocal Application 

41 

© 2024 Talisma Corp 

. 
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7. Message Box 
 

 

 In this feature an institute user can communicate to DVET team through mail messaging. 

 The user can send messages to DVET team by selecting Compose Message option. 

 

 

 

 In the compose message menu, user needs to select title from the dropdown.  

 There are 2 options available for selection. 

1. General Queries. 

2. Related to Inspection Committee. 

 

7.1 General Queries: 

 
 In this category, users can communicate to DVET team for queries related to online 

applications issues. 

 These queries will be addressed by ITI Admin and team. 

 

7.2 Issues Related to Inspection Committee. 
 

 In this category, users can communicate to DVET team for queries / complaints related to 
committee inspections. 

 These queries will be addressed to the ITI Director. 
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 In non- replied messages user will be able to view the list of messages whose response is 
pending from DVET team. 

 

 

 In the replied messages menu user will be able to view the list of messages replied by DVET 
team. 
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THE END 
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