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Government of India

Ministry of Rural Development
Department of Rural Development

(DDU-GKY Division)

New Delhi, dated 21®'April, 2015

Notification No.15/2015

Subject: Assessment and Certification on the Dean Daval Upadhvava Grameen Kaushalva

Yoiana (DDU GKY) - Standard Operating Procedures (SOP)

1. The SOP of DDU-GKY (erstwhile Aajeevika Skills), version 1 was notified in July, 2014
and lays down some of the key procedures and quality norms relating to the
implementation of the program through Project Implementation Agencies (PIAs).

2. It is incumbent that all stakeholders directly involved with the execution of the project
should be well versed with the contents of the SOP for effective implementation of the
DDU GKY projects. It is therefore being made mandatory for all stakeholders directly
involved with the implementation of the projects under DDU GKY to be trained, assessed
and certified on the important aspects of the SOP. To facilitate easy access and self-
learning of the SOP an e-learning portal with web address http://dduqkvsop.in/ is under
development. Currently a beta version is ready and is being tested. All potential users are
requested to use the website extensively and give feedback for improving it. The portal
will be fully functional from 1®' May, 2015 and the certification process will start immediately
after that.

3. A user manual for the beta version of the website is also attached with this document.

4. There will be two levels of courses available - namely Professional and Trainer:

a. Professional: This is the minimum level to which all personnel involved in execution
and implementation of the DDU GKY project need to be trained and certified. There
are four courses available at this level:

Operations and Quality

Finance

III. MIS

iv. Comprehensive

b. Trainer: On successful completion of the course at Trainer level a candidate is
expected to train examinees and to guide the organisational teams in various
processes prescribed by the SOP. There will be four courses at this level:



Operations and Quality

Finance

ill. MIS

iv. Comprehensive

Currently, in the beta version the MIS module is not active. Till then MIS personnel
should take the Operations and Quality course.

5. Keeping the exigencies of the projects in view the PIAs, state governments and CTSAs
are requested to follow the following schedule for certification;

Certification cut-off date 30-06-2015

Stakeholder Personnel - Professional

Level

Personnel -Trainer Level

PIA 1. Project head and
functional heads of MIS and

Q team, and Q team

members

2. At least 3 operations team

members

3. At least 2 finance team

members

1. Operations team - 1

2. Quality team -1

3. MIS team - 1

4. Finance team -1

State 1. State level functionaries

CTSA 1. Operations team members

2. Finance team members

3. MIS team members

MoRD 1. YP team members

2. State Partnership team

members

3. Monitoring team members
4. Standards and OA team

members

Certification cut-off date 30-09-2015

PIA 1. Operation team

members including

Centre In-charges

State 1. District level functionary

6. Examination centres and minimum equipment: While detailed instructions about the
examination centres will be given in the website the following is provided as a guidance:



a.

b.

c.

d.

Two centres - one by NIRD at Hyderabad and another by NABCONS at New Delhi
will be accessible to everybody. The days on which examination is to be conducted
at these centres will be decided jointly by MoRD, NIRD and NABCONS. NIRD and
NABCONS centres, however, will give preference to their and MoRD examinees and
the left over slots will be open to others.

In addition, PIAs and state governments are free to set up their own examination
centres for their staff. Desirous state governments and PIAs will register their centres
with NIRD and slot booking at these centres will happen through the website. Further
details for the registration process of these centres are available on the website.
These centres can be operated exclusively for their in house examinees or open to
everyone at the sole discretion ofthe organisation.

Examination centres should be equipped with a video camera to record the
examination proceedings. One or more video cameras should be so located to cover
the complete examination area so that all examinees are visible in the video.

There will be four exam slots as given below;

Slot Number Start Time Remarks

1 10.30 AM

Candidates appearing for the
assessment will be expected to reach
the centre at least 30 mins before the
starting time of their assessment to

complete their documentation.

2 12.00 PM

3 02.30 PM

4 04.00 PM

7. Assessment Process

a) The final assessment will be through an open-book approach.

b) Participants will have to carry Laptop and Dongle (Data Card) for NIRD and NABCONS
centres. For PIAs and state centres information will be available on the web site.

c) Aphoto ID card from the list (Aadhar Card / Passport / Pan card / Driving License /
Office ID card if government employee/PIA) and Exam Seat Allotment Letter
(Assessment Registration Copy) are necessary to take the examination.

d) The process of obtaining certificates for the successful examinees will be available on
the website.

In case of any clarifications queries may be addressed to to elearningnird@qmail.com
and CC to the following contact person's email.

• MV Nikitesh Reddy, Project Manager
Mobile: +91-9441189936 E-Mail: nikiteshnird@qmail.com

MD Afrozuddin, Project Manager



Mobile: +91-9885152882 E-Mail: mdafroznird@gnnail.com

8. This notification issues with the approval of competent authority.

(S. B Tiwari)

Under Secretary to the Government of India

Tel: 23743625

To

1. All Secretaries (in-charge) of Rural Development in State Governments.

2. All State Nodal Agencies for Skill/ SRLM
3. TSAs NIRD and NABCONS

4. All Registered Project Implementing Agencies
5. All officials in DDU-GKY Division, MoRD

6. All officials in Rural Livelihoods Division, MoRD

7. Guard File

8. Shri Abu Osama Saifi - with a request to ensure that this notification is uploaded on the
website.

9. ASDMS team at MoRD.

Copy to:

1. PS to JS Skills, DDU-GKY, MoRD.

2. PS to COO Skills, DDU-GKY, MoRD.

3. PS to DS Skills, DDU-GKY, MoRD.

Enclosure: User manual
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1.3.2. About us

This page contains information about the institutions involved in e-SOP portal
management.

1.3.3. Courses

This section contains the eotirse content.

1.3.3.1 Course categories
The course content is arranged under various categories. Currently, there are two
categories viz.

• Basic- Courses designed for basicusers i.e. users who implement the programme
• Advanced - Courses designed for users who can train basic users.

arrow icon in front of the category name will aispiay tiie complete list oi courses unuer

each category. A navigation block to display the courses ind a search facility to search
courses is also available.

VDU-GKY Leaniiiis Portal of DDU-GK

Home About us Courses

Th&ie courses are designed to make tralhoes convors^t with DDU-OKV procoduras jri diffaiamt
facets of the project. As of now relevant courses, es t>sted below, are comptilsory for Q teem
marrilJBfs and fui'iclicioal heeds of operations, MlE end firiance, Frcnii e deta to be notified bv
MokD the courses would be compulsory for all the functionaries who Implement the programme.
Persons who fall in this category will be detailed in the notification. All personnel from MoRD,
State gcvernrr.ents and Technical SupportAgencies (TSA) at the state and centra! level should
clear the comprehensive course.

»Advanced
This course is directed tu develop tiainars in tlie respective araas. K this course is cleared d Is
deemed that he has cleared the basic course also. Such persons can tram other people, ihey
can volunteer to be admitted as a teacher in the e-ieaming portal.

ScJMch coursat:

1.3.3.2 Course structure

Each course is structured as follows. The structure is
explained through an example.

Course Category: Basic
Course Name: Finance

Course Structure

• Course content is arranged in the following
three sections

o Chapter Content
o Resources

o Course Assessment
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1. Overview

India. It evolved out of the need to diversify incomes of the rural poor and to cater to th
etatg%t7,la,lfde to impart knowledge on guidelines ajrd

Standard Operating Procedures (SOP) adopted for implementing projects under DDU-
GKY.

1.1. Key Features of the e-SOP Portal
A web based learningmanagement system
Desktop, mobile and tablet compliant
Portal has multiple stakeholders with distinct privilegesStructured course materials with self assessment modules
Collaborative tools and activities such as discussion forums, message boards, etc
Supports multiple file formats with asimple and easy to use text editor
Built-in certification and activity monitoring modules
Inter-operability in terms of import and export of content that meets open stand
Robust question bank that supports multiple question types
Audited for security by CERT-ln empanelled agency

1.2 URL of e-SOP Portal .
The e-SOP portal can be accessed from the URL http-.Z/ddugkysop-i .

1.3. Sections of the Portal
The portal has the following main sections:

1.3.1.Home , i
— Contains general information about the portal
—Displays related links, resources and gallery
— Displays updated news / announcements

T.nffin block and links to registration form and guest access

ddu-gky

D.VIII Cf-.vr. ..ulJi.tV* ' .votv.d "..O'if tH. to d1..r«.rv
to, ,.o„.trvor O.v.loro..ot rMoK-l. ,1, out.-OKV h,. ...

ro^ro.-=-Cor«"r„u„t.^o.t.p..o.ott.. uo..o.i.v.nt. ...o. s..o..v.r

rZ- po'i.i f. itt,.,.. too-r-a,, or. tiu.d.i...
.aopl.a tor „,,pl,iT..ot.n,i oroj.ct. ood,.' OOV- v.

Related L inks

Dt-U-Ci* >

asdms

ir.d ttin.icJafU Oparatm-a Pfoceclu'«»

New*

SOP Ti-aSnO-»g Proaramme
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2. User Roles and their Privileges

Thee-SOP portal supports the following user roles:

CDAC

User Role Description

Guest A guest user is one who visits the portal without any registration.
Registered
user

Aregistered user isa user who gets registered onthe portal by filling
the registration form made available in the portal for this purpose.

Student A registered user who has enrolled for a course becomes a student in
that particular course.

Local

facilitator

Acts as a facilitator for a group of students and monitors them to
enable course completion. This role is assigned to an identified user/s
by the portal Manager.

Teacher They mentor a group of students and grade their assessments. This
role is assigned to an identified user/s by the portal Manager.

Content

creator

Creates course content on the portal. This role is assigned to an
identified user/s bv the portal Manager.

Manager Manages the overall administration of the portal.

This manual deals with the user roles - Guest, Registered user, Student and
Local Facilitator only.

2.1 Guest User
A guest user is one who visits the portal without any registration.

2.1.1 Privileges ofa guest user
A guest user on thee-SOP portal has the following privileges:

• Browse the portal sections including the course content, exceptfor the selfandthe
course assessments

• Register in the portal

A view of the course contentpage by a guest user is depicted below.

Home O Courses O Basic O Finance

Finance

This course is for the persons working In/aspiring to woHlin finance.

Chapter 1 - Introduction

B Overviewand learning outcomes

H Content

Standard Forms

' • Resources

^ • Guidelines

^ Presentation

Chapter 2
The coritent is under development and will be uploaded soon.
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Homer O Courses O Basic O Finance

Fina nee

CDflC

Each chapter is further
arranged as follows:

o Overview and
leEiming outcomes

o Content

o Standard Forms
o Resources

o Self-Assessment

ihls course

finan co.

I. far tha persons working ln/«splring to work In

Cliapl«r 1 Tiitrociuction

f-*! Overview and learning outcomes

V Content

Siandoid Forms

* fli Ftesources

Guidelines

^ Wt Presentation

^ Seir Assessment

mtseltlmprZ'iics information related to examination and certification process.

TOs^eS'o?lists down the Frequently Asked Questions (FAQs) on e-SOP portal and
responses to them.

T^^sectionTro^vides contact details of people who can be contacted for specific queries
regarding the e-SOP portal.

User manual - eSOP portal -ver 1.0- Local Facilitator
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Step 3 - Authentication of email
On successful submission of the registration form, a confirmation mail (as shown below)
is sent to the email id specified by the user during the time of registration.

From Adiniu User <knshnapnvam@cdac m>

Date. Wed. Feb 18. 2015 at 3:d9 PM

Subject DDU-GKY Courses account confirmalion
To: "PiyushKumar" <pivush.ku77@gmai] com>

HiP^rushKumar.

A new accounthas been requested at "DDU-GKYCourses'
using your email address.

To confirm yournew account,please go to dusweb address;

http//dduflkvsop myioffln/confirm.php?data=QD60Zse30mUThvJ/pi7ush%2Etcu77%40gmail%2Ecom

In mostroadprograms,dus shouldappear as a bhiehnk
whichyou can just du:k on. If that doesn't woric.
dten cut and paste the address into the address
lineat the top of your web browser window.

If you need help, please contact the site adminislrator,

Admin User

To confirm the accoimt, the
user has to click the web

address mentioned in the

mail.

On clicking the link, the
portal opens and the user's
account is confirmed.

On confirmation of the

account, a user becomes a
registered user in the portal.

2.2.2 Privileges of a registered user

Besides the privileges of a guest user, a registered user has the following additional
privileges.
1. Edit his/her preferences
2. Set his calendar to alert him/her of planned activities.
3. Access communication options
4. Enrol for a course

2.2.2.1 Edit his/her preferences
A registered user has the option to edit the following:

• User profile
• Password

• Message preferences

The option to edit preferences can be found in the drop down menu that is displayed
while clicking on the user name displayed on the portal pages_(W/ii?r than the Home
page).

2.2.2.1.1 Edit profile
To edit the profile, click on
Preferences—Edit profile.

Please note that expect email
address which is also the

usemame, all the other details
filled by the user at the time of
registration can be modified.

ODU-GKY

Hum* O Mv ptoOle ^uUiiiut O Etfil prilUm

Test User
EiiiAli iHlilress reK^ymall ccn

* Personal Details

* Contact Details

* Professional Details

Leanimg Portal ot D
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To browse the course content as a guest user, users can directly navigate to the course
content or login as aguest (option available below the login module at the Home page).
In both the cases, the users are automatically logged in, without the need for entering a
usemame and password.

2.2 Registered User
Aregistered user is auser who gets registered on the portal by filling the registration
form made available in the portal for this purpose.

2.2.1 Registration on the portal

Step 1—Click the "Create new account" option that is available at the Home page.

DDU-GKY

Ab«ut us
C»rTitic««i»n

D..nD.y.l Cf."..." 'OJ.n. CD™-a>Y> „ .h. ,m.rg.no pi.c.W, ,
tho Minist.-v OT Ro'ai Oevalopment (MonC-), Covwnment of India. It
income* t)» rural pnor and to cainr to i
or.gir« in oajeevl-a SP.Hs and U>e 'Spocw.l P.ojects' co.npo--.'
vo^ana

Th.. , L..ruiQ .. a..l3n«) K mp.rt kno-I.Og. W9uld.«P.. ."0 tt.nO.rO up.r.nno P™J,3ur.5
(SOP) rtilcjplBd tv." Iiriplementinq prnjecMv •.indef C»Oi)-Gls<-

.... New®
Related Links

SOP Training Progi'amme

wr « •"> TP. p.... pi in - n-
A»)«»iViWa"jVilt'

•ccupAtion^l asriirattofts oKiural yoi.itn
»eol ©r «hw S-'amoiavJnU

A LOrjlN

A U^^rname

Csntact Mfl

7 For9"^i password
Cn „r,-i-mb«r us»mam«s

ernoii

step 2- The registration form opens for the users to fill. All the required details have to
be filled in and submitted. Please note that all mandatory fields (marked as *) are to be
filled in for acceptance of the form. To see all the fields of the registration form, click
"Expand all" option.

Please note that the email
id of a user is his / her
username as well.

The instructionsfor setting
the password is to be
followed.

foDU-GKY

Hume Sbuul u

rtontt O Log in O Haw scecoril

rtiMii rtUdfitK*'

tnidil (dgiili-i)'

» Personal Details

• Contact Details

» Professional Details

Leaniiug Portal ol DDU-GKY

(In fafurw yoiif otnail wiM b« irtaiofl *s Logm Uss'namei

" ISiit 1 pop-al|.P.pppi.neci.,r,cun.>

iqLipt*d I'&lcti in tbis K"*"* maiLsd
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The following general settings are also made available:
• Beep when popup notification is displayed
• Prevent non-contacts from messaging the user - A non-contact is a person who

the user has not added as part of his/her contact list
• Temporarily disable notifications

Notifications arc sent to the user on the following occasions:
• Receipt of new messages and forum postings
• Submission of quiz
• Completion of grading of quizzes

2.2.2.2 Schedule activities using a calendar
The calendar option could be accessed from the drop down menu that is displayed while
clicking on the user name displayed at the top right of any of thepCrrtal^agcs (other than
the Home page).

Once events/activities are

added, the same is displayed
when the user visits the

calendar option.

The calendar with scheduled

activities can also be exported
so that it can be imported into
other calendar programs like
Outlook/Google Calendar, etc.

The export process creates an
.ics file (calendar file) which can be opened through calendar programmes like
Outlook/Google Calendar, etc.

DU-GKY

Upc-TtiWtp-sv-m fc':

There are no upcoming events
Export calendar

Mttfutge.iuB3en|mm

Leamma Portal of DDU-GKY

t HKif tjfoca •".•sntt

SMONTttYVTEW

FF:aRUARV?OI5

2.2.2.3. Access communication options

The following are the communication options available for registered users.

Messaging Enables a registered user to interact with a group of users between
the user and his/her teacher, as defined by the portal Manager.

Forum posts Enables a registered user to view general announcements posted by a
Manager/Teacher to a group of users.

Discussion forum Enables a registered user to view ongoing discussions in discussion
forums of the portal.

User manual - eSOP portal - ver 1.0- Local Facilitator 10
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2.2.2.1.2 Change password . /
To change password, click on Preferences—Change password. Auser can change/update
his password through this option.

Please note that the following rules
for a strong password, mentioned at
the time of filling the registration
form, is valid for reset of password
too.

Apassword must have atleast eight
characters and should contain

• Atleast 1 digit
• Atleast 1 lowercase letter

• Atleast 1 uppercase letter
• Atleast 1 non-alphanumeric

character

Change password

Useniame / EmaUtestc&ginail.com

Current password!

New password*

New password
(again)*

Cancel Save changes

2.2.2.1.3 Message preferences
There are two types of receiving notifications - popup notices and messages sent as
email. The default notification method ispopup notices.

Pop-up notices -
When a user is logged into the portal, the
message will pop up from the bottom right
comer of the page. _
The user can choose to read the ntessagg
immediately or can ignore it.
If they choose to ignore it, the message
remains as new message that is unread until
it is read.

Email notifications -Users receive notifications as emails to the email address specified
by them during the registration process.

Different types of message preferences can
be set by the users based on whether they
are online or offline. The message
preferences can be set by checking the^
relevant box for each item.

"j *«-; uy ...

OS

User manual - eSOPportal -ver 1.0- Local Facilitator
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2.3 Student
Aregistered user who has enrolled for a course becomes a student in that particular
course.

2.3.1 Privileges of a student
A Student has all the privileges of a registered user. Besides those, he or she has the
following additional privileges:

• View and participate inassessments (self and course assessments)
Participate in discussion forums
View his/her grade reports
Un-enrol from a course

2.3.1.1 View and participate in assessments (self and course assessments)
As a student of a course, the user will be able to access the self-assessments and course
assessment available at the end of the course.

2.3.1.1.1 Process to participate in the assessments
a. Self-assessments

Self-assessment enables the student to assess his/her level of understanding of the chapter
content. The student can take the self-assessment multiple times. There is no negative
marking for it. The questions are randomly picked from a centralised question bank and
are mostly multiple choice questions. The choices within a question are also shuffled.
There is no time limit for completion of the self-assessment.
The following are the steps to take the self-assessment:

• Navigate to particular course
• Click on the "self-assessment" available at the

endof each chapter content. The quiz opens fora
student to take the assessment.

• If a userhas completed a self assessment, a box
witha tielLis displayed next to the assessment
activity. ThisTltdicates that theactivity is
complete. If a box with~a4otted border is shovra,
a tick will appear automatically^Mj^^ auser
completes theactivity according to conditions set
by the teacher.

User manual - eSOP portal - ver1.0- LocalFacilitator
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The above mentioned communication channels can be accessed from the dropmenu that is displayed while clicking on the username displayed at the top n^f the
page.

DDU-GKY Learning Portal of DDU-GR\

Home About us

Home O Courses

b Basic
THes. courses ers desrgne. .o o,=.e iorl'lS;
facets of the project. As »''Vfner,« I flate " be octi.ied by
members and functional h^ads jf operati s, implement the programme.
WORD toe courses would be »J^t'i ed "P®'
s!r.lo:ro°,Iem's end "Ssuppcs Agencies ,r«) at the state end centre, level shpuld
clear the comprehensive course,

tAdvanced

can VPiunteer tobe admitted esa teacher in the e-learoing portal.

search courses

FAQS

O Preferences

e Calender

S Forum ppsfs

Dfscuss'Ons

tn Mv grades

l?» Log out

m Home

H My home

A My profile

•i My courses

Courses

SB

OSADMIMI'STPATIOM
to My profile settings

iown

RStee^u'themselves to acourse of their choice. Once they enrol for a
course they become astudent of that course and hence are eligible to take self and course
assessments in the enrolled course.

To enrol for acourse, the user has to visit the course of his/her choice and then click
"Enrol me in this course" option available in the administration oc

Portal of DDU-GKV

rt«ni«,t t»U»«l»r ««« wBI b. «p»««d«d -<«n

NAVicAinoN mm

mm

A OM1N t S-r AXION

' lliart.l H».> »l> Ul>W "«••».

Once enrolledl the user becomes a student in that particular course and remams a
reriLred usclin all other courses. Users will be able to see the courses he or she has
etSolled in from the "My courses" link available in the left top of the title bar.
Enrolment has to be done course-wise for each of the available courses.

Vser manual - eSOP portal -ver1.0-Local Facilitator
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'Scp
CDAC

I O Courses O Basic O Comprehensive O Chapter l - IntroductionO

Self Assessment

Comprehensive

started on Monday, 2 March 2015, £'.31 PM

State Finished

Completed on Monday, 2 March 2015, 5:50 PM

Time taken 19 mins IS sees

Grade 0.00 out of 10.00 (Q%)

Question 1

Not an««sr«d

Melted O'it of

1.00

Y R«me« flag

Which of the Following is not a roleof PIA Quality Team (Q Team)?

Select one-.

a. Ensure that op team correets the mistakes before reporting the
checks

b. Check the quality of outcomes as shared by OP team

c. Report the results of checks transparently

. d, Be a watchdog of tlie programme quality

Eerure Tt.at op ream correct, the irngtake? before

S QUIZ NAVIGATION

ITjiT^
Show all questions on one page

Finish review

On confirmation of the submit all and finish action, a feedback sheet is displayed. This
displays the time taken for completion of the quiz and the feedback on every question
along with the grade.

b. Course Assessment

• Course assessment enables the student to assess his/her level of understanding of
the complete course content. It also serves as amock test for the final certification
exam.

• The number of attempts for the course assessment is restricted to one.
• There is no negative marking for the course assessment.
• The questions are randomly picked from acentralised question bank. The choices

withina questionare also shuffled.
• The question types include multiple choice for the Basic category of courses

along with short and essay types for the Advanced category ofcourses.
• There is a time limit set for the exam. For the Basic category of courses it is 60

minutes and for the Advanced category of courses it is 75 minutes.

Srandarcj Forms

iiV ftks)SQur<.;etc

^ M Guidolines

The following are the steps to
take the course assessment:

• Navigate to a particular
course.

• Click on the Course
Assessment link found at

the end of the course tc

take the assessment.

• Follow the steps as
indicated in the previous
section on self-

assessment.

y? Seir A!»*wssrTi»»i-.t
n

Chapter 7 - Tracking and Placement
rb« f.ontei-it Is undisr dav^slopmenc and «w«ll b® uploaded s

Chapter 8 - Project Financial Management
Ih"? rontiant if under rievaiopmenr and will be upinaded soon.

Chapter O - Grading of a Project and Project Implementing y
Thft conterrc Is unriar rtevelofiment aod will be oploadnd soon.

Resources

tilossarv

Course Assessment

m Moot- AS«*>*rvi4)rnt

User manual - eSOP portal - ver1.0- Local Facilitator
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The quiz is displayed one question at a time. The quiz navigation helps to
navigate to the questions. Clicking on Next button also takW auser to the next
question. \
The question can be answered, flagged (if the answer to the question is doubtful
or needs to be reviewed later) or can bejcft unanswered too.
To flag aquestion, click on "Flag qp^tion" link available in qii^stion summary
block.

Horns OCourses OBaste OCornprehenstu^ r1- Introduction O
Self Assessment

Comprehens

QuMtfon 1

M««4*«d out o<

f Flag
quvstlof

Next

Which>of the is not a role of PIAQuality Team (Q Team)?

lect one:

O that op team corrects the mistakes before reporting the
chec

0 p Check thequality ofoutcomes as shared by OP team
c. Report the results of checks transparently

O d-Bea watchdog of the programme quality

— QUIZ iMAVlGATlON

• TiprrilTigiTllB]
^9 lb
Finish attempt ...

The status on whether a question is,.answered or not can be seen both from the
navigation block (filled in boxe^ith question number for answered questions
and empty boxes with question number for the unanswered one) or from the
question status indicated imtlie question summary block.
Click on "finish attem^" once the quiz is completed. A summary of attempt
(question-wise) is displayed. Auser can choose to "return to the attempt" or
"submit all and finish" the assessment. Return to the attempt will reopen aquiz,
while submit all and finish will submit the assessment for grading. No further
changes to the answers will be allowed.

My cciui'ses •

ir

2 .

*

5 "•

6

a

9

10

Return to attempt

Not yet answersd

Not yet answered

Not v«t answetdd .

. Not ye.t answered
- - 'i •'

Not yet ansv^^od.' T'

Not Vf

Not V

Conftrmation

Once YOU submit, vou will no longer be

able to change your answers for this

attempt

Submit all and finish Cancel

;,Subrnit all ana • V " '

Us€v mctnucil —bSOP poftol—vsf 1.0 —Local Facilitatov
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Model Certificate

rNlTiXJ & TTR .aTVJ45l'Z>5 CT7fT}:rTCA-jflE

TO

Non Editing Teacher

i:M^'ECO<s:Ni'noj^o'j S'UCC£SSTU£ comt£Xtio:n^ot co u-JiS£ oy<

Finance (Basic Level)

JSHSTJA.'NT>jA'n-I} OT£'Ji.'A Tl:Nli T'JtOC£'n U'R'£S OT T>T>'U-CTK\I

^DU-GKY
OA'lli ; Mflixh 3.2015

Einpav»vring Ifxlio • th#
miiiiiiiinii

cx-(n(*.i:»oi86

2^

2.3.1.2 Participate in discussion forums
Astudent of acourse can view and participate in ^ddu-gky Learning Ponai of ddu-gky
existing discussion forums of a\ourse. He or she "
cannot create forums.

The discussion threads added are pubf^ied in
moderation. The discussion forum posts made by
the user can also be tracked from his/her pro!
page.

vow

Comprehensive

fonun 2

MdaoMttVMitoRtoiiK

9

CDAC

T)i*.}0>n 2i1iS. PM

jSkNAVIGA-nON

AMypntftk

• CanvMnia

kfhaptFsl-

lomidwuM

k Ctapwr 1' fttgoct

2.3.1.3 View his/ her grade reports
A Student can view his grades for the courses he or she has enrolled for. The grades can
be accessed from the drop down menu that is displayed while clicking on the user name
at the top right of the page.

DDU-GKY Learnuig Portal ol DDL'-GK

About u» Caurses Cei-Uflcduaii

Home O courses

»Basic
These courses are designed to make trainees corvvarsant with D0U-6KV procedures h"* different
facets of the project. As of r.ow lelevant courses, as listed below, ere compulsory for Cj team
membeni and runctional heads of operaOons, MIS and finance. From a date to be notified by
MorC" the courses would be compulsory for all the ftjnctionaries who tmplerrieni the programme.
Parsor^s who fall m this catogorv will bo detailed in the notification. All personnel from MoRD,
State governments and Techrycal Support Agencies fTSAl at the state and cent's! levelshould
deai the comprehensive u;;>ur5e.

r Advanced
This course is directed to develop tj-aiiie«"« m the respective areas. If this ccsurse is cleared It is
deemed that he has cleared the basic course also. Such persons can train other people. They
can volunteer to be admitted as a teacher in the e-iearning portal.

Seordi, courses; ,

A v/v

O Prefsr^nc^i

Si C'aierxisr

Mesysyes

Ponjn-t poses

•I Disc-ossions

n» Lew c-ue

A Home

1^ My tiome

A My profile

k My cou'ses

Courses

oe AVDMINISTRATION
My profile settings

User manual - eSOPportal -ver 1.0- LocalFacilitator 16
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Atimer is displayed below the quiz navigation block to indicate to users the time
availabl^ for completion of the course.

DDU-GKY

—QUIZ NAVlGA'jlON

|T| 2 |a 4 s

i9 ; ID,111' 12 13]

2£ £1

|2^]Im|27 2B:291
'i33, 34[SS, 36 37]

141, 42; [43 44 4S|
|49i 50 ]S1 52 53!
1571 58 [59 60
Finish attempt ,

0:59:53^

B..

A\15 16i

>2 [23
)o|31 32

i8 |39 40

T6 :47 48

54 55 56

Qu»4ioit 1 The SOP need not befollowed in non AAP states?
Hot V«t

antutrad

Marked out of

i.ao

y Fi«e
quasbon

Select one:

o a. May ba followed partially

O b.States can dedde whether to follow ornot
O c- f^l^ed to be followed

] O <!• followed

. On completion of the cout^e, grade for the course assessment is not displayed
immediately, if the assessment includes short and essay type qir^estions which m
to be graded manually. Once the teacher completes grading of the assessment, the
student is notified of the same.

exam is to be taken by all students who
nrofessionals in a particular course. The certification exam is conducted at specitied
centres on specified date and time slots. Details regarding certification process can be
accessed from the "Certification" section available in the home page.

The process of the certification exam is similar to that of course assessment. However
the final certification assessment is password protected. To attempt the same, a _
needTto Lw the password which is set by competent authority. The password is
generally revealed to the students who take the certification exam at the exam centre.

A pass percentage for the final
certification exam of each of the
course categories is set by the
competent authorities.

A user on achieving the pass
percentage in the final
certification exam will be eligible
to getan online certificate.

The certificate can be retrieved at
any point of time by visiting the
course page for which the final__
certification exam was taken.

»• • Presentations

wf Gdir

Chopter 7 - TrocUinqand Placement
•m? ccntsnt.5unrisr dBYfiQpmwnt ani vy'" be vipieacled soon,

Cliapler 8 - Project Financifll Management
j>i# isundtr cl6»elou(nent and wHt b% Mplctaded sooo.

Chapter 9 •Grading ofa Project and Project Iniplenienttng Ageitcy
The ujnteutisunder Ueeeloument endwill be uuloeded soon.

Resources

^ CIOS«4l'V

Course AsHeSMinent

i}- Mock Assessment

Mint Avs.iisi-,i« unless; tciu aohtevs » rsquirad scof. I ,n Flnnl

User manual - eSOP portal -ver 1.0- Local Facilitator
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* M Pr^sArvTATlcn

if. S»ir Aif»«3sm»nt

-rh« cont*fit ts undsr dovelcppwierit «nd -ritl be uukieded a60i^.

Chapter 3 - Project Irnpremoriiotfoii proce<lure»

n: Overview end learning outcomes

• Content

J?! standard Porme

» • Paisources

» M i:u>de»nne

* " Presentanohs

<f Self Assvsment

Chaprnr 4^- Training Doslcjn and Planning

Overview and learning outcomes

• Content

Standard Porms

* M ftesources

n

r'«*ion aiTn PUnoiog

apt«r S - fi-aliMriq

m Chapter 6 - Training

initiation

•i Chapter 7 - TtM-Ving

and riacamerit,

M r.hapter S - PrttJect
Pin.iincia! Managemcint:

Si izhaprer Q - Grading

i>f a Project And
Project Imp's...

Assessrnenl:

oe ADM!Nl:5TT"vA.TION

Uneivutrrorr.

•i My proAia sstt'Ogs

•Scp
CDAC

Link to Un-

enroll from a

bourse

Once un-enrolled, the student becomes a registered user for the course. His/her grade
data, ifthe assessments have been completed, will no longer be available.

2.4. Local facilitator
A local facilitator monitors and facilitates a group of students to complete the course.
This role isassigned to an identified user/s bythe portal Manager.

2.4.1. Privileges of a local facilitator
Besides the privileges of user roles mentioned in the above sections, alocal facilitator has
the following additional privileges:

• Create new user accounts

• Create groups ofstudents from users added by him/her
• View grade reports and generate activity reports ofhis/her group ofstudents

2.4.1.1 Create new user accounts

A Local Facilitator can create new user accounts inthefollowing ways:
• Single accountcreation
• Bulk user accounts creation

2.4.1.1.1. Single account creation • • i.
The process of single account creation is similar to that of registration by filling mthe
registration form. Along with other particulars of the registration fonn, apassword for the
user account is also set by the Local Facilitator. A Local Facilitator can create any
number of user accounts by this method.

JJser manual —eSOP portal —ver 1.0—Local Facilitator 18
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The same can also be viewed by navigating to
the enrolled course. Visit the Course
administration —Grade administration section to
view the grades.

7TW3

sm

OS administration
Grade administration

MB Overview report

fgi user report

Course administration

My proTile settings

CDHC

Auser can see their grade for the particular course (View - User Report) as well as their
overall grades for the courses he or she has enr^ for (View -Overview report).

0 ^^Stuclont*

ill NAVIGAnON Pit"

00 H<>m»

ft Mv home

A My prohle

^ C'urT»int roUTM*

to

to Clu»[iU»r L -
tnU'oducticm

to Choptor 2

M ChrtpUH- 3 - Project
ImiUomuntation

procedurw*

to Choploi- 4 - Troiniiiti
TMaiun ural Plniming

to ChopUir 3 - Trainino
Centres

to C.hnpter fi • TTalnlno
millfttion

to Chnpter ' TT«ckinq
niu.1 Phii.HxnHni

to Chnputi S Piwjoot
Finonclnl MftnaqwrnMni

to Chop»«r d - Grtirtinn

Financi

Overview Report

^ )DU-GKY
i.ii. miMoM

Mome » CPMTSes O Bclc O Fmanco O uraM O t.varvi.w report

<K NAVIGATION

0 Home

ft Mv honiu

A Mv pt'ifile

to Cur-pnt course

to rinance

to chapter l -

Intrort>,'C»H3r»

to Chapter 2

to Chapter l - Pmjecr
lrnpk'n>er<tatiiu'i
prottfU-jrei

to Ci-aptw s - Ti
tMa.

Use» repo'f J

User report - Student

llnKnoe

—

1s*!! AMMinmvnt 0-1D

Self AMiir.sMmml
O-IO

Sell AMeavnirnt
O-IO

Sell

D-tiin ^ '
l_

0-too

Learning Portal of DDT J-GKY

CttrtifU'Atian

Finance

OvrfO/mw rBpAirt •

Overview report - vlji

Course nemo

rii'ia'K.a

Codiptchencive

iinuitismnMUtnini

" mlntVarrleZl to a'urse he or she has enrolled for previously,. To u„-enroll
* toTe enrolled course and eliok .he "Un-enrol me to the course" hnk
available inthe Course administration block.

User manual - eSOP portal - ver 1.0- Local Facilitator
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C3 M)Lro:.o(t E^el..-

JJew insert: lools Beta ajndow FJelp

li.LiV-xa- Ji-n-S' • !!ii.

CDAC

B / n :j
m

1 lusemame
I

^email password profil8_field_fullname
TjiesiT^grrTtestZggrn Zqwert@g432^Jes^se^ven
_3_|t8st8@gmjlest8@grn,Zq^rt^^^^^^^^^^^

A
6

profile_field_ag8 profile_field_gender profile_field_country jprofil8_fi8ld_s!at6
India _ ;Maharastra

[Telangana

10^

Savejn: 1Downloads a i«i X Lii a - Tool.!-

My Recent
Documents

Desktop

d)
MyDocuments

MyComputer

MyNetwxk
Places

OkJfius
Ow«t»5t

'̂ bulk_user5
i§3bulk_users2
'^bulkjjsers3

FteQame: 1bilc.users

Save as CSV(Comma ddmlted)

Unicode Text
MicrosoftExcel5.0/9S Workbook
Microsoft Excel97- Excel 2003 6.S.0/95 Workbook

MfcrosoftExcel4.0 WpJBSheet
Micfosoft Excel 3»g'^rwheet

Save

Save spreadsheet file as CSV (comma-delimiter) format.

b. Upload the user account details file
The file created inthe previous step is tobeuploaded by visiting Home > Site
Administration > Users > Accounts > Upload users.

• Add file to upload

HnntM About u« Couna*

HotTie O Site aclmiiiislralion O O Accounts O Upload users

Upload users®

•- Upload

I Onose a

bulk users.CSV

CSV delimiter •

Encoding UTF-e

Preview rows 10

Maximum size for new files; 2MB

RAVIGATION

A HOmiS

H My home

A My profile

li My courses

•l Crjurses

o5 AJDMINISTRATION

Ml My profile settings

Be Site administration

to Users

to Accounts

OC Browse list oF

users

oC Add a new user

OS Cohorts

OS Upload users

to Reports

Choose the\cSV file to upload
Select CSV (comma-delimiter) and UTF-8 encoding format

User manual —eSOP portal —ver 1.0—LocalFacilitator 20
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To create user accounts, visit Home >Site administration > Users >Accounts >Add a
new user. Fill all the user details and click on "Create User" to submit user details.

Q I^Non r

Home © Site edministration© User*© Accounts O Add a new user

New password 0

Ertidil address

• Personal Details

AadharID

Full Name"

Age"

Gender' Male ' ]

• Contact Details

> Professional Details

• Expand all navigation SHI

M Mome

B My home

A My profile

to My courses

to Courr-oj

<5$ administration

to My profile settings

to Site administration

to Users

to Accounts

eC Browse list of

users

cC Add a new u*

cC Cohorts

oC Upload users

to Reports

There are recuired fields m this form marked •

On creation of the account, the user would get an email with set credentials which can be
changed by the user during his/her first log-in.

2.4.1.1.2. Bulk user accounts creation

ALocal Facilitator can at one stretch upload any number of users through this process.
The steps to befollowed are as follows:

a. Create file for uploading users' details

C MicroMft Cucel bulfc.user*

•Hi &• 6* If*** I _

iest7@!gmail coin
e8i8@gmai1.corr

email

Iest7@gmail.com
' ^esfSggmail.com

posswoid
Zq»reit@S432l
IqwBrt@64321

in
tir6flle_flelil_fiil1iiame profileJUI«l_i»iJ*
Test User Seven
Test User Eight

» 10 ,1. I B I HI

pi.df. Il.ld o.nil.i piofll..ll«IU_toiiiiliy pi.fll«ln«ld_«ui. piolll._n.
India Meherastra _ _
India Telangana Hyderabad

U Male

44 Female

• Create an excel spreadsheet containing these fields.(Usemame, email, password, profile_field_fullname, profile_field_age, ....
profile field_gender, profile_field_country, profile_field_state, profde_field district,
profile field_city, profile_field_aadharid, profile_field_address, profile_field_mobi e,
profile_field_telephone, profile_field_destination, profile_field_organization,
profile_field_work location)

Note: Gender, Country, State, District should contain valid values present in their
list as predefined.)

User manual - eSOP portal - ver 1.0- Local Facilitator
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Creating a group at the system level
Visit Home > Front page settings > Users > Groups. Click on the 'Create
option to create a new group.

; edit aettinuijii

C»a*lwln a<sle'<3i>B

I Qr«c»la group

I group*

M«me>^rs of:

CDf^C

p' button

T«JXan/1C5>\TIOI«4

My hom

fs^V p

My COur»»«

O <>11M t ^ T ni-ATIOM

p*c)«> sacfMiga

Mv pi-cafil-s-

ram

Creating a group at the course level
Go toa course. Click the 'Create group' button under Course administration > Users >
Groups

• Concent

Stfiiriclard Forms

M Re*our««

* Guidelines

* V PreBentaiions

1/ Self Asseament

Chapter A - 'I roinino Design and Planning

^ OvervievM and teaming ourcomas

• concent

t'? Standard FormE

•* • Resources

*' 9 Guidelines

*• M PTcaenf,noons

iit Self Assessment;

Chapter S - Tralnir^g Centres

Overview and leorning outcomes

a

IfTiple ..

M Resources

M course Assessment

Mv courses

CC'ursfrs

AOM1 rgiSTRAT I ON

be course adniiniscration

Report

I t/lv profile settings

I Site admir.lstreUon

Add agroup name and description (optional). The description ifadded will be displayed
above the list ofgroup members on the participant's page. On completion, click the 'Save
changes' button which will create the group with the specified name.

ipU-GKY

I O O I

Rina nee

" Getnerai

I - 1

Its - J B /

J^eaTTiing F*<vi"tal <><" T)T~>X iT"«I^
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• Clickon Upload users to add the file

c. Apreview of the "Upload Users" details is displayedXheck settings and default
user profile settings.

Upload users previeiA/
CSV

line usarnomo oniail password profllE^(iold_fullname profilo.flold.agD profIle_notd_gBndor prof1lB_flold_countrv

2 teslTdJigmail.com test7(g)gmail.com Zqwert(iJi5432l l€st User Seven

3 testeiSigmail.com testeiSJgniail.com 2qv»eft.i3i54^ Test user Eight

^Settings

upload type

New user

password

Existing user

details

Existing user

password

Add new only. OTp exietiriQ ueers

Create passvord if needed •

No changes

No changes *

Male

Female

India

India

^ Expand all

Force password i.Jeers having a v^^ak password »
change

Allr>w renames No »

d. Once verified, click "Upload users"
e. The results of the uploaded users is then displayed (list ofusers, exceptions made in

upload and summary of number ofusers).
f. Click "Continue" to complete the process.

2.4.1.2 Creategroups of students from users added by him/her
A Local Facilitator canorganiseusers into groups as follows.
• At the system level —Users added by him/her can be formed into groups at the

system level.
• At the course level —Enrolled members (from users added by him/her) can be

formed into groups at the course level.

Groups can be formed to better manage users. Eg: Groups of new and experienced staff,
groups of stafffrom various centres, etc.

Note: Local Facilitator can add only users created by him/her.
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Add/remove users: Finance-PIA
Group members

Sn-editin8-<MCher (I '

Non Editing T^a^cher (j
Stud^t (82)

sh^h Mudasir (Ybelkl
AR3HAD (arshddbatj
Rahul (rahuipay44
^uinasau (mtymosac
liji ^ijayaD@J^ac m;
^\K/K^ nird@g^
"flurait Ad>!rsunnalli (n
aeetii^^hIawa eI

FARO'OQUEA^ABD
SAHZAH/W^LI (sahz
Aiif AnWi (tinrem COO
Rinu^tipvlnd Aravind i
Ari<alhi Ashok kumar
MAHUAB BANERJEE

suqheta onat (sucheia
ka^a Bnutia (k)dbhul
Prav^^^h f^umar Biswa ,

Seard

Potential members

student (1)

one user (one@gm

No roles (1)
JOHN NTIBR

Selected user's

membership:

Toddd user/s, select one/multiple users and click "Add" td a group.
To rimover user/s, select one ormultiple users and click "Remove" to remove
selected user/s from a group
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Adding members to a group

1. Select the group to which you want to add users and then click the "^d/remove'
usbrs button.

My courses *

Finar ce Groups

Groups:

Pinanoe-PIA iw)

Edt group ««nnge

Dd«te galacted group |

Create group

Groupings I Overview

Members of*. Finance-PIA (86)

' KoMdiitifeielier
! NonEditng Teachisr
1 Student

Mudattr

ARSHAD.

Rohul

'̂•'""lARSHflD. i
VIK.A5

U ur^i Aducjmsll)

Geetika Ahlawst

F ARO'^CiUE AHMED

SAHZAH.AN AL!

AntAnw

I Renuavenind Atqv

j Ad<lA«mov« USWT

User mcinual —eSOP portal —ver1.0—Local Facilitator
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orne

k My K«m«

A My profile

b Current course

to Finance

• CKapCer 1 -

Introduction

•iChoptfip2

to Chapter 3 - Project

ImpUmontttion

procedures

fc Chapter 4 - Training

Design and Planning

k Chapter 3 • Training

Centres

• Chapter 6 - Training

Initiation

b Chapter 7 •

Tracking and
Placement

ii Chapter €:- Project

Financial Management

• Chapters - Grading

of a Project and

Project Imple.M

• Resources

• Course Assessment
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2.4.1.3.1 View reports and logs
As a Local Facilitator s/he can also generate the following reports for his/her group of
users:

• A course-wise/system-wise log of activity, for a given time period. To generate
the same, visit the course > Administration > Course Administration->Reports >
Logs.
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Use different log filters to^get desired reports. The Local Facilitator can only access
the activity logs of his/her users.

• Activity reports - A course activity report, shows the number of views for each
activity and resource. To view the reports, visit Course Administration -> Logs ->
Reports > Activity Report.
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2.4.1.3 View grade reports ofhis/her group ofstudents
The Course grades of the users can be viewed user-wise and group-wise by the Local
Facilitator. To view the grade reports, visit the Course > Course Administration >
Grades.

By default, the grade report of all the users will be displayed.
• Select the group name in the course to view the group-wise grades.
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Activity Completion reports - It allows the Local Facilitator to monitor the

completion of activities at the course level. A check appears against the
activity when the student has completed an activity. The completion of the
assessments - self, course and final certification are indicated in these reports

To view the reports, visita particular course > Course Adfninistration-> Logs >
Reports > Activity Completion
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View certificates of final certification exams of his/her group - The Local
Facilitator can view the course-wise final certification exam certificates obtained

on successful completion of the exam by his/her users. To view the certificate.
visit a particular course and then navigate to the "Course Assessment
available in the navigation block.
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