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1 Introduction 

 

Skill India Digital Hub is an initiative that offers comprehensive skill development and lifelong 

learning through classroom, online, and blended formats. It aligns education with industry needs, 

enhancing job prospects and supporting entrepreneurship. As a centralized platform, it merges 

government data repositories from education and employment sectors, streamlining the path for 

individuals to upgrade their skills and knowledge. 

This User Manual is designed to guide Assessment Agency (AAs) regarding finance module of SIDH 

platform. It offers step-by-step instructions to help AAs seamlessly unlock a range of features, 

ensuring they can fully utilize the platform's capabilities. 

      

1.1 Scope 

This user manual provides step-by-step guidance for Assessment Agencies to efficiently manage 

their assigned training batches, assessors, and candidates. It outlines the process for accessing 

batch details, managing candidate assessments, initiating and verifying assessment fees, and 

tracking financial transactions. The manual ensures users can navigate the platform seamlessly 

while maintaining compliance with NSQF standards.                                       

1.2 Objective 

The key objectives are as follows: 

a. Manage and monitor training batches, assessors, and candidates effectively. 

b. Streamline the assessment fee calculation and verification process. 

c. Ensure transparency and accuracy in financial transactions and payouts. 

d. Facilitate easy access to batch details, assessor information, and candidate data. 

e. Comply with NSQF standards and maintain the quality of assessments across batches. 

1.3 System Requirements  

Skill India Digital Hub can be accessed through various devices and platforms, on both 

PC and Mac desktops/laptops.                                                            

a. Minimum system requirements:  

• Browser: Google Chrome (latest version), Firefox, Safari, Edge, or Opera for 

desktop/laptop   

• A broadband/mobile internet connection with good speed   

b. PC specific requirements  

• Platform: Windows 8.1 or higher with the latest updates installed  

• RAM: 4GB or more   

• Video: Graphics output capability   

• Sound: Sound output capability   
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c. Mac specific requirements  

• Platform: Mac OS X 10.12 or higher with the latest updates installed  

• RAM: 4GB or more  

• Video: Graphics output capability  

• Sound: Sound output capability 
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2 Dashboard  

After Login as Assessment Agency, dashboard will appear with the following sections: 

 

a. Overview: This section comprises of following widgets: 

• Assigned Batches: Number of batches currently assigned for assessment 

• Assessed Batches: Number of batches that have been successfully assessed 

• Candidates Assessed: Total number of candidates assessed by the agency 

• Candidates Certified: Number of candidates who have been officially certified 

• Certified Assessors: Total assessors certified under the organization 

• Master Assessors: Number of master assessors, who are the highest authority 

assessors  

b. Action Cards Section: This section comprises of following cards: 

• Assessment Requests: Access and manage requests for assessments.  

• View My Assessors: See the list of assessors registered with the agency.  

• Search Assessors: Look up assessors in the database.   

• Proctor Pool: Manage proctoring staff for exams.   

• Non-Assessor App Assessment: Track assessment results for non-assessors.   

• Batch Status & Payouts: View the status of batches and details of associated 

financial payouts.   

c. Sidebar Section (Left Panel) 

• Name of the Organization: Indicates the organization the user belongs to.  

• AA ID: Unique identifier for the Assessment Agency. 

• Address of the Organization: Shows the location of the organization.  

• View Profile: A button to access and edit the user’s profile details. 
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3 Batch Status & Payouts 

a. Click on the Batch Status & Payouts card as shown in image below: 
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3.1 View Batches 

After click on “Batch Status & Payouts” a new page appears with the listing of the 

Training Partner information along with the batch details, in the screen now click on 

the “View Batch Status” tab as shown in image below: 

 

 
a. The new form will appear with the four tabs: 
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• Pending: The pending tab shows the list of batches which are having pending 

status due to following reasons: 

o When the Assessment Agency (AA) has initiated the payout, but it is not yet 

verified by Finance team-SPOC. 

o When the payout is pending at the finance department for approval. 

 

 
 

• Approved:    The Approved tab shows the list of batches whose payout has been 

successfully approved by the Finance Department SPOC 

 
 

• Rejected: The Rejected tab shows the list of batches whose payment request has 

been rejected by the finance SPOC 

• Hold: The Hold tab shows the list of batches for which finance SPOC has 

temporarily paused the payment processing. 
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3.2 Payments & Tranches 

b. Now a form will appear with the name Payments & Tranches, in this click on the 

Initiate Payouts tab shown in the image below:  

 

 
c. Now in Action column click on the View Details option as shown below: 

 

 
 

d. After click on the View details option new page appears with the batch details (i.e. 

selected) as shown below: 

• Batch Details 

o Batch ID: Unique identifier for the training batch 

o Batch Name: Full name or code of the batch indicating its scheme and job 

role 

o Sector: The industrial sector for the batch   

o NSQF Level: The National Skills Qualification Framework level   
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o TC ID/Employer ID/Camps ID: Identifies the Training Centre or Employer 

associated with this batch 

o Training Partner ID: Unique ID of the training partner organization 

o TC Name/Employer Name/Camps Name: The organization conducting the 

training 

o Training Partner Name: Name of the approved training partner   

o Address: Location where the training was conducted 

o Job Role/QP Code: Specific job role and qualification pack code 

o Batch Duration: Start and end dates for the training batch 

 

• Assessment Agency Details 

o Assessment Agency ID: Unique identifier for the assessment agency 

overseeing the training 

o Assessment Agency Name: The name of the agency 

o Email: Contact email for the assessment agency 

 

• Assessor Details 

o Assessor ID: Unique identifier for the assessor responsible for evaluating 

the trainees 

o Assessor Name: Name of the assessor 

o Email: Assessor's contact email 

 

 
 

e. In case when the Candidate option is selected then batch and candidate related details 

appears which are as follows: 
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• Batch Details Section: This section is consistent across tabs and provides a quick 

summary of the batch: 

o Batch ID: Unique identifier for the batch 

o Batch Name: Code and name of the batch, indicating the scheme and job 

role 

o Sector: The industry sector  

o NSQF Level: Level of qualification as per the National Skills Qualification 

Framework 

o TC ID, Employer ID, Camps ID: Training Center details 

o Training Partner Name: Name of the partner managing the batch   

o Address: The location of the training Center or employer 

o Job Role/QP Code: The specific job role being trained  

o Batch Duration: Start and end dates of the batch training 

 

• Candidate List Section: This section provides detailed information about the 

trainees enrolled in the batch, displayed in a tabular format with the following 

fields: 

o Candidate ID: A unique identifier assigned to each candidate 

o Candidate Name: Full name of the trainee. 

o Email: Email address for communication purposes. 

o Mobile Number: Contact number of the candidate (partially masked for 

privacy). 

o Enrolment Date: The date on which the candidate was officially enrolled in 

the training batch. 

o Assessment Date: The scheduled date for the candidate's assessment. 

o Gender: The gender of the candidate 
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f. Click on “Initiate Assessment Fee” tab after which a pop-up message appears with a 

message “Are you sure you want to Initiate Assessment Fee for the Batch: XXXXX”, 

Click on the Initiate button to proceed further with the process, as shown in the screen 

below: 
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g. Now another pop-up appears showing the “Assessment Fee Calculated Successfully!”, 

Click on “OK” button now. 
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h. Once the Assessment fee is calculated then user needs to verify the assessment fee, 

for which click on the “Verify Assessment Fee” button as shown in the image below: 

 



 
 

 

FINANCE MODULE FOR ASSESSMENT AGENCY 13 

 

                                                                     

 
 

 



 
 

 

FINANCE MODULE FOR ASSESSMENT AGENCY 14 

 

                                                                     

i. After click on “Verify Assessment Fee”, success message “Assessment-Fee Verified!” 

appears as shown in the image below: 
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Scan the QR Code to download the Skill India Digital Hub App 

 

 

 

 

 

 

 

 

If you face any issues, please visit 
https://support.nsdcindia.org/portal/en/newticket 

 

 

 

https://support.nsdcindia.org/portal/en/newticket

