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Instruction Manual 

for 

Choice Filling through Online Counselling Portal 

of  

Veer Madho Singh Bhandari Uttarakhand Technical University, Dehradun 

                

Follow the steps and carefully read the instruction manual to complete Choice Filling through 

the Online Counselling Web Portal (UTU). 

                   Step 1 – Register on Portal 

 

 

 To register through the online counseling portal, select Course and enter the required 

details in the respective fields and then click on Register button. 
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A. B.Tech – 1st Year 

After you select B.Tech from the drop-down menu, the required fields appear, as shown 
below. 

 
 Select 1st Year if you are taking admission to the 1st year of B.Tech. 

 Select Yes if you appeared for the JEE 2026 examination. 

 Enter your JEE Main 2026 registration number. 

 After entering the required details, click the Proceed to Register button. 

 Once clicked on Proceed to Register button, you will be redirected to the Digilocker 

login page. 

                     Step-3: 
 

Login at Digilocker website  

 Enter your APAAR ID in the given fields and then click the Continue button.  

 

 In case of Other ID, click the Other ID and select the particular option from the 
dropdown. 
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 In Other ID section, select a particular ID from dropdown and then enter your ID 

Number and PIN in the given fields. 

 Click the Continue button to proceed. 

 

#Note: If you do not have APAAR ID, click Create Now link to create your APAAR ID. 
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 Once selected, tick the PIN less authentication checkbox and click the Continue 

button. 

 If you forgot your PIN, click the Forgot Security PIN link to reset. 

Step-4 

Give the consent for sharing their document to UTU 

 Once the selected ID details are entered, you will be redirected to the consent sharing 

page of DIGILOCKER, as shown below. 
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Tick the following documents on consent sharing page and then click the Allow button 

below: 

 Class X Marksheet 

 Class XII Marksheet 

 JEE Main Score Card 

 

#Note- Once the required details and consent are submitted through DigiLocker, you will be 

redirected to the registration page. From there, proceed to enter your personal 

details. 

 

OTP based Mobile No. Verification 
 

 The applicant must enter the OTP sent to the registered mobile number in the 
respective field, and then select Verify. 

 Once the verification is done, applicant will be registered on the Portal, and authorized 

to login to the Portal. Login Credentials will be shared with the applicant through SMS & 

Email. 

#Note: In case the OTP is not received, click on Resend OTP button. 
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B. B.Tech – 2nd Year Lateral Entry 

 
Enter the following details when applying for lateral entry into the second year of the 
B.Tech program: 

 Candidate Name 
 Father’s Name 
 Mother’s Name 
 Date of Birth 
 Mobile Number 
 Email ID 
 CAPTCHA 
 After entering all the required details, click the Register button below. 
 If needed, click the Reset button to clear and re-enter the details. 
 An OTP will be sent on the entered Mobile No. and Email ID thereafter. 

 OTP based Mobile No. Verification 

 Enter the OTP sent to the entered mobile number in the respective field, and then 
select Verify. 

 Once verification is complete, the applicant is registered on the portal and authorized 
to log in. The login credentials are sent to the applicant via SMS and email. 

#Note: In case the OTP is not received, click on Resend OTP button. 
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Step 5 – Login to Portal 

 To login to the Portal, applicant will have to enter the User ID & Password 

shared on their registered Mobile No. & Email ID and Captcha in respective 

fields, and click on Sign In button. 

 To log in to the portal, the applicant must enter the user ID and passwords sent to the 
registered mobile number and email address; enters the captcha in the respective field, 
and then click Sign In. 

 Applicant will be redirected to their respective dashboard thereafter. 

  ** Create Password, if forgotten 

 

 If the applicant has forgotten the password then click on Forgot Password? Link to 

create new password available on Login panel. Once clicked on the link, new page with 

required fields to enter User ID/Mobile No. appears on screen. Click submit button to 

submit. 

 Thereafter, an OTP will be sent on the registered Mobile No. /Email ID.  

 Enter the OTP in the respective field for verification. Once verification is complete, the 
applicant/user can create a new password. 
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 Step 6 – Submit Application Form 

 After logging in, the applicant is redirected to the dashboard, where the application form 
must be submitted. 

 Click on +Application Form button appearing on the screen.  

 Once you click the Application Form button, you will be required to enter your ID 
(APAAR ID/Other ID) details to log in to DigiLocker and proceed. 

4.1. Personal Details 
 

 

o Basic details of the applicant will be fetched from the Registration panel (non‐ 

editable) and appear on the screen whereas applicant will have to enter the 
following details: 

 Are you a Resident/Domicile of Uttarakhand State? 

 Yes 

 No 

o If NO then along with below details, answer Have you 

completed the qualifying Exam from Uttarakhand State? 

 Yes 

 No 

 Year of Admission 

 Nationality 

 Gender 

 Category 
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 Sub‐category 

 

 ID Proof 

o Aadhaar Card 

o Passport 

o Citizenship Card 

 ID Proof Number 

o Aadhaar No. 

o Passport No. 

o Citizenship Card No. 

o After entering the above details in the respective fields, click on Save and Next 

button. Details will be submitted thereafter and applicant will be redirected to the 

next step. 
 

                       4.2. Educational Qualification Details 
 

 

o Basic details of the applicant will be fetched from the Registration panel (non‐ 

editable) and appear on the screen whereas applicant will have to enter the following 
details: 

 Checkbox of Is Appearing in Diploma (if applicable) 

 Name of Board/Institute 

 Name of Course 
 Name of Subject/Specialization 

 Year 

 Essential Qualification Roll No. 

 Obtained Marks 

 Maximum Marks 

 Percentage (auto‐calculated) 

 Grade 

 Course Type (if applicable) 

 2 Year Course 

 3 Year Course 

 4 Year Course 

 2 Year Lateral Entry Course (for Diploma only) 
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 3 Year Lateral Entry Course (for Degree) 

o After entering the above details in the respective fields, click on Save and Next 

button. Details will be submitted thereafter and applicant will be redirected to the 

next step. 

 

 
4.3. Upload Documents 

 

o Basic details of the applicant will be fetched from the Registration panel (non‐ 

editable) and appear on the screen whereas applicant will have to Upload: 

 Photograph (File Format: JPEG/JPG ; Max File Size: 100 KB) 

 Signature (File Format: JPEG/JPG ; Max File Size: 100 KB) 

 ID Proof Type (File Format: JPEG/JPG/PDF ; Max File Size: 2 MB) 
o After uploading above documents in the respective fields, click on Save and Next 

button. Details will be submitted thereafter and applicant will be redirected to the next 

step. 

4.4. Preview and Submission of Application, and Fee Submission 
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o After submission of details in respective forms, applicant will be redirected to preview 

the filled details, do the necessary changes (if required), final submission of Application 

and submit Fee. 

o To Edit the filled details, click on Go to Dashboard button and then on the respective 

form to edit the required details. 

o After making changes, if any, click on Final Submit & Proceed to Payment button. 

o Subsequently, Pay the fee specified on the Portal through online mode and download 

the Fee Payment Receipt for record purpose. 

Step 5 – Choice Filling 

 After submitting the application form and paying the fee, applicants are redirected to the 
dashboard, where they can complete the choice filling process. Click the Choice Filling 
icon in the grid to proceed to the choice filling page. 

 Applicants can make changes to the submitted application by clicking on the Edit icon 
available in the grid. 

 For choice filling, select: 

o Institute Status(Private/Government) 

o Institute Name 

o Branch Name 

 

o 
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 After entering the details in the above fields, click + Add. The details will then be added. 
Applicants can add multiple choices by following the same process. 

 

 Applicants can change sequencing of filled choices by clicking the Arrow buttons or 

entering the Serial Number in the box and then click Go To button. 

 To delete the filled choice, click Delete icon of respective choice. 

 Once the details are submitted, click Save Your Choice button. Choices will be 

submitted thereafter and applicant will be redirected to next step. 
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Step 6 – Preview and Final Submission 
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 Please note that no changes will be allowed in the Application Form and Filled Choices, 

once the applicant clicks on Final Submit button hence; applicants are advised to do 

changes in the Application Form and Filled Choices (if required) before clicking on Final 

Submit button. 

 To do the final submission, enter the Captcha in respective fields and then click on Final 

Submit button. Applicant will be redirected to the screen, as shown below. 

 

 Application and Choices will be frozen after clicking on Final Submit button and can be 

seen by the applicant on their dashboard. 

View Allotment Result 

After Clicking on the View Allotment Result tab, a form will open for the students, as shown 
below. 

 

                       After entering all required details, the student will see these three options: 

 Freeze 

 Float 

 Withdraw 

 
If the applicant chooses Freeze option 

Freeze Option Instructions 
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The Freeze Option may be selected when the applicant is satisfied with the allotted college 

and wishes to confirm admission in the same institution. 

 The applicant must freeze the allotted choice on the counselling portal. 

 An advance admission fee of ₹10,000 must be paid online through the 

counselling portal. 

 On the specified reporting date, the applicant is required to visit the allotted 

institute. 

 The applicant must complete the admission process at the institute, which 

includes: 

o Verification of original documents 

o Submission of required documents 

o Payment of the remaining admission fee 

#Note- Admission shall be considered complete only after successful document 

verification and full fee payment at the concerned institute. 

 Provisional seat allotment letter will be issued with the institute name and branch 

mentioned into it. This will further help in applicant for completing the admission 

process and paying the remaining fees. 
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                     Provisional Letter
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If the applicant chooses Float option 

 The Float option can be chosen if the applicant is not satisfied with the allotted 

institute and branch and has not been allotted their highest preferred choice. 

 Then they can choose the float option in which they will also have to deposit ₹ 10,000/ 

advance admission fee and they will automatically participate in further counseling.  

 In this participation, all the choices below the seat they have got in their preference 

will be deleted. Only the choices above the seat they have got in their preference will 

be taken in the next round. 

 Once the admission fee is submitted, the applicant’s choice shall be treated under the 

Float Option. 

 A Provisional Seat Allotment Letter shall be generated after fee submission. 

 The seat allotted under the Float Option shall be considered provisional. 

 Under this option, the applicant’s higher preferences shall remain active for 

consideration in the next counselling round. 

 In the subsequent round, the seat may be upgraded based on availability and merit 

according to the applicant’s preferences. 
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If the applicant chooses the withdraw option 

When an applicant selects the Withdraw option, the following details must be entered, as 
shown below. 

 By choosing the withdraw option, if the applicant wants to participate again in the 

counseling in the next round, they will have to pay ₹2000/ counseling fee.  

 If an applicant does not choose any option between Freeze Float and Withdrawal, it 

will also be considered as withdrawn. 
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Submit New Choice 

Applicants who click on Withdraw will have the option to submit a new choice. By clicking 
on the Submit New Choice button, the applicant will be redirected to the form, as shown 
below. 

 

 After entering all the details, the applicant can submit his/her form and proceed to 
payment. 

 

Show Cutoff 
 

 Applicants can also see their cutoff by clicking on the Show Cutoff option. 

 After clicking on the tab, the details of Allotment will be shown college wise where 

opening rank and closing rank are shown. 
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Documents Required at the Time of Reporting 

Candidates are required to upload/carry the following documents during the admission 

reporting process. All documents must be clear, legible, and valid. Candidates are advised to 

keep both original documents and photocopies ready for verification purposes. 

 

Case–I: Online Reporting 

Candidates opting for Online Reporting are required to upload scanned copies of the 

following documents on the admission portal: 

1. Class 10th Mark Sheet 

For verification of academic qualifications and date of birth.  

2. Class 10th Certificate (Optional)  

May be uploaded if available.  

3. Class 12th Mark Sheet 

Mandatory for verification of qualifying examination details.  

4. Class 12th Certificate 

Required as proof of successful completion of the qualifying examination.  

5. Diploma Certificate (For Lateral Entry Candidates Only)  

Applicable only to candidates seeking admission through lateral entry.  

6. Character Certificate 

Issued by the last attended institution.  

7. Recent Passport Size Photograph 

The photograph should be recent and in the prescribed format.  

8. Medical Certificate 

Issued by a registered medical practitioner in the prescribed format.  

9. JEE Admit Card and Score Card (For B.Tech Candidates, if applicable)  

Required for candidates seeking admission through JEE score.  

10. Transfer Certificate (TC)  

Issued by the previously attended institution.  
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11. Migration Certificate (For B.Tech Lateral Entry Candidates Only)  

Applicable for candidates from boards/universities other than the current affiliating 

board/university.  

12. Domicile Certificate (For Uttarakhand Candidates Only)  

Required for candidates claiming domicile/reservation benefits of Uttarakhand state.  

13. Caste Certificate (Applicable for OBC/SC/ST Candidates)  

The certificate must be issued by the competent authority in the prescribed format.  

14. Income Certificate (For TFW Candidates Only)  

Required for candidates applying under the Tuition Fee Waiver (TFW) category.  

15. GAP Certificate (If Applicable)  

Required for candidates having an academic gap between qualifying examinations and 

current admission year.  

 

Case–II: Offline Reporting 

Candidates opting for Offline Reporting must carry the following original documents along 

with photocopies at the time of physical reporting to the institute: 

1. Class 10th Mark Sheet  

2. Class 10th Certificate (Optional)  

3. Class 12th Mark Sheet  

4. Class 12th Certificate  

5. Diploma Certificate (For Lateral Entry Candidates Only)  

6. Character Certificate  

7. Recent Passport Size Photograph (5 Nos.)  

8. Medical Certificate  

9. JEE Admit Card and Score Card (For B.Tech JEE Candidates, if applicable)  

10. Transfer Certificate (TC)  

11. Migration Certificate (For B.Tech Lateral Entry Candidates Only)  

12. Domicile Certificate (For Uttarakhand Candidates Only)  

13. Caste Certificate (Applicable for OBC/SC/ST Candidates)  

14. Income Certificate (For TFW Candidates Only)  

15. GAP Certificate (If Applicable)  

 

Important Instructions 

 All uploaded documents must be in the prescribed format and size as mentioned on the 

admission portal.  

 Candidates must ensure that all information provided in the documents is accurate and 

matches the details filled in the application form.  

 Submission of incomplete, invalid, or unclear documents may lead to rejection or delay 

in the admission process.  

 
 


