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1.1 Enrollment Form 

School will fill up and submit the enrolment form. After submit the form school 

will also make the payment for enrolment form. The following steps are: 

1. Login the https://wbchseapp.wb.gov.in/portal/sec_users/login portal with userid and 

password. 

 

Fig: 1 

 

2. Clicks on the “School Application” menu under “Form” link. 

https://wbchseapp.wb.gov.in/portal/sec_users/login
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Fig: 2 

3. Clicks on the “Enrollment Form”. 

 

Fig: 3 

4. Selects the “Student Type” from dropdown menu and clicks on the “Search” button. The 

student list will be appeared. 
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Fig: 4 

 

5. Clicks on the “Enroll Now” button. The enrolment form will be appeared. 

 

Fig: 5 

6. Fills the form and clicks on the “Save” button. 

    Enroll Now 
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Fig: 6 

 

7. If you wants to edit the form then clicks on the “Edit” button from view list. 

 

Fig: 7 

 

8. If you wants to reset the form then clicks on the “Reset” button from view list. 

Edit  

  Save 



7 
 

 

Fig: 8 

 

1.2 Enrollment Payment 

1. Clicks on the “Enrollment Payment” option under school application menu. 

 

Fig: 9 

 

2. Clicks on the “Create Challan” button. 

Reset 
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Fig: 10 

 

3. Selects the “Student Type” from dropdown and select the value of “Is lab based”. 

 

Fig: 11 

 

4. Clicks on the “choose file” to update HOI Signature and then clicks on the “Search” button. 
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Fig: 12 

 

5. Student list will be shown. Selects the student by clicking on the checkbox and then clicks on 

the “Create” button. 

 

Fig: 13 

 

6. Challan view page opens. Clicks on the “Pay” button for payment. 
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Fig: 14 

 

7. If user wants pay by NEFT method, he can select NEFT mode from Pay With drop down 

and clicks on the Proceed button. 

 

Fig: 15 
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8. NEFT challan will produce and clicks on the checkbox and clicks on the Save As PDF link 

to save the challan for future reference and also clicks on the print button to print the 

challan.  

 

Fig: 16 

In case of NEFT payment, Institute has to pay separately. i.e. Amount will be credited to 

H.S. Council account when  Account Number, IFS Code and amount will matched with the 

challan number. 

 

9. Clicks on the “View challan list” to view the unpaid challan and the money receipt for 

paid challan. User can repay any unpaid challan by clicking on the Pay Now button. If 

payment is not initiated then user can delete the challan 
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Fig: 17 
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1. School Admin Dashboard 
Admin dashboard is the interface for the admin to control the administrative activity. The mostly used 

set of functions will be covered in this section. The admin would be able to do the activities including: 

 Fill Registration Form 

 Make payment for Registration form 

 Add and pay for class XI failed student 

 Fill different school forms like Excess Admission Request, Co-Education Permission Request, Post 

Conversion Request etc. 

 

1.1 Admin Sign in 

Description: User (Admin) needs to sign in with his login credentials to access the admin application. 

Step 1. User enters the admin URL (https://wbchseapplication.wb.gov.in/portal/main) in address bar. 

Step 2. The Admin Sign In page will be displayed: 

https://wbchseapplication.wb.gov.in/portal/main
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Figure 1:  Admin Sign In Page 

User can log in the system using following steps: 

1. User can be able to enter his Username.  

2. User can enter valid password in the Password field. 

3. User clicks on the checkbox near “Remember Me” link, his login credentials have been 
remember by the browser until his log out. 

4. User  enters the Captcha text in the respective field 

5. User then clicks on the Sign In button and system redirects him to the School Admin Dashboard  
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Figure 2 Admin Dashboard 

1.1.1 User clicks on Forms menu --- School Application and Student Application two sub menus will 

open.  

 

 
 

Figure 3: Admin Dashboard 

 

1.1.2 User clicks on the School Application submenu, a list of links will open. 
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                                                                       Figure 4: Admin Dashboard 

  

 

1.2 Fill Registration form 

Description:  User needs to fill a new registration form or view/edit an already filled registration 

form. 

Step1. User Sign in into the portal using his login credential received through mail and clicks on 

the link HS Registration Form. 

               Step2. To show the list clicks on the View Form List  

 

 
 

Figure 5: Registration Form Dashboard 
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                          Step3. Clicks on the Add New button and a new registration form will open.  

 

 

 

Figure 6:  Registration Form  

 

                      

         Step 4:  Fill the form , upload Profile photo and Signature of the applicant and signature of the HOI 

and submit the form by clicking Submit button at the bottom of the form.   
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Figure 7: Registration Form 

 

 
 

Figure 8: Registration Form 

 

                                           System redirects to list view page.  

 

 

Step5. User can view the registration form from the list view page to check the prefilled form.  

 
Figure 9: Registration view Form 

 

 Step7. User can edit the registration form from the list view page to update the prefilled form  

View 

Submit 
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Figure 10: Registration Form edit 

 

Step8. User can delete the registration form from the list view page to update the prefilled form.  

 
Figure 11: Registration Form Delete 

 

 

1.3 Registration form payment 

Description: User wants to make payment for registration forms. 

Step1. User Clicks on the HS Registration Payment. Its redirects the user to the following page 

 

Edit 

 Delete 
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Figure 12: Registration Payment 

 

Step2. To pay registration fees user have to create challan first. User clicks on the Create Challan 

button on the top right corner and redirects to the following page:  

 

Figure 13: Registration Payment 

Step3. User selects multiple students by clicking on the checkboxes beside each row and 

clicks on the Payment for Selected Students button. 

Create 

Challan 
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Figure 14: Registration Form 

 

User  can also make payment for all student by clicking on the Payment for all Students button 

 

Figure 15: Registration Payment 

 

Step4. Confirmation popup will come to ensure the challan creation and challan will get 

generated.  

Payment for 

selected student 

Payment for All 

Student 
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Figure 16: Challan Generation 

 

 

Step5. To pay this challan first selects the payment mode as Offline and then clicks on the 

Pay Now button at bottom right corner and redirects to the payment page.  

 
Figure 17: Registration Payment 

 

 

 

 

Step6. If user wants pay by NEFT method, he can select NEFT mode from Pay With drop 

down and clicks on the Proceed button. 



23 
 

 

 Figure 18: Registration Payment 

NEFT challan will produce and clicks on the checkbox and clicks on the Save As PDF link to 

save the challan for future reference. 
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Figure 19: NEFT Challan 

 

In case of NEFT payment, Institute has to pay separately. i.e. Amount will be credited to 

H.S. Council account when  Account Number, IFS Code and amount will matched with the 

challan number. 

1.4 Report for registration form 

User wants to view the report for registration form by clicking on the Report menu. 

Clicks on the School Report submenu and then choose Registration Forms Status 

link.  
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Figure 20: Registration form status  

 

 

User clicks on the search button to view the list of students. They can be able to 

search the students with different Application Status and Form status also. 

 

 
Figure 21: Registration form status 

 

User can select page limit to view no. of forms they want to visualize in a single page and 

clicks on the search button. Also user can export a list for the same in XLS format. 
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1.5 DC XI Student payment 

 

Description: User wants to make payment for class XI failed student. 

Step1. User Clicks on the Forms-> School Application->DC XI Student Payment. Its redirects the user to 

the following page where user can view all paid /unpaid challan list. All paid challan shows Money 

receiptin Action column and unpaid challan shows view and delete challan option. 

 
 

Figure 26: DC XI  Student Payment 

 

Step2. To pay fees for class XI failed student, user have to create challan first. User clicks on the Create 

Challan button on the top right corner and redirects to the following page:  

 
Figure 26: DC XI  Student Payment 

 

Step3. User selects multiple students by clicking on the checkboxes beside each row and 

clicks on the Payment for Selected  

Students button. 

Create 

Challan 
   DC XI 

    DC XI 
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Figure 27: DC XI  Student Payment 

 

User  can also make payment for all student by clicking on the Payment for all Students button 

 
Figure 28: DC XI  Student Payment 

 

 

Step4. Confirmation popup will come to ensure the challan creation and challan will get 

generated.  

 

         DC XI 

   DC XI 
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Figure 29: DC XI  Student challan view 

 

 

Step5. To pay this challan clicks on the Pay Now button at bottom right corner and 

redirects to the payment page.  

 
 

Figure 30: DC XI  Student Pay Now option 

 

Step6. If user wants pay by NEFT method, he can select NEFT mode from Pay With drop 

down and clicks on the Proceed button. 
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Figure 31: DC XI Student Payment 

NEFT challan will produce and clicks on the checkbox and clicks on the Save As PDF link to 

save the challan for future reference. 



30 
 

 
Figure 32: DC XI  Student NEFT challan 

 

In case of NEFT payment, Institute has to pay separately. i.e. Amount will be credited to 

H.S. Council account when  Account Number, IFS Code and amount will matched with the 

challan number. 
 

 

1.6  Report for DC XI student form 

 

User wants to view reports for DC XI student of their school. User can select DC XI Student 

Status report under Reports> School Reports>DC XI Student form status. 
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Figure 33: DC XI Student Form Status 

 

User clicks on the search button to view the entire list of DC XI  students. They can also 

search any student by first name or registration no. User enters any registration no. and 

the respective form will show in the list. 
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Figure 34: DC XI Student Form Status 

 

User can also choose status and page limit to view the list of DC XI student details also user 

can export a list for the same in XLS format. 
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1.1 Marks Upload: 

School will have to fill up all the students marks one by one. After submitting 

each students numbers the concerned school have to approve all students 

marks then generate students mark sheet . The following steps are: 

1. Login the https://wbchseapp.wb.gov.in/portal/sec_users/login portal with userid and 

password. 

 

Fig: 1 

 

 

 

 

 

 

 

 

 

 

 

https://wbchseapp.wb.gov.in/portal/sec_users/login
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2. Click on the “Marks Upload” menu. 

 

Fig: 2 

3. Click on the “Class XI” Marks upload. 

 

Fig: 3 
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4. Fill the required fields  Session, Student type , Search by First Name, Search by Form-

ID etc. and then clicks search tab afterwards to get  student marks upload status. 

There is two types of “Student type”- Currently Registered  and  DC XI Student 

 

             

Fig:4 

**DC XI Student (those who are discontinued academic and gives exam again) need to pay a 

processing fees to council for appearing their name under DC XI Student. 
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5.Click on the “Add” Button to add students marks. 

 

 

Fig:5 

 

 

 

6.Put students marks on the given blank fields. 

 

Fig:6 
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7.Then click on the “Submit” button to complete the procedure for one student, now 

you need to do the same following steps for all the students. 

 

Fig:7 

 

 

8.After submission of all students marks one by one Click on the “Check All” button. 

        

Fig:8 
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9.Then click on “Approve” button for the final submit of all student marks. 

 

       Fig:9 

 

 

 

 

 

Mark Sheet Generation:- 

  10.After successfully approving students marks then click on “MarkSheet Generation” option. 

                                                                            Fig:10 
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**There are two options in mark sheet generation student type->”Currently registered 

students” and “DC XI Student “(those who are discontinued academic and gives exam 

again) 

 

11. Click on “Check All” option. 

 

Fig:11 
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12.Click “Generate Mark Sheet” option to generate all students mark sheets. 

 

             Fig:12 

13.You can also get a view of individual students mark sheets by clicking “View Mark 

Sheet” option. 

 

Fig:13 
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14.You can also print student mark sheets in your need by clicking “Print” option. 

 

Fig:14 
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