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STEPS FOR INSTITUTE TO COMPLETE THE OTR PROCESS
• Step 1: Enter Institute ID and Password, The institute needs to log in by entering their unique Institute ID and 

password on the portal’s login page.

WORKFLOW FOR IMPLEMENTING THE OTR PROCESS IN THE INSTITUTE
PREVIOUS SESSIONS



•
Once the portal is opened, please select the appropriate session (e.g., 2021-22).
You will then see the number of students allocated for that session. Please repeat this process for all the 
sessions.
After selecting a session, you will be able to view the list of students for that particular session.



• For each student listed, click on the "FILL OTR" option to enter the OTR details.
Kindly ensure that you enter the correct OTR ID for each student.
Important: If you enter an incorrect OTR ID, please email the correct details to 
pmsssnodalofficer@aicte-india.org.



• Once the OTR ID is submitted, it should be visible on the institute portal.
Please repeat this process for all the students across all sessions that have been allotted.

Note to INO’s: Please ensure that this task is completed by the end of the day.


