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General Instruction 
 

Instruction for filling up the online Admission Form 

 Applicant must read the prospectus carefully before application. 

 
 Registration of the applicant is made using a functional email-id and a mobile no. Applicant should 

retain this email-id and mobile no till the admission is over. 
 

 Name and other details entered by the applicant need to be the same as in the Class X/XII Board 
Mark sheet. 

 
 Instruction for Uploading Image/Photo: 

All scanned document should be in jpg or .jpeg image format. 
File size of digital photo & Signature must be within 10kb to 1MB limit and other 
Document/Certificate/Mark sheet size must be within 10kb to 3MB limit. 

 
 

Steps for Online Application 
 
 

1. Login to https://www.cuoadmission.samarth.edu.in or admission link provided through    official 
website. 

  

2. Register yourself by clicking on ‘New Registration’ button and fill up the basic information to register 
at the page ‘Registration for Admission’. 

 
3. After Registration, applicant can Login to the admission portal using registered email as user id and 

password. 
 

4. Fill up your Profile Detail: 
It includes all the personal details including the category, place of birth details, family details, address 
details, etc. 
Note: Check thoroughly all the entries of profile details before finalized. Once finalized, editing is 
not permitted. 

 
5. Programme Selection: 

Choose the program you want to apply. Please fill up all the personal Details, Academic Details, Other 
Details and upload the required documents. Pay the application fee online.  Applicant should read 
the prospectus carefully about the eligibility of the programme. For example, for those who apply for 
LLM, should have LLB in bachelor degree. 
Note: Check thoroughly all the entries of programme selection before finalized. Once finalized, 
editing is not permitted 

 
6 If you want to apply for more than one programme. Repeat the above step 5 only and step 1-4 will not 

be repeated. You need to pay another application fee. Applicant should not apply more than 3(three) 
programme. 

 

w
w

w
.s

am
ar

th
.e

du
.in

 



Project Samarth                           CU Odisha ADMISSION 2021-2022: User Guide]  

2 

Project 
    Project Samarth 

 

 
 
 
 
 

 
Table of Content 

 
● Registration 
● Login 
● Profile Details 
● Programme selection 
● Qualifications 
● Other Details 
● Upload 
● Preview 
● Payments 

w
w

w
.s

am
ar

th
.e

du
.in

 



Project Samarth                           CU Odisha ADMISSION 2021-2022: User Guide]  

3 

Project 
    Project Samarth 

 

 
Steps to fill Online Application 

 
 

1. Registration 

 
 
 
Steps for New Registration 

 
Step 1: Click on the Online Application Form of the Open website 
 

 
 

 
 
 
 
 

Step 2: Read carefully the instructions to fill the application form given on the left side of the 
screen. 
 
 
Step 3: Click on the button 'New Registration’ provided at the top left-hand side. 
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   Step 4: Read the important instruction given on the left-hand side. 

 

 

 

 
 

Step 5: Fill the following field in the Student Registration Form given on the right-hand side. 
● Applicant's Full Name: Please enter your full name as mentioned in your academic documents. 
● Applicant's Email Address: Please enter your own active email address which is functional and of which 
you have access to it throughout the admission process. It will be used for all official communication 
● Re-Enter Applicant's Email Address: Re-enter your email address. ● Password (minimum 6 characters): 
Please choose a password. For a strong password, the password must be alphanumeric and between 8 to 
16 characters long. 
● Re-Enter Password: Enter your password again. 
● Mobile Number: Please enter your phone number which is functional and of which you have access to it 
throughout the admission process. It will be used for all official communication 
● Re-Enter Mobile Number: Enter your Phone number again. 
● Captcha Verification: Type the text shown in the image. You can change the captcha by clicking on the 
image 
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Step 6: Click on Register and entry the OTP received at the registered email 

 

 
 

2. Login 
 

If you have already registered, fill in the following information in the Registered User Login section. 
If not, please go to the 'New Registration ' section and follow the steps described above. 

 
Registered Username:  
 
Your registered email ID is the username. 
 
Password:  
 
Enter your set password 
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NOTE: In case you forgot your Username or Password, you may click on the 'Forgot Username?' Or 'Forgot 
Password?' link which is given at the bottom.  
 
 

Captcha Verification: Type the text shown in the image. You can change the captcha by 
clicking on the image.  

 
After Successful Login, the applicant will be directed to the below dashboard from where the 
applicant has to click on profile details. 
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3. Personal Details 
 

You will see the Personal Details section in the Personal tab. 
 

 
 

 
Fill the following fields: 
Full Name of the Applicant: Please enter your full name as mentioned in your educational 
documents. 

 
Guardian Relation: Enter the relationship with the Guardian mentioned in educational 
documents 

 
Applicant's Date of Birth: Enter your date of birth as mentioned in your certificate. Date of Birth 
once recorded, shall not be changed. 

 

Category: Select your category. The category once chosen shall not be changed. 
 

 

 
 
 

 
Place of Birth Details: Enter the Village/Town/City, Country, State, and District as applicable. 

 

Family Details: Enter the guardian name, mother’s name, and mother’s occupation as mentioned 
in educational documents. 

 
Other Category/Quota: Enter the asked quota/details. 
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Address: Enter the Correspondence Address and Permanent Address as mentioned in the address proof 
document. 
 
 
Bank Details for Refund: Enter the details for a refund for any duplicate payment or failed payments only. 
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After entering all the details correct y click on the Save and Next button. Which will show the preview 
of entered details and if the applicant wants to update entered details can click on Update or can 
move to the next section by clicking on Next. 

 

Preview of Personal Details: 

 

 
 
After clicking on Next, the Applicant will land on Other Details Section. w
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4. Other Details 

In this section, enter the details as asked below. 
 
 

 

 

 
Sports Quota: If any sports quota then choose Yes else No from the drop-down. Staff Quota: If 
any staff quota then choose Yes else No from the drop-down. Language: Enter the language/s 
known and respective proficiency. 
After entering all the details correctly click on the Save and Next button. Which will show the 
preview of entered details and if the applicant wants to update entered details applicant can 
click on Update or move to the next section by clicking on Next. 

 

 
After clicking on Next, the Applicant will land on the Uploads Section. 

 
 

 
5. Uploads 

 

In this section, upload the Photo and Signature by choosing the file and clicking on Start Upload. 
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Submit the Profile 

Important: No modification is allowed once the profile is submitted. 
 

After filling all the sections that are Personal Details, Other Details, and Uploading all the 
required Image and Signature. Clicking on Submit will submit the profile. But there is a catch 
that No modification will be allowed once the Profile is submitted. 

 

So before final submission, Cross check all the details and make corrections if any, and 
when everything is ready to go. Submit the profile. 

 

 
 

After completing the above steps and clicking on Submit will take the applicant to 
Dashboard where the applicant can see the Programme Selection section. Click on the 
Apply Now button to dive into the Programme Selection section. 

 

6. Programme Selection 
 

Click on the Apply Now button to dive into the Programme Selection section. 
 

 
 

Clicking on Apply Now button will bring the applicant on the below screen where the 
Applicant can choose the Programme Level and Programme corresponding to that 
programme level. 
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Programme Level: The applicant chooses the programme level for which he/she wants to apply. 
 

 
 
Programme: After choosing the programme level, the applicant can search for the programme 
for which he/she wants to apply for the ADMISSION. 
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After choosing the programme level and programme, Clicking on Next will show the preview of the 
programme chosen by the applicant. Check the programme details and click next to move to the 
Personal Details page. 

 
 
 

Here all the details are already filled. It will show the preview of the details filled earlier. 

Note: You can’t update the details here and it will only show the details filled earlier. 

 

  
 
 
Click on Next to move to the Academic Details section. 
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7. Academic Details 
 

In this section, the applicant has to enter the academic details as per the programme chosen in the 
Programme Selection section. Qualification Details - X or Equivalent and Qualification Details - XII or 
Equivalent is common for all the programmes applied. 

 
As we have B.Ed. as an example so we have to fill the Graduation Details as well. 

 
 

Qualification Details - X or Equivalent 

 
Qualification Details - XII or Equivalent 
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Qualification Details - Graduation  

 

 
Following details have been asked in academic details: 

 
Year of Passing: The year in which a particular level has been awarded. 

 
Percentage: Percentage scored on that particular level. If the mark is in CGPA, please 
convert to an equivalent percentage as per the CGPA score and CGPA Scale. w
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Name of the Institution: Name of the Institution as on the certificate or degree obtained. 
 

Board/University: Name of the Board or University. 
 

Subject Combination: Subject combination studied at that particular level. 
 

Division: Division got at that particular level. 
 

Result Status: Enter If Passed or Appearing. If passed, the applicant has to enter the 
subject details and the marks obtained in that subject. 

 
Number of Subjects Studied: The total number of subjects studied at the particular level. 

Below details will be asked If the Result Status will be chosen Passed. 

 
 

After entering all the academic details correctly click on save and next, clicking on that will show 
the preview of data entered. Here, the applicant will get the option to update the entered data, if 
needed or the applicant can move to the next section i.e., Other Details. 

 
Clicking on Next will show the preview of the Other Details. 

 
Here all the details are already filled. It will show the preview of the other details filled earlier. 

Note: You can’t update the details here and it will only show the details filled earlier.

 

 

 
Note: By selecting Hostel accommodation as “yes”, it does not confirm the hostel facility for the applicant, it 
would be allotted through merit based process once applicant gets the admission. 
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Candidates applying for admission to the University should opt for hostel 
accommodation at the time of filling up the application form by the time they apply for the 
admission to a particular course. Separate processing fees for hostel accommodation are to 
be paid along with the other fees at the time of applying for the course.. 

 

 

 
 

Click Next to move to the next section i.e., Uploads 
 
 

8. Uploads 
 

In this section, Applicant can see the uploads done earlier and new uploads to be done as per 
the option chosen in the Academic Details section. 
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Here applicants will see the preview of earlier uploads made i.e, Photo and Signature. And the 
applicant has to upload the new documents as per the details entered in academic details. 
Choose the file by clicking on Select File and then click Start Upload to upload the file. 

 
Instruction for Uploading Image/Photo of Document, Certificate, Marksheet, and Signature: 

Digital Photo and Signature are required in .jpg or .jpeg image format. The file size of the digital 

photo must be within the 10kb to 1024 kb limit. 

Document/Certificate/Marksheet related size of the digital photo must be within 10kb to 1024 kb 
limit. 

 
Matriculation Mark sheet Or Certificate: Upload Matriculation (10th) Mark sheet Or Certificate. 
10+2 Mark sheet / Certificate: Upload 10+2 (H i g h e r  Secondary) Mark Sheet Or Certificate In 
This Section. 
Mark sheet Of Graduation: Upload A Single Pdf Or Jpeg File Containing All The Mark Sheets Of 
Graduation. 
Degree Or Provisional Certificate Of Graduation: Upload Degree Or Provisional Certificate Of 
Graduation. 

 
After uploading the necessary files, the applicant will have the option to see the preview of the 
application form. 
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9. Preview 
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If all the details in the application preview are correct, the applicant can move to the next section 
i.e., Pay Fee. 

 
10. Pay Fee 
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In the Pay Fee section, the preview will be shown of Name, Category, Supernumerary Category, 
Programme, and Amount to be paid. 
The applicant will get two options either to pay the shown amount right at that time or can go to 
the Home page and can pay later. All the details will be saved as it is. The applicant can also apply 
for other programmes by following the same procedure. 

 
Clicking on the Payment Gateway button and here applicant will be asked to confirm the details 
last time if the filled details are correct by his/her knowledge. By ticking all the boxes applicants 
can move to the payment gateway. 

 
On the Payment gateway applicant will get the option to pay the payment by using either Debit 
Card or Credit Card or Net Banking. Choose the desired payment method and make the payment. 
After successful payment, applicants will be redirected to the home page after showing the 
payment successful message. 

 
 
 

 
 
 
 
 
 

--------------------------------End of Document----------------------------------- 
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