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User Guide: IKS Division Scheme Online Application
Portal

1. Before You Start

e Use a stable internet connection.
e Keep your email ID ready.
e Fill in all details carefully before moving to the next page.

2. How to Fill the Form and Go to the Next Page

Step 1: Scroll the form correctly
e Keep your mouse cursor inside the form.
e Scroll down to view all fields on the page.
Important Note on Scroll Bar
e |f you see a grey scroll bar on the left side of your screen, it is due to your
system'’s screen or display settings.
e This scroll bar cannot be used to move through the application form fields.
e Please scroll only inside the form area.
Sample Screenshot 1: Form scroll area highlighted in green. Scroll through here to
see other form fields
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Proposal Title: *

Enter your

Thematic Areas: *
1. 3Tt faHTT / Vedic Philosophical and Cognitive Sciences
2. 3T 4 el faRT / Historical and Civilizational Sciences
3. AfPHIR fIHRT / Contemporary Social / Cultural Sciences

4, TOTG-c-SAI fIHIT / Mathematical, Physical and Astronomical Sciences
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Select minimum 1 and maximum 2 thematic areas.
Tip: Hold [ cer1 | (Windows) or [ 38 cmd | (Mac) to select multiple options.

Sample Screenshot 2: Grey scroll bar on left side (display-related) and places
where no scroll exists are marked red

Proposal Body Budget Document Upload

Proposal Title: *

Enter your proposal title

Thematic Areas: *
120 SIS 1IN VI G AT SURTICES
13. RRred- 311eReA fa4IT / Fine Arts and Sculpture
14, 79-1q f3HIT / Chemical, Metallurgical & Material Sciences
15. TTERIG 4T/ Fashion and Interior Design

16. effOr-BIS-ae faHmT / Edutainment Sciences

Select minimum 1 and maximum 2 thematic areas.
Tip: Hold | cer1 | (Windows) or | 38 cmd | (Mac) to select multiple options.
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Step 2: Fill required fields
e Enter all mandatory details on the page.
Step 3: Click “Next”
e After filling all required fields, click the Next button to move to the next
page.
Do NOT:
e Do not leave mandatory fields empty.
e Do not click “Next” without completing all required fields.
e Do not use the grey scroll bar on the left to move through the form.

3. How to Save the Form as Draft

Step 4: Enter Pl email ID
e Enter a valid PI (Principal Investigator) email ID in the email field in Cover
Page tab.
e After entry Save as Draft button appears on the bottom of the page
Step 5: Click “Save as Draft”
e Click the Save as Draft button.
Step 6: Note Draft ID
e A Draft Proposal ID will appear on the screen.
e The page will close automatically.
Step 7: Resume your draft
e You will receive an email with a link to your saved draft.
e Click the link to continue filling your proposal.
e You can edit the draft any number of times using this link.

Do NOT:
e Do not enter an incorrect email ID.
e Do not close the page before the draft is saved.
e Do not expect the draft to be saved without entering the Pl email ID.
e Do not search for the draft without using the email link.

4. Helpful Tips

e Save your work regularly using Save as Draft.
e Check your email inbox and Spam folder for the draft link.
e Use the same draft link every time to continue your proposal.



