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Registration:

01. How to register in student portal after admission?

02. How to update personal details in my student portal?

Log In:

03.1 am unable to open my student portal/forgot password to log in. What to do?

04. How can | log in to my student portal?

0O5. What will be log in I’d and password?

Class Related:

Q6. Where can I check session log in I’d and passwords?

Q7. How can | request to change my batch?

08. How can | cover my pending/missed sessions?

09. How can | mark my attendance?

010. How to give feedback?

Complaint/Request:

011.How can | raise ticket through student portal?

Study Materials:

012. Where can | check out study materials from my student portal?

013. Where can | check out class Power point presentations?

Q14. Where shall I get class notes?

015. How can | download study materials or notes?

016. How can | download class videos?

017. Where shall | get formats related to various modules?

Placement:

018. When can | apply for placement?

019. How can | apply for placement registration?
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Examination

020. When can | appear for the exam?

021. Where will I get the option to attend the exam?/ How can | appear for the exam?

022. How can | download my certificates?

023. When will | receive my certificates?

024. What is the minimum score to pass the exam?

025. Which type of gns will be there?

026. Why one notice board option is there?
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Q1. How to register in student portal after admission?

Ans:

e 1. Fill up the Sign-up form by clicking on the below link. Enter correct mail id, as this
mail id will be your user name and activation link will be sent in this mail id.

Link : https://onlinehrspot.com/studentportal/new student reqgistration.php

Registration Form (No Cost)

Please fill up the informaion carefully.

Name *
Mobile No =

Alternate Mobile No

This will be your user name. Activation link will be sent.

Email Id *

Password *

0 Show Password

e Kindly open your mail box to get the activation link.

e Click onto the activation link and wait for some time to get a msg of “Activation
Successful”.

e Then click on the below link to open your portal with the mail id and password entered
by you to login.

Link: https://www.onlinehrspot.com/studentportal/hrspot-student-login.php

e Once your payment is updated by us (Will take 2 working days) you have to update your
personal details and upload your photo in the portal to complete the enrollment process.

Reg No Course Subject
details Recruitment & Talent Acqui
eg Date Status
E HR Operation
Placem otal Fees Fees Due Employee Management
Payroll Managemen t & Con

Statutory Compliance, Labe

Performance Management

Organizational Developmer


https://onlinehrspot.com/studentportal/new_student_registration.php
https://www.onlinehrspot.com/studentportal/hrspot-student-login.php
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e Once the enrollment process is completed, you can now explore the portal and see course
materials, video, presentation etc.
e You can also see the class schedule, meeting id and password to attend class.

Q2. How to update personal details in my student portal?
Ans:

e Once your payment is updated by us (Will take 2 working days) you have to update your
personal details and upload your photo.
e Click on "complete enrollment process” and update your personal details like the

Ay Subject
Library 1497 Update personal
details Recruitment & Talent Acqui
HR Operation
E 16-07-2022
Placement Employee Management
Update personal Update personal
details details Payroll Management & Con
p—
L (C“'“pme E’""“’"e"“”“‘“) Statutory Compliance, Labc
Support

Performance Management

Organizational Developmer

Q3.1 am unable to open my student portal. What to do?

e Ans: Go to log in page and try to log in.
e Again if getting any error message, for password mismatch process towards “forgot
password” otherwise raise a ticket regarding other problem.

Logout Succesfull

I'm not a robot
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Reg No * | Enter Registration No /Enrollment No

Problem Type *  Select v

nter Your Message

Message™

Attachment | Choose File ‘ No file chosen

4. What if | forget my log in password?

Ans:

1 SproT
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e First check your registered email I’d for log in password. Use the password and try to log

n.

e Again if getting any error message, check whether if it’s saying password mismatch.

e Then go to log in page and click on “forgot password”.

Logout Succesfull.

™

reCAPTCHA

e Follow the steps to reset your password.

I'm not a robot

Q5. How can I log in to my student portal?

e Goto- www.onlinehrspot.com then select “log in” option



http://www.onlinehrspot.com/
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f vy @ B8 @ t | Get a Call Back
FREE RESOURCE v ABOUTUS CONTACT

[ JO)

HR ,HR
,HR

Start here to take your HR Career to the next level

e Then select “log in option Post Apr -2021”

as

student (Pre Apr-2021)

e And use the registered email ID and password to log in as credentials.

| Logout Succesfull.

I'm not a robot

™

reCAPTCHA

Frivagy - Terms.

| m ForgetPassword | Reise Ticket

Q6. What will be user-id and password?

Ans:

e Your registered “email I"d” will be used as your uder-id and password, which you
previously set when you registered.
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Q7. Where can I check session log in I’d and passwords?
Ans:

e After logging in to your student portal, scroll down and you can check your log in ID and
passwords under "upcoming class schedule".

Upcoming Class Schedule
Ea

Subject Topic Schedule Meeting Id, Password for Class

Upcoming sessions for other batches(Allowed only if you missed your scheduled class. Attending any topic in

advance is not allowed)

Payroll Management & Tax and TDS 24-07-2022 Offline - BBSR
Compliance (PAY-5) 15:00:00
Statutory Compliance. PF Act 24-07-2022 Offline - Kolkata
bour Laws & IR (SC-2) 11:00:00
HR Operation HR Operation 24-07-2022 Offline - Kolkata
(HRO-1) 15:00:00
IR and Labour Laws 24-07-2022
(SC-5) 11:00:00
Compensation and 26-07-2022 Offline - BBSR
Benefit 11:00:00

Q8. How can I request to change my batch?
Ans:
e Log into your portal by using your ID and password.

Logout Succesfull

I'm not a robot

e And then select “Raise Support Ticket”.
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AR OPC

Dashboard

Dashboard | Library | Placement Mark Your Attendance | Notice Board

Subject Wise Staus

e Then send the message after selecting the problem type as "Batch change request” and
typing your message in the inbox.

Ticket Raise

Raise Your Ticket

Problem Type *

Login Problem

Batch Change Requeslk
Certificate Not Received
Participation Certificate Request
Complain Regarding Administration

Message*

Complain Regarding Training
Missed Class Request
Other Issue

Attachment

Send Message Clear Form

Q9. How can I cover my pending/missed sessions?

Ans:

e After logging in to the student portal, go to "Upcoming Class Schedule"” and you can
check out all the upcoming classes in a timely manner.
e And according to the schedule, you can attend the session you missed.

e For online sessions collect log in I’d & password to connect through zoom and for offline

sessions check out the time of session and visit institute accordingly.
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Upcoming Class Schedyle

Batc)

Subject Topic Schedule Meeting Id, Password for Class

Upcoming sessions for other batches(Allowed only if you missed your scheduled class. Attending any topic in

advance is not allowed)

Payroll Management & Tax and TDS 24-07-2022 Offline - BBSR
Compliance (PAY-5) 15:00:00
Statutory Compliance, PF Act 24-07-2022 Offline - Kolkata
Labour Laws & IR (sC-2) 11:00:00
HR Operation HR Operation 24-07-2022 Offline - Kolkata
[HRO-1) 15:00:00
Statutory Compliance, IR and Labour Laws 24-07-2022 4694341154, hrspot272
Labour Laws & IR (SC-5) 11:00:00
Payroll Management & Compensation and 26-07-2022 Offline - BBSR

Compliance Benefit 11:00:00 O n I | ne
Q10. How can I share class feedback?
e Once you will log in using email I’d and password after any session.

Logout Succesfull.

vickyshekhawat94@gmail. com

\/ I'm not a robot

m Forast Passers

Raise Ticket

e You will get the option share feedback for last session.

Share feedback of the last session

Plz Share the feedback of last class attened
Date: 2022-07-21 | Subject: SC-21-22 | Topic: SC-1 |
Trainer: Nilanjana Mitra

™

eCAPTCHA

I'm not a robot

SUBMIT

|

e Select the feedback you want to share.
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Share feedback of the last session

Plz Share the feedback of last class attened
Date: 2022-07-21 | Subject: SC-21-22 | Topic: SC-1 |
Trainer: Nilanjana Mitra

WORST)

(AVERAGE)
ABOVE AVERAGE]
GOOD)

VERY GOOD)

9 (EXCELLENT)

10 (BEST)

17
2
3
4 (BELOW AVERAGE)
5
6 (;
7
8

i

Then click on “Submit”

gi’i’KSPOT

Share feedback of the last session

Plz Share the feedback of last class attened
Date: 2022-07-21 | Subject: SC-21-22 | Topic: SC-1 |
Trainer: Nilanjana Mitra

10 (8EST)

\/ I'm not a robot
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Q11. How can I mark my attendance if my classes are shown as absent?

Ans:

After logging into your portal, go to the mark your attendance option.

YHir Sror

Tiategy | Flacererd | opevatr

Dashboard

Dashboard | Library | Placement | Raise Support Ticket Mark Your Attendance Notice E
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e And then click on “mark here” option right side of the required sessions.

Mark Your Attendance
Sl. No Not Aitended Subject

1 HR Analytics 1

2 HR Analytics 1

3 HR Analytics 2

4 HR Analytics 2

5 Employee Management
6 Employee Management
7 HR Operation

AN-1

AN-1

AN-2

AN-2

EM-1

EM-1

HRO-

Mark Here

Mark Here

Mark Here

Mark Here

Mark Here

Mark Here

1 Mark Here

e List of classes with trainer name will appear, select the class you have attended and

“submit” the request for approval.

gK—RSP({T

strategy | placement | operatio

Select class of 'Employee Management (EM-1)"

31-Jul-2022 15:00:00
2 21-Jul-2022 11:00:00
3 05-Jul-2022 20:00:00
4 12-Jun-2022 15:00:00
S 29-May-2022 13:00:00
6 29-May-2022 11:00:00

Nilanjana Mitra
Bijeta Pallai
Nilanjana Mitra
Bijeta Pallai
Bijeta Pallai

Madnhurya Jana

Q12.How can | raise ticket through student portal?

e Go tothe log in page and click on “raise ticket” as marked below.
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' Logout Succesfull

™

reCAPTCHA

’ m R I

e One form will be opened like the following. Fill up the details, choose the problem type
and submit.

I'm not a robot

Reg No * | Enter Registration No./Enrollment No
Problem Type *  Select v
Enter Your Message

Message™

Attachment | Choose File | No file chosen

Q13. Where can | check out study materials from my student portal?
Ans:
e First log in to the portal and then go to the library section.

DHEL UK DI

Dashboard

Dashboard

Dashboard | Library | Placement | Raise Support Ticket | Mark Your Attendanc

3

Placement

~

Subiect W
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You will get the knowledge materials section, where you can check out materials in

Q14. Where can | check out class Power point presentations?

Ans:
e After logging in, — go to the library section.
DR IR VIV
Dashboard
Sl Dashboard | Library | Placement | Raise Support Ticket | Mark Your Attendanc
Placement
ﬁ Subiect W
e Then click on “Course Presentation”
g_ TR SPOT
Knowledge Materials
Dashboard
[}
~
vy Class Video
Materials Presentation

Placement

Q15. Where shall I get class notes?

M

Course

Material
Templates
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Ans: After logging in, go to the library option, then you can access the study materials in
different modes.

DEL ALK D1 L

Dashboard
Dashboard
Dashboard | Library | Placemen t | Raise Support Ticket | Mark Your Attendanc
Placement t gm
ﬁ Subiect W

e Study materials in different modes.
gﬂk SpaT

Knowledge Materials

Dashboard

~ B

Library

D M

Class Video Course
Material
Templates

Course Course
Materials Presentation

F3

Placement

Q16. How can | download study materials or notes?
Ans:

e After logging in, go to the library option

DAL DI L

Dashboard

Dashboard
Dashboard | Library | Placement | Raise Support Ticket | Mark Your Attendanc

Placement gm

~

Subiect W
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e Then you can access the study materials in different modes.
e Open the materials you want to download and, however, you can download "class video"
and "course material templates™ by right-clicking and selecting "download."

g.,ﬁg SroT

Knowledge Materials

Dashboard

= M

Library

B M

Class Video Course
Material

Templates

Course Course
Materials Presentation

3

Placement

Q17. How can | download class videos?
Ans:

e After logging in, go to the library option

Z 1A D11

Dashboard

Dashboard | Library | Placement | Raise Support Ticket | Mark Your Attendanc

Dashboard

—
0 b

Subiect W

e Then you can access the study materials in different modes.
e Open the class video section, choose the module, and open the video you want to
download.
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gq'ﬁa SrQT

Knowledge Materials

Dashboard

= & M

Library
Course Course
Materials Presentation

M

Course
Material
Templates

3

Placement

e You can download “class video" by right-clicking and selecting "download."

PAYROLL 1

PAYROLL 2
PAYROLL 3
PAYROLL 4
PAYROLL 5
PAYROLL 6

PAYROLL 7

PAYROLL 8

Q18. Where shall I get formats related to various modules?
Ans:

e After logging in, go to the library option

2»,'1 LR D11

Dashboard

Dashboard

Placement

Dashboard | Library | Placement | Raise Support Ticket | Mark Your Attendanc

@

~

Subiect W
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e Then you can access the study materials in different modes. Select “Course Material
Templates”

ngPoT__

ey Tolasard TopesianT s

Knowledge Materials

Dashboard

= ki

Library

M [l

Course Course
Materials Presentation Material

Class Video ‘ Course )
Templates

3

Placement

e Double click to check formats for different modules.

Dashboard | Library | Placement

] i 3 m

Employee Performance Organizational
Management Management Development

m o

Recruitment HR Operation

Payroll
Management

e Select the module, check out the formats and click on the same to download.

ki M

APPOINTMENT 2 APPOINTMENT 3

ki M

APPOINTMENT 8 APPOINTMENT 9

Q19. When can | apply for placement?

Ans:
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e Once you complete your course and clear the final evaluation procedure (exam), then you
will be eligible to apply for placement by registering for the same.

Q20. How can | apply for placement registration?

Ans:

e Once you complete your course and pass the final evaluation procedure (exam), then you
will be eligible to register for placement.

o After the exam, you will get one auto-generated email related to placement.

e You need to revert back if you are interested in placement.

e Accordingly, you will get a call from the placement department for the placement
registration process.

o After registration fee payment, log in to your portal and click on the placement tab.

e Then click on registration

‘ o) Placement
Dasl

)

Support

e Fill the placement parameter form.
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Final Placement Parameter Form

Final Placement Parameter Form Please note: all fields are mandatory

| understand that | can not choose locality for the interview venue.
lagree  Select v

| understand that as per HR Spot placement policy | can not be selective about brand preferences.
lagree  Select v

| understand that my salary range will be matching the salary bracket that has been provided to me by HR Spot
lagree  Select v

| agree that | need to reach interview venue on time as per interview schedule.
lagree  Select v

e Submit the form.
e Then click on upload your CV

e Placement

Dashboard

Placement Terms Upload CV

Placement

e Select your resume and upload.

Upload Resume File

Upload Documents
Student Reg No 1381

Student Name Sourindra suman

Resume | Choose File |No file chosen

e Next process will be taken care by placement department.
Q21. When can | appear for the exam?

Ans:
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e Once you have completed all your sessions and all your attendance has been marked like
the following then you will be eligible to appear for your exam.

Recruitment & Talent Acquisition {100% completed)

HR Operation HRO-1 {100% completed)

Employee Management EM-1 {100% completed)

Payroll Management & Compliance {100% completed)

Statutory Compliance, Labour Laws & IR {100% completed)

Perf Manag t Syste _ {100% completed)
Organizational Development & Strategic HR {100% completed)
0D-2

Q22. Where will I get the option to attend the exam?/ How can | appear for the exam?

Ans:

e Once you have completed all your sessions and all your attendance has been marked as
following, you will be eligible to appear for your exam.

Recruitment & Talent Acquisition REC-1 {100% completed)
REC-2
REC-3
HR Operation HRO-1 {100% completed)
Employee Management EM-1 {100% completed)

Payroll Management & Compliance

% completed)

Statutory Compliance, Labour Laws & IR {100% completed)

Performance Management System (100% completed)

Organizational Development & Strategic HR {100% completed)

e After that “Start Exam” link will be activated. Click on “Start Exam” to appear.

e Once you click on the link, you will be able to attend your final exam.
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1330 sumRm

Recruitment & Talent Acquisition
%) 18-02-2022
ard
- a iR Operation

Employee Managament

revoked) Payroll Management & Compliar

Statutory Compliance, Labour La

Organizational Development & S

Q23. How can | download my certificates?

Ans: Once you pass the exam, the "download your certificate™ link will be activated in the
dashboard section.

. Subject
fae)
1423 SDHRM
Recruitment & Talent Acquisition
14-04-2022
= = a 1R Operation
Library
Exam Score: 70% Employee Management
? L gement & Compl
Placement
‘:\:“ tory Complia bour L

Click on the link to download your certificates.
Q24. When will I receive my certificates?
Ans:

e Within 15 days of clearing your exam, your certificates will be updated. Then you can
download your certificates from your student portal.



C'n M
GUIDELINE - STUDENT PORTAL i Q

strategy | placement | operation | training

1423 SDHRM
ruitment & Talent Acquisition

Q25. What is the minimum score to pass the exam?
Ans:

e You have to score at least 50% to crack the exam.
Q26. Which type of gns will be there?

e Multiple choice types of questions will be there.

Q27. Why one notice board option is there?
Ans:

e When there will be any announcements related to holidays, important updates related to
class, and other situational issues, you will be notified at that time, and you can check the
details by visiting the "Notice Board" option.



