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1.Admin Portal
1.1. Sign In

● Open https://portal.ksvc.kerala.gov.in/admin in the browser
● Enter the Username and password
● Click sign In

https://portal.ksvc.kerala.gov.in/admin


1.2. Dashboard

On the dashboard, User can see the count of the applications and the recent registrations

1.3. Veterinary master

1.3.1. Profile



Admin users can see the registered permanent user list from this menu. User can search the
data by selecting the district and KSVC No or name
By clicking the edit button, the admin can update the details of the user.

1.3.2. Search



Enter the KSVC no and click submit for getting the corresponding user detail



1.3.3. Student

Enter the student details on the corresponding fields and click on save.After save the details,It
created a student group as shown in the below picture

Admin can delete the student group by clicking on the delete button.Admin can view the student
details by clicking on the View button as shown on the below screenshot.



Admin can edit the Name of the student here using the Edit button



A checkbox will be shown here next to each student row if the student is eligible to apply for a
provisional renewal application.On this case,tick the checkbox, enter the details and click add
renewal button. Refer Screenshot below

1.3.4. Barring



If want to add new barring user, click Add new button placed at the top of the page

Enter the details of the barring user and click save.Admin have the provision to extend and
reduce the validity period of the barred user.For this select Extend/Reduce on the field “Action
taken”.



1.4. Application

1.4.1. Pull application
Pull application allows you to bypass the Reviewers process and directly approve the
application from the list

1.4.2. List

1.4.2.1.  Provisional
All the provisional applications are listed in this menu. Admin can view the details by clicking on

the view button.
● Admin can add the remarks and forward and then approve the application ( Reviewers

and Approvers functionalities (process) can be done from admin side)



● After approval, for generating certificate, click on generate certificate button and for
generating ID card, click on generate ID card button.

● Admin also has the provision to add the defects to the application and return the
application to the public user.



1.4.2.2. Provisional to Permanent

All the provisional to permanent applications are listed in this menu. Admin can view the details
by clicking on the view button.

● Admin can add the remarks and forward and then approve the application ( Reviewers
and Approvers functionalities (process) can be done from admin side)

● After approval, for generating certificate, click on generate certificate button and for
generating ID card, click on generate ID card button.



● Admin also has the provision to add the defects to the application and return the
application to the public user.

1.4.2.3. Permanent

All the permanent applications are listed in this menu. Admin can view the details by clicking on
the view button.

For approving the application, admin can add the remarks and approve the application.For
generating certificate, click on generate certificate button and for generating ID card, click on
generate ID card button. Admin also has the provision to add the defects to the application and
return the application to the public user.

1.4.2.4. Permanent Transfer

All the permanent Transfer applications will be listed in this menu. Admin can view the details by
clicking on the view button.



For approving the application, admin can add the remarks and approve the application.For
generating certificate, click on generate certificate button and for generating ID card, click on
generate ID card button. Admin also has the provision to add the defects to the application and
return the application to the public user.

1.4.2.5. Provisional renewal

All the provisional renewal applications are listed in this menu. Admin can view the details by
clicking on the view button.



For approving the application, admin can add the remarks and approve the application.

For generating certificate, click on generate certificate button .Admin also has the provision to
add the defects to the application and return the application to the public user.

1.4.2.6. Permanent renewal

All the permanent renewal applications are listed in this menu. Admin can view the details by
clicking on the view button.



For approving the application, admin can add the remarks and approve the application.For
generating certificate, click on generate certificate button .Admin also has the provision to add
the defects to the application and return the application to the public user.

1.4.2.7. Provisional duplicate
All the provisional duplicate applications are listed in this menu. Admin can view the details by
clicking on the view button.



For approving the application, admin can add the remarks and approve the application.For
generating certificate, click on generate certificate button .Admin also has the provision to add
the defects to the application and return the application to the public user.

1.4.2.8. Permanent Duplicate
All the Permanent duplicate applications are listed in this menu. Admin can view the details by
clicking on the view button.



For approving the application, admin can add the remarks and approve the application.For
generating certificate, click on generate certificate button .Admin also has the provision to add
the defects to the application and return the application to the public user.

1.4.2.9.  Transfer-NOC

All the NOC applications are listed in this menu. Admin can view the details by clicking on the
view button.For approving the application, admin can add the remarks and approve the
application.



For generating certificate, click on generate certificate button .Admin also has the provision to
add the defects to the application and return the application to the public user.

1.4.2.10. Transfer-GSC

All the GSC applications are listed in this menu. Admin can view the details by clicking on the
view button.

For approving the application, admin can add the remarks and approve the application.For
generating certificate, click on generate certificate button .Admin also has the provision to add
the defects to the application and return the application to the public user.

1.4.3. Add provisional application
Admin has the provision to add the provisional application through admin side



Enter the details and click on save.Application status is directly changed to approved and send
a mail to the public user when click on save.

1.4.4. Add permanent application
Admin has the provision to add the permanent application through admin side



Enter the details and click on save.Application status is directly changed to approved and send
a mail to the public user when click on save.

1.4.5. List application(Backend)

All the applications which were applied through the admin side  are listed in this menu.



1.4.6. Specialization

All the veterinary and academic qualifications applied by the public user is listed under this
menu

1.5. Accommodation settings

1.5.1. Accommodation types
All the accommodation types are listed in the menu.By clicking on Add new, it is possible to add
accommodation types.



1.5.2. Room types
All the Room types are listed in the menu.

Click ADD NEW to create a new room.



1.5.3. Room
All available Rooms are listed in the menu.

NOTE: The rooms which are in CHECKED IN status will be shown as Occupied under status.
The status shows the current status of the room.



1.5.4. Room Blocking

Admin can block the room for any purpose like maintenance,government and council

Rooms booked from admin side are listed under Room Booking List

1.5.5. Room Booking List
All the room bookings are listed here.



Click details against each record to View the details of booking and also for CHANGE ROOM,
CHECK IN and CHECKOUT

CHECK IN

CHECK OUT
Once Check in is clicked , the Checkout button will appear as shown in the screenshot below.
The privileged user can enter the amenity status by clicking on the checkbox provided and enter
remarks if any



The advance can be returned through the provision given here, and the Checkout button can be
used to release the room to be available for booking again.

NOTE: The rooms that are booked should be Checked out to get them available for the public to
book it again.

1.5.6. Building Master
All the building master is listed in the menu.

Click ADD NEW to add new building details.



1.5.7. Hall Master
All the Hall master is listed in the menu.By clicking on Add new, it is possible to add a new Hall
master.

1.5.8. Hall Booking list
All hall bookings are listed in this menu

Note: After booking from admin side, Payment for booking can be done through the PAYMENT
menu provided.

1.5.9. Hall Booking Approval pending
All the pending approval for hall booking are listed in this menu. By clicking on the view of the
hall booking, admin can reject or approve it.



1.5.10. Block Hall booking
Backend user can block the hall under this menu for any maintenance purpose or anything.

1.5.11. Amenity Master
Backend users have the provision to add the amenity master by clicking the ADD NEW button.
All the amenities available in Rooms can be added here.



1.6. Election Settings

The Election Settings Menu allows the admin user to Generate Electoral Roll, Add Election and
Polling Stations using this menu

1.6.1. Electoral Roll

The electoral Roll can be generated here by giving the Electoral year and Generating that year’s
Electoral Roll. This will generate the list of all the Permanent Members of KSVC in PDF and
CSV formats

On clicking update electoral Roll, The current Electoral Roll will be displayed.



On clicking the UPDATE ELECTORAL ROLL, the admin user can INCLUDE or EXCLUDE
members.

GET FOR INCLUSION

Click the GET FOR INCLUSION button to see the list of members who have their Permanent
Registration renewal Pending.

From this list the admin select the check box against the members who need to be included in
Electoral Roll



On clicking ADD TO ELECTORAL ROLL , these selected members will get added in the
electoral Roll list

GET FOR EXCLUSION

Click the GET FOR INCLUSION button to see the list of members who have an active
Permanent Registration.

From this list the admin can select the check box against the members who need to be
excluded from the Electoral Roll



On clicking REMOVE FROM ELECTORAL ROLL , these selected members will get removed
from the electoral Roll list.

FINALIZING ELECTORAL ROLL

After inclusion/exclusion is done, the admin user can FINALIZE the electoral roll by clicking the
Finalize button.

Note: Inclusion or Exclusion cannot be done once the electoral Roll is Finalized.

1.6.2. Election
All the elections created will be listed in this page .



Admin user can create a new election using the Add new election button.
The electoral Roll generated earlier will be listed in the Electoral Roll Drop down here.

Nominations can be added from the List view of Election.

1.6.2.1. Add Nominee

Admin user can add nominee by clicking on the button in the list.



New Nominees can be added using “Add new”  button shown in the screenshot below.

Added nominees can be Approved or Rejected from the Nominees list

After approval, if the Nominee wants to withdraws the application , that also can be done from
by clicking Withdraw application in the below screenshot.



Final List of Nominees can be seen by clicking the FINAL LIST button in the above screenshot.
The list of Nominees will be listed and the Admin user can confirm the list of Nominees by
clicking CONFIRM LIST button

1.6.2.2. View Electoral Roll

Admin user can open Corresponding Electoral Roll by clicking on this button against the
election in the Election List.

1.6.2.3. Assign Postal Votes

Admin user can assign Postal Vote Privilege to Electoral Roll members by clicking on this

button against the election in the Election List.



The Admin user can Assign postal vote to particular KSVC member by clicking on the ASSIGN

POSTAL VOTE button icon shown against each record.

1.6.2.4. Add Election Staff

Admin user can add new Election Staff by clicking button against the election in the
Election List.

KSVC Member added as Election staff



Non KSVC Member as an electoral Staff

1.6.2.5. Mark Vote

Admin user can Mark Vote  by clicking button against the election in the Election List.
Note : Mark Vote icon will be Available only on Polling Date.

Admin User can Search for an User using KSVC no: & Mark vote by Clicking on Mark Vote icon
( Unmark Vote by Clicking on Unmark Vote icon )



1.6.2.6. Election Result

Admin User should click on Nomination Icon Corresponding to the Election.

Admin user should Click on the Final List Button in the Nominees Page.

Admin user should Click on the Result  Button in Nominees List Page.



Admin User can Enter Total Votes for each Elected member & can select Fail or Won for each
member.

Admin User can Submit the Election Result by Clicking on on the Submit Button after Uploading
the Election File.

1.6.3. Polling Stations

All the polling stations added will be listed here. Admin user can add new Polling stations by
clicking the ADD NEW button. Created Polling station can be edited or deleted by the admin
user



1.7.Master Management

1.7.1. Religion

All the religions are listed under this menu.By clicking on the Add new button, the backend user
can create a new religion. Backend user can delete/edit/view the religion by using delete,edit
and view buttons

1.7.2. Caste



All the castes are listed under this menu.By clicking on the Add new button, the backend user
can create a new caste. Backend users can edit/view the religion by using edit and view
buttons.

1.7.3. Countries

All the countries are listed under this menu.By clicking on the Add new button, the backend user
can create a new country. Backend user can delete/edit/view the country by using delete,edit
and view buttons.



1.7.4. States

All the states are listed under this menu.By clicking on the Add new button, the backend user
can create a new state. Backend user can edit/view the state by using edit and view buttons

1.7.5. Specialization
Back end user can add the different qualification by clicking the add new button

1.7.6. Degree
Back end user can add the different degree by clicking the add new button. Backend user can
/delete/edit/view the degree by using delete,edit and view buttons



When click on first action symbol, it directs to a page to add the master fees as shown below

1.7.7. Skill sets
All the skill sets are listed under this menu.Back end user can create new skill sets by clicking
on Add new button.



1.7.8. Fee labels
All the Fee labels are listed under this menu.

Back end user can create new fee labels by clicking on Add new button.Backend user can
/delete/edit/view the fee label by using delete,edit and view buttons



1.7.9. Fee Masters

All the Fee Masters are listed under this menu.Back end user can create new fee masters by
clicking on Add new button.Backend user can delete/edit/view the fee master by using
delete,edit and view buttons



1.7.10. Fine/Penalty settings
Back end user has the option to add the fine by clicking add new button

The fee added will be considered as fine/month

1.7.11. Certificate

All the certificates are listed under this menu.Back end user can create new certificates by
clicking on Add new button.Backend user can delete/edit the certificates by using delete,edit
buttons.First action symbol is for adding the fees against the certificates



Multiple Fees can be added against a certificate ( Ex: GST ,ID Card,Processing Fee etc)

Back end user can set the validity period for the certificates by using second action symbol

1.7.12. Common images
All the common images are listed under this menu.Back end user can create new common
images by clicking on Add new button. Common Images added here will be listed when the
templates for Certificates are configured.



1.7.13. Universities

All the universities are listed under this menu.Back end users can create new universities by
clicking on the Add new button.



1.7.14. Colleges

All the colleges are listed under this menu.Back end users can create new colleges by clicking
on the Add new button.Backend user can delete/edit/view the colleges by using delete,edit and
view action symbols

1.7.15. Veterinary council

All the Veterinary councils are listed under this menu.Back end users can create new veterinary
council by clicking on the Add new button.Backend user can delete/edit/view the council by
using delete,edit and view action symbols



1.7.16. Sector

All the sectors are listed under this menu.Back end users can create new sectors by clicking on
the Add new button.Backend user can delete/edit/view the sector by using delete,edit and view
action symbols



1.7.17. Offices

All the offices are listed under this menu.Back end users can create new offices by clicking on
the Add new button.Backend user can delete/edit/view the office by using delete,edit and view
action symbols



1.7.18. Designation

All the designations are listed under this menu.Back end users can create new designations by
clicking on the Add new button.

1.7.19. Feedback settings
Backend user can set the feedback settings for the public user through this module

1.7.20. Complaint categories
Backend user can set complaint categories for the public user through this module



1.8. User management

1.8.1. List Users
All the privileged user and public registered users are listed here.

KSVC members can also be added as admin users for carrying out various activities with in the
organization.
KSVC Registered users with access to admin side and all the public users will also be listed in
the same page.



AAdmin user can prevent any public user from logging into the portal by clicking the Eye icon
given against his record.

The password, email id and phone number of a public user can be reset by the administrator
from the edit option provided here

New members can be assigned with additional privileges as in the screen below



1.8.2. Add Users

The admin user can add new users by clicking the “ADD NEW” button provided in the List User
page.

1.9. Templates

1.9.1. ID card

Backend user has the provision to add the templates of ID card.For that choose the position and
upload the image.



1.9.2. Registration certificate

● Provision to add emblems, Signatures
● Backend users can set the emblems required with their position (Left/Right/Center) for

top and bottom.

1.9.3. Training certificate

Backend users have the provision to add the templates of training certificate .For that choose
the position and upload the image.



1.10. Training
Admin has the provision to create training with description, training type and seat count.

One or More batches can be created under the same training name.

● Backend user will have the provision to view the applied list and can either select a user

from the applied list or can add a new user who is not applied to the training from the

active list.

● The user can select a new user from the list of active veterinary doctors .There will be

provision to view the training history of the user

● Notification will be sent to selected applicants.

● The Attendees details of the training will be marked into the application by the backend

user through this module.

● There will be provision to mark status “Present” or “Absent” against each user.

● Training certificate generation with QR code (for both trainees and faculties).



Admin can View All the Trainings in the Trainings Page with name, type,date, count &

status.

After Creating a Training , user can Add a Batch or Batches under the same Training.



Admin can Search & Add any user from Users List into the Training Batch.

Admin can do Payment as well as Approve or Reject any User Request.

Admin can Remove any user from Member List to User List as well as Add any user

from User List to Member List.

Admin can Mark Attendance as Present or Absent for Members of Training.



Admin can Generate Proceedings Report for the Training.



After the training is completed the certificates for the Trainer and trainee can be generated batch

wise from the portal itself.



1.11. Council

Back end user has the option to add council version through this module

1.11.1. Council Member settings

● Council will have the following members
▪ Ex-Officials – 3
▪ Government Official – 3
▪ Elected Officials – 4
▪ Association Nominee -1



1.11.2. Council Member

Admin users can add a user to the council by entering the registration number or by searching
the name.

1.11.3. Committee
Super admin will have the privilege to create the executive committee.

The privileged user will have the provision to create subcommittees as and when required.While
creating the subcommittee, the admin can create a new subcommittee or merge two or more
subcommittees or split a merged subcommittee.



1.11.4. Committee members
Backend user has the provision to add the committee members

1.11.5. Meeting

Backend user will have the provision to create a meeting .Backend user will have the provision
to add committee members for the meeting
Other members can be added to the meeting as “Invitees” from the list of active veterinary
doctors or from outside the veterinary doctor community.



1.11.6. Feedback
All the feedback from the public user is listed  under this menu

1.11.7. Complaints and Grievance
All the complaints from the public user are listed under this menu.Admin user can reply to the
complaints through this section.The response will be delivered as an email.

● Admin user can also change the status of the complaint as one of the followings:
▪ Action Taken
▪ Action Not taken
▪ Invalid
▪ Rejected

1.11.8. Reports

1.11.8.1. Registered veterinary practitioner

This report will generate the registered veterinary practitioner.Enter all the details and click
generate.

1.11.8.2. Registrant details
This report will generate the registrant details.Enter all the details and click generate



1.11.8.3. Election
This report will generate the election result.Enter the details and click generate.

1.11.8.4. Electoral Roll
This report will generate the electoral roll result.Enter the detail and click generate.



1.11.8.5. Applications

This report will generate with application type .Enter the details and click generate.

1.11.8.6. Transaction
This report will generate the transaction result.Enter the details and click generate.

1.11.8.7. Hall booking
This report will generate the hall booking details.Enter the details and click generate.



1.11.8.8. Accomodation

This report will generate the room booking details.Enter the details and click generate.

1.11.8.9. Complaints and grievance

This report will generate the complaint related details.Enter the details and click generate.

1.11.8.10. Feedbacks

This report will generate the feedback details.Enter the details and click generate.



1.11.8.11. Fine

This report will generate the fine details.Enter the details and click generate.

1.11.8.12. Training

1.11.8.12.1. List

This report will generate the training list  details.Enter the details and click generate.

1.11.8.12.2. Users

This report will generate the training users list details.Enter the details and click generate.



1.11.8.12.3. Applied Users

This report will generate the training Applied Users list details. Enter the details and click
generate.

1.11.9. Payment
This section is for the payment purpose,Enter the transaction No, click search and click pay
button.

*****The End*****


