
 

 

How to fill in Application form on YCMOU 

Online Admission portal 



This document is designed to help you fill in application form for the YCMOU online portal for taking admission to the various programs. 
 
Please note that the admission process using online admission has been started from 1 August 2014.  Even though due care has been taken in 
designing of the procedure,  there may be some system tune up which would correct the system from time to time.  Your feedback is valuable to 
help us take the corrective measures as soon as possible.  
 
Before you begin: 
Please go through the prospectus uploaded on the ycmou.digitaluniversity.ac portal.  Use the prospectus for 2014-15 batch only. Do not refer to 
the old versions of the prospectus.  Please note that the process described here are for the programs available only for select schools of YCMOU.  
Some of the programs which may be seen on the list of programs have been removed from the list of offer for 2014-15. These programs have 
been kept on the databases of the university for administrative purposes only. Hence if the prospectus of a program is not available on the 
internet please do not try to take admission to that program.  University does not refund fees for any errors on part of the candidate and 
candidate is supposed to have studied the prospectus of the program for the current year. Before you make decision of taking online 
admission please consult the study centres where you wish to take admission and/or the helpdesk number given on the portal. 
 
Please study the prospectus meticulously, make sure that you are eligible for the program you wish to study. Do not blindly believe on words 
from friends or teachers about eligibility. Trust only the words in the prospectus for the 2014 batch. University does not refund fees on the 
ground of false representation by any person or ignorance of rules. 
 
Use Internet Explorer latest version.  We have used Internet explorer version 11 in developing this document.  We have used real live procedure.  
We have smeared the confidential part of the information (like password, mobile number, etc) and used fictitious names to protect identity of 
persons who developed this document. This document was created between 2Aug and 3 Aug 2014. 
 
The First step: 
Enter the web address of the university’s website (ycmou.digitaluniversity.ac) on the browser’s address bar. You will see a screen like this: 



 



After you click on the appropriate link, the following page will be displayed: 

 



After you click on the “Click here to apply” you will see a screen like this: 

 



You have to check if you have gathered all necessary documents on a pen drive. The next part of the same screen looks like: 

 



You click on “Proceed” to get the following screen: 

 



If you are fresh candidate, you will click on “I confirm I do not have 16 digit PRN”  radio button and click on Proceed button. 

 



You get the following screen: 

 



You can search a program using the search box in red.  We searched for HTS (Hospitality and Tourism Studies) to get this: 

 



When we click on “View Study Center” in row serial no 7 (BSc(HTS) FY) we can see the list of study centers for the program BSc(HTS).  

 



This list is big. I want to select centres near Satara. I just type sat and I get following filtered list for satara ceners. 

 



I am satisfied that there are study centres available near my choice of place.  I close “Study Centre” window and get back to previous window. 
There I press “Proceed”  
 



 



Here I have filled in my name, my email id, mobile no etc. When I press REGISTER button I get the following screen. 

 
I also got an SMS on my registered mobile number like this: 



 
 
The candidate also gets an email which gives the username and a temporary password. The username and password should be noted down. You 
should immediately change the password using the next screen. 
 
 
 
 
 
 



 
Once you have changed your password you can log in to the postal any time later by typing in user id at the top of the screen place and typing in 
the password there. 
 



 
You have to click on OK. Then you proceed to develop your “profile”. 



 
This screen gives your name.  The profile has six sections.  We go step by step.  First, the personal detail. 
 



 
You should fill in all the details. Your mother’s first name is mandatory.  If there is a change of name due to your choice or marriage, you are 
supposed to get a gazette notification or an affidavit before a first class magistrate and upload scanned copy later. 



The information with star (*) is compulsory. 

 
 



 
You press save to save this part of your profile.  Now we move to second part: 



 
Your address shuld be as detailed as possible so that the post man does not miss your letter. 
Next we enter the contact details.   



 
You can give your additional mobile number and email ids.  You save the part  of profile by clicking on SAVE. Next part is the reservation 
category and special category information. 



 
Next we give information about our educational details. Please remember to read carefully all the instructions given before the form. 



 
 
 



 
If you wish to take admission to a program which requires you to have 10th pass, you must click on [add] hyperlink next to 10th and give your 
details about the 10th exams. After you have completed all the qualifications you submit the education details part by clicking on PROCEED. 

 
Note that the parts on which we have saved information have been shown with light blue tick mark.  We now have to upload our signature and 
photo. We click on Upload photo and Sign. We get the following screen: 



 
Now we click on BROWSE button. We chose the directory in which we have stored our photo or scanned signature, like this. 



 
 
To upload photo I selected file which had photo and clicked on Open. 



 
 This photo is very large. I can crop (cut out the unwanted image parts) by selecting button Photograph and then clicking on Crop button. 
 



 
It shows a red dotted rectangle which is what will remain after I have selected Photo and Crop. 
 



Similarly we should get the file which contains the candidate’s signature and do the cropping like this: 
 
 

 



 
 



 
 



 
 



 
 
 
This is what you will get ultimately after you have successfully uploaded your signature and photo. 



 
Now you click on Proceed button and get the next screen like this: 



 
The system now wishes you to confirm individual part like this: 
 



 
 



 
 
You may either eidt the profile or proceed further. 



 
 



 
 
 
After you have completed the part-wise confirmation for all the parts, you have to select the program for which you wish to take admission. You 
get a screen similar to the one seen prior to the registration, like this: 



 
 



 
 



The dummy candidate Madan has passed only 8th examination, but one needs to pass 12th or preparatory plus 10th in order to get admission to 
BSc(HTS).  Whatever is your qualifying examination you select that here.  Then you have to select the study center. Since Madan is from Satara, 
the system shows the study cetners in Satara District.  You may chose other study centers by chosing “View All Study Centres” 

 



Madan selects Manju technical Instutute. Now he has to select the courses within the first year. Actuall all the courses are compulsory he clicks 
on any one of the courses and all the remainsing get selected automatically. This ensures that the candidate is informed about the courses he has 
chosen 



 
 



 
When you select Save and Proceed, you get the final screen of your session. 



 

 
Next you get: 



 
 



 
 



 
 



 
 



 
 



 
 



 
 
Thus your session ends.  You also get an SMS like this:  



 
 
You can see your online admission status which will look like this: 
 



 
 
Now you have to go to the study Center which you chose along  with the original documents and show them the documents.  The study centre 
will verify the documents and if everything is correct and in order they will give you a certificate of eligibility. 
 


