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1. OVERVIEW  

Deen Dayal Upadhayaya Grameen Kaushalya Yojana (DDU-GKY) is the skilling and placement initiative of the 

Ministry of Rural Development (MoRD), Government of India. It evolved out of the need to diversify incomes of 

the rural poor and to cater to the occupational aspirations of rural youth.  

eSOP is an e-Learning portal that is designed to impart knowledge on guidelines and Standard Operating 

Procedures (SOP) adopted for implementing projects under DDU-GKY. 

KEY FEATURES OF THE E-SOP PORTAL 

Á A web based learning management system 

Á Desktop, Mobile and tablet compatibility  

Á Portal has multiple stakeholders with distinct privileges 

Á Structured course materials with self-assessment modules 

Á Collaborative tools and activities such as discussion forum, message boards, etc  

Á Supports multiple file formats with a simple and easy to use text editor  

Á Built-in certification and activity monitoring modules  

Á Interoperability in terms of import and export of content that meets open standards 

Á Robust question bank that supports multiple question types 

Á Audited for security by CERT-In empanelled agency 

URL OF E-SOP PORTAL 

The eSOP Learning Portal can be accessed from the URL http://www.ddugkysop.in/ 

SECTIONS OF THE PORTAL 

The portal has the following main sections 

HOME PAGE 

 

Á Contains general information about the portal 

Á Displays updated news / announcements at right upper block 

Á Login block and links to registration form and guest access at right lower block 
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ABOUT US 

This page contains information about the institutions involved in eSOP portal management. 

COURSES 

This section contains the Categories wise course contents 

COURSE CATEGORIES 

The course content is arranged under various categories. Currently, there are two categories viz.  

¶ Professional - Courses designed for basic users ie. Users who implement the programme 

¶ Master Trainer - Courses designed for users who can train the basic users. 
 

 

CERTIFICATION 

This section provides information related to examination and certification process. 

RESOURSES 

This section provides the frequently asked questions, User Manual on eSOP Learning portal, Downloadable 

study material and responses to them.  

CONTACT US 

This section provides contact details of people who can be contacted for specific queries regarding the eSOP 

portal.  
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2. USER ROLES AND THEIR PRIVILEGES   

 

The eSOP portal supports the following user roles 

User Role Description 

Guest A guest user is one who visits the portal without any registration.  

Registered 

user 

A Registered user is a user who gets registered to the portal by filling the registration form 

made available in the portal for this purpose.  

Student A registered user who has enrolled for a course becomes a student in that particular course.  

Local 

facilitator   

Acts as a facilitator for a group of students and monitors them to enable course completion. 

This role is assigned to identified user/s by the portal Manager. 

Teacher Mentors a group of students and grades their assessments. This role is assigned to identified 

user/s by the portal Manager. 

Content 

creator 

Creates course content on the portal. This role is assigned to identified user/s by the portal 

Manager. 

Manager Manages the overall administration of the portal. 

This manual deals with the user roles ς Guest, Registered user, Student and Local Facilitator only. 

3. GUEST USER 

A guest user is one who visits the portal without any registration.  

PRIVILEGES OF A GUEST USER 

A guest user in the eSOP portal has the following privileges. 

Á Browse the portal sections including the course content, except for the self and the course 

assessments 

Á Register in the portal  

A view of the course content by a guest user is depicted below. 
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To browse the course content as a guest user, users can directly navigate to the course content or login as a 

guest (option available below the login module at the Home page). In both the cases, the users are automatically 

logged in, without the need for entering a username and password.  

4. REGISTERED USER 

 

A Registered user is a user who gets registered to the portal by filling the registration form made available in 

the portal for this purpose.  

HOW TO REGISTER TO BECOME REGISTERED USER 

Click the άRegister / /ǊŜŀǘŜ ƴŜǿ ŀŎŎƻǳƴǘέ option that is available at the Home page. 

 

 

The registration form opens for the users to fill. Fill in all the required details and submit the form. Please note 

that all mandatory fields (marked as *  ) are to be filled in for acceptance of the form. To see all the fields of the 

registration ŦƻǊƳΣ ŎƭƛŎƪ άExpand allέ ƻǇǘƛƻƴΦ 

Please note that the valid email id of a user the confirmation link will be sent to this & it is his / her username too. 

The instructions for setting the password is to be followed 

1. Password should be atlease 8 characters 

2. Should contain atleast one capital letter 

3. Should contain atleast one small letter 

4. Should contain atleast one special character 

5. Should contain atleast one number 
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AUTHENTICATION OF EMAIL 

On successful submission of the registration form, a confirmation mail (as shown below) is sent to the email id 

specified by the user during the time of registration.  

To confirm the account, the user has to click the web address mentioned in the mail.  

 

Á hƴ ŎƭƛŎƪƛƴƎ ǘƘŜ ƭƛƴƪΣ ǘƘŜ ǇƻǊǘŀƭ ƻǇŜƴǎ ŀƴŘ ǘƘŜ ǳǎŜǊΩǎ ŀŎŎƻǳƴǘ ƛǎ ŎƻƴŦƛǊƳŜŘΦ  

Á On confirmation of the account, a user becomes a registered user in the portal.  

PRIVILEGES OF A REGISTERED USER 

Á Besides the privileges of a guest user, a registered user has the following additional privileges.  

Á 1. Edit his/ her preferences 

Á 2. Set his calendar to alert him/her of planned activities.  

Á 3. Access communication options 

Á 4. Enrol for a course 

 

Fill user, personal, contact, 

professional details and click 

create my new account 
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EDIT PREFERENCES  

A registered user has the option to edit the following  

¶ User profile 

¶ Change password 

¶ Message preferences 
 

The option to edit preferences can be found in the drop down menu that is displayed while clicking on the user 

name displayed of the portal pages (other than the Home page). 

EDIT PROFILE     

To edit the profile, click on Preferences--Edit profile.  

Please note that expect Email address which is also the username, all the other details filled by the user at the time of 

registration can be modified. 

 

CHANGE PASSWORD  

To change password, click on PreferencesτChange password. A user can change / update his password through 

this option.  

Please note that the following rules for a strong password, mentioned at the time of filling the registration form, 

is valid for reset of password too. 
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MESSAGE PREFERENCES  

There are two types of receiving notifications - popup notices and messages sent as email.  The default 

notification method is popup notices.  

POP-UP NOTICES 

When a user is logged into the portal, the message will pop up from the bottom right corner of the page. The 

user can choose to read the message immediately or to ignore it. If they choose to ignore it, the message 

remains as new message that is unread until it is read. 

 

 

EMAIL NOTIFICATIONS 

Users receive notifications as emails to the email address specified by them during the registration process.  

Different types of message preferences can be set by the users based on whether they are online or offline.  

The message preferences can be set by checking the relevant box for each item.  

The following general settings are also made available 

¶ Beep when popup notification is displayed 

¶ Prevent non-contacts from messaging the user ς A non-contact is a person who the user has not added 
as part of his/her contact list.  

¶ Temporarily disable notifications  
 

Notifications are sent to the user on the following occasions. 

¶ Receipt of new messages and forum postings  

¶ Submission of quiz 

¶ Completion of grading of quizzes 
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SCHEDULE ACTIVITIES USING A CALENDAR  

The calendar option could be accessed from the drop down menu that is displayed while clicking on the user 

name displayed at the top right of any of the portal pages (other than the Home page). 

 

 

Once events / activities are added, the same is displayed when the user visits the calendar option.  

The calendar with scheduled activities can also be exported so that it can be imported into other calendar 

programs like Outlook/Google Calendar, etc.  

The export process creates an .ics file (calendar file) which can be opened through calendar programmes like 

Outlook/Google Calendar, etc. 

ACCESS COMMUNICATION OPTIONS  

The following are the communication options available for a registered users.  

Messaging Enables a registered user to interact with a group of users / between the user and his 

/ her teacher, as defined by the portal Manager 

Forum posts Enables a registered user to view general announcements posted by a Manager / 

Teacher to a group of users. 

Discussion forum Enables a registered user to view ongoing discussions in discussion forums of the portal 
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The above mentioned communication channels can be accessed from the drop down menu that is displayed 

while clicking on the user name displayed at the top right of the page. 

 

How to become Student in eSOP? 

ENROL FOR A COURSE 

Registered users can self-enrol to a course of their choice. Once they enrol for a course they become a student 

of that course and hence are eligible to take self and course assessments of the enrolled course.  

To enrol ŦƻǊ ŀ ŎƻǳǊǎŜΣ ǘƘŜ ǳǎŜǊ Ƙŀǎ ǘƻ Ǿƛǎƛǘ ǘƘŜ ŎƻǳǊǎŜ ƻŦ ƘƛǎκƘŜǊ ŎƘƻƛŎŜ ŀƴŘ ǘƘŜƴ ŎƭƛŎƪ άEnrol me in this courseέ 

option available in the administration block.  

 

 

 

 

 

 

 

 

Once enrolled, the user becomes a student in that particular course and remains to be a registered user in all 

ƻǘƘŜǊ ŎƻǳǊǎŜǎΦ ¦ǎŜǊǎ ǿƛƭƭ ōŜ ŀōƭŜ ǘƻ ǎŜŜ ǘƘŜ ŎƻǳǊǎŜǎ ǎκƘŜ Ƙŀǎ ŜƴǊƻƭƭŜŘ ŦǊƻƳ ǘƘŜ άaȅ ŎƻǳǊǎŜǎέ ƭƛƴƪ ŀǾŀƛƭŀōƭŜ ƛƴ 

the left top of the title bar.  

Enrolment has to be done course-wise for each of the available courses. 


















