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1. OVERVIEW

Deen Dayal Upadhayaya Grameen Kaushalya YojangG0DUs the skilling and placement initiative of the
Ministry of Rural Development (MoRD), Government of India. It evolved out of the need to diversify incomds
the rural poor and to cater to the occujmmnal aspirations of rural youth.

eSOP is an-leearningportal that is designed to impart knowledge on guidelines and Standard Operati
Procedures (SOP) adopted for implementing projects under@OU

KEY FEATURES OF BHDOP PORTAL
A web based leamg management system
Desktop, Mobile and tablebmpatibility
Portal has multiple stakeholders with distinct privileges
Structured course materials witielfassessmenmnodules
Collaborative tools and activities such as discussion forum, message bigards, e
Supports multiple file formats with a simple and easy to use text editor
Builtin certification and activity monitoring modules
Interoperability in terms of import and export of content that meets open standards
Robust question bank that supports tiple question types
Audited for security by CERTempanelled agency

URL OF 50P PORTAL

The eSOPBearning Brtal can be accessed from the Uitp://www.ddugkysop.in/

SECTIONS OF THE PBRT

The portal has the following main sections

HOME PAGE

Containggeneral information about the portal
Displays updated news / announcemeatsight upper block

Login block and links to registration form and guest aatasght lower block




ABOUT US

This page contains information about the institutions involve$i@P portal management.

COURSES

This section contains th@ategories wiseourse conterg

COURSE CATEGORIES

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

1 Professional Courses dsigned for basic useks iUseswho implement the programme
1 MasterTrainer- Courses designed for users who can train the basic users.

= Log in

[ ) Adas
/SDU'GKY Learning Portal for SOP ﬂ%

National institute of Rural Development
//Empomﬁnglﬂdia-wngtm World & Panchayati Raj

Home About Us Courses Certification Resources Contact Us

Home © Courses

Currently two categories of courses are available online.

» Professional

Professional courses are intended to provide training in different aspects of the Standard Operating Procedures for project
implementation under DDU-GKY. There are three courses in this category.

Master Trainer

Master Trainer courses are intended for those who wish to become trainers in different aspects of the Standard Operating
Procedures for project implementation under DDU-GKY. Those who clear a course at this level are deemed to have also cleared the
corresponding Professional course. They can participate as trainers in SOP training programmes and also wvolunteer as trainers on
this e-learning portal.

There are three courses in this category.
For more details regarding registration, courses, assessment and certification please see FAQs

Click here for the certification requirements of different project functionaries

©2015 NIRDPR. All rights

CERTIFICATION

This section provides information related to examination and certification process.

RESOURSES

This section provides theequently asked questionsJser Manuabn eSOR.earningportal, Downloadable
study materiabnd responses to them.

CONTACT US

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




2. USERROLES AND THEIR PEEGES

The eSOP portal supports the following user roles

User Role

Description

Guest

A guest useis 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 f

made available in the portal for this purpose.

Student

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

Local
facilitator

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

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

Teacher

Mentors a group of students and grades their assessments. This aslgigned to identifie

user/s by the portal Manager.

Content
creator

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

Manager.

Manager

Manages theveralladministration of the portal.

This manual dealsitlv the user roleg Guest, Registered user, Student and Local Facilitator only.

3. GUEST USER

A guest useis one who visits the portal without any registration.

PRIVILEGES OF A GUEST USER

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

A Browse the portal sections including the course conextept for the self and the course
assessments
A Register in the portal

A view of the course content by a guest user is depicted below.

- |

Finance @ NAVIGATION g
# Home
& Current course
This course is for the persons working in/aspiring to work in finance. B Finance

W Chapter 1 -
Chapter 1 - Introduction Introduction
B Chapter 2
B Chapter 3 - Project
I8 content Implementation

Standard Forms procedures

Overview and learning outcomes

W Chapter 4 - Training
Design and Planning
" B Guidelines W Chapter 5 - Training
Centres

T B Resources

* B Presentation
I Chapter 6 - Training
initistinn




To browse the course content as a guest user, users catlydimagigate 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 automatgally
logged in, without the need for entering a username and password.

4. REGISTERED USER

A Registexd user is a user who gets registered to the portal by filling the registration form made available
the portal for this purpose.

HOW TO REGISTER TO BECOME REGISTERED USER

Click thedRegister/ NB | G S vy Soption tiiaGLadaffablé at the Horpage.

%)DU-GKY Fain
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Leamning Portal for Standard Operating Procedures of DDU-GKY

About Us Courses Certification Resources Contact Us

Deen Dayal Upadhyaya Grameen Kaushalya Yojana (DDU-GKY) is the skilling and placement initiative
of the Ministry of Rural Development (MoRD), Government of India. DDU-GKY has its origins in the
Aajeevika Skills programme and the ‘Special Projects’ component of the Swarnjayanti Gram
Swarozgar Yojana (SGSY). The scheme focuses on catering to the occupational aspirations of rural
youth and enhancing their skills for wage employment.
Login

Implementation of DDU-GKY involves State Governments, Technical Support Agencies like the Userid

National Institute of Rural Development and Panchayati Raj (NIRD & PR), and Project Implementing
Agencies (PIAs). Password

MoRD has notified the Guidelines and Standard Operating Procedures (SOP) to be followed while Forgot password ?
implementing the programme. It is mandatory for all project functionaries under DDU-GKY to be
trained, assessed and certified in the Standard Operating Procedures. This e-learning portal is
designed to facilitate self-learning of the SOP as well as certification.

Remember username

Register / Create new account

For more information about the portal click here

The registration form opens for the users to fill. Fill in all the required details and submit the form. Please
that all mandatory fields (marked a3 areto be filled in for acceptance of the form. To see all the fields of th
registrationT 2 NJY Z ExpahdiadD | 2 104 A 2 y ©

Please note that the val@nail id of a usahe confirmation link will be sent to thistés his / her username too.
The instructions for settinbe password is to be followed

Password should atlease 8 characters
Should contain atleast one capital letter
Should contain atleast one small letter
Should contain atleast one special character
Should contain atleast one number



% Log in
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Home About Us Courses Certification Resources Contact Us
Home © Login @ New account
Email address* ||
Email (again)* (In future your email will be treated as Login Username)

Password* The password must have at least 8 characters, at least 1 digjt(s),
at least 1 lower case letter(s), at least 1 upper case letter(s),
at least 1 non-alphanumeric character(s)

» Personal Details

» Contact Details Fill user, personatmtact,
professional details and click

» Professional Details create my new account

Cancel Create my new account

There are required fields in this form marked *.

AUTHENTICATION OF EMAIL

On successful submission of the registration form, a confirmation mail (as shown below) is sent to the e
specified by the user during the time of registration.

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

B =

Frotmn: Auhn]_u qu-l <k_r15hnagrizamg@cdac it
Date: Wed, Feb 12, 2015 at Z:4% Pha

Subject: DDTIT-GEY Courses: account confirmmation
To: "Pivush Eumar" <pivush ka7 /(@ amail. com ™

Hi Pivush Fumar,

& new account has been requested at 'DDTT-GHE Y Courses'
using vour email address.

To confitrn vour new account, please go to this web address:

hittp ¥ dchy, sop inflogin/confirm php ?data=0On607 se 3 Om T Thwlfipivush®e 2 Eleu7 7 %6 0 aﬂ%ZEcom_

In meost mail programes, this should appear as a blue ink
which wou can just click on. If that doesn't worke,

then cut and paste the address into the address

line at the top of yvour web browser windowr.

If wvou need help. please contact the site administrator,

Aodmin Tser

[ PV U S S

A hy OftAO1AYy3 GKS fAYyl1Z (GKS LRNIFfE 2LSya |yR
A On confirmation of the account, a user becomes a registered user in the portal.

PRIVILEGES OF A REGISTERED USER

Besides the privileges of a guest user, a registered user has the following additional privileges.
1. Edit his/ her preferences

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

3. Access communication options

4. Enrolfor a course




EDIT PREFERENCES
A registered user has the option to edit the following

q User profile
i Change password
i Message preferences

The option to edit preferences can be found in the drop down menu that is displayed while clicking on the
name displayed of the portal pag@ther than the Home page).

EDIT PROFILE
To edit the profile, click on Preferene&slit profile.

Pleasenote thatexpect Email addresshich is also the username, all the other details filled by the user at the time g
registration can be modified.

B My courses b 53 » ‘:lMV ’

o
DU-GKY

Lean'ling Edit profile & Preferences »

- -

' Change password B Calendar
Empowening India - Powering the World

Message preferences = Messages

Courses [at} i [ a = Forum posts

Home

= Discussions
Home & Courses

B My grades

w Colfapse all = ® Log out

» Professional

These courses are designed to make trainees conversant with DDU-GKY procedures in different N
facets of the project. As of now relevant courses, as listed below, are compulsory for Quality B My home
Team members and functional heads of operations, MIS and finance. From a date to be notified
by MoRD the courses would be compulsory for all the functionaries who implement the
programme. Persons who fall in this category will be detailed in the notification. All personnel W My courses
from MoRD, State governments and Technical Support Agencies (TSA) at the state and central
level should clear the comprehensive course.

# Home
& My profile

& Courses

CHANGE PASSWORD

To change password, click on Preferend8hange password. A user can change / update $ésvoad through
this option.

Please note that the following rules for a strong password, mentioned at the time of filling the registration fo
is valid for reset of password too.

8 My courses® sE (@ Change password

o
DU-GKY

Username /[ nikiteshnird@gmail.com
Learﬂlng Portal OfD I @ Preferences 4 Email

&, Change password 8 calendar e . d

"/ g ind: owrog etk urrent passwor
®; Message preferences & Messages *

Home About us Courses B Forum posts

New password*

iE Discussions
Home © Courses

= My grades New password

(again)*

¥ Collapse all ‘_:_‘ L
» Professional

# Home
These courses are designed to make trainees conversant with DDU-GKY procedures in different o b Gangel
facets of the project. As of now relevant courses, as listed below, are compulsory for Quality B My home
Team members and functional heads of operations, MIS and finance. From a date to be notified & My profile
by MoRD the courses would be compulsory for all the functionaries who implement the
programme. Persons who fall in this category will be detailed in the notification. All personnel B My courses
from MoRD, State governments and Technical Support Agencies (TSA) at the state and central

& Courses
level should clear the comprehensive course.




MESSAGE PREFERENCES

There are two types of receiving notificationpopup notices and messages sent as email. The defau
notification method is popup notices.

POPUP NOTICES

When a user is logged into the portal, the messail 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 mes
remains as new message that is unread until it is read.

Log out

%)DU-GKY Fakim

Ministry of Rural Development / e . National Institute of Rural Development
Govemment of India Empowering India - Powering the World & Panchayati Raj

About us Courses Certification Contact us

Deen Dayal Upadhyaya 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 w ADMINISTRATION
diversify incomes of the rural poor and to cater to the occupational aspirations of rural youth. DDU-

GKY has its origins in Aajeevika Skills and the 'Special Projects’ component of the Swarnajayanti Gram % Front page settings
Swarozgar Yojana (SGSY). # Turn editing on
This eSOP Portal is designed to impart knowledge on guidelines and standard Operating Procedures o Edit settings
(SOP) adopted for implementing projects under DDU-GKY. B Users

N Y Filters
- G , ews
Related Links Resources Gallery ™ Reports

New messages (193)
& Backup Go to messages Ignore
MoRD & Restore

22:16
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EMAIL NOTIFICATIONS

Users receive notifications as emails to the email address specified by them during the registration proce$s

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

The message preferences can be getliecking the relevant box for each item.

The following general settings are also made available

Beep when popup notification is displayed

Prevent norcontacts from messaging the ugeh norcontact is a person who the user has not added
as part of hidder contact list.

Temporarily disable notifications

Notifications are sent to the user on the following occasions.

1 Receipt of new messages and forum postings
T Submission of quiz
1 Completion of grading of quizzes

ge



SCHEDULE ACTIVITIES USING A CALENDAR

The calendar option could be accessed from the drop down menu that is displayed while clicking on the
name displayed at the top right of any of the portal pgg#ter than the Home page).

ser

& My courses » 58 » |::\MV ’

. & MV Nikitesh Reddy
/6°U'GKY Learning Portal of DDU-GKY B preferences

Bt P8 Calendar
/{Jmpowmng India - Powering the World

= Messages
Home About us Courses

Certification FAQs = Forum posts

= Discussions

&= My grades

- | @ Logout
Upcoming events for; | All courses M New event =

There are no upcoming events @ e globel evencs

@ Hide course events
Export calendar @ Hide group events

@ Hide user events
IManage subscriptions

= MONTHLY VIEW

MARCH 2015

Sun Mon Tue Wed Thu Fri Sat

ddugkysop.in/calendar/view.php
221

& o b 2
< P s

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 cale
programs like Outlook/Google Calendar, etc.

Theexport process creates an .ics file (calendar file) which can be opened through calendar programmes flke
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 g

!/ her teacher, as defined by the portal Manager

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

Teacher to a group of users.

Discussion forum

Enables a registered user to view ongoing discussions in discussion forums of th




The above mentioned communication channels can be accessed from the drop down menu that is displayed
while clicking on the user name displayednattiop right of the page.

How to become Student in eSOP?
ENROL FOR A COURSE

Registered users can selirol to a course of their choice. Once they enrol for a course they become a studdgmt
of that course and hence are eligible to take self and course assessments of the enrolled course.

ToenrolF2NJ I O2dz2NBSX GKS dzaSNJ KIFa G2 @ Entohnie inithis Sour€e2 dBNE ¢
option available in the administration block.

-

Once enrolled, the user becomes a student in that particular course and remains to tstesaggiser in all
20KSN) O2dzNBESad | AaSNE ¢gAftt oS ofS G2 aSS GKS OfdzN
the left top of the title bar.

Enrolment has to be done coursase for each of the available courses.



























