
STUDENT PROFILE, BATCH CREATION & INTERNAL MARKS UPLOADING PROCEDURE FOR CSS-VSE 

West Bengal State Council of Technical & Vocational 
Education & Skill Development 

SCHOOL REGISTRATION PROCEDURE 

And 



SCHOOL REGISTRATION PROCEDURE 

(For New School only) 

* If already registered (school participate in previous year CSS VSE exam) then skip this page 
and go to page no 12  



https://sctvesd.wb.gov.in 

Open any browser and type in the URL https://sctvesd.wb.gov.in 
 How to register as School: (For New School) 



Below screen will be appeared.                                                      Click on the “Online Application” button.  



Below screen will be appeared.                                                                  Click on the “Institute Login” button.  



Below screen will be appeared.                                                             Click on the “CSS-VSE School” button.  



Below screen will be appeared.                                   Click on the “Registration” button to register as a school. 



Put the OTP 

Below screen will be appeared.                                                                           Put the “UDISE Code” in the text box. 



After giving “UDISE Code” some pre-field data will be appeared in the form. 

User will fill up necessary details and will click on “Submit for Registration” button to submit the application form. 



After successful submission of application form, verification link will be shared to the registered school mail id. 

Just Click here 



After click on verification link, OTP will be send to registered HOI mobile number. 

Put OTP in the “Enter OTP” text box and click on “Verify Mobile” button for final Verification. 

If user will not get OTP due to any reason click on “Resend OTP” button to get the OTP  once again. 

Click here 

Click here 

Put the OTP 

Click here to Verify 

If necessary, click here to 
resend the OTP. 



STUDENT PROFILE, BATCH CREATION 
PROCEDURE FOR CSS-VSE 

How to login 

How to edit student profile 

How to create batch for assessment 

How to push batch for assessment 

What changes are seen in the status tag at 
different stages 



https://sctvesd.wb.gov.in/ 

Open any browser and type in the URL https://sctvesd.wb.gov.in 

 How to login : 

Type it in any browser and press the 
"Enter" button 



Use user credential and click on “Login” button for successful login. 

 How to login : 

Click here for log In 



Below screen will be appeared, Select the “User” stake only from dropdown.  

Select User  



Put the Password 

Put the User Name 

Captcha 

1911XXXX203 

XXXXXXXX 

XXXXXXXX 



Below screen will be appeared, Click on the “Profile” menu .  

Click here 



Below screen will be appeared, then click on the “Student Profile” menu. 

Click here 



Below screen will be appeared. 



Select the required year by clicking on the drop down of “Assessment Year”. 



Select the required class by clicking on the drop down of “Class Name”. 



The following screen will appear, click on the “Search Students Year wise” button to find students based on the selected year and class. 

Click here 



Below screen will be appeared, To update student profile click on “Student Name”. 

Click here 



The screen below will contain the previously filled information, fill in the details if necessary. 

Fill up here 

XXXXXX  XXXXXX 

Fill up here 

12********56 

If necessary, fill in here. 



Scroll down the screen, upload the student photo, and click "Update Student Profile" to submit. 

Upload Student Image The image must be less than 100KB and in jpg format. 

Click here 



Click here 

Click on the “Yes, do it" button. 



Similarly update student profile for each and every students. 

Student profile updated 



Click on the “Assessment Batch” menu.  How to create batch for 
assessment : 



Now click on the “Batch List” menu. 



Click here 

The following screen will appear, click on the “Create Batch” button to create a new batch. 



Click here 

The following screen will appear, click on the “Create Batch” button to create the batch. 



Click here 

04/01/2023 

24/12/2024 

15/12/2025 

Batch Starting Date 

Batch End Date 

Today’s Date 

Below screen will be appeared, Fill necessary details and click on “Create Batch” button. 



Note: If any error message come, please rectify the same.  

04/01/2023 

24/12/2024 

15/12/2025 



After all the corrections, repeat the same procedure for batch creation. 

Click here 

04/01/2023 

24/12/2024 

15/12/2025 



 How to create batch for assessment 

Click on “Yes create” button on the confirmation pop-up to create the batch. 

Click here 

CSS-VSE 



Below screen will be appeared, To view batch details click on “Batch Details” button. 

Click here 



Below screen will be appeared with the Batch details 



 How to push the batch for assessment : 

Below screen will be appeared, To push batch click on “Batch Push” button. 

Click here 



 How to select prefer date for assessment and send the batch to council. 

Below screen will be appeared, Enter the prefer date for assessment. 

Enter 1st prefer Date 

Enter 2nd prefer Date 

02/01/2025 

04/01/2025 

Click here to submit 

CSS-VSE 

The assessment prefer date must be selected 

between 02-01-2026 and 30-01-2026. 



 After Batch push from school end, below screen will be 
appeared  

Click here 



Clicking on “Batch Details” below screen will be appeared.  



 After Assessor assign from council, below screen will be displayed. 

Click here 



Clicking on “Batch Details” below screen will be 
appeared.  



 After the assessor agrees, below screen will be displayed 

Click here 



Clicking on the “Batch Details” below screen will be appeared.         The details of the assessor will be displayed on 
the screen. 



 After the assessment completed, below screen will be displayed 

Click here 



 Screen will be displayed  



To add students to the respective 
assessment batch of 2026:- 

 
 

Click on the link https://forms.gle/vjRiWv9TLaJ7dMvw8 
and provide the required details. 

If schools are facing any issues in creating/pushing batches, please 

share a mail at cssvse2026.exam@gmail.com to solve it. 

https://forms.gle/vjRiWv9TLaJ7dMvw8
https://forms.gle/vjRiWv9TLaJ7dMvw8


INTERNAL MARKS 
UPLOADING PROCEDURE 

FOR CSS-VSE 



 Click here to upload students' internal marks to the council portal. 

Click here 



Enter the students' marks here. 

The following screen will be displayed; enter the internal marks for each student. 

After entering the marks for all students, click here to submit. 



THE PROCEDURE FOR 
UPLOADING ATTENDANCE 

SHEET FOR CSS-VSE 
AFTER THE ASSESSMENT 

IS COMPLETE. 



 Click here to upload attendance sheet of this batch to the council portal. 

Click here 



Click here, to upload the 

attendance sheet. 
Click here, to submit. 

The following screen will be displayed; upload the attendance sheet & submit. 



Thank you 

If schools are facing any issues in creating/pushing batches, please share a mail at 
cssvse2026.exam@gmail.com to solve it. 


