
How to work for online eligibility 

First of all make sure that your university authority is 

having online eligibility facility and you have 

downloaded the blank excel file form online eligibility 

link of your university’s website. 

1) After completion of admission you must have to fill up 

the all information of the student from his admission 

form. 

2)  To perform this task Click on “Back office” menu, in 

student’s module & select “Admission form details” 

submenu. Following screen will appear on your desktop.  

 

Fig 1 

3) Fill up all the information of a student on the screen 

shown in Fig 1 and Click on SAVE button.  

4) Now click on PREVIOUS INSTITUTE tag On the same screen. 

Following screen will appear. 

 



 

 

Fig 2 

5) Fill up the all information of the student on this screen 

shown in Fig.2 and Click on SAVE button. 

6) After entering necessary information in each fields on 

both “GENERAL” tag and “PREVIOUS INSTITUTE’ tag of all 

students of a class, exit from the back office screen 

don’t forget to save the record after entering 

information of every students. 

7) Now click on “ZP/Uni./UGC Report” menu in “student 

module” and select  the submenu “Eligibility List”. 

Following screen will appear on your desktop.  



 

Fig. 3 

 

8) Select the class of your choice whose eligibility list is 

to be prepared. Select  period of admission, eligibility 

criteria, Qualified Exam, Examining Body, Sort by and 

most important report format “Pune University”.  

9) If you apply check mark in check box of “Include Zero Fee 

Record” then  your eligibility list will be prepared by 

including all students who have not paid eligibility fee 

at the time of admission and have kept this fee pending.  

10) If you remove the check mark from the check box then 

students who have not paid their eligibility fee, will 

not be included in the eligibility list. 

11) After selecting proper value for each object on this  

screen shown in Fig.3, click on “Ok” button to get 

preview of eligibility report now close the report. You 

can print this viewed output to preserve your office 

record.  

12)  Close this preview screen and you will be back on the 

screen as shown in Fig 3.  



13)  Now click on “Export->Excel’ button you will be asked 

to specify where to save this exported file from VRIDDHI. 

Enter suitable folder name and file name in which this 

eligibility file in Excel format is to be stored. This 

file will have all necessary information of the student 

required by university authority for online eligibility 

purpose. Prepare this excel file for all class. 

14) Now close VRIDDHI software. 

15) Open this exported file of each class (one at a time) 

and select the record from opened file, copy these 

selected record and paste it to excel file obtained from 

university’s website. This way you have entered all data 

from VRIDDHI excel file to university’s excel file. 

 

 

16)  Now Upload this university’s excelling file on 

university’s website using your college ID and password. 

 

 


