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1. Click on Login tab (at the right side menu on SHODH Portal)  

2. Click on “Attendance Module” 

3. Download Attendance and Progress Report Format 

4. Fill-up necessary details in the reports, get it signed by the concerned authorities mentioned in the format and Scan it 

in PDF format  

5. Again login into SHODH Portal and Click on Attendance Module 

6. Select progress of month & Year 

7. Enter percentage of Attendance (Carefully enter percentage of Attendance, in case of less than 75% Attendance, your 

reports of specific month will be temporarily blocked on portal automatically, your stipend for that month will be 

withheld. KCG/Nodal Officer will not be responsible for that. Also refer Leave rules mentioned in the SHODH 

Guidelines in case of Leave) 

8. Select files and Upload scanned documents of reports  

9. Click on Upload (Student can remove mistakenly uploaded reports at this stage, they cannot remove after clicking on 

“Submit” button  

10. Click on Submit (It is compulsory to click on “Submit” otherwise uploaded reports will not reach to Nodal officer for 

verification) 

11. Student can check status of their reports. If it shows as “Pending” then it is pending at Nodal Officer’s level, in this 

case contact to your university nodal officer. (Only if the reports are not verified within prescribed time limit) 

12. Only those students having successfully verified all the reports mentioned, shall be eligible for receiving stipend 

amount. 
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13. Preview of the report file:     
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