
SOP For Qualification Panel: 
 

1.​  
 

a.​ Add new Trainer details  by clicking on add  button. 
b.​ In `working status` column there are 3 options named as in process, active, and passive.  
c.​ In document Column there are also 2 options view and download trainer’s document for upload 

option referred to 2nd point and in download with will automatically download trainer’s document 
ZIP folder. 

d.​ Filter or search any batch according to your specifications. 
e.​ Edit button for editing details of trainer. 
f.​ Delete button for deleting trainer on permanent basis. 
g.​ `Send mail` option is for sending mail to any trainer directly through the panel. 

2.​ ​
​
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SOP For Qualification Panel: 
 

a.​ 1st column is for uploading of some trainer varifcation documents. 
b.​ And in 2nd column select standard for which trainer is listed. 
c.​ Trainer with working status of that particular standard listed as in process, Observer, support Tutor, 

and lead tutor and after selection of this. 
d.​ Select active and passive option for lead and support tutor. 
e.​ Delete option for deleting that standard from list 
f.​ All these documents or files are upload to that particular trainer folder if you want to download 

that, download from upload column of trainer list .  
 

3.​  

a.​ In annual witness the trainer’s are listed those are listed for annual verification. 
b.​ This process is similar as 1st point. 

4.​  
 

a.​ For profile option click on profile button. 
b.​ Change password through this you can change password of your panel. 
c.​ Upload signature is mandatory for all because in every document we need that signature. 
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