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8. Record of Progress   
 

Step 1: Login as an Establishment, Navigate to Apprenticeship Management Menu -> ROP -> Create ROP 
 

 

Step 2: Select the financial year and the month for which the ROP is going to be recorded and click 

“Submit”  

 



Step 3: Establishment can Record the progress of every apprentice each and every month. There are two 
methods to fill ROP,  

1. ROP through portal: They can fill through the Portal 
2. ROP through Excel upload: Excel upload, mostly preferred for bulk contracts. 

 

Method 1: ROP through portal: To fill ROP of a particular apprentice, establishment has to select the 

month for which the record the progress is going to be captured. By selecting the month, after clicking 

the submit button, portal will list the apprentice details 

 

 



Please confirm the Number of Paid Days of the month and click submit. Similarly, repeat the same steps 

for Month 2 and Month 3. While recording the 3rd month, please enter the life skill and professional Skill 

values i.e. Good, Very Good and Average. 

Method 2: Excel upload: For Bulk ROP, download the excel template from the button “Download Excel 

Template”. Fill the ROP details in excel and click on “Bulk Excel Upload” to submit the ROP. Excel Upload: 

Downloaded excel will be pre-filled with students from the selected month and financial year: 

 

 

 

Step 4: Please repeat the same steps for all the 12 months / 4 Quarters for Generating the COP 


