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Sequence of activities that will be performed 
by Exam Centers in order to conduct MS-CIT 

Online Examination on MS-CIT Sever PC.   



Exam Center Registration (Only Once)

Exam Center Activation (Only Once)

Updating Exam Data

Conduct Mock Exam 

Get First Day Password

Conduct Regular/Physically Handicap 

Upload Result (Every Exam) 

Upload Reports 

Surrender Exam (Every Exam)

Upload Document (Every Exam)



Double click on the ‘MSCIT_Server’ icon, available on the 
desktop of the Server Computer. 

First, Splash Screen will appear. 



Splash Screen   

This is the starting screen of the application.



System Pre-requisite 

System Pre - requisite

1. The System Pre - requisite 
screen will appear after the 
splash screen.  

2. when all or any of the system 
requirement is not met, 
blinking in the (black and red)             
appears against that System 
Requirement point as shown 
in the Figure.

3. In order to continue 
conducting exam,      must 
disappear.

4. Click on Exit to exit from the 
application.    



Map Drive

1. Map Drive is required to save Exam Backup on Alternate 
Path. When exam starts, backup I taken on local drive and 
then copied to alternate path

2. As shown in Figure, if Map Drive is not present or 
disconnected then click on information icon      to display 
Easy Guide solution for Map Drive. 

Steps To add Map Drive

3. Click on Add Map Drive button to add the Map 
Drive.

4. Map drive is added to recover data in case server 
crashes or due to any technical difficulties.

System Pre-requisite (Contd.) 



Add Map Drive

1. Click on Add Map Drive icon to add map 
drive.

2. After clicking on        icon, application will 
display Map Network Drive screen as shown in 
the Figure.

Add Map Drive

3. Select Drive from the dropdown list & click on 
Browse button to select a Folder.

4. Then click on Finish button to add the selected  
Map Drive.

5. Repeat step 1, 3 & 4 to add another Map Drive.

System Pre-requisite (Contd.) 



System Pre-requisite (Contd.) 

Add Map Drive

1. The drives which are mapped 
in OS are displayed in the 
screen. Only 1 drives will be 
displayed on the screen.

2. If user wants to disconnect 
the Map Drive then click on 
Delete (if it is really required) 
icon.

3. Click on Next button to 
Proceed further.



System Pre-requisite (Contd.) 

System Pre - requisite

1. When all the System 
requirements are met,       
appears against all the points 
as shown in the Figure.

2. Click on Continue button to 
proceed further. 

3. Click on Exit to exit from the 
application.



Exam Center Registration & 
Activation



Exam Center Activation (Only Once) 

Exam Center Activation

1. Exam Controller must enter 
Exam Center Code to 
register & activate.

2. 2.  If Exam Center Code is 
found to be incorrect then 
application displays an error 
message as shown in the 
Figure.

Note: Before doing 
registration please check that 
your MS-CIT Server PC is 
connected to internet. 



Exam Center Activation (Contd.) 

Note: The screen will display 
Exam Center not registered 
yet in the Top Left corner 
below the banner.

Exam Center Activation

1. If correct Exam Center Code 
is entered application 
displays the name of the 
Exam Center against Exam 
Center Name. 

2. Next, Enter Exam Center 
Password.



Exam Center Activation

1. If Exam Center Password is 
found to be incorrect then 
application displays a 
message as shown in the 
Figure.

2. Re-enter Exam Center 
Password to proceed further. 

Exam Center Activation (Contd.)  



Exam Center Activation

1. System will check the Center 
Code and Center Password 
for validity with MSBTE’s 
remote server and if found 
correct it will end the Online 
Registration process here 
and you will be asked to 
enter Exam Coordinator 
Password to continue Center 
activation process.

2. If correct Exam    
Coordinator  Password is 
entered then these  button 
is enabled.

Exam Center Activation (Contd.)  



Exam Center Activation

1. If Exam Center is already 
Activated then application 
displays a message (This 
exam center is already 
activated).

2. In that case, application 
displays Multiple Activation 
done by the Exam Center. 

Exam Center Activation (Contd.) 



Multiple Center 
Activation

1. Application displays multiple 
activation done by the exam 
center.

2. Exam Center should contact 
to RBTE regarding multiple 
activation and further 
permissions.

Exam Center Activation (Contd.) 



Exam Center Activation

1. After Successful Exam 

Center Activation, 

application will display a 

message as shown in the 

Figure. 

Exam Center Activation (Contd.)

Important: Once Exam Center 
is activated, all the Exam 
Server processes will happen 
from this PC only. 

Exam Center can not have 
multiple Server PC’s in one 
center. 



Backup



Backup

Backup Screen

1. Once Registration process is 
done, application navigate 
the user to the Backup 
screen as shown in the 
Figure.

2. This screen displays two 
options Backup as Alternate 
Backup Path & Take Backup.

3. Alternate Backup Path is 
necessary to set before Take 
Backup of MSCIT Exam. If 
Alternate Path is not set, 
application will display a 
message as shown in the 
Figure.

Note: The screen will display Center Code and Center Name 
( in the Top Left corner below the banner ) as center is now 
registered.



Alternate Backup Path

Alternate Backup Path 
(Mandator

1. Alternate Backup Path must 
be a mapped drive of some 
other client PC in the Server 
Computer.

2. Select        to Add or 
Change the Alternate 
Backup Path.



Alternate Backup Path (Contd.)

Map Network Drive

1. System then displays the 

Map Network Drive window 

as shown in the Figure to 

add or change the backup 

path. 

2. Select Drive & Folder and 

click on Finish button to Map 

the selected drive.



Alternate Backup Path (Contd.) 

Alternate Backup Path 
(Mandatory)

1. Selected Mapped Drive will 
be displayed in blue color. 

2. If user wants to disconnect 
the mapped drive then click 
on delete icon (if it is really 
required) to disconnect it.

3. After selecting network 
drive, Set Alternate Path 
button will be enabled. 

4. Click on Set Alternate Path
button to set the selected 
drive as alternate path. 



Alternate Backup Path (Contd.) 

Alternate Backup Path 
(Contd.)

1. Currently Mapped Drive will 
be displayed in green colour. 

2. If the path is valid then 
application will display a 
message (Your alternate 
backup path is set) as 
shown in the Figure.                                           

Note: Alternate Backup Path 
is compulsory to set. 



Alternate Backup Path (Contd.) 

Alternate Backup Path 
(Contd.)

1. When user clicks on Close
icon, application will display 
a message as shown in the 
Figure.

2. Click on Yes to close the 
screen or No to cancel the 
process.



Take Backup 

Take Backup

1. Once Alternate Backup 
Path is set, user can take 
backup of MSCIT Exam 
(Recommended).

2. Select Start Backup button 
to take a backup.



Take Backup (Contd.) 

Take Backup

1. After successful backup 
on Local System & on 
Alternate Backup Path, 
application displays the 
screen with green tick as 
shown in the Figure.



Update Examination Data



Download & Update Data

Download & Update 
Data

1. Once the Backup taken 
successfully, Download & 
Update Data screen will 
be appeared.

2. There must be internet 
connection available to 
Update Data.

3. Select an Exam Event first 

and click on Start 
Download button.

4. After clicking on Start 
Download button, 
application will download 
all required data to 
conduct the exam for 
selected exam event.



Internet Connection Disconnect

Internet Connection 
Disconnected

1. If internet connection is 
disconnected then pop up 
message comes (Your 
internet connection is 
disconnected) as shown in 
the figure.



Download & Update Data (Contd.) 

Download & Update 
Data

1. Once the download is 
completed, application will 
display a message (Your 
system is updated for May 
22 exam event) as shown 
in the Figure.



Download & Update Data (Contd.)  

Attendance Report

1. Once data is updated, 
Reports screen will open 
& load the Attendance 
Report.

2. Click on Attendance 
Report button to display 
the report.

3. Now, application is ready 
to conduct examination 
for the selected event.



Attendance Report

Attendance Report

1. After clicking on 
Attendance Report button, 
the Attendance Report will 
be displayed as shown in 
the Figure.



Conduct Examination



Conduct Examination

Conduct Exam

Conduct Exam has three sub 
options. 

1. Mock Test: This option is 
useful to check the exam 
setup, network 
connectivity and to get 
First Day Password.

1. Regular: Conduct regular 
examination after giving 
Mock Exam.

2. Physically Challenged: 
Conduct physically 
challenged examination 
for Handicap candidates.



Conduct Mock Test



Conduct Mock Examination

Conduct Mock Exam

1. Before every exam event, it is compulsory to conduct Mock Test on 10 Computers. Otherwise, application will display 
an appropriate message.

2. Once the Exam Center is activated, user can conduct Mock Test (Dummy Test). 

3. Select Mock from Conduct Exam Group to conduct Mock Exam.

4. After Conducting Mock Test, Exam Center will have to upload the Mock Test Data to MSBTE Server.

5. Only after uploading the Mock Test Data, Exam Center will be provided with First Day Password. 



Conduct Mock Examination

Mock Exam

1. Before every exam event conducting Mock 
Test (on 10 Computers) will be 
compulsory henceforth. 

2. Click on Start Registration to register 
Candidates to conduct MSCIT Mock Exam. 

3. Cancel Registration option can be used to 
stop cancel registration for any reason.

Note: Mock Test can be 
conducted without data 
update. 



Conduct Mock Examination (Contd.) 

Mock Exam

1. After Register Candidates to 
conduct Mock test, click on 
End Registration to end the 
registration process.

2. Click on this icon to display the 
Candidate details like Center 
Code, Seat No., MKCL Learner 
ID, Candidate Name, etc.  



Conduct Mock Examination (Contd.) 

Mock Exam

1. Then application will display a 
confirmation message for 
ending registration process as 
shown in the Figure. 

2. Select Yes to end registration 
& start the Exam Or Select No
to cancel the end registration 
process.



Conduct Mock Examination (Contd.) 

Mock Exam

1. After ending registration 
process, click on Start Exam to 
start the Mock test. 

2. When conducting mock exam 
it is compulsory to solve all the 
questions and then end the 
exam.

First Day Password 
To get first day password You can conduct Mock Test (Dummy 
Test), once the Exam Center is Activated.



Conduct Mock Examination (Contd.) 

Mock Exam

1. After all the candidates have 
completed their examination 
click on End Exam to end the 
Mock examination.

2. Application then will display a 
confirmation message for 
ending examination as shown 
in the Figure.

3. Click on Yes to End Examination 
or No to cancel the End 
Examination process.



Conduct Mock Examination (Contd.)

Mock Exam

1. After ending the examination, 
application will display a 
message (Mock exam has been 
completed) as shown in the 
Figure.



Get First Day Password



Get First Day Password

First Day Password

1. After completing mock 
exam, exam center needs 
to click on “Get First Day 
Password” then Password 
is visible.

Additional Day Password:
Only after completing all slots of the day, you will get 
the additional day password for next day. 



Conduct Regular/Physically 
Challenged Exam



Conduct Examination

Login

1. Click on Conduct Exam
to conduct the 
examination.

2. Select Regular or 
Physically Challenged
from the Conduct Exam 
Group to conduct the 
exam accordingly.

3. After Selecting Exam 
Group, Login Screen will 
appear as shown in the 
Figure.



Conduct Examination

Login

1. Enter Coordinator 
Password.

2. Enter Controller 
Password.

3. Click on Next button to 
start registration 
process.

4. If Coordinator Password 
& Controller Password 
are found to be 
incorrect then 
application will display 
an appropriate error 
message.



Conduct Examination (Contd.)

Start Registration

1. Now, to begin the 
examination, click on 
Start Registration.



Conduct Examination (Contd.)

Start Registration

1. Exam Date is current 
system date.

2. Select Exam slot 
(Regular Slot). Selected 
slot will be displayed in 
orange color.

3. Enter Daily Password. If 
Daily Password is found 
to be correct then 
Continue button will be 
enabled.

4. Click on Continue button 
to proceed further. 

5. Click on Cancel Slot to 
cancel the selected slot. 

Note: 
1. If Coordinator selects Exam Time slot as 3.00 PM To 4.00 PM and there is a pending slot of 9.30 

AM To 10.30 AM or above then application displays an appropriate alert message. 

2. If Daily Password is found to be incorrect then application displays an appropriate message. 



Conduct Examination (Contd.)

Start Registration

1. Now, after clicking on 
Start Registration,
candidate registration 
process can start from 
the client PC.

2. After candidate 
registration is completed 
candidate detail card 
(green colour) will 
appear here.

3. Once all the candidates 
complete the registration 
process, click on End 
Registration to end the 
registration process.

Selected Exam Slot will be displayed here.

The count of total no. of Regular 
Candidates, System Reschedule 
Candidates & Absent Candidates 
will be displayed here.



Conduct Examination (Contd.)

End Registration

1. After clicking on End 

Registration, application 

will display a message as 

shown in the Figure.

2. Click on Yes to end the 

registration process or 

No to cancel the process.



Conduct Examination (Contd.)

End Registration

1. After clicking on Yes, 
application will display 
End Registration 
Confirmation window as 
shown in the Figure.

2. It will display the list of 
candidates that have not 
yet registered/present 
for the selected slot.

3. Enter Controller 
Password. Then Yes
button will be enabled.

4. Click on Yes button to 
end the registration 
process or No to cancel 
the process.



Conduct Examination (Contd.)

Conduct Examination

1. After End Registration 
process, application 
displays the cards of 
candidates which are 
Present and Absent.

2. Click on candidate’s photo 
to view photo clearly.



Conduct Examination (Contd.) 

Start Examination

1. Once the Registration 

process ends, Exam can 

be started.

2. To start exam, click on 

Start Exam from server 

PC.

3. Only after selecting Start 

Exam from server PC, 

Exam will begin on client 

PC.

4. Once exam is started 

from client PC, their 

progress will be updated 

on Server PC. 



Conduct Examination (Contd.) 

End Examination

1. Once the exam of all the 

candidates is completed, 

click on End Exam to 

stop the exam slot.



Conduct Examination (Contd.) 

End Examination 
alert

1. After clicking on End 
Exam, application 
displays a message as 
shown in the Figure.



Data Backup on 
Server

1. After ending the 
examination Data Backup 
will be taken on the 
Server machine & 
application will display a 
message (Data Backup is 
taken successfully on 
local Machine) as shown 
in the Figure. 

Conduct Examination (Contd.)  



Data Backup on 
Alternate Path

1. After ending the 
examination Data Backup 
will be taken on the 
Alternate Path & 
application will display a 
message (Your data 
Backup is also taken on 
Alternate Backup Path) 
as shown in the Figure.  

Conduct Examination (Contd.) 



Report

1. After taking Data Backup 
on Server Machine & 
Alternate Path, Report 
will be generated which 
will display the list of 
Candidates which are 
Present & Absent. 

Conduct Examination (Contd.) 



Reschedule Candidates  



Reschedule Candidate

Reschedule Candidate

1. If there is a Power Failure, 
PC Hang or Network error 
problem then Candidate 
will be rescheduled.

2. For rescheduling candidate, 
user need to select 
Reschedule/Regular slot (if 
there is any candidate is 
absent for that slot then 
only user can select 
Regular slot).Then Start 
Registration Process.

3. Select Exam slot from the
System Reschedule Slot. 
Selected slot will be 
displayed in orange color.

4. Enter Daily Password. If 
Daily Password is found to 
be correct then Continue
button will be enabled.5. Click on Continue button 

to proceed further. 

6. Click on Cancel Slot to 
cancel the selected slot. 



Reschedule Candidate (Contd.)

Reschedule Candidate

1. Now, after clicking on 
Start Registration,
candidate registration 
process can start from 
the client PC.



Reschedule Candidate (Contd.)

Reschedule Candidate

1. After starting the 
registration process, 
application will display 
System Reschedule 
Candidate screen as 

shown in the Figure.

2. Select one reason for 

reschedule Candidates 

from the given three 

options.

3. Click on Submit button to 

submit the selected 

reason for reschedule 

candidates or Cancel to 

cancel the process.



Reschedule Candidate (Contd.)

Reschedule Candidate

1. After Submitting the 

reason, click on End 

Registration to end the 

registration process.

2. Then application will 

display a message as 

shown in the Figure.

3. Click on Yes to end the 

registration process or No

to cancel the process. 

4. Once the registration 

process ends, Exam can 

be started.

5. When the exam of all the 

candidates is completed, 

click on End Exam to stop 

the exam slot.6. After ending the examination, Data Backup will be 

taken on the Server machine & on Alternate Path.



Reallocate Candidates 



Reallocate Candidate

Login

1. Click on Conduct Exam 
& do Login by entering  
Coordinator Password &
Controller Password.

2. Click on Next button to 
proceed further.



Reallocate Candidate (Contd.)

Reallocate Candidate

1. Click on Reallocate 
Candidate to open the 
Reallocate Candidate 
Screen as shown in the 
Figure.



Reallocate Candidate (Contd.) 

Reallocate Candidate

1. Enter MKCL Learner Code 
of the Candidate.

2. After entering MKCL 
Learner Code, Learner 
Name, Learner Type & 
Current Schedule Details 
will be appeared in the 
respective fields.

3. Select New Schedule 
Details (New Schedule 
Date & New Schedule 
Time). Then application 
will display total no. of 
students in the selected 
slot & also, it will display 
whether the slot is 
available or not.



Reallocate Candidate (Contd.) 

Reallocate Candidate

1. Select Type of Document 
that user is going to 
attach from the given 
dropdown list.

2. Then select an 
appropriate option from 
the Document Submitted 
By dropdown list which 
indicates that by whom 
the document is 
submitted.

3. Click on Browse 
Document button to 
attach the document 
which will state the 
reason for reallocation of 
the Candidate. (*.jpg, 
*.jpeg, .*png) files can 
be attached.



Reallocate Candidate (Contd.) 

Attach Document

1. After selecting type of 
document to be 
attached, application will 
display the screen as 
shown in the Figure.

2. Click on Attach Document 
button to attach the 
selected document.



Reallocate Candidate (Contd.) 

Reallocate Candidate

1. Enter Remark about 
reallocation of Candidate.

2. Once document is 
successfully attached, 
Preview Document 
button will be enabled. 
Click on it to view the 
attached document.

3. Enter Controller 
Password. If it is found to 
be correct then 
Reallocate Candidate
button will be enabled.

4. Click on Reallocate 
Candidate button to 
reallocate the Candidate.

Once the Candidate is reallocated, 
Reallocation Report button will be enabled.



Reallocate Candidate (Contd.) 

Reallocate Candidate

1. After successful 
reallocation of the 
Candidate, application 
will display a message 
(Candidate is 
Reallocated)as shown in 
the Figure.



Reallocate Candidate (Contd.) 

Reallocation Report

1. Click on Reallocation 
Report button to display 
the report of candidate 
reallocation.



Result Upload

Result Upload

1. When Click on Result 
Upload this screen is 
shown, enter valid 
Coordinator and 
Controller password then 
Next button will be 
enabled.

2. When Click on Next 
button Result/Collage 
Upload screen is shown.

3. In Candidate Statistics 
column Total candidate 
schedule for exam list 
display.



Reports



Reports

1. Click on Reports to 
display various reports 
related to the Exam 
Event. 

Reports



Slot-wise Report

1. Select Exam Type from the dropdown list to 
display the Slot-wise Report.

2. After selecting Exam Type, exam date and 
slot time will be displayed.

Reports (Contd.)

Slot-wise Report

3. Select the slot from the displayed list.

4. Click on Slot-Wise Report button to save the 
Slot-Wise Report.



Slot-Wise Report

1. After clicking on Slot-
Wise Report button, 
application will display a 
message (Your slot-wise 
Report is saved in your 
Documents and Reports 
Folder in May 22\slot-
wise Report) as shown in 
the Figure.

2. The report will be saved 
in the specified folder.

Reports (Contd.)



Provisional Certificate

1. Select Exam Type.

2. After selecting Exam 
Type, Exam Date & Exam 
Time fields will be 
enabled.

3. Select Exam Date.

4. Select Exam Time.

5. After selecting criteria of 
exam slot, the list of 
candidates will be 
displayed which are 
appeared for the selected 
slot. Then select the 
candidate name.

6. Click on Provisional 
Certificate button to 
display the provisional 
certificate of the selected 
candidate.

Reports (Contd.)



Provisional Certificate

1. After clicking on 
Provisional Certificate 
button, application will 
display the provisional 
certificate of the selected 
candidate as shown in the 
Figure. 

Reports (Contd.)



Center-Wise Report

1. Center-Wise Report will be 
saved at the specified 
location.

2. Click on Center-Wise 
Report button to display 
center-wise candidate 
result.

Reports (Contd.)



Center-Wise Report

1. After clicking on Center-
Wise Report button, 
Center-wise candidate 
result will be displayed 
as shown in the Figure.

Reports (Contd.)



Reports (Contd.)

Day-Wise Report

1. Day-Wise Report will be 
saved at the specified 
location.

2. Click on Day-Wise Report 
button to display the Day-
wise summary report of 
the candidates.



Reports (Contd.)

Center-Wise Report

1. After clicking on Day-
Wise Report button, the 
Day-wise summary 
report of candidates will 
be displayed as shown in 
the Figure.



Rescheduled / Re-
allocation Report

1. This screen will display 
the Center Details 
(Center Code & Center 
Name).

2. If Candidate is Re-
scheduled then 
Rescheduled Report 
button will be enabled, 
otherwise it will be 
disabled. 

3. Click on Rescheduled 
Report button to display 
the report for 
rescheduled candidates.

4. If Candidate is re-
allocated then Re-
allocated Report button 
will be enabled, 
otherwise it will be 
disabled.  

Reports (Contd.)



Rescheduled / Re-
allocation Report

1. After clicking on 
Rescheduled Report 
button, the Rescheduled 
Candidate list will be 
displayed as shown in 
the Figure.

Reports (Contd.)



Other Options

Other Options

1. Bell icon: Click on 

Bell icon to display 

notifications.

2. Logout icon: Click on 

Logout icon to log the 

user from application.



Thank you


