Annexure- IX

.SOPs of Candidate Registration on ETC Web Portal

1. ETC will advertise/publish the scheduled tests in the media (print and relevant social
media web portals).

2. ETC will design a Registration / Application form for the candidates interested in ETC
tests.

3. The form will be available on the ETC website for online registration of candidates.
4. Candidates will download a bank draft form, and deposit in the bank.
5. The candidate will upload a scanned bank deposit slip, fill online form and submit it to
the ETC web portal (etc.hec.gov.pk).
Student Registration Process and Roll No. Slip Issuance;

Personal Information: Account of a candidate to be created online on the ETC web portal
(etc.hec.org.pk) and the following steps to be adapted accordingly:

1. Test Candidate will get information about ETC tests from any of the following

sources:
i. Advertisement through Print Media.
ii. Advertisement through Electronic Media.
iii. ETC Web site etc.hec.gov.pk.
iv. Through e-mail

2. Candidate will submit the Application form along with a Bank Draft in favor of “ETC
Islamabad” (as processing and a test fee).

3. ETCIslamabad Office will check the essential requirements ETC listed below for
ETC registration/ Application and catalog the received Registration/ Application

Forms:

i Clearly written candidate name and Gender of the candidate

ii. Date of Birth of the Candidate

iii. Upload Passport size photograph.

iv. Clearly written candidate’s National Identity Card No (New).

V. Clearly written postal address

vi. Clearly written candidate father’s name and Father’s CNIC number.
vii. Nationality Information: Identification Number, CNIC and Country
viii. in block letters.

iX. Clearly written phone number, e-mail address etc.

Online Application Form for ETC Test/Exams:

1- Test Applied for (SELECT relevant test discipline)
2- Preferred Test City
3- Candidate must download bank challan form to deposit the fee of exam/test.
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4- Bank Details: Bank Name, Deposit Transaction, Date and Challan number to be uploaded on
ETC web portal in PDF format

5- Education information to be provided; Education level, country, board/university,
city/district/tehsil

6- Educational background information consists of Program/Degree name, passing year, total
marks and marks obtained and details to be provided in the relevant field.

Candidate’s IT/Database Facilitation:

The data processing section will scrutinize the forms, test center-wise and issue a unique Roll No to
each Application form and to be shared with candidates via emails and SMS.

i. Rectification of errors/duplication removal, Password resetting.

ii. Generation of online roll number slip and sharing with candidates on email, SMS and placed
on ETC portal.

iii. Blacklist students and Number of attempts tracking and record compilation.

NOTE: The ETC exams/test result LAT, LAW GAT, SEE LAW, and HAT is valid for “two years” whereas
“USAT is valid for one year” from the result date. The candidate will be issued results via email and
also available on the ETC web portal. If Candidates with “ETC Result” intend to improve their
obtained score in the test can apply and reappear in the next test.
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