HOW TO APPLY

A. General Instructions

1. Candidates must apply online only through the official application portal, i.e.,
www.aiimsexams.ac.in. Applications submitted through any other mode, including post,
hand delivery, or email, shall not be accepted under any circumstances.

2. Candidates are advised to complete the application process well before the closing date and
avoid waiting until the last day to prevent possible server congestion or internet
connectivity issues.

3. Before proceeding with the application, candidates must ensure that they possess a valid
Mobile Number and Email ID, which should remain active until the declaration of the final
result. All important communications, including OTPs, alerts, and updates, shall be sent
only to the registered Mobile Number and Email ID.

B. Two-Stage Application Process

The application process shall consist of the following two stages:

« Stage I: One-Time Registration (OTR)
o Stage Il: Filling of the Examination Application Form

STAGE I: One-Time Registration (OTR)

The OTR process is mandatory for all candidates. Candidates who have already created an OTR
profile on the portal may directly log in and proceed to Stage 1.

Step 1: Contact Details & OTP Verification

i. Visit www.aiimsexams.ac.in and proceed to the relevant post/course for which you wish to
apply. Create an account if not already registered.

ii. Enter and confirm your valid Mobile Number and Email ID.

iii. Click on “Generate OTP” to verify both credentials through separate OTPs sent to the registered
Mobile Number and Email ID.


http://www.aiimsexams.ac.in/
http://www.aiimsexams.ac.in/

Step 2: Identity Verification

1. Open the “Verification” tab.

ii. Tick the mandatory declaration confirming fulfillment of the minimum age requirement (for
example: “I confirm that [ am 18 years of age”).

iii. Select any one of the following verification options:
a. Verification through DigiLocker

Candidates may opt for DigiLocker authentication to automatically fetch verified profile details
from their DigiLocker account.

b. Proceed without Authentication

Candidates may alternatively choose manual entry of profile details by selecting “I want to proceed
without authentication” and clicking on “Continue”.

Step 3: Personal Details Entry

1. Open the “Personal Details” section.

ii. Carefully enter the following details exactly as recorded in the Matriculation/Secondary School
Leaving Certificate:

e Full Name
e Father’s Name
e Mother’s Name
Candidates must not use prefixes such as Mr., Mrs., Ms., Shri, Dr., etc.
iii. Select Gender and enter Date of Birth.
Note: Candidates are advised to verify all entries carefully before submission. Details saved in the
OTR profile shall be treated as final and will be used uniformly for all future

examinations/applications on the portal.

iv. Click on “Update/Submit” to finalize the OTR profile and generate the unique Applicant ID.



STAGE II: Filling of Examination Application
Form

After successful creation of the OTR profile, candidates shall log in using their credentials,
navigate to the “All Applications” dashboard, and click on “Add New Application” against the
active examination cycle.

The application process shall be completed through the following six steps:

Step 1: Basic Details

I. Post/Course Selection

Select the desired post/course from the dropdown menu under “Post/Course Applied For”.

ii. Auto-Populated Fields

Details such as Father’s Name, Mother’s Name, Gender, and Date of Birth shall automatically
appear from the OTR profile and cannot be edited.

iii. Category & Domicile

Select the applicable category (GenerallEWS/OBC/SC/ST) and State of Domicile from the
dropdown list.

Candidates belonging to EWS/OBC/SC/ST categories shall upload the applicable Category
Certificate as mentioned in the Prospectus/Advertisement.

Iv. Identification Details

Select the type of ID proof (e.g., Aadhaar Card, PAN Card, etc.) and enter the corresponding 1D
Number.

v. Special Categories (if applicable)
Indicate applicability through the provided options for:
a. Persons with Benchmark Disabilities (PwBD) under the RPwD Act, 2016

Candidates shall upload the applicable PwBD Certificate as mentioned in the
Prospectus/Advertisement.



For availing additional time/scribe facility, candidates shall upload PwBD Appendix A-1/A-2/A-
3 Certificate as applicable.

b. Ex-Servicemen/Commissioned Officers

c. Regular Government Servants/Employees of Participating Institutes

vi. Address Details

Enter the complete Permanent Address. If the Correspondence Address is the same as the
Permanent Address, tick the relevant declaration checkbox.

vii. Save and Proceed

Click on “Save & Next” to proceed to the next step.

Step 2: Qualification Details

i. Educational Qualification

Enter details of educational qualifications including:
Matriculation

Higher Secondary

Graduation/Diploma
Other relevant qualifications

Candidates shall provide details such as Board/University Name, Year of Passing,
Percentage/Marks obtained, and upload supporting certificates/documents wherever applicable.
Multiple qualifications may be added as required.

Il. Registration Details (Applicable for Specific Posts Only)

Candidates must select “Yes” and provide the required registration details wherever applicable as
per the selected post.

For posts where registration details are not required for eligibility, candidates should select “No”.



Step 3: Experience Details (If Applicable)

Enter details of past and/or present employment including:

Name of Organization
Designation/Post Held
Employee Type

Date of Joining

Date of Relieving
Nature of Duties

Candidates shall upload supporting experience certificates/documents as required under the
eligibility conditions of the applied post.

Step 4: Examination State Preference

i. Select the preferred State for allotment of examination centre(s) from the available options.

Examination centres shall be allotted subject to administrative feasibility and availability of
logistics.

Note: Candidates are advised to select the examination state based on their present residence or
correspondence address for convenience.

Step 5: Upload of Documents/Images
Candidates shall upload the following documents/images, wherever applicable:

No Objection Certificate (NOC)

Date of Birth Certificate

Candidate’s Photograph

Candidate’s Signature

Left Thumb Impression of the Candidate



Step 6: Payment of Examination Fee

i. Carefully review the complete application summary before proceeding for payment.
ii. Pay the prescribed application fee through the available online payment modes such as:

Debit Card

Credit Card

Net Banking

Other available digital payment methods

iii. After successful payment, submit the application form finally.

iv. Candidates are advised to download and print the auto - generated Application Form for future
reference.



