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User manual for candidate registration & 

login for MFIN 
 

 Clicking “Enrol Now” redirects the candidate to the login page, where they can enter 

their username and password to access their account. 

 The “About Us” tab provides a detailed overview of MFIN. 

 The “Helpdesk” tab displays contact information—including email addresses and 

phone numbers—for both technical and academic support queries. 

 

 When candidates scroll down the homepage, they’ll see a section featuring available 

courses along with brief details. 

 By clicking “Know More,” they can access full information for each course, including: 

Course overview 

Course fees 

Course outline 

Frequently Asked Questions (FAQs) 
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 On Home page user to click on Register button to create a new user on the portal or 

click on Login button if user has already been created 
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 For new candidate registration, the candidate must provide the following details: full 

name, email ID, and mobile number. Etc. 

 Candidates must follow these steps to register: 

1. Click “Send OTP” after entering their email ID and mobile number—which sends an 

OTP to both respectively. 

2. Enter the OTP, complete the CAPTCHA, check the box, and click “Register”. 

 

 After a successful registration, the system will display the following page. The 

candidate should click the “Proceed” button to continue. 
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 After completing registration and clicking “Proceed” the candidate is redirected 

to the login page: 

1. Enter Username, Mobile Number, or Email ID. 

2. Click “Send OTP”. 

3. Input the OTP received. 

4. Click “Login” to proceed. 

 

 In case ID is already created then user can click on Login button on Home page to go 

directly to Login page 

 After clicking the “Login” button, the candidate will see the following page: 

1. Enter your registered Email ID, Mobile number, or Username. 

2. Click “Send OTP” to receive a one-time password via email and SMS. 

3. After receiving the OTP, enter the OTP and click “Login” again to access your 

dashboard. 

 

 After logging in successfully, the system will display the welcome and 

prerequisites page. 

The candidate must: 

1. Check the “Declaration” check box. 
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2. Click “Proceed” to continue.  

 

 After clicking “Proceed,” the candidate must fill in the personal details below and then 

click “Save & Next.” 

 

 

 

 Candidates must select their correct date of birth, as it cannot be changed after final 

submission. Once a DOB is chosen, the following confirmation popup will appear. 
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 Candidates can add known languages by clicking the “Add More” button. 

 For government-issued ID proof, candidates select one option from the dropdown list. 

Available options include: 

 PAN Card 

 Passport 

 Voter ID Card 

 Driving License 
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 Candidates must enter their contact details—including Address Line 1, Address Line 2, 

State, etc.—as shown below, then click “Save & Next”. 

 
 Candidates must select their educational qualification as shown below and then click 

“Save & Next”. 

 If a candidate selects "Other" from the list, a text box will appear prompting them to 

enter their educational details. 
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 Candidate must select the option for work experience. And click on “Save & Next”. 

 If a candidate selects “No”, they can simply click “Save & Next” to proceed further 

and continue the application process. 

 

 If a candidate selects “Yes,” they will be prompted to enter the following details below. 

o Candidate must select their current organisation from the dropdown list, in case 

their organisation is not present in the list then they must select the Other option 

and then provide organisation name in the provided text box 
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 Upload Photo: 

1. Select a file from their device and click “Upload.” 

2. If the file’s format or size doesn’t meet the prerequisites, a clear error message will 

explain the issue. 

3. If it does meet the requirements, click “Save & Next.” 
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 Candidates must upload the selected government-issued ID (e.g., PAN card, passport, 

voter ID, or driving license) during registration. 

 

 After clicking “Upload,” the following window will appear. Candidates must: 

1. Select the file from their device 

2. Check the confirmation box 

3. Click “Upload” to proceed 

 

  



User Manual V3 July 29, 2025 
 

Page 11 of 20 

 

 After completing the application form, candidates must: 

1. Preview the entire form and verify that all details are correct. 

2. Click “Verify Document” to confirm the uploaded government ID. 

3. Check the “Declaration” box. 

4. Finally, click “Submit.” 
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 After clicking “Submit,” a declaration window will appear. Candidates must click 

“Submit” again to successfully complete the application form. 

 

 

 Upon successful submission of the application form, candidates will be redirected to 

the "Available Courses" tab, where they can view all listed courses and their 

respective details. 

 

 Upon clicking “Enrol Now,” a confirmation pop-up will appear. After clicking “OK,” 

the candidate will be redirected to the next step. 
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After clicking “Enrol Now,” and giving confirmation on the confirmation popup candidates will 

be redirected to the page below, where they must click the “Proceed to Pay” OR “Apply for 

Sponsorship” button to continue. 

 

 When the candidate clicks “Apply for Sponsorship,” they should be redirected to a 

page prompting them to enter a “Sponsor ID”. 

 The Sponsor ID will be provided by the respective institute and must be entered 

manually in the text field. 
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 After entering a valid Sponsor ID, the candidate should click “Submit Request.” 

 Upon submission, the request is sent to the institute, and the candidate sees the 

following confirmation message. 

 

 

 Upon clicking “Proceed to Pay,” candidates will be redirected to the online 

payment page, where they will: 

1. Review the payment details displayed on the page. 

2. Check the declaration box, confirming agreement to the terms. 

3. Enter the GST number, if applicable. 

4. Click “Make Payment” to proceed with the transaction. 
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 Upon clicking “Make Payment,” a confirmation pop-up will appear, prompting 

candidates to verify the selected course code. 

 

 

 After clicking “Submit,” candidates will be redirected to the payment gateway page 

as shown below. Where candidate can make payments from various options. 

 

 Once a candidate successfully completes their payment. From the dashboard, they 

can view their personal information, course details, and payment status. Additionally, 
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they can download their application form as a PDF and retrieve their payment receipt 

directly from the dashboard. 

 

 Once a candidate’s sponsorship request is approved, they can access their personal 

information and course details on the dashboard and download their application form 

as a PDF. 

 The Payment Status column will show: 

o “Sponsorship Approved” when the request is approved. 

o “Sponsorship Pending” when it is awaiting approval. 

o “Sponsorship Rejected” if the request has been declined. 

 

 Note: The system introduces a “Auto Rejected” status when an institute does not 

respond to a sponsorship request within the specified deadline. In this case: 
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 The request is automatically marked as “Auto Rejected.” 

 The candidate is then given two options: 

o Reapply for sponsorship from their dashboard. 

o Proceed independently by making payment themselves and continuing with 

the process. 

 

 Once payment is completed or sponsorship request approved, then candidates can 

download the Learning Materials of the course for which they’ve enrolled in. 

 The materials are available in password-protected PDF format; the password is based 

on the combination provided in the instructions. You can refer to examples provided 

for help. 

 

 

 

 

 

 

 

 

 

 

 

 

 When the candidate clicks on “Practice Test,” a new page appears where they can 

take a practice test consisting of five questions, with a total time limit of ten minutes. 
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 Candidates can reserve their exam slot through the “Exam Booking” tab. 

 They need to select key details such as course name, course ID, module name, and 

the preferred exam date. 

 After selecting these options, they must agree to the declaration before clicking “Book 

Exam” to confirm their reservation.  

 

 Once the candidate completes the exam, they can visit the “Score Card” tab on their 

dashboard to view the exam status and download their scorecard. 
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 Candidates can also download their certificate and badge from the "Certificate" tab. 
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User manual for institute login and 
process 

 
 The “About Us” tab provides a detailed overview of MFIN. 

 The “Helpdesk” tab displays contact information—including email addresses and 

phone numbers—for both technical and academic support queries. 

 

 When institute user scrolls down the homepage, they’ll see a section featuring 

available courses along with brief details. 

 By clicking “Know More,” they can access full information for each course, including: 

Course overview 

Course fees 

Course outline 

Frequently Asked Questions (FAQs) 
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 On the Home page, the institute user should click the "Login" button to be redirected 

to the Login page. 

 After clicking the “Login” button, the institute user will see the following page: 

1. Enter your registered Email ID, Mobile Number, or Username (as provided by MFIN, 

e.g., MFBI<8-digit number>). 

2. Click “Send OTP” to receive a one-time password via email and SMS. 

 After receiving the OTP, enter the OTP and click “Login” again to access your 

dashboard. 
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 Once the user successfully logs into their account, they will be directed to the 

Dashboard, which displays the following information: 

o The Institute Dashboard allows users to view key details related to the 

available courses. For each course, the following columns are displayed:  

 Pending Request Count:  

 Displays the number of candidate requests that are currently 

pending for the corresponding course. 

 This count is clickable. When the user clicks on the number 

(e.g., "2" as shown in the image below), they will be redirected 

to the " Sponsorship Request " tab. 

 The page will automatically filter the report to show only the 

pending requests for that specific course, displaying only the 

relevant entries matching the clicked count.  

 Approved Request Count:  

 Shows the number of requests that have been approved for 

the corresponding course. 

 This count is clickable. When the user clicks on the number 

(e.g., "4" as shown in the image below), they will be redirected 

to the " Institute Sponsorship Details Report " tab. 

 The page will automatically filter the report to show only the 

approved requests for that specific course, displaying only the 

relevant entries matching the clicked count.  

 Rejected Request Count:  

 Shows the number of requests that have been rejected for the 

corresponding course. 

 This count is clickable. When the user clicks on the number 

(e.g., "2" as shown in the image below), they will be redirected 

to the " Institute Sponsorship Details Report " tab. 

 The page will automatically filter the report to show only the 

rejected requests for that specific course, displaying only the 

relevant entries matching the clicked count. 

 Auto-Rejected Request Count:  

 Shows the number of requests that have been auto rejected 

for the corresponding course. 

 This count is clickable. When the user clicks on the number 

(e.g., "2" as shown in the image below), they will be redirected 

to the " Institute Sponsorship Details Report " tab. 

 The page will automatically filter the report to show only the 

auto rejected requests for that specific course, displaying only 

the relevant entries matching the clicked count. 

 Total:  

 Displays the total number of requests (pending, approved, 

rejected, and auto rejected) for the corresponding course. 

 This count is clickable. When user clicks on the number (e.g., 

"8" as shown in the image below), they will be redirected to the 

" Institute Sponsorship Details Report " tab. 
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 When the user clicks on the “Institute Sponsorship Details Report” tab, all records 

will be displayed by default, regardless of any filters. Also, user can use all the filters 

individually.  

 The user can refine the data using the available filters. Below are the filters provided 

in the “Institute Sponsorship Detailed Report”: 

o Request Status: 

 To filter the data based on request status, the user can select an 

option from the dropdown menu labelled “Select Request Status” 

click on search. The available options are: 

 Approved 

 Auto_Rejected 

 Sponsorship_Rejected 

 Pending 

o Candidate Id: 

 Users must enter a specific Candidate ID to filter the data for a 

particular candidate. Upon clicking Search, the report will display 

results based on the entered Candidate ID. 

o Transaction Number: 

 Users must enter a specific Transaction Number to filter the data for 

a particular candidate. Upon clicking Search, the report will display 

results based on the entered Transaction Number. 

o Course ID-Name: 

 Users must enter a specific Course ID-Name to filter the data for a 

particular candidate. Upon clicking Search, the report will display 

results based on the entered Course ID-Name. 

o From Date - To Date 

 Users must select the From Date and To Date using the calendar 

controls to filter the data for a specific date range. Upon clicking 

Search, the report will display results based on the selected date 

range. 

 All data—whether displayed by default or filtered using the available options—can be 

downloaded in Excel format. Users can click the “Export Excel” option to download 

the report based on either the filtered or unfiltered data. 
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 In the “Institute Sponsorship Detailed Report”, the “Candidate ID” is a clickable 

hyperlink. When the user clicks on this ID, a pop-up will appear displaying the 

candidate’s details, including their name, email address, and mobile number. 
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 When the user clicks on the “Sponsorship Request” tab, all records will be 

displayed by default, regardless of any filters. Also, user can user all the filters 

individually. 

  The user can refine the data using the available filters. Below are the filters provided 

in the “Sponsorship Request.” 

o Candidate Id: 

 Users must enter a specific Candidate ID to filter the data for a 

particular candidate. Upon clicking Search, the report will display 

results based on the entered Candidate ID. 

o Course: 

 Users must enter a specific Course to filter the data for a particular 

candidate. Upon clicking Search, the report will display results based 

on the entered Course ID-Name. 

o From Date - To Date 

 Users must select the From Date and To Date using the calendar 

controls to filter the data for a specific date range. Upon clicking 

Search, the report will display results based on the selected date 

range. 
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 All requests raised by candidates will be listed under the “Sponsorship Request” 

tab. The institute user can select one or more candidate requests by clicking the 

checkboxes.  

 Once the selection is made, the user must choose one of the following options: 

“Approve & Pay” or “Reject.” 

o Approve & Pay: 

 Clicking on “Approve & Pay” a below pop-up message will appear 

stating the final confirmation with selected candidate counts. 

 Upon selecting “Ok” user will redirect to the next page. 

 Upon clicking on “Cancel” it will be retained to the sponsorship request 

tab. 
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 Once the user clicks on “Approve & Pay”, they will be redirected to a page that 
provides a summary of the selected candidates.  

 The page will display the total number of candidates selected, the base fees 
excluding GST, the GST amount based on the total base fees, and the overall total, 
which is the sum of the base fees and GST.  

 The user must review the displayed details and check the box in the Declaration 

section to proceed. 
 If applicable, the user needs to enter a GST number; otherwise, they can click on the 

“Make Payment” tab to proceed.  

 

 Once the user clicks on “Make Payment”, they will be redirected to the payment 

gateway page, where they need to enter the required details and complete the 

payment. 
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o Reject: 

 Clicking on “Reject” a below pop-up message will appear stating the 

final confirmation with selected candidate counts. 

 Upon selecting “Ok”, the selected candidate requests will be rejected. 

 Upon clicking “Cancel”, the request will remain in the Sponsorship 

Request tab. 
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 When the user clicks on the “Institute Payment History” tab, all records will be 

displayed by default, regardless of any filters. Also, user can use all the filters 

individually.  

 The user can refine the data using the available filters. Below are the filters provided 

in the “Institute Payment History” 

o Payment Status: 

 Pending: 

 All Pending transactions will be display when pending filtered 

is applied.  

 Failed: 

 All failed transactions will be display when failed filter is 

applied. 

 Completed: 

 All failed transactions will be displayed when completed filter is 

applied. 

o Order ID:  

 When the user enters a specific “Order ID” and clicks Search, the 

details for the searched order ID will be displayed in the Payment 

History table below. 

o PG Transaction Number: 

 When the user enters a specific “PG Transaction Number” and 

clicks Search, the details for the searched order ID will be displayed in 

the Payment History table below. 

o From Date - To Date 

 Users must select the From Date and To Date using the calendar 

controls to filter the data for a specific date range. Upon clicking 

Search, the report will display results based on the selected date 

range. 

 In the “Institute Payment History”, the PG Transaction Number, Payment 

Status, and Payment Receipt are hyperlinked. 

 The PG Transaction Number is clickable, and upon clicking the hyperlink, the user 

will be redirected to the “Institute Sponsorship Detailed Report”, where the data 

will be filtered based on the selected transaction from the Institute Payment History 

tab. 

 The payment Status is clickable, and upon clicking the hyperlink, the user will be 

redirect to the “Institute Sponsorship Detailed Report”, where the data will be 

filtered based on the selected payment status from the Institute Payment History 

tab. 

 The Payment Receipt is clickable, and upon selecting the hyperlink, the user will be 

able to download the corresponding payment receipt for that specific payment row. 

 All data—whether displayed by default or filtered using the available options—can be 

downloaded in Excel and PDF format. Users can click the “Export Excel” or 

“Download PDF” option to download the report based on either the filtered or 

unfiltered data. 
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