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1. Requirements 

 The applicant should have the following documents ready in order 

to submit the application for graduate renewal: 

I. Self-attested copy of Aadhar card 

II. Residence Certificate (Format of Residence Certificate can 

be downloaded after the user has logged into the module) 

III. Demand Draft copy 

IV. Applicant’s Signature (Size Below 50KB) 

V. Applicant’s Photo (size below 50KB) 

2. URL and Login Page 

Open a browser and type the URL: budca.in/erp/graduaterenewal 

(correct URL may be used).  The login page of graduate renewal 

module will be displayed as given in figure 1. 

 

 

Figure 1 Login page for Graduate Renewal 

http://budca.in/erp/graduateregistration/assets/files/residence_certificate.pdf
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3. New User Registration 

If the user is applying for graduate renewal for the first time then he 

has to click ‘New User’ link as shown in figure 2.  The new user has 

to provide his minimum credentials as shown in figure 3. He has to 

enter details such as his name, email id, mobile number and 

password. The same password should be given again so as to 

confirm it. The user also should enter the ‘One Time Password’ 

which is sent to the given email when the user clicks ‘Get OTP’. 

If you cannot find the OTP in your inbox, look into other categories 

of mails such as promotion / updates / SPAM.  Once the submit 

button is clicked, the user is registered and he can login to the site 

by entering the ‘user name’ and ‘password’ and clicking ‘login’. 

 

 

Figure 2  Link for New User Registration 
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Figure 3 New User Registration Form 

4. User Login 

If the user is already registered, he can just enter the ‘user name’ and 

‘password’ in the login page and click ‘Login’ as given in figure 4. 
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Figure 5 Login Page 

 

5. Forgot Password 

In case the user has forgotten his password he has to click the ‘forgot 

password’ link shown in figure 6.  When the user clicks this link, 

he lands in the form shown in figure 7.  The user has to enter his 

registered email.  Then he has to click the ‘Get OTP’ button to get 

the OTP.  The OTP sent to the user’s registered mail should be 

entered.  The user can then enter his new password and click ‘reset’ 

button to change his password. 

 

 

Figure 6 Link for password reset 
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Figure 7 Password Reset Page 

6. Submit Application 

When the user clicks the ‘Entry’ menu he lands in a page shown in 

figure 10.  All fields are mandatory.  The Name of the applicant 

entered should be as given in the degree certificate.  The Aadhar 

number entered should be a valid number otherwise a message is 

displayed asking the applicant to enter a valid Aadhar number as 

shown in figure 11.   The date of birth of the applicant should be 

given in dd-mm-yyyy format i.e. day of month in two digits, a 

hyphen, month in two digits, a hyphen and year in four digits.  The 

applicant can also select the date by clicking the calendar.  The 

applicants can pay registration fees through online by clicking the 

link ‘click here to pay amount’ as given in figure 12.  Once the user 

clicks the link, the applicant is redirected to the payment page as 
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shown in figure 13.  The applicant can upload the scanned copy of 

aadhar by clicking the link beside ‘Aadhar Card’ as shown in figure 

14.  Similarly other relevant documents can be uploaded by clicking 

the link beside the corresponding document’s name.  As the 

applicant is registering for the first time, he has to click the checkbox 

shown in figure 15 and click submit button to submit his application 

form for graduate registration.  The applicant can also save his draft 

application and continue later by clicking the save button as shown 

in figure 16. 

 

 

Figure 10 Application Entry Form 
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Figure 11 Message prompting applicant to enter valid Aadhar 

number 

 
 

 

Figure 12 Link to pay registration fees through online 
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Figure 13 Online Payment Page 

 

Figure 14 Link to upload Aadhar 
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              Figure 15 Declaration Checkbox and Submit button 

 

 

Figure 16 Save button to save the draft application 
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7. View Application 

The applicant can view his application by clicking the ‘view’ menu 

as shown in figure 17. 

 

 

Figure 17 View application page 

 

8. Print Application 

 The applicant can print his application for graduate registration in 

pdf format by clicking the ‘Download pdf’ inside ‘print’ menu as 

shown in figure 18. The applicant can also save his application form. 
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Figure 18 Print application page 

9.  Receipt 

The applicant can print their online payment receipt for new 

graduate registration in pdf format by clicking the ‘Receipt’ menu 

as shown in figure 19.Theis menu is activated after the successful 

payment. 

 

If you click this menu you will get the receipt in pdf format as shown 

in figure 20. 
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Figure 19 Receipt Menu 

 

 

Figure 20 Receipt  
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10. View Instructions 

The applicant can view the instructions to be followed while filling 

up the graduate renewal form by clicking the ‘Instructions’ menu 

as shown in figure 21. 

 
 

 

Figure 21 Instructions page 

 

10. Logout 

The applicant can logout from the graduate renewal module by 

clicking the ‘logout’ menu as shown in figure 22. 
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Figure 22 Logout Link 

 

 


