~ Online Form Filling

How to Safely Fill Admission, Scholarship, Job &
Government Forms

& What is Online Form Filling?

Online form filling means entering personal and required
information on websites or apps using the internet instead of
paper forms.

® These forms are used for:
o ¥ Admissions
e $ Scholarships
e B Jobs

e 1l Government services

P Types of Online Forms

9 Admission Forms
Used for;

e Schools
Colleges
Universities
Online courses

Usually ask for:

e Name, Date of Birth
e Previous education details
e Documents (marksheets, photo)



s Scholarship Forms
Used to apply for:
e Government scholarships
e Private or NGO scholarships

Usually ask for:

e Income details
e Caste/ Category
e Bank account details (basic only)
e Certificates
I Very sensitive forms — accuracy is important

& Job Application Forms
Used for:

e Private jobs
e Government jobs
e Online internships

Usually ask for:

e Education & skills
e Resume upload
e Experience details

i Government Forms
Used for:
e Aadhaar services
e PAN card
e Ration card



e \oter ID
e Government schemes

These forms must be filled very carefully on official
websites only.

5 Step-by-Step Guide to Fill Online
Forms Safely

Open the Correct Website @
v/ Always use official websites
v/ Check website address carefully

Safe website example:
https://www.gov.in

X Avoid:
e Unknown links from WhatsApp

e Fake SMS or emails
Read Instructions Carefully « -
Before filling:

e 17 Check last date
e =« Checkrequired documents

o 9 Check eligibility
® Never skip instructions

Keep Documents Ready Fa
Before starting, keep:



= |D proof (Aadhaar / PAN)

9 Certificates

2 Passport-size photo
PDFs or JPG files

V Files should be clear and readable

Fill Personal Details ,//
Enter details exactly as in documents:

Full Name (spelling must match ID)
Date of Birth

Mobile Number

Email ID

I One small mistake can reject the form

Use Dropdowns & Options Carefully
Select correct:
o Category
o Gender
o Qualification
o State / District

X Do not guess
/ Choose only correct options

Upload Documents Correctly

Upload correct file
Check file format (PDF / JPG)
Check file size (example: under 2MB)

# File name example:
AadharCard.pdf



Review Before Final Submission <
Before clicking Submit:
o / Recheck all details
e / Confirm mobile & email
e / Confirm uploaded documents

_ Take your time
Submit the Form &

e Click Submit
e Wait for confirmation message

49 Take a screenshot
= Download acknowledgment if available

¥ Online Safety Tips (Very Important)
X Never share:
e OTP
e Password
e CVV number
o ATM PIN

v Use:

e Strong passwords
e Personal device if possible
e Secure internet connection

I Government forms never ask for OTP on calls



© Common Mistakes to Avoid

Wrong spelling of name
Incorrect bank details
Uploading wrong document
Filling forms in hurry
Clicking fake links

Benefits of Online Form Filling

Saves time

e  Paperless

e @ Accessible from anywhere

e [0 Can be done using mobile or laptop

Final Advice
# Always stay calm
#® Read everything carefully
® Safety is more important than speed



