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1. Purpose of the Manual  

The User Manual contains all essential information for the users to make full use of the SaQsham Application. 
This manual includes a description of the system functions and capabilities, contingencies and alternate 
modes of operation, and systematic procedures for application access and use.   

With the help of this User Manual, the “Assessors” will be able to edit their profiles, create their availabilities 
for the assessments and will be able to accept or reject from the assessment schedules. Along with that, the 
user will be able to fill the documents and the scores for the assessment they have accepted or conducted. 

2. Assessor Desk  

2.1 Assessor Profile 

This section is the visual display of personal data associated with a specific assessor. Here, the user will be 
able to edit his profile and manage his availability for assessments. 

To do so, the users have the following available Process/Menus - 

1. Edit Profile 
2. Create Availability 
3. Assessment Application Actions 
4. Co-Assessor Feedback 
5. Assessment Score Entry 
6. Change Password  
7. Help Desk 

 

 
 
 

2.1.1 Edit Profile 

Here, the user will be able to view and edit the following details –  

 Personal Details 

 Education Details 
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 Work Experience  

 Previous Assessment Details 

 Reporting Details 

 Training Details 

The user will be able to do so by clicking on their respective menus available to the screen. The user must 
declare that the data is accurate, reliable, and valid to the best of their knowledge for each tab update.  

Step – 1 – The user will click on the “Edit Profile” Menu under the “Assessor Profile” Menu. The following 
screen will be displayed –  

 

On the above screen, the user will be able to view his personal details.  

Along with that, the user will be to edit details such as Father’s Name, Mobile Number, Current Address, 
Category, Date of Birth, Permanent Address, Designation, Certificate no. and Resume. The mandatory fields 
are marked with a red asterisk sign. 

The user will also be able to update the following details on this page – 

 Education Profile 

 Work Experience 

 Previous Assessment 

 Reporting Details 

 Training Details 

From the above points, it is mandatory for the user to add “Work Experience” and “Reporting Details”. 

2.1.1.1 Education Profile 

Step – 1 – The user will click on the box “Education Profile”. The following screen will appear – 

Basic Details 
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On the above screen, under the Education Profile section, the user will be able to add his educational 
qualification. 

Step – 2 – The user will click on the “+” sign on the top right of the “Education Profile” section. The user will 
add the details and click on the “tick” sign to add it.  

 

In the first column, there are radio-buttons provided. By clicking on any one, the user can choose the latest 
one. 

2.1.1.2 Work Experience 

Step – 1 – The user will click on the box “Work Experience”. The following screen will appear – 

 

Add 

Confirm 

Add 

Confirm 
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On the above screen, under the Work Experience section, the user will be able to add his job details along 
with the experience letter that he has done so far. 

Step – 2 – The user will click on the “+” sign on the top right of the “Work Experience” section. The user will 
add the details and click on the “tick” sign to add it.  

 

In the first column, there are radio-buttons provided. By clicking on any one, the user can choose the latest 
one. 

2.1.1.3 Previous Assessment 

Step – 1 – The user will click on the box “Previous Assessment”. The following screen will appear – 

 

 On the above screen, under the Previous Assessment section, the user will be able to view the details of any 
previous assessment he has done and for which facility. 

2.1.1.4 Reporting Details 

Step – 1 – The user will click on the box “Reporting Details”. The following screen will appear – 
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On the above screen, under the Reporting Detail section, the user will be able to add the details of his 
reporting authority. 

Step – 2 – The user will click on the “+” sign on the top right of the “Reporting Detail” section. The user will 
add the details and click on the “tick” sign to add it.  

 

In the first column, there are radio-buttons provided. By clicking on any one, the user can choose the latest 
one. 

2.1.1.5 Training Details 

Step – 1 – The user will click on the box “Training Details”. The following screen will appear – 

Add 

Confirm/Delete 
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On the above screen, under the Training Detail section, the user will be able to add the details of the 
certification trainings he has done along with dates. 

Step – 2 – The user will click on the “+” sign on the top right of the “Training detail” section. The user will add 
the details and click on the “tick” sign to add it.  

 

2.1.2 Create Availability 

Here, the user will be able to create his availability i.e. the user will be able to select the days on which he is 
available for assessment. 

To create the availability, the user must follow the following steps –  

Step – 1 – The user will click on the “Create Availability” Menu under the “Services” Menu. The following 
screen will be displayed –  

Add 

Confirm/Delete 



 

User Manual & User Guide 

NHSRC  

 

Page 10 of 24 

 

 

On the above screen, the user will also be able to see the holidays marked on the calendar. All the holidays 
and the availability can be differentiated by different colors. The colors and their significance is as follows –  

 

Step – 2 – To create availability, the user will click on the date/dates he wants to be available for. To do so 
the user can either click on one date or can drag and select multiple dates. Post that, a pop-up will appear. 

 

 

The pop-up will ask for confirmation from the user. The user will click on “Ok” button to confirm.  

Finally, after confirmation, the available days will be marked with green color. 
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The user will not be able to create availability on “Gazetted Holidays”, but will be allowed to create 
availability on “Restricted Holidays” and “Additional Holidays”. 

2.1.3 Assessment Application Actions  

In this section, the user will be able to accept or reject the scheduled assessments proposed by the 
Certification Cell. 

Step – 1 – The user will click on the “Assessment Application Actions” Menu under the “Services” Menu. The 
following screen will be displayed –  

 

Here, the user will be able to view all the assessment applications along with their dates that were sent by 
the Certification Cell. 

At first, the user will be able to perform any one of the 2 actions i.e. either “Accept” or “Reject”. 

 

 

Accept –  

Accept/Reject Buttons 
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Step – 2 – The user will click on either of the option is “Action” column to proceed ahead. 

 

If the user wants to accept the assessment schedule, click on “Accept”. The following pop-up will appear –  

 

The user can enter remarks in the text box given. 

Step – 3 – Once the user has accepted, the user will have 2 options – either he can “Re-Confirm” (before 15 
days of assessments it will enable) or either he can “Withdraw”(Till Declaration or 1 day before). 

If the user wants to withdraw, click on the “Withdraw” button in the “Action” Column. The following pop-up 
will be displayed –  

 

 

If the user wants to re-confirm, click on the “Re-Confirm” button in the “Action” Column. The following pop-
up will be displayed –  
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Once the user has re-confirmed, 3 options will be displayed in the “Action” column. 

 

The user will have to enter the following details –  

 Declaration of Impartiality  

 Team Leader Selection 

 Fill Travel Itinerary  

Declaration of Impartiality – 

Step – 1 – The user will click on the “Declaration of Impartiality” button under the “Action” column. The 
following screen will be displayed –  

 

Click on submit to save. 
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Fill Travel Itinerary –  

Step – 1 – The user will click on the “Fill Travel Itinerary” button under the “Action” column. The following 
screen will be displayed –  

 

The user will have to enter the details and click on “Generate” button. 

 

After submitting, the user can view the itinerary by clicking on “View Travel Itinerary” under the “Action” 
column. 

Team Leader Selection – 

Step – 1 – The user will click on the “Team Leader Selection” button under the “Action” column. The following 
screen will be displayed –  

 

The assessors will have the option to choose among themselves the team leader and can choose from here. 

The user will have to select the radio button in front of the name of the assessor chosen as team leader, 
and click on “Save” button to save it.  

Reject – 
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If the user wants to reject the assessment schedule, click on “Reject”. The following pop-up will appear –  

 

The user can enter remarks in the text box given. It is mandatory. 

Click on the “Reject” button to submit. 

Once the assessor rejects the assessment schedule, the status updates to “Rejected” on the list page. 

 

 

Opening Meeting-  At assessment start day Opening meeting form will be enabled to enter the opening 
meeting details. 
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Executive Summary- After the score final submission user need to submit their Executive Summary also to 
complete the documentations process. 

 

Closing Meeting- At the Assessment Closing day Closing Meeting form will be enabled to submit the Closing 
meeting details.  
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2.1.4 Assessment Score Entry  
In this section, the user can fill the scores for the assessment that the user has conducted at the facility. The 
user will have the option either to directly enter from the Gunak Mobile Application or from the SaQsham 
application. The scores entered in the Gunak Mobile Application will reflect directly on the SaQsham portal. 

To enter the scores, the user will follow the following steps –  

Step – 1 – The user will click on the “Assessment Score Entry” under the “Services” Menu. The following 
screen will be displayed – 

 

The details of the assessment done will be visible on the list page on assessment day only. 

Step – 2 – To proceed with the scoring, the user will click on the “Score Entry” button, under the “Action” 
column. The following screen will be displayed –  

Action 

Button 
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On top of the page, the departments for which the assessment is done will be visible. 

Step – 3 – To enter the scores, the user will go on the particular departments and enter the score in the 
checklist. 

 

Once the user has entered the score, he will have to save the result. To do so, click on the “Final Save” button 
at the bottom of the page. Once the user has done final save, the user won’t be able to modify the score. 

 

Once the user has saved the final scores, next day a “Scorecard Summary” will be generated. The user will 
click on it to view it. 

Tabs for the departments 
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2.1.5 Co-assessor FeedBack  

In this section, the user can fill the co-assessor feedback form after assessment. The user can give feedback 
of the assessor that with which he has assessed the facility. 

Step – 1 – The user will click on the “Co-Assessor FeedBack” under the “Services” Menu. The following screen 
will be displayed – 
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Step – 2 – The user will click on “Fill Feedback” in the “Action” column. The following screen will be displayed 
–  

 

The user will have the option to choose from the following attributes –  

 Poor 

 Fair 

 Good 

 Very Good 

 Excellent 

Step – 3 – Finally, to submit, the user has to click on the “Submit” button. Also, the user has the option to 
“Reset” or “Back”. 

 

 

2.1.6 Change Password  

In this section, the user will be able to change his current password for his login credentials. 

To change the password, the user should follow the following steps –  

Step – 1 – The user will click on the "Change Password" Menu under the "Services" Menu. The following 
screen will be displayed – 

Fill Feedback 

Button 
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In the above screen, the user will enter the old password along with the new password. 

Step – 2 – Once the passwords are entered on the above screen, the user has the following two options. 

 

The user will click on the “save” button to save the password, or else he can click on “reset” to remove the 
entered passwords. 

Step – 3 – Once the user clicks on the “save” button, the new password details will be sent on the users Email 
ID provided.  

Also, it is mandatory for the user after changing the password, the user should logout once and login with 
the new credentials. If the user does not logout, and tries to click on some menu, the following pop-up will 
be displayed. 

 

 

On the successful updation of password, the user will receive the email with password pdf file as an 
attachment on the email ID provided by him. 

2.1.7 Help Desk  

In this section, the user will be able to create tickets for any issue he is facing while using the SaQsham portal. 

2.1.7.1 Raise a Ticket 

To raise a ticket, the user will have to follow the following steps –  
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Step – 1 – The user will click on the "Help Desk" Menu under the "Services" Menu. The following screen will 
be displayed – 

 
 

It will show no records if no ticket has been raised previously. 

Step – 2 – The user will click on the “Add” button to raise a ticket. The following screen will be displayed –  

 

 

Select Menu – In the “Select Menu” option, the user will be able to select the menu in which he is currently 
facing the issue. 

 

 

Select Subject – In the “Select Subject” option, the user will be able to select the subject of the issue. 

Add Button 
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Along with the above 2, the user has the option to “Upload” a file that is related to the issue and the 
“Description” of the issue. 

 

 

Step – 3 – Once the user has entered the information related to the issue, the user will have the following 2 
options to choose from –  

 

Once the user clicks on the submit button, a ticket will be raised and the user will be able to view it in the list 
page. 

 

The user can view the status of the ticket in the “Status” column of the list page. A new ticket will have the 
status “Open”. 

2.1.7.2 View the Solution 

Once the administrator provides the solution for the raised ticket, the status will change to “Solution 
Received”. 

Step – 1 – To view the solution, click on the checkbox, 2 buttons will get activated on top right. 

 

 

The user can either “Modify” or “View Ticket”. 

By clicking on “Modify” button, the user will be able to make any changes in the ticket if required. 

Status 
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Step – 2 – The user will click on the “View Ticket” button, to view the solution provided. The following screen 
will be displayed –  

 

In the top section, the user can view the user details along with the ticket details. 

In the second section, the user can view the problem raised along with the file that was uploaded. Under it 
the user can view the solution. 

 


