
ST. JOSEPH'S COLLEGE OF COMMERCE 
(AUTONOMOUS)

User-Guide for filling up 
online application for the 

year 2024-2025



➢Decide the course you are applying for.

➢A valid email id and mobile number.

➢ Scanned copy of the recent colour passport

size (35mm X 45mm or 98px X 128px)

photograph in formal attire on a white

background in less than 100 KB. (MM=

Millimetre; px =Pixels) in jpg/jpeg format.

The photo should not be blurred or defaced.

Selfies and cropped images are not

acceptable.

➢Scanned copy of Candidate Signature in

white background less than 100 kb (Use

Black pen Only).

Application Check List to be kept Ready

Documents to be uploaded

➢Xth Marks Sheet

➢XI Marks Sheet

➢XIIth or PUC Marks Sheet

➢Caste Certificate 

➢Recent Letter from Parish Priest  (For Catholics)

➢Aadhar Card

➢Passport/ VISA copy (For Foreign Candidates)



White Background Only No Selfies

Formal Attire No Cropped Images

Passport Size photo Only Should not be Blur

Scanned Copy only

Less than 100Kb

Latest Photo 

Photo Sample

**Note: Photograph in this document is for representation Purpose Only



White Background Only Should not be Blur

Use Black Pen 

Scanned Copy only

Less than 30Kb

Should be Horizontal 

Signature Sample

**Note: Signature in this document is for representation Purpose Only



Online Application Payment 

✓Surcharges may apply on usage of Debit Card /Credit Card / Net banking.

✓If the “Payment processing output page/application number” is not displayed due to 

power failure or Internet link failure after the deduction of the amount, then go to My 

Applications (in your logins), use the payment check status button to update the payment 

status, and generate the application.

In case of any problem, the candidate can contact us at 7406211823/080-

25365298/Ph. Nos. (080)/25360644/6 between 9.30 a.m. to 5.00 p.m. from Monday to 

Friday and on Saturdays 9.30 a.m. – 1.00 p.m.

Important Points to be Noted



Read the Course details and the Guidelines under each course and then Proceed to Apply 



Re-directed to Application Page



Fill in the below details and click on the Register 
Student



• After successful registration, you will receive your username 
and Password to your Registered Email ID and Mobile 

Number 



✓Click on the Programme you wish to apply from the Home 
Page.



✓Read the Terms and Conditions carefully

✓Click the I Agree button to Accept and Proceed 



✓Fill in all mandatory information in the application form.

✓Personal Details, Education and Mark Details, upload 
certificates.



Education and other Details

✓Fill in the Details with the utmost Care 



Marks Entry 

Marks obtained in Grade or out 
of 10 to be converted to 
percentage or out of 100.

Kindly Check the conversion 
chart of the respective Boards 
and convert it.



Mark Details
✓Enter the secured marks as per the marks sheet.

✓Note: In case the 12/Degree results are awaited, enter the 
subject and submit blank details.



Students awaiting Results

UG Applications : If XII results are awaited kindly enter 
the subject names and enter the maximum marks as per 
the Board and marks Obtained as 0 (Zero) to proceed. 

Provision will be made to Update marks after 
announcement of the result.

NOTE: RESULTS TO BE UPDATED AS SOON AS THE 
RESULTS ARE OUT



✓Select any payment gateway regardless of your bank account, 
complete the necessary fields with your payment information, and then 

proceed by clicking on the ‘PAY' button.
✓UPI/Debit/Credit Cards or Net Banking



Steps to be followed for Online Fee Payment

✓Fill in the required details, choose the payment type / enter the 
details and click on PAY.



✓On Successful completion of payment, you are redirected to the 
Application Portal this page may take a few seconds to generate 
the Application Number. 

Application Number Generate



✓Once the application number is generated click on the MY 
APPLICATION button to review your application.

✓Now you can edit or print the application form for your 
reference.



Payment Processing Issues
IF PAYMENT IS DEBITED FROM YOUR ACCOUNT AND APPLICATION NUMBER IS 

NOT GENERATED 

✓Click on My Application Screen on the Home page and Click on Check Status



Payment Processing Issues
✓If the payment status is updated to successful, the application will be 

generated.

✓If the status indicates a failure, proceed by initiating a new payment 
in case the amount hasn't been deducted from your account.



Print Application 
Form

✓Click on Print the icon to 
Print Applications.

✓Upload all the relevant 
Certificates while fill the 
application form.



Disclaimer 

The contents of this manual are Informatory  in nature. 
Information is being made available purely as a measure 
of public facilitation. While every effort has been made to 
ensure that the information  is accurate and up-to-date, 
SJCC, Bangalore does not hold itself liable for any 
consequences, legal or otherwise, arising out of use of any 
such information.

All Rights Reserved 

copyright  2023 SJCC
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