
 

 

  

Maharashtra State Board of Technical Education, Mumbai. 

Short Term Course 

Registration System 
User Guide (New Institute not affiliated to MSBTE; intending to introduce state 

government approved short term diploma courses) 

 



MSBTE STDP                                                                                                                                        P a g e  | 1 

Process for New Institute Not Affiliated to MSBTE; Intending to Introduce State 

Government Approved Short Term Diploma Courses 

Step 1: Read approval process manual carefully before filling the application. 

Step 2: Access the portal using https://shortterm.msbte.ac.in/link. After clicking link the 

following screen will appear. 

 

Step 3: For login credentials, click on “create new account”, Fill the required information, 

and use the same user id and password for login after successful account creation. 

 

Step 4: After successful login, following screen will appear.  

 

 

https://shortterm.msbte.ac.in/


MSBTE STDP                                                                                                                                        P a g e  | 2 

Step 5: Click on “New Institute not affiliated to MSBTE” link. Then click on “Name and 

Address (with pin code)” link. following screen will appear. Fill the information as required 

in form 

 

 

Step 6: After the submitting of this information, Please click on “Click here for Payment of 

processing fees”. Following screen will appear in new tab/window. 
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Step 7: Select the appropriate option for payment and complete the payment process.  

 

Note: When payment process gets successfully completed, new options will be accessible 

(these options only accessible after the successful payment). 

 

Step 8: Click on “Details of the Applicant Society/ Trust/ Company” link. Following 

screen will appear in new tab/window. 
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Step 9: Fill all the required information of the Society/ Trust/ Company and attach the 

scanned copy of Registration of society/ trust document and copy of sale deed/ lease deed. 

Submit information.  

 

Step 9: Click on “Next >>” button. Following screen will appear. 
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Step 11: Provide the details of members of society/ trust/ company one by one. Submit the 

information. 

 

Step 12: Click on “Next >>” button. Following screen will appear. 

 

 

Step 13: Upload the resolution of the society/ trust/ company with the authorised signatures 

and seal. Format of resolution is provided in “Format 1” link. Print the format and append 

the signature & seal of authorised person and then upload the scanned copy of format1. 

Click“Submit Information” button to upload the file. 

Note: Format 1 sample resolution is as shown in following image. 
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Step 14: Click on “Next >>” button. Following screen will appear. 

 

 

Step 15: Fill up the details of proposed institute and click on “Submit Information” button to 

save the information of the details of proposed institute. 

 

Step 16: Click on “Next >>” button. Following screen will appear. 
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Step 17: Select the course(s) that are proposed to be started. Check the conditions which are 

mandatory. Submit the information. 

Note: You can apply maximum 5 (five) courses. The courses are categorised in two groups. 

1st group contains the courses which are non SKP course and 2nd group contains the SKP 

courses. 

If selected course is from SKP courses, i.e., Group 2 then please fill the SKP details also. 

 

Step 18: Click on “Next >>” button. Following screen will appear. 
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Step 19: If the society/ trust/ company have applied for starting more than one institute such 

as school, college using same land and building, thenplease submit the required information. 

Else select the status option as “No” and click “Submit Information” tab. 

Step 20: Click on “Next >>” button. Following screen will appear. 

 

Step 21: Please provide detailed information of total land (Open land as well as build-up 

area)and upload relevant documents along with the “Format 2”. Please click on “Format 2” to 

download it. Click on “Submit Information” button to save the details of land. 
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Note: Format 2sample resolution is as shown in following image. 

 

 

Step 22: Click on “Next >>” button. Following screen will appear. 
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Step 23: Please provide details of buildings documents approved by competent authorities 

have to be uploaded here.Please upload scanned copy of “Format 3A & 3B” with signature 

and stamp of authorised person. 

Note: Format 3Asample resolution is as shown in following image. 

 

 

Note: Format 3Bsample resolution is as shown in following image. 

 

 

Step 24: Click on “Next >>” button. Following screen will appear. 
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Step 25: Please submit the information regarding the total area of building as per the use of 

the buildings. 

Step 26: Click on “Next >>” button. Following screen will appear. 

 

Step 27: Please submit the information regarding the Academic/Instruction Area. 

Step 28: Click on “Next >>” button. Following screen will appear. 
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Step 29: Please submit the information of Principle/ Coordinator & upload scanned copy of  

appointment letter. 

Step 30: Click on “Next >>” button. Following screen will appear. 

 

Step 31: Please submit the category wise overall count of teaching staff. 

Step 32: Click on “Next >>” button. Following screen will appear. 
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Step 33: Please submit the course wise information of teaching staff.Number of teaching staff 

should match with the category wise overall count of teaching staff otherwise the form will 

not be confirmed. 

Step 34: Click on “Next >>” button. Following screen will appear. 

 

Step 35: Please submit the information of non-teaching staff. 

Step 36: Click on “Next >>” button. Following screen will appear. 



MSBTE STDP                                                                                                                                        P a g e  | 14 

 

Step 37: Please submit the information of Equipments and machinerys available in institute. 

Step 38: Click on “Next >>” button. Following screen will appear. 

 

Step 39: Please submit the overall information as well as course wise availability of Books in 

Library of institute. 

Step 40: Click on “Next >>” button. Following screen will appear. 
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Step 41: Please submit the information related to computer centre. 

Step 42: Click on “Next >>” button. Following screen will appear. 

 

Step 43: Please submit the total amount invested on furniture excluding the furniture used in 

library. 

Step 44: Click on “Next >>” button. Following screen will appear. 
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Step 45: Please submit the information regarding the funds available in banks. And upload 

filled scanned copy of Format 4A & Format 4B. Please click on Format 4A & Format 4B 

to download. 

Step 46: Click on “Next >>” button. Following screen will appear. 

 

Step 47: Please submit the other information and upload the respective documents. 

Step 48: Click on “Next >>” button. Following screen will appear. 
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Step 49: Please submit any other information which is not provided in the application but 

helpful for the proposal. 

Step 50: Click on “Next >>” button. Following screen will appear. 

 

Step 51: Please select “Yes” if the document is uploaded. And “No” if the document is not 

uploaded. 

Step 52: Click on “Next >>” button. Following screen will appear. 
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Step 53: In Summary Report the applicantverify the completed forms & list of incomplete 

information. 
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Step 54: Format of declaration is provided under the “Affidavit 1” link. Upload the scanned 

copy of duly filled declaration form by appending signature & stamp of authorized person. 

Then submit the information. 

Step 55: Click on “Next >>” button. Following screen will appear. 

 

Step 56: This is preview of the application. Please check the application carefully before 

clicking “Confirm” button. 

Step 57: Click on “Confirm” button. After confirmation,please take print by clicking 

“Print” button. 

Step 58: Please append the signature & seal of the authorised person/authority and upload the 

scanned copy. 

Step 59: Click on “Upload Final Document”. Following screen will appear. 

 

 


