
Login as Establishment with User ID and Password. 

 



Go to Apprenticeship Add performance Contracts created from 2017-2018 financial year. 

 



Select a Date before the date of joining of a candidate. Click on “Search” for generating “Base Line Template” 

 

 



A list of candidates will be displayed. 

 

 



Select the candidates by clicking on check boxes whose performance reports to be submitted. After selecting the particular candidates click on “Generate 

Baseline Template” 

 



An excel sheet contain the details of apprentices will get auto generated. Save the Excel Sheet. (The file name of excel sheet in not to be chaned.) 

 



After successfully saving the excel sheet kindly open the excel sheet. Click on enable editing to evaluate the performance report of candidates. Please 

provide the values in between 1 to 9 to record the performance report and click save the template in a local drive (File name should not be changed) 

 



After filling the excel sheet the save to be uploaded in the NATS portal. Click on “Excel Template” 

 



In the Excel template table there is a provision to upload the baseline template. Click on “File Upload” and select the file and upload the same. 

 



Now the updated template file will be available at the column “Upload Template” and after 24 hours it will be available at the “Processed Template” 

column.  

 



After 24 hours when the process template is updated successfully, click on quarter input. Select a Date before the date of joining of a candidate. Click on 

“Search” for “Quarter Input.”  

Select the candidates by clicking on check boxes whose performance reports to be evaluated. After selecting the particular candidates click on “Generate 

Quarter Template” 

 



An excel sheet will be auto generated. Save the Excel Sheet. After successfully saving the excel sheet kindly open the excel sheet. Click on enable editing to 

evaluate the performance report of candidates. In the table provide the values in between baseline point (Example 6) to 9 to record the performance report 

and click save the template in a local drive.  

 



Now to upload the filled base line template in the portal click on “Excel Template” 

 



In the Excel template table there is a provision to upload the baseline template. Click on “File Upload” and select the file and upload the same. 

 



Now the updated template file will be available at the column “Upload Template” and after 24 hours it will be available at the “Processed Template” 

column. The processed template electronically comes to Board for further process and approval of the officer. The same is to be done for all the remaining 

quarters. 

 


