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Introduction: 

 
This user manual for MBA Admissions at IIM Amritsar is designed to provide comprehensive, 
step-by-step guidance for navigating the online admission portal. It includes detailed 
instructions on offer acceptance, fee payment, form submissions, document uploads, and other 
key functionalities to ensure a seamless and efficient user experience. 

To begin the process of accepting the admission offer and paying the required fees, log in to the 
admission portal. Navigate to the Profile section to view your current milestone. Carefully read 
and follow all instructions provided by the Admissions Office. 

Step 1: Selected candidate will get the offer letter option in the left side menu. 
 

 
Step 2: If a candidate has been selected for multiple programs, a dropdown menu will be available 
to select the preferred program. If the candidate is selected for only one program, no selection 
option will be provided. 
 

 



Step 3: After selecting the preferred program, the "Download" option will be enabled, allowing the 

candidate to download the offer letter. The offer letter will include details such as the name of the 

selected program, the last date for acceptance, and the deadline for term fee payment. Once 

downloaded, the candidate must print the offer letter, sign it, and upload the scanned copy back to 

the portal. 

 

 

 

Step 4: If a candidate is selected for multiple programs, they will be prompted to select the same 

program while uploading the signed offer letter. It is important to ensure that the program selected 

during the upload matches the one chosen during the download. If the candidate is selected for only 

one program, no selection option will be available. 

 

 

 

Step 5: After choosing a preferred course, candidate can upload the scanned offer letter. 

 

 



Step 6: Once the signed offer letter has been successfully uploaded to the portal, the option to pay 

the Acceptance Fee will be enabled. This section will display the fee amount along with the last 

date for payment. Candidates are strongly advised to carefully review all details before proceeding 

with the payment. 

 

 

 

 

Step 7: Upon successful payment, a receipt will be generated. Candidates can download the receipt by 
clicking the "Download" button. 

 

 



Step 8: After the Acceptance Fee has been successfully paid, the "Term Fee" option will be enabled 

and will appear in the left-hand menu of the portal. 

 

 

 
 

 

 

 

 

Step 9: The payment details, including the payment duration, will be visible on the portal. 

Candidates can then proceed to pay the Term Fee using either an online or offline payment method. 

 

 



Step 10: Upon successful online payment of the Term Fee, a "Term Fee" receipt will be generated. 

Candidates can download the receipt by clicking the "Download" button, just as with the 

Acceptance Fee. 

 

 

 

Step 11: For offline payment, the candidate must choose either the NEFT or Challan option and 

download the corresponding form. After completing the payment through the selected method, the 

candidate needs to enter the transaction details and then upload the Institute’s Copy of the 

payment receipt to the portal via the "Upload" option. 

 

 

 
 

 

 

 

 

 

 

 



Step 12: After completing the payment, the candidate can navigate to the "Download" section in 

the left menu to view the details and status of both the Acceptance and Term fees. 

 

 
 

Step 13: In the case of offline payment, candidates must wait for approval, as the payment will be 

verified by the Admin. Once approved, the payment status will be updated to Paid. 

 

 
 

Step 14: After successful payment of the Term Fee, all milestones in the Profile section will be marked 
as Completed. 
 

 
 


