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I. KV Online Application Form – key Points 
 

Accessing the form: 
 

1. When we click on Apply Online, we first need to read and agree to the 

Instructions  

a. Instructions are general instructions and specific to form instructions 

b. The parent has to click on the check box to agree to the instructions 

and then click on Proceed to fill the form 
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2. After ‘Proceed’ button, the actual form opens where parent can search the school 

name either by entering the Vidyalaya name and then clicking on Search or 

selecting a state and then clicking on provided against it. The searched vidyalaya 

name gets displayed in field ‘Searched Vidyalaya’ 

 

 

 

 

 

 

 

 

 

 

3. Now we can proceed to fill form details for the selected school  
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Key Aspects of the OLA form: 

 

Some key aspects of the OLA form such as Service categories, Transfers, RTE are 

explained below: 

 

1. The fields marked with asterisk (*) are mandatory for saving the form 

 

2. The parents fills candidates name and other basic details  

 

3. If candidate is Differently-abled then it is selected as ‘Yes / No’ and further 

fields selection is to be done based on type of disability  

a. If Yes is selected then disability category is selected based on which 

further disability type is selected 

 

 
 

 
 

4. There are five options in field General/SC/ST/OBC  
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5. In case OBC – Creamy layer is selected, then fields EWS and BPL and related 

fields for filling their details gets disabled and cannot be selected 

 

 

 
In case OBC – Creamy layer is not selected, then fields EWS and BPL remains open.  

 

6. If any of EWS and BPL is selected as ‘Yes’ then the details of - Certificate No., 

Date of Issue, Certification Issuing Authority are mandatory to be filled  

 

7. Date of Birth – The validation is embedded in the form where the age of the 

candidate who is not marked as Differently-abled (i.e. ‘No’), should be between 5 

years to 7 years as on 1st April of the admission year. In case of Differently-abled 

candidate – 2 years relaxation in overage is given i.e. 5 years to 9 years as on 1st 
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April. Any underage or over-age than above will not be allowed to proceed with 

entry in the form. 

 

8. In parents details section, both mother and / or Father/guardian information to 

be filled. 

a. If the parent is single parent then single parent check-box is filled 

against a parent type which makes the other parent types fields 

disabled. E.g. If mother is a single parent, then the parent has to 

enable the check-box of single parent against ‘Mother’ and by doing 

this the father details / fields become disabled 

b. There is also a provision to copy address of one parent to another 

parent using the field ‘Click,if same as Father's Residential 

Address’ or ‘Click,if same as Mother's' Residential Address’. So 

the parent first fills details in one parent and in other parent’s section 

he/she can check this box to copy the address details 

 

 

 

 
 

9. In the field Occupation parent selects the type of occupation out of options 

provided 
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a. If parent is not working – then parent can select ‘Not Working’ in 

Occupation field. Else can select as applicable 

b. The Occupation selected by parent are linked directly with the 

‘Service category’ selection by the parent  

 

 
 

10. The field Service Category will show the Categories of KVs as per KV 

Admission guidelines. 

 

 

 

 
 

11. The KV Admission categories have been made concise in terms of language to 

fit the form and their mapping with KV admission categories is as below:  
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Institute 
Type 

KV Service Category OLA form Service Category 

‘Civil’ or 
‘Defence’ 

Category I: Children of 
transferable and non-transferable 
central government employees 
and children of ex- servicemen.  
This will also include children of 
foreign national officials, who 
come on deputation or transfer to 
India on invitation by Govt. of 
India. 

Transferable/Non-transferable – 
Central Govt. Employees 
including ex-service men  
 

Category II: Children of 
transferable and non-transferable 
employees of Autonomous 
Bodies/Public Sector 
Undertaking/Institute of Higher 
Learning of the Government of 
India. 
 

Transferable/Non-transferable 
employees of Central 
Autonomous Bodies 
 

Category III: Children of 
transferable and non-transferable 
State Government employees. 

Transferable/Non-transferable – 
State Govt. Employees  
 

 Category IV: Children of 
transferable and non-transferable 
employees of Autonomous Bodies/ 
Public Sector 
Undertakings/Institute of Higher 
Learning of the State 
Governments. 

Transferable/Non-transferable 
Employees of State Autonomous 
Bodies 
 

Category V: Children from any 
other category including the 
children of foreign nationals who 
are located in India due to their 
work or for any personal reasons.  
The Children of Foreign Nationals 
would be considered only in case 
there are no Indian Nationals’ 
waitlisted for admission.  

Any Other Category 
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Institute 
Type 

KV Service Category OLA form Service Category 

 

Institute of 
Higher 
Learning’ or 
‘Public 
Sector 
Undertaking 

 Category I: a) Children and 
grandchildren of employees of the 
Public Sector 
Undertakings/Institutes of Higher 
learning which are the sponsors of 
the Vidyalaya 
b) Children of project employees & 
Post Graduate students who are 
working on long term research 
projects. 
c) Children of regular Council of 
Wardens (COW) employees. 
d) Children and Grand Children of 
retired employees to be included in 
category I for the purpose of 
admission.  
e) Children of employees of 
Institutes of Higher learning who 
had to discontinue school to 
accompany parents going out of 
station on sabbatical leave/long 
leave, over and above the class 
strength 

Transferable/Non-transferable 
employees of PSU/ IHL 
sponsoring the school  
 

Category II: Children of 
transferable and non-transferable 
central government employees 
and children of ex- servicemen.  
This will also include children of 
foreign national officials, who 
come on deputation or transfer to 
India on invitation by Govt. of 
India. 

Transferable/Non-transferable – 
Central Govt. Employees 
including ex-service men  
 

Category III: Children of 
transferable and non-transferable 
employees of Autonomous 
Bodies/Public Sector 
Undertaking/Institute of Higher 

Transferable/Non-transferable 
employees of Central 
Autonomous Bodies 
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Institute 
Type 

KV Service Category OLA form Service Category 

Learning of the Government of 
India. 
 

Category IV: Children of 
transferable and non-transferable 
State Government employees. 

Transferable/Non-transferable – 
State Govt. Employees  
 

 Category V: Children of 
transferable and non-transferable 
employees of Autonomous Bodies/ 
Public Sector 
Undertakings/Institute of Higher 
Learning of the State 
Governments. 

Transferable/Non-transferable 
Employees of State Autonomous 
Bodies 
 

Category VI: Children from any 
other category including the 
children of foreign nationals who 
are located in India due to their 
work or for any personal reasons.  
The Children of Foreign Nationals 
would be considered only in case 
there are no Indian Nationals’ 
waitlisted for admission.  
 

Any Other Category 
 

 

12. So the field ‘Service Category’ shows the categories for selection by parent 

based on Vidyalaya category in which application is being posted and the Parent 

Occupation selected. Refer below mapping 

 

For Occupation ‘Govt - Regular’ and Vidyalaya category is ‘Civil’ or 

‘Defence’  

 Transferable/Non-transferable – Central Govt. Employees including ex-service 

men  

 Transferable/Non-transferable employees of Central Autonomous Bodies 

 Transferable/Non-transferable – State Govt. Employees  

 Transferable/Non-transferable Employees of State Autonomous Bodies 

 Any Other Category 
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For Occupation Govt – Contractual Or Private Or Others Or Not Working 

and Vidyalaya category is ‘Civil’ or ‘Defence’  

 Any Other Category 

 

For Occupation ‘Govt - Regular’ and Vidyalaya category is ‘Institute of 

Higher Learning’ or ‘Public Sector Undertaking 

 Transferable/Non-transferable employees of PSU/ IHL sponsoring the school  

 Transferable/Non-transferable – Central Govt. Employees including ex-service 

men  

 Transferable/Non-transferable employees of Central Autonomous Bodies 

 Transferable/Non-transferable – State Govt. Employees  

 Transferable/Non-transferable Employees of State Autonomous Bodies 

 Any Other Category 

 

 

For Occupation Govt – Contractual Or Private Or Others Or Not Working 

and Vidyalaya category is ‘Institute of Higher Learning’ or ‘Public Sector 

Undertaking 

 Any Other Category 

 

13. The field ‘Official Address’ of the parent will be optional in case Occupation of 

the parent is selected as ‘Not Working’ 

 

14. Email – Parent has to enter Email id. This is important so that login details (Login 

name and password) is sent to Parent through email. Email of both the parents can 

be same. Also, by default, Father’ email id is considered for details. In case Mother 

is marked as single parent, then mother’s email id is used for emailing the login 

credentials 
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RTE:  

 

15. A candidate will be considered eligible for RTE only if in the field ‘‘Whether 

seeking admission under RTE’ the parent has clicked and enabled the checkbox. If 

Check-box is not ticked, the candidate will not be considered for RTE in shortlisting 

 

16. When a parent selects RTE check-box, it is mandatory to fill ‘Distance from 

school (in Kms)’. This field gets enabled only when RTE check-box is ticked.  

 

17. Based on the distance entered by parent, it will decide whether the candidate 

will be eligible for RTE shortlisting aligned with the KV Admission guidelines :  

 

“As per RTE provisions, 10 seats out of 40 seats (25% of seats) will be 

filled by draw of lots from all applications of SC/ST/EWS/BPL/OBC-

Non Creamy layer / Differently abled who are residents of 

neighborhood” 

 

So as per the school selected for posting application and this distance entered, it 

will be processed in the backend during shortlisting whether RTE validation of 

distance is met or not.  

Where the location category of school will be picked up from the school location 

which the schools are defining in their screen ‘Vidyalaya Master’ and field 

‘Address Category’ - Metro/Urban; Non-metro/ Rural 

 

S.No. Location category as 
per KV guidelines 

Vidyalaya Master Eligible distance 

1.  Major Cities & Urban Areas 
(All district Hqrs. & 

Metros) 

‘Metro/Urban’ 5 Km 

2.  Places other than included 
in above. 

‘Non-metro/ Rural’ 8 Km 

 

Parent Transfers 
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18. In the field “Select Parent type whose service category and transfers are 

to be considered for Admission”, the parent confirms which parent’s service 

category and transfers details (Mother or father) are to be considered for 

candidates’ shortlisting.  

 

19. Further the parent also selects whether the parent has been transferred in last 7 

years for which he/she has to select ‘Yes / No’ in the field “Whether selected 

parent type has been transferred in Last 7 years w.e.f. 01.04.2010” 

 

If ‘No’ is selected then no further transfer details are required.  

 

If “Yes’ is selected, the parent is given a pop up message as per Admission 

guidelines “If a transfer involves a distance of less than 20 kms and Duration of less 

than 6 months, it is not considered transfer as per KVS Admission guidelines” 

  

And it enables the table below the field for the parent to enter transfer details 

 

Sl 
No  

Place  Duration  Distance 
(Km) 

 

Transfer 
Order No. 
& Date 

Delete 

From   To 
  

From  To 
 

1.  Enterable 

 

Enterable 

 

Calendar 

based date 

Calendar based 

date 

 
 

Enterable 

 

 

Enterable  
 

 

20. A check has been added in the table where if duration entered is less than 6 

months based on ‘Date from’ and ‘Date To’, and if distance entered is less than 20, 

when ‘Add’ button is clicked to add a new row a pop up message shows informing 

the parent that these have to be minimum values as per guidelines: 

 

For Duration: “Stay period is less than 6 months” 

For Distance:  “Distance is less than 20 kms.” 

 

21. The validation in last row of the table gets enabled upon form submission (as 

‘Add’ button is not clicked further) 
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22. In case any row is to be deleted from the table, then parent needs to click on 

‘Square’ check-box in column ‘Delete’ so that a small tick appears and then click on 

‘Delete; button provided above the table. The row gets deleted 

 

Note: In case only one row is added and that needs to be deleted, then manually 

details are required to be removed from the row.  

 

23. The Transfer table remains disabled if the service category of the parent who is 

selected for considering admission, is selected as ‘Any Other category’ (Category V 

(Civil/Defence) or Category VI (IHL/Project)). So only in case of service category of 

transferable jobs will the transfer table get active for entry 

 

Form Saving 

 

24. Once all required fields are entered, parent has to read undertaking and click on 

check-box indicating that he/she agrees to the terms and Conditions.  

 

25. Upon entry of captcha and click of Submit button the form validates whether all 

mandatory fields have been entered. If not entered then it outlines the missed fields 

in red shade 

 

26. Once the form is submitted, it also needs to be reviewed and confirmed. Before 

confirming the parent can edit the form as well by clicking on button ‘Back to Edit 

Form’ and can save and confirm again.  

(Though editing feature also available to parent after form confirmation through 

parent’s login till last day of registration)  
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27. To complete registration. Parent has to click on ‘Confirm’ button and 

acknowledgement screen displays 

 



 KVS ONLINE ADMISSION 

 

                                                            P a g e  | 15 

© Education | SES 

 
 

 

28. Only after confirming the form, the registration number gets generated and login 

credentials are generated and emailed to the parent’s email address. Till form is 

confirmed, the status of the application remains as ‘Applied’ and not ‘Registered’. It 

will not be counted as registered candidate and will not appear for shortlisting also. 

This status will be available for the school in report ‘Applicant Analysis’. 

 

29. The parent can print receipt or View the form from this screen  

 

 

Duplicate Forms:  

 

30. Feature to dis-allow duplicate / multiple forms being filled by parents is available  

 

31. The multiplicity is checked when same application for same KV and shift is filled 

and following fields (all fields) information is found to be repeated 

a. Candidate First name 

b. Candidate Middle name  

c. Candidate Last name 

d. Candidate Date of birth 

e. Candidate Gender 
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f. Candidate Social Class Mother’s name First Name 

g. Mother’s name Last/Surname 

h. Father First name  

i. Father Last/Surname 

 

32. If all the above fields are same then form will be rejected and application will not 

get saved.  The parent will receive a pop up message for the same  

 

33. Only if the form is cancelled, it can be filled again with same above details  

 

Form Cancellation: 

 

34. The parent can also cancel his/her registration before registration closes.  

 

35. Once the registration is cancelled, the status of the application changes to 

‘cancelled’ and it is no longer considered for shortlisting 

 

36. Once cancelled, the same registration cannot be activated 

 

37. Steps to cancel an application are given in section ‘Parent’s Login’ of this 

document 

 


