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Annexure I 

User Manual. 

Sr. No Links Its Usage 

1.  Apply for E-learning This is for introducing the candidates for e-learning module. For more details please refer our 
Examination Handbook. E-learning is introduced only for licentiate level. 

2.  Price-list  This is for downloading the latest price-list of books with its edition. 

3.  Request for 
Study material  

This is for Indenting /ordering the books from I.I.I. This will be the only process for 
acquiring the stock for your institute. This will also automatically update the records 
in the stock statement, at both ends i.e. at I.I.I & at A.I.I. (No e-mails or phone-calls / 
hard copy of indent will be entertained).  

4.  Study Material 
Dispatch Status  

This is for checking the status of the ordered books. After updation in the lined up orders, 
you can see the dispatch details. 

5.  Counter Sale  This is for recording the sale of books at your end and also issuing the webportal generated 
receipt to the candidate. This will also automatically update the records in the stock 
statement at both ends. 

6.  Purchase Online If the stock is not available at your end, you can advise the candidate to purchase 
books through online (by paying through debit or credit card / net banking). 

Reports for Institutes 

7a) Counter Sale - 
Transaction Details  

In this report, you can see the daily transactions of books with its details. 

  It will help you to maintain and reconcile the daily transactions with the cash at counter and 
stock in hand. 

  It will facilitate to maintain a proper track on physical stock at your institute with the details 
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on portal. 

6b) Institute Stock 
Summary 

In this report, you can see the status of stock statement with its details at any given point of 
time. 

  This will eliminate the need for preparation of stock statement henceforth. 

  Receipt of net sale at our end will extend the credit limit immediately (increase the 
purchasing power).  

  At any point of time, you can see the total sale value and remit us the net sale amount. 
(After deducting 15% discount on total sale value). For remitting the net sale to I.I.I you 
need not wait for the quarter to end. You can remit the amount on monthly basis too. 

6c) Letter for remitting 
sale proceed 

Here you can download the ready letter for remitting the sales proceed for the selected 
period (as per your requirement). 
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Annexure II 
Flow chart of each process  

 

Request for Study material –  
 
Login     Go to Study Material link           Go to Request for Study Material  Select Courses title and its 
language from the drop box (the fields are mandatory)   Current stock position of the select book at your end will 
appear automatically              Rate per copy is by default        Enter no. of copies required     After selecting the 
study material, it will check the availability at I.I.I     Total amount will appear automatically   The pop-up 
window will show your remaining credit limit   Click on Add Course to request for next book and so on           
Use “delete” option to change / correct the request, if required        Every time you have to add the course to request 
for creating your order list              After completing the selection of books click to “Order”    Take print of the 
Order or Save the file for your further reference. 
 

Study Material Dispatch Status –  
 
Login     Go to Study Material link   Got to Study Material Dispatch Status         Enter Reference ID/ 
Order No. and click on Search Button       You will see the dispatch details        Track the consignment on the 
postal site using the barcode appearing on the screen.(shown on the screen-shot of Pg no.6 on bottom line) 
 

Counter Sale – 
 
Login     Go to Study Material link   Go to Counter Sale          Enter Registration ID or Name of the 
Candidate   Select type “Study Course” from the drop box            Select Study Material and its language from the 
drop box           After selecting the study material it will check the availability at your place           Enter no. of 
copies for the above selected book        Total Cost will be generated automatically     Click on “Add to 
selection”           Use “delete” option to change / correct the request, if required         Select “Mode of Payment” 
from the drop box             If selected “Demand Draft “ enter D.D. no and select the D.D date        Click “Proceed” 
to complete the transaction and generate receipt    Click on print button 
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Reports for Institutes –  
 
Counter Sale - Transaction Details 
 
Login     Go to Study Material link   Go to Reports for Institutes    Select the required date range 
and Click on Search button.          The report will be generated as shown in the screen-shots on Pg. no.8         If, 
needed export to excel 
 
Institute Stock Summary 
 
Login     Go to Study Material link   Go to Reports for Institutes    Select the required date range 
and Click on Search button.         The report will be generated as shown in the screen-shots on Pg. no.9      If, 
needed export to excel  After exporting to excel, you will see the report shown on Pg no.11 
 
Note: Page.nos mentioned above is of the User Manual (enclosed to this copy). 
 
Letter for Remittance 
 

Login     Go to Study Material link   Go to Letter for Remittance    Select the required date range 
and Click on Search button.         The letter will be generated in PDF file in another tab (Screen-shot not provided as it is 
under construction)      Make the payment through CMS Account  Enclose the CMS Slip to this letter and 
despatch to I.I.I office. 
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Annexure III 
Study Courses Deptt 

Web Portal User Manual for Associated Institutes. 

Please follow the steps given below: 
 

Log on to website:  Click here www.insuranceinstituteofindia.com . 
(Site is compatible with Internet Explorer, Mozilla Firefox and Google Chrome). 

 
 

After opening the site, Sign In for login to your institute account. 
(For login please enter the username and password which is already forwarded to you for Exam Registration).  

Kindly use the same for Study Courses) 
 

 
For Study Courses you have to operate through Study Material link.  
Following is the procedure and operations through available screen. 

 
 
 

Description of User Manual and Screen-shots of web portal screens are enclosed for reference. 

https://www.insuranceinstituteofindia.com/web/guest;jsessionid=0AA9979C94C830D977D0912E912B900E
https://www.insuranceinstituteofindia.com/cas-web/login?service=https%3A%2F%2Fwww.insuranceinstituteofindia.com%2Fc%2Fportal%2Flogin%3Fp_l_id%3D17727
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1) For information: Candidates who want to 

purchase books by paying through debit / 

credit card can apply through this gateway. 

2) For information: Candidates who 

want to apply for E-learning by 

paying through debit /credit card 

can apply through this gateway. 

 

3) Link for soft copy of Price-

list can be downloaded. 

4) Link for counter sale 

of your institute. 

6) Link for placing order / indent from 

Associated Institute to I.I.I. 

7 a) Link for the report of counter sale of 

your institute (Day wise report of sold 

books)  

7 b) Auto generated stock 

statement of your institute. 

5) Link for checking the dispatch 

status of order study material. 
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Request for Study Material. Following screen will be opened naming Study Material Request from Institutes.  

 

1) For ordering the books 

you have to select Course 

Title and language. 

2) Current Stock Position & Rate per copy 

will be generated automatically for your 

reference. Current Stock Position will 

show stock in hand with your institute. 

 

3) Enter the no. of copies 

required to order for the 

above selected books.  

 
5) Total Amount (INR) will be generated automatically. 

(Rate per copy x Number of copies Required). 

4)  Through this you can 

add the above selected 

book to your order list. 
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2) If you have wrongly selected any 

book you can delete the same from 

Your Current Selection. 

 

1) The books which you have selected 

for indent /order can be seen below in 

Your Current Selection. 
2) After selecting the required books you have to 

click to Order for placing the order to I.I.I. on portal. 

In any point of time, if you don’t want to proceed 

you can click to Cancel Order and clear the selection.  
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Note: Credit Limit is activated in above procedure of requesting or indenting for study material to I.I.I. Below is the screen-

shot of pop-up window showing Credit limit. 

  

Press OK to proceed. Credit 

Limit varies from Institute to 

Institute and fixed as per 

your performance. 
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Study Material Dispatch Status 

 

Enter the 

Reference ID 

generate on the 

receipt after 

placing the 

order to I.I.I. 

And Click on 

Search button 

to generate the 

status. 

You can see the 

dispatch details 

generated on the 

screen. With this 

details you can 

track the details 

on the below 

given site. 
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Counter Sale. Following screen will be opened naming Counter Sale. 

 

1) You can get registered candidates details 

by entering Reg. ID. Or by keying Name. 

2) To order multiple books at 

a time, you need to add to 

selection. 

3) If you have 

wrongly 

selected any 

book you can 

delete the 

same from 

Your Current 

Selection. 

 

4) Mode of 

Payment to 

be selected 

by Demand 

Draft / Cash. 

5) If Demand 

Draft given 

you can 

enter the 

D.D details. 

6) Date of D.D to be selected. 

7) By clicking, you will proceed to 

generate receipt which you have to give 

to the concern person. 
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We have provided you two reports to generate on web portal for study material. In following link – Study Material – 

Reports for Institutes - 1) Counter Sale – Transaction details. 2) Institute Stock Summary. 

1) Counter Sale – Transaction details – Summary of Transaction of Books Report.  

 

Instruction: This report will help you to get the daily / monthly status or status from 

any date range of the transaction (the books which are sold on counter of your 

institute) the entry which you record on portal by giving portal generated receipt. 

1) After selecting DATE 

RANGE click on “Search” 

button to generate the report.  

2) You can download and save in 

excel file and take the print of the 

report.  
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2) Counter Sale – Transaction details – Institute Stock Summary. 

 
Contd…. 

1) After selecting DATE 

RANGE click on “Search” 

button to generate the report.  
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2) You can download and save in excel 

file and take the print of the report.  
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Details of Institute Stock Summary: 

1) The opening stock as on 30th September 2012 is uploaded by I.I.I. 

2) The indent raised till date will be entered by I.I.I. 

3) For Eg. Below is the stock summary which will generate on portal and after exporting to excel in will view as follows: 

S
N 

Institute 
ID 

Subject 
ID 

Subject 
Name 

Language Rate Opening 
Stock 

Opening 
value 

Inward 
Stock 

Inward 
value 

Sub-
total 
Stock 

Sub-
total 
Value 

Outward 
Stock 

Outwar
d value 

Closing 
Stock 

Closin
g 
value 

                

                

 Total               

 

4) The other adjustment entries for respective institutes account on portal will be done by I.I.I. Like – Books returned to 

I.I.I, Short dispatch of books, Loss in transit etc.  

 

Letter for Remittance of Sale Proceeds: 

We have developed a ready format of letter for sending us the sale proceeds. You are required to pay the 

amount through CMS Account and send us the CMS Slip enclose to this letter. This link will be provided under 

Study Material link after link of Reports for the Institutes. 
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