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A Comprehensive Training Ledger to Account Mandatory 

Training Hours of all Employees of Income Tax Department 

 

Standard Operating Procedure (SOP) For HODs 
 

Steps to Access the System for Existing and New Users: 

1. Existing Users 

ǒ If you are already a registered user, go to 

http://34.49.182.10/login/participants. This Link is also available on NADT 

Website at https://www.nadt.gov.in/. 

 
ǒ Log in using your email and password. 

http://34.49.182.10/login/participants
http://34.49.182.10/login/participants
http://34.49.182.10/login/participants
https://www.nadt.gov.in/
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2. New Users 

ǒ If you are a new user, click on the Sign Up option. 

ǒ Fill in the following details: 

ƴ Email (Designation based email of HOD concerned, NOT name based)  

ƴ Name (Full Name as per Records) 

ƴ Place of Posting  

ƴ Cadre (Select from Drop Down option-CIT/Pr.CIT/CCIT/Pr.CCIT) 

ǒ After entering the above information, click Continue. 
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ǒ On the next screen, provide: 

ƴ Employee ID (Employee ID of HOD Concerned Must be 6 digit Number 

only) 

ƴ Mobile Number (Mobile number of HOD Concerned Must be 10 digit 

Number only) 

ƴ Password (Alphanumeric ï Atleast 1 Capital, 1 Character, 1 Numeric) 

ƴ Confirm Password 

ǒ Click Submit to complete the registration process. 

 

 

 

3. Redirect to Login 

ǒ After successfully submitting your details, you will be redirected to the login 

screen. 

ǒ Log in using your registered email and password. 
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4.    Redirect to Home Page 

ǒ After successfully logging in, you will be redirected to the Home Screen. 

 

 5.   Auto-Populated Fields 

ǒ Upon accessing the form, fields such as: 

ƴ Name of PCIT/PDIT/CIT/DIT Charge Filing the Form 

ƴ Designation 

ƴ Email 

ǒ These fields will be automatically filled based on your login details. 
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6. Input Total Employees 

ǒ Enter the Total Employees under your charge in the designated field. 

ǒ For example, if you input 5, the form will dynamically create 5 rows automatically 

for employee details. 
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7. Fill in the Employee Details 

ǒ For each row created, complete the following fields: 

ƺ Name (Name of the Employee posted under HOD whose data is captured) 

ƺ Gender (Gender of the Employee posted under HOD whose data is captured) 

ƺ Group and Designation (Select from Drop Down for Designation of the 

Employee posted under HOD whose data is captured) 

ƺ Place of Posting 

 

8. Employee Code 

ǒ Ensure that the Employee Code is unique for each entry. If an existing code is 

entered, the system will throw an error prompting you to provide a different code. 
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9.Enter Learning Hours 

ǒ For each employee, enter: 

ǒ Learning Hours on iGOT  

(Cumulative learning Hours For Courses completed on iGOT) 

ǒ Learning Hours Completed in NADT/RCs/MSTUs/MCTP  

(Cumulative learning Hours For Courses or Training Sessions attended & 

completed in NADT, RCs, MSTUs or DoT like Orientation Course, Induction 

Course, MCTP etc., Any kind of Training or Capacity Building done/ organised/ 

Conducted by Directorate of Training like HMRC, IMF, OECD etc.) 

ǒ Other Learning Hours Completed  

(Cumulative learning Hours of Learning done in any other mode ï physical 

conferences, short term or long term courses, any online MOOC or any other 

Capacity Building session, Any kind of In-house courses arranged by Pr. 

CCIT/CCIT/PCIT/CIT/DGIT/Pr.DGIT etc, Any kind of Training or Capacity 

Building done or organised by external agencies like CEIB, NPC, GST etc.) 

ǒ The form will automatically calculate Total Learning Hours for each employee 

using the formula: 

Total Learning Hours = Other Learning Hours Completed + Learning 

Hours Completed in NADT/RCs/MSTUs/MCTP + Learning Hours on 

iGOT 


