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Introduction

This document is created to help the Organizations in filling the Excel sheet that has been
circulated to the Organizations to provide the primary fields for Upload into the Portal

This document will provide details on what needs to be entered in each column of the Excel
and what are criteria’s that need to be taken care while fillingup the Excel sheet

Instructions for filling the form

The General instructions that need to be taken care while filling up the Form:

1. Open the file using excel so that it will be easy to fill the data.

2. The file naming convention of the Excel that will be provided should be as mentioned
<OrganizationsNameAbrrevation> Younglndia Volunteer Enrollment Form <DDM
MYYYY> <Running Sequence Number>.xls

‘OrganizationsNameAbbrevation’ values are as follows:

BSG — Bharat Scouts & Guides

HSG — Hindustan Scouts & Guides

IRCS — Indian Red Cross Society

NSS — National Service Scheme

NCC — National Cadet Corps

NYKS — Nehru Yuva Kendra Sangathan

EC — Eco Clubs Ministry of Environment Forest and Climate change

‘DDMMYYYY’ - is the date when the Excel sheet was submitted
‘Running sequence number’ — This is a running sequence specific to the organization
to maintain a sequence of the Excel files

3. Maximum of 10000 volunteer records should be provided in a single Excel file. All the
data should be in a single sheet

4. Do not change the name of the sheet in the file

5. Donot add any separate sheets in the Excel file

6. Fields marked as non-mandatory can be left blank in case the data is not available,
however effort should be made to provide the data to the maximum extent possible

7. The Data values entered in the cells should not contain any semicolon (‘;’); instead
comma can be used (‘,’)
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Below are the Primary fields that were finalized during the meeting:
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Aadhar Number (Non — Mandatory)

Full Name (Mandatory)

Father/Mother name (Mandatory)

Gender (Mandatory)

Date of Birth (Mandatory)

Address (Mandatory)

State (mandatory)

District (Mandatory)

Email (not mandatory) (Either Email or Mobile is Mandatory)

. Mobile (not mandatory) (Either Email or Mobile is Mandatory)
. Blood Group (Non mandatory)

. Block (Non Mandatory)

. Landmark (Non Mandatory)

. City/Village (Non Mandatory)

. Pincode (Non Mandatory)

. Other Area of Interest (Non Mandatory)

. Created By (Mandatory)

Description and Validation criteria for the Primary fields

1.

Aadhar Number
Column Name Mandatory Length Value Type
Aadhar Number No 12 Only Numbers
Description:

This is the 12-Digit Aadhar Number of the Individual. This will help in Uniquely
identifying the Individual across organizations. Though this field is not Mandatory
effort should be made to provide this value for each and every Individual / Youth /
Student / Volunteer that is been enrolled with the Organization. The Aadhar number

should be keyed in without any space or any special character between the numbers
of Aadhar.

Full Name
Column Name Mandatory Length Value Type
Full Name Yes 150 Alphabets and
Numbers,
apostrophe &
Space

Description:
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This column will contain the Full Name of the Youth Including his First Name, Middle
Name and Last Name separated by a Space. This name should match with an identity
document issued by Government of India

. Father/Mother name
Column Name Mandatory Length Value Type
Father/Mother Either Father’s 150 Alphabets and
name name or Mother’s Numbers
Name is apostrophe &
Mandatory Space
Description:

This column will contain the Father’s Name or Mother’s name of the Individual

enrolled. This will contain the Full Name of the Individual’s father or mother i.e. First
Name, Middle Name and Last Name separated by a Space.

. Gender (Mandatory)
Column Name Mandatory Length Value Type
Sex Yes Options are Alphabets
Male
Female
Transgender
Description:

This column will specify the Gender of the Individual enrolled. The values should be
either of the below mentioned 3 options

Male
Female
Transgender

. Date of Birth

Column Name

Mandatory

Length

Value Type

Date of Birth

Yes

10

DD/MM/YYYY

Description:

The column will contain the Date of Birth of the Individual been enrolled. This is a
Mandatory data and will have the following format DD/MM/YYYY where DD
represents date for e.g. for 2" January 1980 it will be 02/01/1980
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6. Address

Column Name Mandatory Length Value Type

Address Yes 500 Alphabet and
Number, Special
characters like -,
L", (_’, Space’ (/’
are allowed

Description:

This column will contain the Residential address of the Individual been enrolled. This
will contain the complete address i.e. House Number / Flat number, Building Name,
Street Name, Mohalla, Village Name, Station Name as applicable.

Note: Semicolon (;) should not be used in the address

7. Landmark

Column Name Mandatory Length Value Type

Landmark No 150 Alphabet and
Number, Special
characters like ‘-,
‘ ’,space, ‘/’ are
allowed

Description:

This column will contain the nearest Landmark (if any) of the Individuals Residence.

8. State
Column Name Mandatory Length Value Type
State Yes 20 Alphabet
Description:

This column will contain the State in which the Individual is staying. The complete
State name should be provided as per the spelling provided by Government of India.
No short code to be used for e.g. Delhi, Uttar Pradesh etc. should be entered

9. District
Column Name Mandatory Length Value Type
District Yes 20 Alphabet
Description:

This column will contain the District in which the Individual is staying. The complete
District name should be provided as per the spelling provided by Government of
India. No short code to be used.
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10.

11.

12.

13.

Block
Column Name Mandatory Length Value Type
Taluka No 20 Alphabet
Description:

This column will contain the Block in which the Individual is staying. The complete
Block name should be provided as per the spelling provided by Government of India.
No short code to be used.

City / Village
Column Name Mandatory Length Value Type
City / Village No 20 Alphabet
Name

Description:

This column will contain the City or Village name in which the Individual been
enrolled is staying. The complete City or Village name should be provided as per the
spelling provided by Government of India. No short code to be used.

Pin code
Column Name Mandatory Length Value Type
Pin code No 6 Numeric
Description:

This column will contain the Pin code of the residence of the Individual been
enrolled. The Pin code should be of 6 digits. Only Numbers are allowed

Email
Column Name Mandatory Length Value Type
Email Either Email or 50 As per the email
Mobile is rule provided by
Mandatory the email provider
Description:

The Email address is not a mandatory field but in case email is not provided Mobile
Number should be provided. This is required in case the Organization need to
contact the individual. Parents Email address can be provided in case of Minors
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14. Mobile (not mandatory) (Either Email or Mobile is Mandatory)

Column Name Mandatory Length Value Type
Mobile Either Email or 10 Number
Mobile is
Mandatory
Description:

The Mobile number is not mandatory but in case mobile number is not provided
Email address needs to be provided. This is required in case the Organization need to
contact the individual. Parents Mobile number can be provided in case of Minors.

The Mobile number provided should be of 10 digits only, it should not be prefixed

with ‘“+’ or country code or ‘0’. It is assumed that all the Mobile numbers provided
will be of India only

15. Blood Group (not mandatory)

Column Name Mandatory Length Value Type

Blood Group No Options are as As listed in the
below: Length column
A+
A-
B+
B-
AB+
AB-
O+
O-

Description:
This column will contain the Blood group of the Individual been registered. The
options for this column is as listed below:

A+
A-
B+
B-
AB+
AB-
O+
0-
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16. Other Area of Interest (not mandatory)

17.

Column Name Mandatory Length Value Type
Other Area of No 100 Alphabet
Interest (Separated by
comma), space, ‘,’
are allowed
Description:

The Other Area of Interest is not mandatory. This column will contain comma
separated Area of Interest, which is not listed in the above Area of Interest Option.

Created By
Column Name Mandatory Length Value Type
Created By Yes 50 Email address
Description:

The Created By column contains the Email address of the Unit Level User Under
whom the Volunteer needs to be registered. Please note this column is very

important as this will decide the authorization for Viewing of the Volunteer data at
Unit, District and State level.
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