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1. Mark Internship Completion for Certificate Release  

This section explains how an Admin, HR or Nodal Officer can initiate the certificate 
issuance process. 

1.1. Certificate Release & Intern Completion Approval 

1. Login to the PMIS Company Dashboard. 
2. Navigate to Mark Internship Completion tab from the left menu. 
3. The system opens the Certificate Processing Screen. 

  
 

1.2. Entering Signatory Details (Mandatory Before Certificate Release) 

The authorised signatory details must be entered to initiate the certificate release 
process. 

Fields Required: 

• Signatory Full Name 
• Signatory Designation 
• Scanned Signature Image (JPG/PNG) 

Steps: 

1. Enter the name and designation of the authorised signatory. 
2. Upload signature image and save. 
3. A certificate preview will be available before final submission for review and 

modifications. 
4. Once saved, the intern list sections become accessible. 
 

 



Certificate Release Module                                           PMIS 
                        User Manual 

5 
 

 

 

1.3. Viewing Candidate Lists 

After signatory setup, the page displays two panels on the same screen: 

Panel Name Purpose 

Candidates Eligible for 
Certificate Release 

Interns available for certificate issuance and ready 
to be marked as Internship Completed 

Internship Completed List Interns already marked completed and sent for 
certificate generation 
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1.4. Marking Interns as Internship Completed 

1. Open Candidates to Be Marked tab. 
2. Select one or multiple interns for certificate issuance. 
3. Click Mark Internship Completed to initiate the certificate release process. 

A confirmation window will open displaying selected intern names. 

 

 

 
 
 

1.5. Confirmation and Status Update 

Once confirmation is submitted: 

• The selected interns move to Internship Completed List, indicating successful 
release marking. 

• System immediately triggers the certificate generation and issuance process for 
each confirmed intern. 

• Duplicate marking is not allowed for already-issued cases. 
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2. Download Internship Certificate – Section 
This section explains how an intern can complete post-internship steps and download 
the issued certificate. 

2.1. Accessing the Internship Completion Page 

1. Login to PMIS with intern credentials. 

2. Navigate to My Internship section. 

3. The Internship Certificate tab will be accessible once certificate issuance is 
approved by the company. 

 
 

2.2. Internship Completion Survey (Mandatory) 

Before certificate download is enabled, the intern must submit a feedback/survey form. 

Steps: 

1. Click the Internship Completed tab. 

2. Survey form will open automatically. 

3. Fill all required fields and submit. 
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Once submitted, the certificate download button becomes active. 

2.3. Certificate Download 

1. After survey submission, click Download Certificate. 
2. A QR-secured PDF Certificate of Internship will download automatically. 
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2.4. Certificate Verification via QR Code 

Each certificate includes a system-generated QR Code for authentication & external 
validation. Scanning the QR redirects to a Verification Page displaying: 

• Certificate ID 

• Intern Name & ID 

• Internship Start & End Date 

• Internship Title 

• Status (Valid/Expired/Revoked) 
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