
 

 

  

ANDHRA PRADESH STATE COUNCIL OF HIGHER EDUCATION 

NRI Block(C-Block), Sree Mahendra Enclave, I &II Floor, Tadepalli, Guntur-522501 
 

INSTRUCTIONS FOR FILLING UP CATEGORY-B SEATS UNDER MANAGEMENT QUOTA IN  
PRIVATE UNAIDED LAW COLLEGES OFFERING LLB(3-YEARS), LLB(5-YEARS) AND LLM 

COURSES FOR THE ACADEMIC YEAR 2019-20 
 

 

The Chairman, AP State Council of Higher Education is the Competent Authority for 
ratification of the admissions made by the Institutions under spot (left over seats in Convener 
quota) and Management quota seats as approved for counselling. 
 
 
In order to curtail the malpractice hitherto followed by the managements such as (i) 
submission of lists beyond cut-off date, submission of  the lists one week before examination 
without mentioning the date of covering letter or pre-dated covering letter, (ii) incomplete 
submission of lists/ documents  in phases before and after cut-off date (iii) obtaining 
approvals under spot admissions partly from Convener and partly from Competent authority 
beyond cut-off date (iv) scrutiny of the admissions made in various phases is causing huge 
exchequer loss and time to the Council, therefore, with a view to enforce academic and 
administrative discipline and to streamline the ratification of the admissions by the competent 
authority in a transparent manner, an online college management system in the portal 
https://apcatbspot.nic.inhas been introduced for uploading and obtaining the approvals for 
the admissions made by the managements. 
 

The following instructions are to be followed with regard to the admissions. 
 

1. The Managements shall scrupulously follow the Government Orders / instructions 
issued by the Competent Authority for admission of students under different 
categories mentioned above. The Managements are held responsible for 
admissions made in deviation of the rules prescribed by the Government and the 
decision of the competent authority is final on such issues. 

 
2. The Managements shall obtain approval on the admissions made under ñSpotò 

(unfilled seats under Convener quota), Category- B seats from the Competent 
Authority only and the Managements shall not submit such proposals to the 
Conveners concerned for obtaining approvals.  

 
3. The managements shall adhere to the following schedule for admissions, 

uploading and payment of processing fee / late fee /service fee as fixed by the 
Competent Authority and upload and submit proposals separately for various 
categories of admissions mentioned above.  

4.  
Date of issue of notification in news papers On or after 16.12.19 

Last Date of conducting spot admissions and management quota 
admissions 

24.12.19 

Last date for  freezing and uploading details of Management/ left over 
Convener quota of seats in the web portal  -Without late fee 

26.12.19 

Last date for freezing and uploading details with late fee of Rs 2000 per day 31.12.19 

Last date for submission of hard copies of documents of candidates 
admitted at APSCHE without late fee 

03.01.2020 

Last date for submission of hard copies of documents of candidates 
admitted at APSCHE with late fee of Rs.2000/- per day cumulative 

10.01.2020 

https://apcatbspot.nic.in/


  
 

 
5. Details of processing fee to be paid: 

The managements are informed to collect and remit the following processing fee 
from the candidates seeking admission under spot as well as category B admissions 
and remit the same through payment gateway.  
 

Status of the candidate OC/BC SC/ST 

Qualified in CET concerned  1000/- 500/- 

Not qualified/not appeared in CET concerned 1600/- 1100/- 

 
 

Regarding Spot Admissions you  are requested to give a notification, for the left over 
vacancies/ dropout vacancies/ cancelled seats at the institutional level, if any, in one of the 
leading daily News Papers of your region (a copy to be submitted) calling the candidates, 
who possess the essential qualifications and/or qualified in APLAWCET/PGLCET-2019 
examination to attend for spot admission at your institution on a particular day on or after 
17.12.19. The vacant seats may be filled by eligible candidates as per their merit in AP 
LAWCET/PGLCET-2019 and or qualifying Examination. The candidates should be insisted 
upon to produce all the original certificates before admission and one set of Photo copies 
should be submitted at the time of ratification with Principalôs signature.  All spot admission 
shall be filled strictly in accordance with the regulations prescribed in G.O.Ms.No.64 
dt.26.05.2006, GO.Ms.No.250.dt.27.10.2008, GO.Ms.No.31.dt.18.03.2009 and 
GO.Ms.No.116. dt. 07.08.2007 as the case may be and their subsequent amendments. Any 
deviation made in this regard will be viewed seriously and such admissions will not be 
ratified under any circumstances.  

 
Essential Eligibility conditions for Spot Admission 3 Yr/ 5 Yr LL.B courses 
 
1.  Candidate must be Indian National. 
2.  Educational Qualifications (for 3 Yr/ 5 Yr LL.B courses) 
A. 3 Yrs LL.B ï any recognized degree obtained from UGC recognized university in 

India with basic qualifications being 10th and +2 (10+2+3 education format). 
B. 5 Yrs LL.B ï Intermediate/ +2/ Polytechnic Diploma/HSC/PUC/Equivalent (10+2). 

C. Candidates with the following percentage of marks at the relevant qualifying 

examination are eligible. 

LLB 45% or above for OC 42% or above for BC 
and 40% or above for 
SC/ST 

LLM 50% or above for 
OC/BC 

45% or above for 
SC/ST 

  
3. Vacant seats may be filled with eligible candidates possessing the requisite 

percentage of marks as per the table given above in the qualifying examination 
duly ensuring merit and transparency. 

4.  Candidates who have obtained 10+2 or degree by a single sitting or through Open 
University without any formal education are not eligible for admission. 

. 
 
 
Essential Eligibility conditions for LLM Courses: 
 
1.  Should have passed LL.B/ BL (3/5 yrs) from a recognized University. 
 



2. The candidate should secure the following percentage of marks in the qualifying 
examinations. 

 A. OC / BC- 50% 
 B. SC / ST- 45% 

6. The Managements shall: 
 

(i) upload the details of students admitted under Category òBò Management quota 
and left over seats (Spot) under Category ñAôô Convener quota online by logging 
onto https://apcatbspot.nic.in. The detailed user manual for uploading the details 
of admitted students online will be made available by 12.12.19 

 
 

(ii) submit the print out of the uploaded list of students admitted Category òBò 
Management quota and left over seats (Spot) under Category ñAôô Convener 
quota with signature and seal of the Principal of the College. The photocopies of 
certified/attested documents of the admitted students whose details are uploaded 
by the Management shall be submitted to the Competent Authority for ratification 
in the same serial order in which their details are displayed in the report ñList of 
Candidates Enteredò  

 
(iii) They shall also submit the proof of payment of relevant fee (scrutiny fee, late fee, 

regularization fee, service fee) paid through  online Billdesk (for payments made 
through credit /debit card / net banking).  

 
7. The submission of lists beyond 15 days from the cutoff date will be presumed that 

the Managements made admissions after the last date of the admission without 
ensuring the stipulated 75% attendance to study the course concerned and such 
proposals are deemed rejected by the Competent Authority.  
 

8. The Managements shall indicate their email ID, contact Phone Numbers and 
complete postal address on the letter head of the College.  The Managements 
shall note that if their letter head does not specify the aforementioned details, the 
address of the College will not be considered as valid. 

 
9. The Managements shall submit the hard copy of the uploaded details, proof of 

payment of processing fee and relevant documents in the form of spiral binding 
duly enclosing index with candidate wise page numbers as per the serial order of 
print out taken after uploading    details so as to avoid the complaints on the 
submission of documents by the Managements.   

 
10. Submission of documents without visibility of letters, PDF, Image formats etc. will 

not entertained and such submissions will be treated as deliberate and 
irresponsible on the part of the Management and such actions attract fine on the 
Managements.  

 
11. The Managements shall not be permitted to alter / replace / add the name of the 

candidates once the details are uploaded by the Management and submitted in the 
form of hard copy. 

 
12. The Managements will not be allowed to upload or submit admission lists in a 

phased manner. If the Managements resort to such submissions, it will be 
construed that the College has made admissions beyond the closure / cut-off date 
and such admissions will not be ratified even if the fine is paid. They shall upload 
the details and submit the proposal only once to the Competent Authority. 

 

https://apcatbspot.nic.in/


13. The managements shall submit all relevant documents required for processing and 
verification. In case there are deficiencies due to incomplete submission of 
documents, the Managements can get them rectified by submitting the required 
documents only once.  

 

14. The Managements were instructed to inform the Competent Authority for unfilled 
seats after filling up of all seats under AP Educational Institutions (Regulations and 
Admissions) Order, 1974 to facilitate to issue the instructions to fill up the seats in 
transparent and merit based manner. If any Management made admissions on 
their own with other State students without informing the Competent Authority, 
such Managements shall abide by the decision taken by the Competent Authority 
for ratification / regularization of such irregular admissions.  

 
 

15. The Managements are required to submit the proposals in person in the inward 
section of the APSCHE in accordance with the cut off dates prescribed and obtain 
acknowledgement. The proposals submitted to the Officers / Staff, other than 
inward section, will not be processed. 

 
16. The Managements shall not approach the AP State Council of Higher Education to 

receive the approval proceedings in person. They are required to address a letter 
either by post or through email. They can download the approval proceedings 
through their college log in. 

 
17. In case, the Managements desire to approach the Council for any clarification, they 

shall depute the Principal or Administrative Officer cadre and not the attenders and 
clerical staff with necessary authorization from the Management of the College 
indicating the designation of the person and the purpose of visit. 
 

18. The enclosures/photocopies of documents to be submitted in respect of each 
admitted student are as follows: 

 

¶ Hall ticket and Rank Card [ for LAWCET/PGLCET qualified  candidates] 

¶ SSC/10th Class Marks Memo to check date of birth 

¶ Intermediate marks memo 

¶ Memorandum of marks of Degree /PG examination- The candidate 

should have studied and passed 3 year Degree course in any faculty 

conducted by the Universities or its equivalent Degree 

Examination   as recognized by U.G.C (University Grants 

Commission). For recognized universities please log on to  
http://www.ugc.ac.in/recog_College.aspxFor degrees / 
universities permitted by distance education bureau, please 
log on to http://www.ugc.ac.in/deb and follow the link 
Recognition information. 

¶ Study certificates from 10th to Degree 

¶ Residence certificate of either of parents for a period of 10 years in AP/ 
Aadhar Card proof  in case of non-local candidates [[ is required in case 
of Category A(Spot) admissions] 

¶ Community certificate (In case of SC/ST/BC) 

¶ Minority status certificate - 10th class TC(in case of Minority students) 

¶ Migration Certificate in case of students who passed the qualifying 
examination from the states outside A.P. 

 
// By Order // 

 

http://www.ugc.ac.in/recog_College.aspx
http://www.ugc.ac.in/deb


To 
The Colleges concerned  
Copy to:  The Registrars of the Universities concerned  

The Conveners (Admissions) concerned  
The AFRC, AP, Hyderabad SECRETARY 
 
 

 
1. In terms of relevant G.Os and amendments issued from time to time, the schedule to 

fill up Category-B Management quota is as detailed hereunder for the academic year 
2019-20. 

 

Date of issue of notification On or after 16.12.19 

Date of receiving applications From 17.12.19 onwards 

Date of publishing of first list of selected 
candidates 

20.12.19 

Date of selection of candidates for remaining 
vacancies 

23.12.19 

Date of uploading the details of selected 
candidates on APSCHE web portal  

26.12.19 

Date of and submission of supporting 
documents of admitted candidates 

03.01.2020 

 

(i) Managements shall notify the 20% under Category-B after the first 

Notification issued under Convener quota -SW.I as laid down in G.Os 

concerned. 

 

 

(ii) Managements shall complete total admission process (i.e. issue of 

notification, receipt of applications, finalisation of first list, reporting of 

students, finalisation of second lists, and reporting of students etc.),  under 

Category-B quota seats as per the schedule given. 

2.   The Institutions shall follow the procedure mentioned below to conduct the 
 admissions: 
 

(i) The Institution shall facilitate a web portal for filling up "Category B"  quota 
seats. 

 
(ii) The management of the Colleges shall notify the details of courses offered 

with intake, schedule of admissions (date wise), and registration fee for the 
application, minority or non minority status in leading news dailies, either in 
English or Telugu. 

 
(iii) The web portal shall provide the students, the facility for making online 

applications for Category 'B'. A printable/recordable electronic 
acknowledgement shall be provided to the student on successful uploading of 
his online application. This will dispense with the need for the student to 
physically visit each and every college besides ushering in transparency. 

 
(iii) The students shall also be provided an option to submit their applications, in 

person, at the college of their choice. 
 
(iv) The management of the college has the option to call the selected candidates 

to appear in person for interview to substantiate their credibility and financial 
capacity to its satisfaction. In the event of the management finding that any of 



the selected candidates is not suitable for admission, the management shall 
be at liberty to reject the candidature of such candidates and the reasons 
should be communicated to the Competent Authority. 

 
(v) The web portal shall be opened for all students desirous of seeking admission 

to Category 'B' seats in Private Un-Aided Professional colleges in the State. 
Candidates can apply to colleges of their choice by visiting the portal only 
during the dates notified by the Competent Authority. 

 
(vi) A candidate can select any of the college/colleges and apply online for 

seeking admission to Category 'B' and 15% supernumerary quota seats of 

college/colleges after paying the requisite registration fees as notified by the 
college. 

 
(vii) The candidate can also give his order of preference for admission to a college 

by giving the order of preference from among the courses offered by the 
college in the online application form. Only one form needs to be filled for a 
college regardless of the number of options. 

 
(viii) A candidate can apply for more than one college by visiting the respective 

website of colleges and apply online after paying the registration fees 
specified for each college, 

 
 (xi)  No new application shall be accepted after the closing date of admissions to 
 the college. 
 
(ix) The Management of the college shall administer the selection process as per 

the admission procedure specified. Each college shall download the data of 
the applications received and pertaining to it, after the closing date as notified 
by the Competent Authority. 

 
(x) The Institution shall generate the merit list which will be in order of NRI quota 

(if available),   & qualifying examination in order of merit as prescribed in 
these instructions.  

 
(xi) The selection of candidates shall be done by the college managements 

themselves, as per the merit of the candidates. 
 

(xii) The selection list, after selection process is completed by the management of 
respective colleges as per the prescribed norms, shall be uploaded by the 
managements on the website of the institution. 

 
(xiii) In case of unfilled seats if any, the concerned colleges shall admit candidates 

from out of the left over vacancies in order of merit from the merit list (second 
selection list). 

 
(xvii)  After completion of the admission process, the college managements shall 

upload in the web portal provided by the Competent Authority and forward the 
list of admitted candidates and also for ratification by the Competent Authority 
as per the prescribed schedule.  

 
(xviii) The Institution shall furnish information in accordance with the instructions 

issued for submission of admission lists by the Competent Authority. 
 



(xix) The Competent Authority will verify the list of the selected candidates and 
validate the same with reference to the G.Os and the procedure prescribed by 
the Competent Authority. 

 
(xx)  The Competent Authority shall approve the validated list, if found tallying by 

cross validation process or reject the lists, if found to be at variance to the 
rules and procedures prescribed and communicate the same to the 
concerned colleges for compliance. 

 
(xxi)  Applications of candidates not fulfilling the required conditions during the 

validation of the list by the Competent Authority will summarily be rejected. 
 
(xxii)  The Competent Authority shall open a helpline to assist the candidates and 

college managements to sort out their grievances and provide technical 
support  if needed. 

 
(xxiii)  The Management shall collect the Tuition fee as prescribed by the 

Government for category 'B' seats and any excess fee collected will amount to 
capitation fee and Managements are liable for action under A.P. Educational 
Institutions (Regulation of Admissions and Prohibition of Capitation fee) Act, 
1983. 

 
(xxiv)  Any complaint/appeal against the selection shall be made to the Competent 
 Authority. 
 
(xxv)  The managements shall comply with the above instructions and failure in 
 implementing the same shall entail action as per the relevant Acts and Rules 
 in force. 
 
9. The Institution shall undertake the responsibility on the irregularities noticed by 

the Competent Authority. 
 
 

The Competent Authority shall have the authority to impose fine or to initiate action or both 
for violation of Instructions.  
 

   
CHAIRMAN, 

COMPETENT AUTHORITY 
 

 

To 
The Colleges concerned  
 
Copy to: The Registrars of the Universities concerned  
  The APAFRC, Hyderabad   

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

APLAWCET/PGLCET-2019 
       

USER MANUAL FOR UPLOADING THE DETAILS OF STUDENTS ADMITTED IN  
https://apcatbspot.nic.in 
 

¶ UNDER CATEGORY òBò MANAGEMENT QUOTA  OF ALL ELIGIBLE PRIVATE LAW 
COLLEGES 
 
 

¶ Double click on Internet Explorer version 9.0 and above preferably with Windows 7 

Operating System. The application is not designed to work on other browsers like 

Mozilla firefox, Google chrome etc., Enter the URL https://apcatbspot.nic.in  in 

address bar.  

 

¶ Press Enter. You will get the following screen. 

 
1. Select type of user i.e COLLEGE, Enter your USER_ID,  

[INST_COUNSELING CODE+ cet code [LAWCET] followed by 999]  
 

CET CETCODE INST 
CODE 

USER_ ID PASSWORD (by default) which is to 
be reset after first login 

LAWCET LAWCET ABES ABESLAWCET999 ABESLAWCET999 

 

2. Enter Password[ password is initially same as user id which is to be reset after 

first login]. 

Enter college counselling code.[  for example ABES ] 

Enter CAPCHA code displayed and click on Sign In. 

 

3. Change the initially set password after first login. The new password shall be of 

12 character length with a combination of lower case and upper case alphabets 

containing at least one numeric and special characters like @, $, #. 

 

For example, old password is ABESLAWCET999 

New password could be like ABESLAWCEt@99 

  

https://apcatbspot.nic.i/


 
 

 

 
 

4. After successful change of the password, Login again with the original user_ID 

(ABESLAWCET999) and new password set by yourself (ABESLAWCEt@99). 

 

5. After signing in, you will be directed to the home page. Click on Admissions.  

 

 
 

 

6. The drop down menu of Admissions has seven links as shown below: 

¶    Candidate information 

¶    Freeze uploading 

¶    Online payment by college 

¶     List of candidates entered 

¶     Reports 



¶     College details 

¶     College mobile registration 

 

CANDIDATE INFORMATION:  This link has two options-entry and 

edit/delete. 

It is advised to collect  thefollowing information manually before attempting 

to start uploading the details in the portal to avoid timing out of the session. 

 

A. Candidate qualified in CET: 

LAWCET Hall ticket number 

LAWCET rank 

General information 

Name of the candidate 

Fatherôs name 

Gender 

Local area 

Mobile number (shall be unique and duplicate values are not accepted) 

Date of birth 

Minority type 

PH 

Category (OC/BC/SC/ST) 

Address of the candidate 

Mother tongue 

Academic information 

Name of the state to which the candidate belongs to 

Name of the qualifying examination (DEGREE / PG)-If the candidate is 

given admission based on PG 

qualification, select PG otherwise 

select the degree 

Name of the university  

Location of the university (select the state from drop down) 

Degree Hall ticket number 

Month & year of passing 

% of marks (Aggregate) 

Education type (Regular/distance mode) 

CGPA[ is required to be entered if the % marks in aggregate is not 

available ïBOTH SHALL NOT BE ENTERED] 

Do you belong to NRI? 

Nationality-INDIAN (frozen data) 

Eligible methodology ( in which candidate has appeared in LAWCET will 

be popped up from the data) 

Admission details Institute code, methodology allotted 

Enter the data of candidates who were given admission in the same 

methodology first. Then enter the data of candidates who were given 

admission against the vacancies in other methodologies. 



[ if the vacancies are available in the same methodology, the seat will be 

allotted in the same methodology. If there are no seats in candidateôs 

own methodology, select the methodology against which the candidate 

is granted admission] 

 

B. Candidate not-qualified in CET: Same as above except CET hall ticket 

number and CET rank 

 

5.  Click on Candidate information Entry 

 
 

Enter the College/Institution counseling code.  

 

a) Under Admission related, choose course from the drop down menu  

Eg: B.Ed. 

b) Under Admitted under, choose the quota under which the students were 

admitted Management (seats under Category B)and then click on Proceed 

For entering spot admissions for left over seats under convener quota, use the web site 

https://aplawcetd.nic.in for which user id, password will be communicated separately. 

7. Click on qualified in LAWCET if the candidate is qualified in CET-2019. If not, click on Not 

qualified in LAWCET. If the candidate is qualified in LAWCET-2019, the details of 

candidates are populated automatically and enter other details as per data entry form. 

Then click on save for saving the details. 

 

 

https://aplawcetd.nic.in/


 
 

Proper data will be saved and a message will be displayed. Due to disagreement in data 

entered, the record may not be saved and you need to rectify the same till the record is saved. 

 
 

 

8. In respect of candidates who are not qualified in CET-2019, the details of candidates have 

to be entered in the Not qualified in LAWCET page as shown hereunder and click on save 

to save the details 



 

 

9. An admission number is generated after the details are saved in both cases mentioned 

above. 

 
 

 

LIST OF CANDIDATES ENTERED LINK 

10. The Managements can take a print out of the list of candidates uploaded by clicking on 

the List of candidates entered link under Admissions. Enter the Institution code, course 

and category details and click on to generate the list of candidates entered. 



 
 

LIST OF CANDIDATES ENTERED SCREEN 

If any mistake is noticed, the details can be modified or deleted using candidate 

information link. 

 

FREEZING OF UPLOADED CANDIDATES 

After completion of entries of candidates under management category seats, click on freeze 

uploading link. Once the freeze uploading is selected and saved, no more entries or 

modifications are allowed and it is only a one time activity. 

 

 
Fill the requisite details and click on save. A message showing successful freezing of data appears. 

 

 
 

PAYMENT OF PRESCRIBED FEE 



11. For payment of prescribed fee, as applicable, you must have clicked on freeze uploading and 

frozen the data as explained in previous para. You can verify it by selecting the College freeze status 

in Reports under Admissions. 

Click on Online payment by college. 

 
 

Select quota of admissions (Spot or Management) from the drop down list, select the admission 

related as B.Ed. and payment details as Processing fee . Depending on the parameters such as 

number of candidates, their reservation category, qualified or not qualified, admissions made within 

cut-off date etc. the total fee to be paid will be displayed. However, admissions made after cut-off 

date, the fee to be paid including the late fee  (Rs.2000/- per day ) will be displayed. Verify the 

amount to be paid and click on payment mode.   

Payment of processing fee shall be done only through payment gateway. 

PAYMENT THROUGH BILLDESK 

For payments through credit card/debit  card/net  banking, click on Billdesk option and make 

payment accordingly. Take a print out of the successful transaction from BILLDESK for the payment 

received and enclose a copy of it along with the documents to be submitted for scrutiny. 

 

If you encounter any problem in remitting the amount through APONLINE centre, you can switch 

over for payment through Billdesk gateway as illustrated below. 

 

Select Reports from the drop down menu under Admissions icon.  

Click on Payment transaction details 

Select from and to dates during which you made an attempt for payment through APONLINE. 

Click on Show APONLINE transactions 

Click on Print 

A delete button appears on the screen. Click on it to cancel the option of payment through 

APONLINE. 

Select again online payment by college from drop down menu under Admissions icon 

Select now BILLDESK option to make the payment. 



 

 

 
 

 

SUBMISSION OF DOCUMENTS FOR SCRUTINY: 

The following documents in support of the admissions made shall be submitted in person as a spiral 

binding book.  

1.college covering letter signed by principal 

2.copy of fee payment receipt (Bill desk/APONLINE) 

3.Notification 

4.printout of Details of candidates uploaded in the webportal signed by principal 

5.Submit the Xerox copies of the documents of the  candidates in the same order as per the list of 

candidates entered report after taking printout. 

Further, the Principal is requested to follow the above guidelines 

scrupulously and in case of any doubt they are re quested to contact  
 
91000998069  

  
 
If any error is occurred while entering the data kindly mail the error with screen shot 
to  specialofficerapsche@gmail.com 

 

mailto:specialofficerapsche@gmail.com

