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Purpose: 
This manual provides step-by-step instructions for establishments to complete the Yearly 

Profile Update process in the NATS 2.0 Portal. The yearly update ensures that establishment 

information, manpower details, infrastructure, training requirements, and contact information 

remain accurate for the current Financial Year. 

Step 1: How to update the manpower details.  
Establishment will be allowed to update their profile in the month of April every Financial 

Year. Follow the manual to successfully update the profile.  

Login as establishment:  

Navigate to: Profile Management  Yearly Profile Update 

 
The form to update workforce will be visible. Click on “edit” to update the manpower details.  

 

A new page will open with the previous year values pre-filled. Update the data with latest count 

of manpower. Click on the update details button to submit the form.  

 

If a new location needs to be added, click on the “Add Location” button  



 

Fill the details of the new location.  

 

The establishments can also change whether they require the “Government Stipendiary support 

type” for the current financial year.   

Preview the manpower details of under the Overall, head office and Sub location. To proceed 

further click on “Save and Continue”.   



Step 2: How to update profile details.  
Note: The establishment will be able to edit their profile details. 

 

1. In the basic details, only the contact person details like name, designation, email ID, 

and mobile number can be edited.  

2. In the infrastructure for training, all the details can be edited. 

3. In the Bank information & Account Details, the disbursing bank account details can be 

edited.  

4. In the upload Documents, no document can be updated.  

5. In the Add location, the details filled earlier will be visible. If required, the details can 

be re-edited.  

6. In the requirement Details, all the details can be edited.  

In the requirement details, the requirement must be within 2.5% to 15% of the total updated 

manpower of establishment. Once the profile is submitted. The establishment profile will be 

sent to BOATs/ BOPT for approval.  

 

To check the approval status of the yearly profile update: 

Navigation: Profile Management  Yearly Profile Update Status 

 

Once the BOAT/ BOPT has approved the yearly update, the latest changes are reflected in the 

establishment’s profile section. Until then the previous year data, slots will be applicable. 

  


