


Steps for Registering an Institute and Its Parent Hospital on the Portal 

 The following steps and attached screenshots explain the complete process for registering a Parent 

Hospital and its Institute on the portal. 

 

Step 1:    

 The college must first be registered for the portal first. 

 On the Login page, enter the registered email ID and click on Get OTP. 

 An OTP will be sent to the registered email ID. 

 Enter the received OTP in the OTP field on the Login screen. 

 Click on Verify OTP to complete authentication. 

 Upon successful OTP verification, the user will get access to the portal. 

 The user can then proceed to fill in the required information step-by-step for Parent Hospital and Institute 

registration. 

 

 

 

Step 2:     After Successful Login – Creating Parent Hospital 

 

 After successful login, the dashboard screen will be displayed. 

 On the top-right corner, you will see two buttons: Add College and Add Parent Hospital. 

 Before creating any College/Institute, it is mandatory to create a Parent Hospital first. 



 Click on the Add Parent Hospital button to start creating a Parent Hospital record. 

 The Parent Hospital registration form will open. 

 

Parent Hospital Registration – Important Instructions 

 After opening the Parent Hospital Registration Form, fill in all required fields carefully. 

 A Parent Hospital can be created only once, so please be very careful while entering the details. 

 Use the Search box to search for your Parent Hospital and select the correct hospital from the list. 

 If your Parent Hospital is not found in the search list, you may enter it manually, but do so very carefully. 

 Enter all mandatory information in the given fields. 

 Search and select your College location using Google Location search. 

 All fields are compulsory and must be filled before saving. 

 Review all the entered information carefully. 

 Click on the Save Hospital button to create the Parent Hospital successfully. 

 

After Creating Parent Hospital – Viewing and Editing Details 

 After successfully creating the Parent Hospital, you will see two tabs: Institute and Parent Hospital. 

 Click on the Parent Hospital tab to view your created Parent Hospital. 

 Your Parent Hospital will be displayed as a card on the screen. 

 Click on the Edit option on the Parent Hospital card to update the details, if required. 

 While editing, you are allowed to change only permitted fields. 

 Do not change the Hospital Name, Owner Name, and Hospital Registration Number. 

 After updating the allowed information, please inform the MNB team about the changes made. 



 

 



 

 

Step 3: Create the Institue (Add College) 

Basic info Tab 

 After creating the Parent Hospital, click on the Add College / Add Institute button. 

 The Basic Info tab will open by default. 

 In the Institute/College Name field, search for your institute and select the correct name from the list. 

 Some basic information will be auto-filled and will not be editable. 

 Fill in all editable fields highlighted in green. 

 In the Zone field: 

 If you know your zone, select it directly. 

 If you do not know the zone, select your District and the zone will be auto-mapped automatically. 

 Select the Parent Hospital (mandatory) to link the institute with the created Parent Hospital. 

 Select the Affiliated Hospital (optional), if applicable, from the created Parent Hospital list. 

 Review the entered information carefully. 

 Click on the Next button to proceed and fill in the next set of information. 

 

 

 



 

 

Contact Tab: 

 In the Contact Details tab, some information will be auto-filled based on the selected Institute. 

 If any required field is missing or empty, fill in the information correctly. 

 Use the Address Search box (similar to Parent Hospital) to search and select the Institute/College address. 

 Enter all remaining mandatory contact details in the given fields. 

 Review all the entered contact information carefully. 

 Click on the Save and Next button to proceed to the next tab. 

 

 

 



Capacity Tab: 

 In the Contact Details tab, you are required to fill only the following fields: 

Current Student Enrollment 

Staff Count 

 The Staff Count must be at least 12 or greater; otherwise, the Institute will not be created. 

 The Total Capacity field will be auto-filled from the selected Institute. 

 If the Total Capacity is not auto-filled, enter it manually in the given field. 

 Verify the entered values carefully. 

 Click on the Save and Next button to proceed to the next tab. 

 

 

Staff & Students : 

 After filling all required information in the previous tabs, go to the Staff and Student tab. 

 Click on the Add Staff button to create a new staff member. 

 The Staff Registration Form will open. 

 Fill in all required fields carefully to create a staff record. 

 After entering all details, click on the Add Staff Member button. 

 The staff member will be created successfully and added to the staff list. 

 You can view, edit, or delete the created staff records, if required. 

 Repeat the above steps to add all required staff members. 

 After creating all staff entries, click on the Submit button. 

 Your Institute will be created successfully and will be linked with the created Parent Hospital. 

 



 

 

 



 

 

After Creating Institute – Viewing and Editing Details 

 After the Institute is created successfully, it will be displayed as an Institute Card on the screen. 

 The Institute Card will show all the registered information of the Institute. 

 Click on the Edit button on the Institute Card to update the Institute details, if required. 

 Update only the permitted fields carefully. 

 Save the changes after editing to update the Institute information. 
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