


Steps for Registering an Institute on the Portal 

 

• The following steps and attached screenshots explain the complete process for registering Institute on the portal. 

 

Step 1:   Login Process 

• The college must first be registered for the portal. 

• 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 Institute registration. 

 

Step 2 :  After Successful Login - Add Own College   

• As shown in the screenshot, the top-right corner contains three important buttons.  

• The User Manual button (highlighted in red) provides the complete step-by-step guide for enrolling your details. 

• The Add College button (highlighted in red) allows you to register and submit your college information.  

• The User/Profile icon (highlighted in red) helps you logout from the system. 



 

Step 3: Add College Information  

• After clicking the Add College button, the college enrollment interface will open (as shown in screenshot).  

• Search your college by entering the College Name or College Code.  

• A list of colleges will appear carefully select your own college from the list.  

• You can enroll information for only one college linked to your account. 

•  You cannot add a college that has already been registered by another user. 

•  If the selected college is already registered, a popup message will appear accordingly 

 

 

 

• After selecting your college for the first time, the College Information Form will open.  

• Your authenticated/verified details will be auto-filled in green fields (these fields cannot be edited).  

• The white fields are editable carefully verify and fill in the required details. 



 

# Basic Information & Physical Facilities 

• Search Institute Location: Search and select your institute's correct Google location so that it can be 

accurately displayed on the map 

 

 

 

# Course Details & Clinical Facilities (Parent Hospital & Affiliated Hospital’s) 

The courses (such as ANM, GNM, etc.) will be displayed according to your verified institute 

data, and the respective Parent Hospitals and Affiliated Hospitals will automatically appear 

based on the selected course. 

 Course:  

• In the course section, the year-wise enrolled student count is to be enter. 
 



 

 

Step 4: Save Institute Information 

• After filling in all the information, click the Save & Next button located at the bottom right side of the 

form. 

•  If any required fields are missing, data will not be Save. The incomplete fields will be highlighted in red 

- fill in the required information correctly and then proceed.  

• After clicking Save, a confirmation box will appear (as shown in the screenshot). You must confirm and 

acknowledge that all the details and uploaded documents are authentic and accurate.  

• Click Accept and Save to successfully save your details and move to the next step.  

• If you click Cancel, your information will not be saved on the portal. 

 



 

 

 

Step 5:  Teaching Faculty Information 

• After successfully saving the Institute Information, course will be displayed as per the approved intake 

capacity. 

•  Click on Add button to open the Teaching Faculty Information form (as shown in the screenshot). 

• Select the appropriate Course for which the Teaching Faculty is to be added. 

• The available designations are Principal, Vice-Principal, and Tutor. If you wish to enter a 
designation other than the above mention designation  then select ‘Other’ and enter the 
information manually. 

• The MNC Registration Certificate details are mandatory. 

 



 

 

• After adding all Faculty Members, you have the option to edit or delete the Faculty Members 
details if required. 

• After completion of Teaching Faculty Information, click the Submit button to save the 
information. 

(“Please note that all the field details shown above are for understanding and demonstration 
purposes only and do not represent real or official data.”) 


