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educational institutions. It would significantly,
verification, and validation of academic awards granted
by various educational institutions. It would signficantly
minimize frauduent activites such as certificate forgery
and mark-sheet forgery by allowing online verifications
of the same.

The DigiLocker NAD platform is a 24X7 online
storehouse for all academic awards. such as certificates,
deplomas, degress, mark sheets, and so on, that have
been officially digitized and registered by academic
institutions/boards/eligibility assessment bodies. It
enables simple access to and retrieval of an academic
award and confirms and assures its validity and secure

preservation.

The National Academic Depositiory (NAD) is a digital
education portal that allows academic institutions to
upload award data and students to view their academic
awards. Academic institutions to upload award data
and students to view their academic awards. Academic
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guide is to give step-by-step instructions to accademic
institutions and educate them on the registration
proces, data preparation, and all of the features of the

NAD application until the publication of the awards.

& DigiLocker
- Page 3 of 27
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Register under

DigiLocker Prepare and upload Validate and
providing the student award Publish the
Account owner data

Students registered
under DigiLocker pulls
awards their certificates

The Academic Institutions will have access to the
following functionalities in the NAD application:

Registration for NAD account generation (Al's can assign
Account Owner, the Nodal officer for NAD, and
Authorised Person, Who operates the NAD account)
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Registration

= Al registers with NAD Nodal
officer’s (Account Owner)
mobile number through
DigiLocker

* Secondary contact i.e.,
Authorised Person details to
be shared for successful
registration

User Manual | NAD

DigiLocker NAD G2 &

A Digital Repository for Academic Institutions TR g N

« Logs in with an OTP from
registered mobile number of
Account Owner

= Al access NAD dashboard

= Al activity summary gets
displayed on Dashboard

* Once Al verification is done,

it can publish data

ACADEMIA
STUDENT
VERIFIER

NSS

RESOURCES

Data Preparation

* Download and prepare CSV
template appropriate for the
type of certificate

* Select the template type and
ready the student data in a
zip format

* Ready related photos for

upload under photo library

* Students via DigiLocker can
check & pull their docs by
entering requisite
information

* Mapped docs get shown in
Issuer Section

* Can present anytime, any
where

year.

Upload and Publication

= Academic Institution (Al) selects the course, degree, examination year,
record type information and uploads the readied zip file. Photos
related to be uploaded under photo library

* The Al approves/validates the data uploaded by its confirmation check
of the randomly shown system records (5 records)

* The data once satisfies the NAD conditions gets published for the

ﬁ DigiLocker
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« Academic Institutions can register can by logging in at

www.nad.digilocker.gov.in
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Let’s Begin Your Digital

- -
Transformation Journey
j Through DigiLocker NAD

Now publish your students’ academic
awards easily!

Click on Academia — Start Publishing Now

 Click on "Login with DigiLocker MeriPehchaan" —
Enter valid mobile number — An OTP is sent at the
phone number via SMS — Enter the OTP and click on
"Continue" button — Enter Security PIN set created

during Sign Up and click "Submit" Button

& DigiLock
Qe Page 5 of 27
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- . URgLoaKer your
Forgot security PIN? Forgot security PIN? (000003520).OTP will e valid for 10 Minutes.
| consent to MeriPehchaan terms of use. | consent to MeriPehchaan terms of use.
T
Wait for OTP 00:38

New user? Sign up for Meri Pehchaan

Sign In
Continue with

« The creation of a DigiLocker account is
mandatory to operate NAD
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A/ "
Landline*
3456 _—=
Note: If Institution's name is not under the list,
Website URL* Contact NAD Support

www.example.com

This should be your public website URL of your institution. We will verify about your

0 Your Institution e Account Owner 3 Terms & Conditions
STEP 2

Add your account details Confirm Account Owner Details

Name (Fetched from DigiLocker)

institution accessing this website.

Please enter account owner's information.
== (This person will represent the institution as a Nodal

Officer and will be the point of contact for DigiLocker-

Designation* NAD relate issues).

e  The account owner should be someone in
a position of authority within the institution.
Mobile Number*

191 | ===

Official Email ID*

example@gmail.com

This email will be used for official communication. Any notifications shall be sent to this email

id only.

« Select you Institution from dropdownlist =

Address and other details will be autopopulated

« If your Institution is not under teh list contact
NAD support
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*Account Owner can be any authorized
decision-making authority who shall be the

point of contact for any NAD related matters

e Click on the “Continue” button — for

redirection to the “Welcome page” window

*’S‘

éb

Welcome to
National Academic Depository!

DigiLocker NAD is a website for the institutions to upload, process.
and publish records of the students in a systemized manner.

e Click on “Download Template” — explore a
variety of standardized templates based on the

“Record Type.” (You may select templates at this
point)
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e Click on “Read More” for a small step by step
demo on how to upload students’ data

Note:Until your institution is approved, the dashboard will be

notified with Verification Pending status.

« Click on “Resource” for section-wise NAD
Resources — Circulars, Policy documents, and
Certificate Templates along with guidelines can be
found at this part.

g EDigiLocker NAD 7r‘-w~ ACADEMIA STUDENT VERIFIER NCVET NSS RESOURCES | Login N ( Register

NAD Resource Centre

Basic Resources

University Template & Guidelines > UGC Secretary letter to Academic Institutions for i ion of NAD through DigiLocker i e

College Template & Guidelines
> NAD documentation i o
Board Template & Guidelines

Skill Template & Guidelines

Indian Navy Template & Guidelines

DigiLocker Account Creation

User Manual

Template Library

Video Tutorial

e Click on “Search” — Enter Roll No./ Student
Name/ Course Name—
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Records Section: This portion handles most of

the data processing (from data upload to publishing
of awards).

Records
ad s} EX E)
oooooooo Uploza Process Pusisn
Recoss  Recorss
il Download CSV & Guidelines Instructions
I Academic Bank of Credits o TR
Please download the relevant CSV files to prepare the data for academic awards.
© support Ipg . Ipeg or png
Record Type”
hould not exceed 300KB.
NTA Marksheet

ns of each image should be 2.5x 3.5

o
inche

5. The compressed file size should not exceed 50
=

6. Add more images in compressed files, following
ess.

Upload Records

Process Uploaded Records

« Click on “Download CSV”— Select “Record Type”
of your convenience— Click “Download”— a sample

CSV file with appropriate headers gets

https://nad.digilocker.gov.infuser_manual 11/31
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le size must be less than 100MB and allowed file type Zip

Browse peMsT12 vizp

« Once the data is prepared — Compress the .csv
file in .zip format and keep it ready

e Click on “Upload Records” — Pick the desired

n u n u

“Department,” “Course Type,” “Degree Name,”

n u

“Area of Specialisation,” “Year of Examination,”
and Record Type” for the data to be uploaded —

Click on “Browse” — select the record to upload—

& DigiLocker
- Page 9 of 27
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Check on “Verify CSV Records.”

" on "o

Note: The “Department,” “Course Type,” “Degree Name,” and
“Area of Specialisation” choices may be left at “All," however
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A Digital Repository for Academic Institutic

&5 Dashboard Upload Status
B Records
R Phoios 14 y= 86 < 00 Search in All Records
& Tempiates - = ‘ -~ Que
£ Settings
) =2 = .

Certificate Approval Upload Status ‘ E:;\/em’y Records | I__T’\ Publish Records
M Academic Bank of Credits
@ Support Search in Verify Records

Year Details Uploaded on File Details Status Action

> 202 Award Type: DGMST 2022-08-01 11:09:22 10000000 zip File Uploaded Verify to @
Publish

> 2022 Award Type: DGMST 2022-08-01 11:09:01 ResulData_Sample_University_M zip File Uploaded Verify to o
Publish

> 2022 Award Type: DGCER 2022-06-27 16:02:31 header in samil zip File Uploaded Verify to il
Publish

> 2021 Award Type: DGCER 2022-04-25 17:00:01 186210307104 _1 zip File Uploaded Verify to o
Publish

« If the data format is fine — green ticks can be seen —
check "Verify CSV Records”—click “Next” button

2 o

Degree Name”

3. Compress the csv fle in zip format and upload

Al N+
B Records 4. Upload relevant student images to the. ction (in
Area of Specialization® case of Markshests and Transcripts ONLY,
7 Photos
Al v Q 5 File size should not exceed 100 MB

& Templates

£ Settings
2021 =]

Select Record Type

I Academic Bank of Credits

@ Marksheet

Year of Examination / Passing fEa—
erificate

University Degree Marksheet v Video Tutorial Read More
G Support .

Select Record File to Upload
File size must be less than 100MB and allowed fil type 2ip

Browse poMsTiz vizp
No.of Columns Uploaded Records
132 ]

(5 DigiLocker
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F 2610172000 MAATER OF MATHS 220 ot102020 Verity
F 260211998 MARTER OF MATHS 200 ot102021 Verity
Maximum of 5 random records are presented for your verification. Verify all the records to continue.

« Click on “Verify” — a preview of the mark sheet (based
on the opted template) gets shown as under

2 o

55 Dashboard

< Verif
B Records
[ Photos @ Upoad 2 3
& Templates
RenNo R Vaiidat
€3 Settings S Roll No. 248678 Enroliment/Reg No. 1132546 aldae
nase | - _ 4 v
Certificate Approval Name - =
N Father's Name o Mother's Name =
I Academic Bank of Credits 132546 o verfy
CollegeiDeptt o o \Ewi T zzom
@ Support
<3 SIDERTD SRS MaxMaks  MarsOdaned  Toal  Guade e | Credt Ol Remarks fdsto continue.

Th m Pr Th I Pr E

E ENGLISH 58 58 B
M MATHEMATICS 55 55 8
TOTAL 26 131
Total Marks 302
Percentage 68 RESULT = PASS

Digitally signed on /

Date : 07/10/2022 13:50:42 IST

ds to continue.

e by the Institution/Unversty.

aly.
can the QR code on the certiicate

& DigiLocker
- Page 11 of 27
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 You may even download a copy of the preview marksheet by
clicking the “Download” button

2 o

Dashboard

< Verify Records
B Records

B Photos @ Upload @ Verity Process
& Templates
& s RegnNo  RolNo  CettNo Neme  Gender Dob Gourse Name Stream Year  Dor  Dov  Vaidate
i
£ 23102005 MAATER OF MATHS 200 ot102021 v
Certificate Approval

I Academic Bank of Credits

@ support

Verify More Maximum of 5 random records are presented for your verification. Verify all the records to continue.

« Once all five random marksheets get verified —
Click on “Submit” — Uploaded files get queued
and later gets published

« The status of the upload can be seen under the
“Upload Status” section

Note: Photos to be displayed on the certificates
(especially for Marsheets and transcripts) must be
added under the "Photos” section.
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Upload Status Section:

« Upload Status has two section’s (i) A brief
infographics of the Upload activity (ii) Individual
Yearwise Detailed uploaded activity and status
with actions

e Click on “Upload Status” — Lastest Uploaded
activity will be shown as under

£5 Dashboard Upload Status
B Records
[/ Photos

&
& Templates
£ Settings
Certificate Approval Upload Status | E; Verify Records | I_,?,\ Publish Records

86 00 Search in All Records
. Queued

«

=

M Academic Bank of Credits

@ Support Q  Search in Upload Status

Year Details Uploaded On File Details Status Action

« The brief infographics show how many upload
actions were initiated and how many were

https://nad.digilocker.gov.infuser_manual 16/31
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BrmiEe Upload Status | Delete Record

& Records
| Are you sure that you want to permanently delete this record?
[ Photos 2 o1 00 Search in All Records
=n Jploa| Queued
& Templates
£3 Settings Confirm

Certificate Approval lish Records

M Academic Bank of Credits

@ Support Q. Search i Verify Records
Year Details Uploaded On File Details Status Action
v 2021 20221007 13:37:29

File Uploaded Verify to o
Publish

& DigiLocker
a Page 13 of 27
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Publish Records

« This part contains information on when student

data was published, amended, and who has
performed these activities.
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Photos Section: Sstudent images to be displayed

on the certificates, especially for the Marksheets and
Transcripts, must be added under the “Photos” section

Add New Photos

Upload student images in the requisite format. The images uploaded in this section are for Marksheets and Transcripts ONLY.

Year of Examination / Passing

11111

4. Image-fle size should not excee d 300KB

image should be 2.5 x 35 inches.

Id not exceed 50 MB at a

e Prepare the photos folder by adhering to the
instructions — Filename of each image must be
relevant Roll No or Regn. No — Folder name must
be the prevalent year of record you have uploaded
earlier — Should be compressed into .zip format —
only .jpg and .png formats with should not exceed
300 kb and with the dimensions of 2.5x3.5 inches
are allowed
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Upload su
£ Settings

Certificate Approval

Year of Examination / Passing

2022
M Academic Bank of Credits

@ Support

« The status of pho
message as above

Upload student images in the requisite format. The images uploaded in this section are
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w

for Marksheets and Transcripts ONLY.

1. Upload compressed folders (zip, tar, etc ) only

2. Folder should only cont

tain jog or jpeg or png image-fles

of each image should be 2.5 x 35 inches

6. The compressed file s: d 50 MB ata

time

ize should not excee

7. Add more images in
above process

compressed files, following the

tos upload will be shown via a success

Note: Before moving on to the Photos part, CSV data must first be

submitted under the Record

Section.

« Click on “All Photos” to view the Photo Library —
yearwise student photos folder uploaded for the
Marksheets and Transcripts can be seen here.

v

o

Photos

& Templates
£ Settings

8, Certificate Approval
2022 2021
M Academic Bank of Credits 4

@ Support

You may add more images to folders

2012 201

that have previously been created.

(e (e (e (e (& (&

(e (& (e (e (& (&
201 200¢ 006 04 2001

(&

« Clicking on individual image Name will preview the

https://nad.digilocker.gov.infuser_manual
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« Click on “Add More” in case additional student images
need to be added.

v o

Dashboard

Photo Library 2022 (Total photos 2369)

B Records

[ Photos.

@ Torptaes Search photos

£ Settings

e ) # Name File Type size Uploaded On

I Academic Bank of Credits. 1 1101201.jpg image 11.57 KB 28-Apr-2022 09:42 AM

O Support 2 1101202.jpg image 20.71 KB 28-Apr-2022 09:42 AM
3 1101203.jpg image 20.90 KB 28-Apr-2022 09:43 AM
4 1101204.jpg image 20.54 KB 28-Apr-2022 09:42 AM
5 1101205.jpg image 2274 KB 28-Apr-2022 09:43 AM
6 1101206.jpg image 26.44 KB 28-Apr-2022 09:43 AM
7 1101207 jpg image 23.73KB. 28-Apr-2022 09:43 AM
8 1101208,jpg image 23.55KB. 28-Apr-2022 09:43 AM

 The exact process followed for fresh photos upload
needs to be followed here—prepare photo folder zip as
per instructions— choose and upload the file— if all fine —
A success message will be prompted as under

2 o

Add New Photos

B Records

B Photos Upload student images in the requisite format. The images uploaded in this section are for Marksheets and Transcripts ONLY.
Templates
@ o Upload success : Afte 5 seconds autorediect o isting page
& setings Instructions
Year of Examination / Passing
Gertfcate Approval 1. Upload compressed folders (zip, ar, etc) only
2022 i}
T Academic Bank of Credits 2. Folder should only contain ipg or jpeg or png image-fles
@ Support o 3. File name should not contain any spaces or special

characters. Only underscore is allowed in file name.

4. Image-file size should not exceed 300KB

5. Dimensions of each image should be 2.5 x 3.5 inches

6. The compressed file size should not exceed 50 MB at a
time

7. Add more images in compressed files, following the
above process
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General:This is section nothing but a regular profile

section where basic details can be seen, and for some, it
can be modified and added

The section has six heads 1. Institution Details, 2.
Authorised Person Details 3. Departments, 4. Degree
Course, 5. Area of Specialization and 6. Terms and
Conditions

i o
) B Institution Details

B Records
[ Photos.
& Templates
£ Settings

Certiicate Approval

NAD ID*

Institution Title*

I Academic Bank of Credits

@ Support

« Click on “Institution Details” to view the Summary of
the Institution — you can upload your institution logo

Note:Details here are auto-populated from the information given by
the academic institutions appropriate Regulators;any change to be
made can be requested by contacting the DigiLocker NAD support
team via your institutions official email 1D with necessary Supporting

documents.

& DigiLocker
4 Page 17 of 27
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A sample of added Department is shown under for
reference, options for editing and delete can be found
under the “Action” column header

> 2]

%5 Dashboard

Settings

B Records

R Photos.

& Templates Departments

B Setings fcourons

Certificate Approval Department Name o

T Academic Bank of Credits M Department Action

G support 1 NURSING [
2 SCHOOL OF ARTS o
3 DIPLOMA IN PHARMACY E o
4 Department of Economics o
5 Finance and Marketing @ o
6 BaLLb Hons @ o
7 BA @ o
8 computer lab 1 @ o
9 Department of Technology @ o
10 Science @ o

Showing 1 to 10 of 12 entries

Degree (Course)

Area of specialization (Stream)

Terms & Conditions

& DigiLocker
- Page 18 of 27
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2 Bachlor of Education

3 bachelor of commerce

4 bachelor of arts

5 Bachlor of Arts

6 Bachior of Technology

7 Medicine

8 Master of science

9 PGDM

10 Bachelor of Physiotherapy

Showing 1 to 10 of 21 entries.

—rrevous Rl 2 | 2

Area of specialization (Stream)
Add area of specialzati under diterent programm

Terms & Conditions

Next

-
=
o
o
=
o
o
o
=

B8 886866868 8 E

ACADEMIA
STUDENT
VERIFIER
NSS
RESOURCES

«Similarly, the Area of Specialization (Stream) can be filled
by entering the stream Name one by one as under

v

Dashboard

B Records

[ Photos

& Templates

£ Settings

Certificate Approval

M Academic Bank of Credits

@ Support

https://nad.digilocker.gov.infuser_manual

o

Settings

Departments
Add your Instituton's Facultes | School | Depariments

Degree (Course)

Area of specialization (Stream)

Stream Name

# Stream

1 PHARMACEUTICAL
2 Hindi

3 English

4 computer Technology
5 Mechanicals

6 neuroscience

7 A

8 xzC

9 Finance

Showing 110 9 of 9 entries

—rrevous. [l ne<—

Terms & Conditions

Action
@
@
@
@
@
=
=
=
@

e s a8

B8 a8 &
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Templets:A variety of Templates is available under this
section ( You are advised to set your default templates
based on the certificate type before uploading the record
data.

Note:Please select the appropriate document type at the time of

uploading of record data.
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Waww
(139 Users)

fagigagigag fagigugig
46 Users) (87 Users)

& DigiLocker

Page 20 of 27
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Additional options are available against each template,
click on to Hide/show fields in the selected template

https://nad.digilocker.gov.infuser_manual 25/31


https://www.digilocker.gov.in/
https://nad.digilocker.gov.in/
https://nad.digilocker.gov.in/
https://www.g20.org/en/
https://nad.digilocker.gov.in/academia
https://nad.digilocker.gov.in/students
https://nad.digilocker.gov.in/Verifier
https://nad.digilocker.gov.in/skill
https://nad.digilocker.gov.in/nss
https://nad.digilocker.gov.in/resource-center
https://nad.digilocker.gov.in/signin
https://nad.digilocker.gov.in/info

2/27/23, 11:09 AM User Manual | NAD

E DigiLocker NAD (52 Q ACADEMIA

A Digital Repository for Academic Insitutions STUDENT
VERIFIER SKILL
NSS
RESOURCES

User Managment:

« All the assigned users, i.e., Account Owner and other

Authorised person added by your institution, will be seen
here

« Basic Details and actions for enabling/disabling a user
and editing their information are also possible.

v o

[58 Dashboard

User Management
B Records

[ Photos
& Templates

Add user from Digilocker

3 Settings
8, Cettficate Approval SNo. Name Role status Act
I Academic Bank of Credits
@ Support
2 Admin Inactive @
3 Award Uploader Inactive @
4 Award Uploader Inactive @
5 Admin Inactive @
6 Award Uploader Inactive @
7 Award Uploader Inactive @
8 Admin Inactive @
ﬁ DigiLocker
Page 21 of 27
User Manual ‘ﬁ EDigiLockerNAD e
2 A DigalRepostor for Academic Intiuions AP Mahotsa
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TESPUIISIVIC TUL dily Clidinyes Ol 1mouincauolt uruer s secuuorl.

Dashboard

B Records

[ Photos

& Templates

£ Settings

Certificate Approval

M Academic Bank of Credits

@ Support

ﬁ DigiLocker

User Management

Mobile Number*

Full Name =

Permissions

Can upload students records

Can verify 5 sample records.

Can submit files

Can add years to publish records on DigiLocker

Can delete uploaded files which are not verified and submitted
Can upload student photos

Can delete invalid photo folders

Can select templates for different courses and years

Can upload Institution logo

Can view and download Terms & Conditions

Can add/edit Department, Degree and Area of Specialization

Can add/edit user

Can approve award fetching requests from students due to name mismatch

Can create students DigiLocker account

Can search published records

Fetch from DigiLocker

o &

Award Uploader Award Publisher Admin
v v v
v
x v v
x v v
v v v
v v v
v v v
v v v
v v v
v v v
v v v
x x v
x x v
x x v
v v

Select Select Select

Page 22 of 27
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» Addition of User: Authorised Person users can be added
just by entering their mobile number that is registered in

27/31
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Permissions

Gan upload students records
Gan verify 5 sample records

Can submit fies

Can add years to publish records on DigiLocker

Can delete uploaded files which are not verified and submitted
Can upload student photos

Can delete invalid photo folders

Gan select templates for different courses and years

Gan upload Institution logo

Gan view and download Terms & Conditions

Can add/edit Department, Degree and Area of Specialization

Can add/edit user

Can approve award fetching requests from students due to name mismatch

Can create students DigiLocker account

Gan search published records

User Manual | NAD

&

Award Uploader

v

X x X € 4 ¢ < < < < x x

<
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&

Award Publisher Admin

v

X X X ¢ ¢ < < <<
(SR SR G SRS SR SR SR SR SR SR SR SRS

<
<

( select )

Select )

Select )

Select the role of your choice — click the Submit button

(ﬁ DigiLocker

Page 23 of 27
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Note: Please check all the role permission before
assigning the user. Your institution has to give the user
appropriate privileges based on their role and
responsibility.

The “Certificate Approval” feature allows you to approve
requests of students’ failed attempts of fetching
certificates owing to Name Mismatch error on DigiLocker.

& DigiLocker
- Page 24 of 27
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g o

Dashboard Certificate Approval
& Records

[ Photos.

& Templates o
£ Settings

Certificate Approval

Search in Certificate Approval
M Academic Bank of Credits

@ Support Academic Records KYC Details Records Details status Action
> Name Name Record Type - University Degree Certificate ‘ Success & ‘ I_—’a
% Name Name Record Type - University Degree Certificate g @ [ v X
> Name Name Record Type. - University Degree Certificate Pending (&) Ea v x
> Name Namo Record Type - University Degree Certificate  success @ ‘ I_—’é
> Nare Narmo ResardTypo - Univrsiy Degroo Corttcate (BRI 12,
> Name Name Record Type - University Degree Certificate sucsss & ‘ I_—’a
> Name Name Record Type - University Degree Certificate ‘ Success (& ‘ Ea

& DigiLocker
a Page 25 of 27
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You can also approve/ reject the request summarily by
simply hitting or X
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To approve or reject a request after verifying all the
details, click on “Action icon”. You will be directed to a
window that will display both Academic records details
and KYC details of the student. You can approve/ reject
the request accordingly.

& DigiLocker
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