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Click on “Academia”→ Register 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 

1. Registration 
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• The creation of DigiLocker account is mandatory to operate NAD. 
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• Select your Institution from dropdown list → Address and other details will be auto 
populated. 

• If your Institution is not under the list contact NAD support. 
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• Account Owner* name will be auto-populated from DigiLocker → Add 

Designation →Mobile number → Official Email ID 

*Account Owner can be any authorized decision-making authority who shall be the 
point of contact for any NAD related matters 

• Enter Authorised Person* Details such as Name, Designation, mobile, and 

official mail ID (Authorised Person is the secondary point of contact) 

*Authorised Person shall be the one who operates the Institution’s NAD account and 

completes responsibilities, including uploading and publishing award data.  
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           Click on the “Continue” button → for redirection to the “Welcome page” 

window 
 

• Click on “Download Template” → explore a variety of standardized templates 

based on the “Record Type.” (You may select templates at this point) 

 

• 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. 

 

2. AI Dashboard 
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• Click on “Resource” for section-wise NAD Resources → Circulars, Policy 

documents, and Certificate Templates along with guidelines can be found at this 

part. 

 

• Click on “Search”→ Enter Roll No./ Student Name/ Course Name→
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   This portion handles most of the data processing (from data 

upload to publishing of awards). 

 

• Click on “Download CSV”→ Select “Record Type” of your convenience→ Click 

“Download”→ a sample CSV file with appropriate headers gets downloaded→ 

Prepare student data as per the CSV format 

Note: Detailed instructions for preparing template-specific CSV may be found in the 
dashboard’s Resources section 

 

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

• Click on “Upload Records”→ Pick the desired “Department,” “Course Type,” 
“Degree Name,” “Area of Specialisation,” “Year of Examination,” and Record Type” 
for the data to be uploaded → Click on “Browse”→ select the record to upload→ 

2.2. Records (Data Preparation & Upload) 
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check on “Use CSV Mapper” if the data to be uploaded headers are not mapped as 
per the sample CSV otherwise, Check on “Verify CSV Records.” 

Note: The “Department,” “Course Type,” “Degree Name,” and “Area of Specialisation” 
choices may be left at “All,” however choosing these parameters correctly assists in obtaining 
a better picture of the uploaded data in the long term, and this is displayed under the 

Dashboard statistics summary page. 

 

• When the Record file is uploaded→ a preview of the file structure gets shown → 

the system crosschecks whether the uploaded file data format is as a per reference 
CSV format → If standards are not met → error messages on each error gets shown 
as under 

 

• If the data format is fine → green ticks can be seen → check “Verify CSV Records”→click “Next” 

button 
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Verify Records: A sample of 5 random records gets shown as under 
 

 

• Click on “Verify” → a preview of the mark sheet (based on the opted template) gets 
shown as under 
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• Ensure whether the award data is imprinted as desired → Click on “View Next” → 

verify each of the random Marksheets 
 

• You may even download a copy of the preview marksheet by clicking the 

“Download” button 

• 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 Marksheets and 

transcripts) must be added under the “Photos” section. 
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• Upload Status has two section’s (i) A brief infographics of the Upload activity (ii) 
Individual Yearwise Detailed uploaded activity and status with actions 

 
• Click on “Upload Status” → Lastest Uploaded activity will be shown as under 

 

• The brief infographics show how many upload actions were initiated and how many 
were successfully processed and how many are under queued, i.e., still processing 

 
• Click on to delete the activity 
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• This part contains information on when student data was published, amended, and 
who has performed these activities. 

 

 
 

  : Student images to be displayed on the certificates, especially for 

the Marksheets and Transcripts, must be added under the “Photos” section 

 

• 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 

 

2.3. Photos (Student Images Upload) 
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• Once ready → Enter the year of examination/select from date picker → click on 

“Upload” to select the readied .zip file → click “Next” button 

 
 
 

• The status of photos upload will be shown via a success message as above 
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. 
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• Clicking on individual image Name will preview the student photo 
 

      
      
 
 Click on “Add More” in case additional student images need to be added.
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• 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 
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The section is categorized into three main subsections 1. General 2. Templates and 

3. Users 
 

  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 
 
 

 
• Click on “Institution Details” to view the Summary of the Institution → you 

can upload your institution logo 
 

 
 

2.4. Settings 
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• The same information will be sent to regulators like UGC and AICTE; upon 

their consent, the sorted change will be made in the Institution Details 

section 

• Click on Authorised Person→ Modify the details as per the need → click the 

“Update” button 

• Click on the “Departments” section → Total domain wise departments under 

your institution can be added here, 

• A sample of added Department is shown under for reference, options for 

editing and delete can be found under the “Action” column header 
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Degree (Course) section: can be filled by entering the Degree Name one by one, or 

an option is available to upload the list of Degree names via CSV 
 

 

• Similarly, the Area of Specialization (Stream) can be filled by entering the stream 

Name one by one as under 
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  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. 
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Additional options are available against each template, click on  to Hide/show 

fields in the selected template 
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• 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. 

 

 

• Click on the edit icon to view the role of the selected user→ 

• Three roles 1. Award Uploader 

2. Award Publisher 

3. Admin and their given permission are listed here 
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• Click on the select button against the roles in case you wish the change→click the 

“Submit” to save the changes 
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• Addition of User: Authorised Person users can be added just by entering their 

mobile number that is registered in the DigiLocker platform as under 
 

 

Select the role of your choice → click the Submit button 

     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. 
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 2.5. Student DigiLocker (DL) Accounts  

 
    : 

• It is otherwise called as DigiLocker Accounts 

• The “Create New Accounts” section is specially made for the purpose of 

bulk Student account creation. Accounts created under this section can 

access their appropriate academic awards uploaded by your institution. 
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The approach is similar to that of the “Record Upload” part → Download a sample 

CSV from the instructions section → prepare students data as per the data 

definition or guideline document → prepare a zip of the created CSV format → 

select the “Year of Examination” → Browse and the choose the readied Zip file → 

click the “Continue” button 
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  The Section shows all the students DigiLocker Accounts that 

your institution has created 

• Just like the “Upload Status” section that has two parts (i) A brief infographics of 
the Upload activity (ii) Individual Yearwise Detailed uploaded activity and status with 
actions 

• Additionally, a search feature is also given to search the file name that has been 
uploaded 

• Lastest Uploaded activity will be shown as under →click on action icon to view the 
summary of Uploaded Students Records 
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  An overview of the “Uploaded Students Records is shown as under; 

• A search feature is given to crosscheck or verify whether the uploaded 

process has created all the intended students’ account 

• Essential details like Name, DOB, Gender, along with the generated Locker 

ID, can also be seen here. 
 
 

 

 

  2.6. Academic Bank of Credits  

Academic Bank of Credits usage and its functionalities can be referred under this link  

 

 

https://www.abc.gov.in/assets/resources/Academic-Bank-of- 

Credits_User_Manual_V3.pdf 

https://www.abc.gov.in/assets/resources/Academic-Bank-of-
https://www.abc.gov.in/assets/resources/Academic-Bank-of-Credits_User_Manual_V3.pdf

