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1. Institute Registration Process 

a) The Institute/School/ITI shall possess a valid AISHE/DISE/NCVT/SCVT code, before registering 

on NSP. To know whether Institute/School/ITI is registered on NSP Portal or not, go to 

https://scholarships.gov.in and click on “Search Institute/School/ITI”. 

b) The Institute/School/ITI, with valid AISHE/DISE/NCVT/SCVT code and not registered on NSP can 

request the District or State Nodal Officer, of any Scholarship scheme onboarded on NSP, to add it 

on NSP. 

c) The District or State Nodal Officer will search for the Institute based on AISHE/DISE/NCVT/SCVT 

code. In case the institute is not registered, the Nodal Officer can add it by providing the requisite 

details. The system generated User credentials and password will be sent on the mobile number 

provided. 

2. Institute Nodal Officer: Registration process 

a) From Academic Year 2019-20 onwards, Institute logging in the first time will have to mandatorily 

fill the Institute Nodal Officer Registration Form. 

b) The Institute Nodal officer will login on NSP using the user credentials, and complete Institute Nodal 

Officer Registration Form by entering his/her details and uploading the identity document. The 

Institute Nodal officer after locking the form using the OTP received, will take the print, paste his/her 

photograph on the Form, get it attested by the Institute Head (Signature and Institute seal/stamp), will 

submit the physical form to the respective District or State Nodal officer of any scheme onboarded 

on NSP. 

c) The District or State Nodal Officer will verify the physical form and the details entered in system and 

approve/reject the Institute Nodal Officer Registration Form details on NSP using the option “Verify 

Institute Registration Form” under the Administration section in his login. The User credentials and 

new password will be sent to the registered mobile number of the Institute Nodal officer. The original 

physical copy of the form should be kept with District or State Nodal Officer and a duplicate copy is 

to be shared with Institute Nodal officer, who shall keep the same in Institute’s records. 

d) The institute Nodal officer can login using the new User credentials, password and OTP received on 

his/her mobile number. The concerned officer can reset the password by clicking the “Forgot 

Password” on Institute Login page on NSP. 

e) For the cases of registration, where previous Institute Nodal has been transferred and has not provided 

the login credentials to the new Institute Nodal Officer, the new Institute Nodal Officer shall formally 

request District or State Nodal Officer to change the mobile number and send the login credentials to 
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the new mobile number. The new Nodal Officer is responsible for updating the profile with his/her 

credentials. 

f) In case the new Institute Nodal Officer has access to the previous Nodal Officer, the registered mobile 

number can be changed by existing Nodal Officer. The system asks for the OTP on previous mobile 

number and the new mobile number to be registered. The existing Nodal Officer is also primarily 

responsible for updating the profile with credentials of the new Nodal Officer. 

3. District/ State/ Ministry Nodal Officer: Adding / Verification of Institute(s) 

a) The District/ State/ Ministry Nodal Officer reset the password of a registered Institute using 

the option “Reset Institute Login Password” under the Administration section in his/her profile. 

He/She shall search for the Institute using Institute Name or AISHE/DISE/NCVT/SCVT Code. 

He/She can select the Institute from the list displayed in search results, and click on reset the 

password. He/She also has the facility to change the mobile number of Institute Nodal Officer 

through this option, so that the OTP is received on the mobile number of current officer.  

b) The District/ State/ Ministry Nodal Officer can add new Institute using the option “Add 

Institute/School” under the Administration section in his/her profile. He/She shall search for 

the Institute using Institute Name or AISHE/DISE/NCVT/SCVT Code. If the Institute is 

already registered, the District/ State/ Ministry Nodal Officer can reset the password. If Institute 

is not registered, he/she can register the Institute and create User credentials of the Institute by 

providing details such as Institute Nodal Officer Name and Mobile number. The User 

credentials will be generated by the system and will be sent as an SMS to the provided mobile 

number. The Institute Nodal Officer can then proceed for the Institute Nodal Officer 

registration as per the process.  

c) The District/ State/ Ministry Nodal Officer shall ensure that the Institute Nodal Officer 

registration is approved on the NSP portal after physically verifying the certified Institute 

Registration form submitted by the Institute Nodal Officer, along with photograph and identity 

proof. 

 


