
NDLI Club

NDLI CLUB Registration 
Process

1

Website : https://club.ndl.iitkgp.ac.in/club-home

Support email : ndl-support@iitkgp.ac.in
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To register your NDLI Club, you need to identify 4 key members for the Club from your institution. These 4 
person will become Club authorities of your institute: 

1. Patron - Head of the Institution
2. President - Faculty/ Librarian/ NSS Coordinator
3. Secretary - Faculty/ Librarian, 
4. Executive Member - Faculty/ Student/ Researcher

Please collect the following details of these 4 key members:

Before you go for club registration, you have to ensure that all these 4 key members are registered and 
verified with NDLI (https://ndl.iitkgp.ac.in/) website.
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Requirement of minimum 4 Key Executive Members



NDLI Club NDLI Club URL : https://club.ndl.iitkgp.ac.in
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NDLI Club DIFFERENT TAB DETAILS of NDLI Club website
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STEP-1

• Visit the NDLI Club portal using 

URL: https://club.ndl.iitkgp.ac.in

• And click on the Club Registration
tab available on the top bar

STEP-1

5NDLI Club Registration Process

https://club.ndl.iitkgp.ac.in/
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STEP-2

Sign In  with any one of the 4 
key members username and 
password of 
NDLI website

STEP-2
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Search your institute name
"For ex. My test institute" 

or use your institute code like 
“TEST_INST_00125“ (Your AICTE/UGC
id or registration code). 

In case your institute name is unavailable, 
choose “Other” option and enter your 
institute details

STEP-3
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Verify your institute details and if 

all looks good, Click on 
button in the bottom and 
continue…

STEP-3 -
Continue
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STEP-4

You need to upload 3 images of 

your institute, ideally you should 

use 3 different images, one as 

an “Institute icon” another as an 

“Institute thumbnail” and last as 

an “Institute featured image”

STEP-4
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Fill basic details of Patron, avoid 

any typo mistake while filling the email 

id.

Select Department and Designation 

from drop down menu, incase you 

don’t find appropriate designation or 

department, please reach out to NDLI 

Club team for help.

Click on button and continue 

…

STEP-5
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Fill basic details of President, avoid 

any typo mistake while filling the 

email id.

Select Department and Designation 

from drop down menu. incase you 

don’t find appropriate designation or 

department , please reach out to 

NDLI Club team for help.

Click on button and continue 

…

STEP-6
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Fill basic details of Secretary, avoid 

any typo mistake while filling the 

email id.

Select Department and Designation 

from drop down menu. incase you 

don’t find appropriate designation or 

department , please reach out to 

NDLI Club team for help.

Click on button and continue 

…

STEP-7
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Fill basic details of Executive 

member, avoid any typo mistake 

while filling the email id.

Select Department and Designation 

from drop down menu. incase you 

don’t find appropriate designation or 

department , please reach out to 

NDLI Club team for help.

Click on button and continue 

…

STEP-8
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Click on button if you 

want to add more than one executive 

member otherwise click on 

button

STEP-9
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Click on button to 

create authority letter for your 

institute, you need to download this 

letter using button and 

and get it signed and stamped by the 

Head of the Institute

The letter should be printed on 

Institute letterhead

Click on button once you 

have got signed and stamped 

authority letter.

STEP-10

15NDLI Club Registration Process



NDLI Club

Upload signed and stamped 

authority letter (in institute letter 

head)  in PDF format and click on 

button …

STEP-11
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All 4 club authorities (Patron, 

President, Secretary, Executive 

member) must have received an 

email to self verify their details.

Sometimes you may not  receive 

this email, due to any network or 

firewall issue.

This email is just a notification and 

doesn’t stop us here.

Club authority member can login 

and self verify their details from the 

Club Registration button
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Now we are done with data entry 

part for the club application.

After this all 4 club authority 

(Patron, President, Secretary, 

Executive member) members need 

to sign in to the club application 

using  “Club registration tab” and 

self verify their details.

STEP-12
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• All club authority will visit  the 

NDLI Club portal using 

URL: https://club.ndl.iitkgp.ac.in

• And click on the Club Registration
tab available on the top bar

STEP-13
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Sign In using Username and Password 
of NDLI website

STEP-14
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Once you login, you will see a pop-

up message to self verify, click on 

the click here link as asked

Once you click on the link it will 

take you to your personal details 

STEP-15
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Review your details and if you find 

any discrepancy click on 

button and update your details.

If all looks good , click on

button.

STEP-16
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Read Terms and Conditions 

carefully and click on 

button 

STEP-18
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Now you will see a “success” 

message on top right side of the 

portal

Patron self verification is completed 

at this stage.

Same steps need to be followed by 

other authority for self verifications.

STEP-17
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Once all 4-club authority completed 

self verification process, any one of 

the authority can login to the portal 

and check the status and if you see 

“Self Verified” status for all authority 

.

You can click on button in 

the bottom right to submit your 

institute application for club 

registration.

STEP-18
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NDLI Club NDLI Club Registration request completed
successfully 

• Now NDLI Club Team will review and approve your application.

• On approval of NDLI Club, you will receive a Welcome email with a unique 
Passkey

• Using this unique Passkey, you are requested to register each faculty and 
student on NDLI and NDLI Club from here: https://club.ndl.iitkgp.ac.in/sign-
up

• Any of the 4 authorized persons can login from Club Admin Tab

(https://club.ndl.iitkgp.ac.in/admin-login) and can check the allotted 
registration ID from Club Portal

• On successful registration of minimum 100 candidates and conduct of one 
User Awareness Session, you will be issued the NDLI Club - Certificate of 
Registration
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THANK YOU

Reach out to the NDLI Club team for any help and support

Support email : ndl-support@iitkgp.ac.in
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