
College Administration Module 

 How to Login College Administrator Module? 

Visit N-LIST Website https://nlist.inflibnet.ac.in/ and click on College Administrator Login.  

 

Enter the username and password which colleges get from the N-LIST Team via email and click on to 

Login button.  

 
If N-LIST College do not have Administrator login credentials then send authorisation letter to 
college@inflibnet.ac.in, N-LIST Team will create username and password and send through email to particular 
colleges. 

https://nlist.inflibnet.ac.in/
mailto:college@inflibnet.ac.in


After Login College Administrator Module, Dashboard will open which shows the details of the Colleges 

and their users i.e. active users, expired users and pending users. Colleges can edit the Principal, N-LIST 

College Admin and Technical Person’s name and contact number only.  

If Colleges wish to change Principal, N-LIST College Admin and Technical Person’s email id then colleges need to 

send email regarding the same at college@inflibnet.ac.in  

 How to create individual login credentials for faculty members and students? 

Step 1: Click on Users Detail option and after then click on Add New User.  

(If colleges have aleady created username and password for their faculty members and students then 

colleges can click on the text boxes to check the status and details regarding how many number of users 

are active, expired and still activation pending.) 

 

Step 2: Add User’s details  like Name, Department, Designation, Email ID, Phone no. and set the validity 

as requirement of user (Students: 3 yrs or 5 yrs; Faculty: 10 yrs) 

Step 3: Then click on Save. 

Click on this option 

to create new user 

mailto:college@inflibnet.ac.in


 

Step: 4 System will send an email to particular user with OTP and activation link. User will need to click 

on that activation link and enter the Username, OTP and set the desired Password. 

 

 How to upload bulk users? 

College Administrator can create 50 username and password for the faculty members and students 

through Upload bulk users at a time.  

Step: 1 Click on Upload Bulk Users option and Copy Paste the user details created in excel file. (The 

format of excel is available in Bulk Users Template) 



 

Prepare a user list in prescribed excel format, copy that list and paste in the box.   

 

Step: 2 If valid records will be inserted then the message will be showing as ‘Data Validation 

Completed’. Click on Ok button for the further process. 

 

Step: 3 Click on save bulk User Details.  

Template for 

creating excelsheet 

Copy & Paste the user 

details created in excel  



 

Step: 4 If invalid mail Id has been uploading in the file than it will show as an Invalid Email ID. Valid 

details of users will get saved and the records will be showing in the Activate Bulk users automatically.  

 

 

Step: 5 College Admin needs to send activation link via email to individual user by clicking on activate 

symbol   and also can delete the record by clicking on the delete symbol  . 

Click on it to save 



 

Step:6 After clicking on activate button the system will send activation link to users . The message will 

be show as Activation Email Sent to the user. 

 

Step:7 Users have to activate the account by clicking on that activation link which they have received in 

respective mail IDs. 

 How to resend the activation link ? 

If College Administrator noticed that particular user has not activated the account and showing as 

activation pending then College Administrator have to resend the activation link to users. 

Click on it to send 

activation link to users 

 

Click on it to 

delete the record 



 

Users’ will get the username and OTP (one Time Password) along with activation link in their respective 

email id. Users’ need to activate their password through activation link.  

 

After clicking on activation link, users’ need to enter the username, OTP (one time password), New 

password (set the password), retype new password, calcutate the captcha and click on activate 

user/reset password. 

 

Click on it to resend 

the activation link 

Search the particular 

user in this 

Click on it to activate 

the password 



 

 How to edit the details and extend the validity? 

Step:1 After login in College Administration Module, click on users details and search the name or 

username i.e. email id, click on the edit button. 

Step:2 User details can be editable in the field of Name, Department, Designation, Mobile and extend 

the validity as per require but email id is not editable. Then click on Save button. 

(If there is spelling mistake in email id then College Administrator needs to delete that record and 

create/add the new user again.) 

 

For extending the validity, College Administrator needs to select particular user or select all for listed 

users then click on extend validity. 



 

 

After clicking on Yes, Extend it!. College Administrator needs to set the validity through Calender or can 

enter the validity manually.   

 

Click on Extend Validity 



 

 How to delete the User? 

Step:1 After login College Administration Module, click on users details and search the name or 

username i.e. email id, click on the Delete button. 

 

Step:2 System will ask for confirmation. 

Click it to delete 

the particular user 



 

(College Administrator can delete the users in bulk also. College Administrator needs to select the users 

or click on Select All for all listed users then click on Delete Button. ) 

 How to delete users which are linked with another college? 

College Administator needd to contact the NLIST Team at college@inflibnet.ac.in for deleting the users 

which are belonged with another college earlier. NLIST Team will provide a link for deleting the users 

and users need to filled up the below form. 

  

College Administrator needs to select the reason for deleting the username then click on the Delete 

NLIST Account.  

 



College Administrator of other college will get the request to delete the user’s detail in Member’s 

Delete list. Once the College Administrator approve for the request then user’s detail will delete from 

the college.  

 How to check Usage Statistics? 

College Administrator can download the usage statistics month-wise, year-wise and visited pages by the 

clicking on the header (column name) of the table. He/she needs to click on export the usage report and 

it will be downloaded in excel format. He/she can sort out the usage statistics through year-wise, 

month-wise and visited pages. 

 

 How to generate the Receipt and Invoice? 

College Administrator can get the receipt from the module and it can be downloaded once the 

confirmation mail will received to the Admin regarding receipt. Click on Print and it will be generated in 

pdf format. College Administrator can also check the status of the Receipt, if receipt is not generated 

then the status will be showing as payment has been received and receipt is under process.  

 

 How to check daily activity of College Administrator? 



An activity log is a report in which all the daily activities are sequentially ordered and displayed. College 

Administrator can add, edit and delete the users.  

 

This function can helps to College Administrator to check when he/she login and logout the college 

administrator, he/she also see the records which add, edit and delete on particular date along with the 

detail of the IP Address. 

 

 

 How to change Password? 

After login College Administrator Module, if College Adminstrator wants to change the password then 

click on change password, enter the new password & Retype new password and click on Change 

Password.  

 

 How to reset the password? 

Step: 1  If College Admin forgets the password OR unable to login in College Administrator Module, then 

Go to College Administrator page and click on Forgot Password; enter the username and click on send 

OTP to Email.  



 

Step:2  New OTP will receive in the email along with the link. College Admin have to click on that link, 

enter the username, OTP and set the new password. 

 

For any queries related to access mail us at college@inflibnet.ac.in & related to payment mail us on 

paymentinfo@inflibnet.ac.in OR Please contact us on +91 79-2326 8243/8244. 

college@inflibnet.ac.in%20
paymentinfo@inflibnet.ac.in

