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Submission of Institution Addition Request By Institute Nodal Officer 

If this is the first time, when Institute or Institute Nodal Officer wants to upload the (Data Capture Format) 

DCF of the   Institution on AISHE web portal and the Name of Institution is not available in the list of  

Institution (As it is new Institution or it is not registered earlier on AISHE web portal), then Institute Nodal 

Office has to send a request to us through AISHE web portal for addition of the Institution Name in AISHE. 

The step by step procedure to register the request to add the Institute Name in AISHE web portal is given  

below:   
 
Step 1: Please go to the home page i.e. aishe.gov.in   
 
 
 
Step 2: Click on ‘Request  For Adding Institute In Aishe Portal’ link available on the home page of the portal. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

http://aishe.gov.in/aishe/addInstitutePage


3 | P a g e  

 

Step 3: Fill the form and click on’ Next’ button.  
 

 
 
 
Step 4: If there is already an institute of same type, institute name and in same district. You won’t be able to 
submit a new request and you will have to contact your UNO or SNO. 
 
  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
If an institute of same name and type does not exists in same district. You will have to submit request to add 
that institute in AISHE portal by filling out the form. 
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Step 5: Send OTP to verify the mobile number and email by clicking ‘Click to send Mobile OTP’ and ‘Click to send 
Email OTP’ button. The OTP is valid for 15 minutes. 
 
 

 
 
 
 
 
Step 6: Enter the email and mobile OTP and click ‘Verify’ button. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Step 7: After filling all the required fields check the undertaking and click ‘Submit’. 
 
 
On  successfully  submitting  the  details,  a message will appear on the screen regarding successful  submission  
of  request  with  a Request ID. Kindly store the Request ID carefully for future reference. 
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Tracking of Submitted Institution Addition Request 

 

 

The user can track the status of his/her request by using the Track Your Request Id functionality on AISHE portal. The 

step by step procedure to track a submitted request is given below:   

 
Step 1: Please go to the home page i.e. aishe.gov.in    
 
Step 2: Click Track Your Request Id available on home page. 
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Step 3: Enter the request id Click on the Submit Button. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
You will get the current status of the given request along with the details of your approving authority. 
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