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

Support email : club-support@ndl.gov.in

NDLI Club Event Creation Process
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Event Creation/ Organization Workflow

1-Fill basic event details  and 
Publish the event

2-Email notification will be 
sent to all club members

3-Club member to Login to Club 
portal and view event details

4-Club member to Click on 
“Check eligibility” and 
“Participate” button

5-Event conductor will Start 
Event as per schedule

6-Event conductor Ends the 
event and ask participants to 

submit the outcome

7-Participants will submit 
event outcome

8-Event conductor FREEZE 
the event to stop accepting 

more outcome 

9-Event conductor assign 
event outcome to Event 

reviewer

10-Event  reviewer review 
the outcome submitted by 
participants and allocate 

reward points

11-Event conductor 
COMPLETE the event once 

review process is 
completed

12-Event participants will be 
able to view reward points 
and  generate participation 

certificate
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Step 1: One of the Club Authorities to login to the Club Admin section here: 
https://club.ndl.iitkgp.ac.in/admin-login

https://club.ndl.iitkgp.ac.in/admin-login


NDLI Club

NDLI Club Event Creation Process 4

Step 2: After logging-in to the club admin section, please click on the Events button at the top 
bar and then Click on Create Event menu button.
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Step 3: You need to enter the event details
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Step 3: Then click on the Create Event URL as shown below
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Enter the name of the event
Enter the location or online event details 

like URL, meeting ID, etc.

Enter the event description here

We need to select an activity for every event , for example we will select 
this “NDLI user awareness activity” for awareness type events only, but 
for quiz or other competition type events we need to select different 
activities. As of now activity creation is done by NDLI Club team only, so 
please contact us incase you don't find appropriate activity as per the 
event in the list 

Upload the event poster 
or image

Click on Create
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Step 4: Once the event is created, you need to fill other basic details about the event as 
shown below , details covered in red box are mandatory for you to be filled before you 

publish the event
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Step 5: Choose the Event Start Date and Time and End Date and Time. Then click on Save 
button. The selected Event date and time will show as below 
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Step 6: Choose the name of your institute under the Participating Clubs button and then 
Click on Save. Then, you will be able to see the name of your institute as shown below.
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You need to allocate an event conductor for every 
event , he/she will be responsible for the execution 
of the event . 

You can either select someone from your club 
authority by searching in the left side dropdown list 
or can assign an external event conductor by 
entering the email ID in the Add external event 
conductor section.

External event conductor is an external resource 
person who should have a valid account in NDLI 
website (https://ndl.iitkgp.ac.in). They can login as 
NDLI Club admin and will see only the list of events 
assigned to him.

Click on the “SAVE” button to save details.

Step 7: Add one or more  Event conductor
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Event outcome is a type of document to be 
uploaded by the event participant after the event 
ends. You need to select type of outcome from 
given list, it may be a PDF file, an image file, etc.

Click on the “SAVE” button to save details.

Step 8: Add Event outcome type
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You can define any rules of the event as per the 
event type. For example as I have defined here .

Click on the “SAVE” button to save details.

Step 9: Add Event outcome rules
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If you are conducting a webinar type event and you 
want someone from out of your club authority list 
to perform this webinar (maybe a resource person), 
you need to fill his/ her details under this section.

When you fill somebody details first time, you need 
to use right side card and from next time he will be 
reflected in the left side drop down list only.

Event performer must have a valid account in the 
NDLI website to login to club application.

Click on the “SAVE” button to save details.

Step 10: Add Event Performer (Optional)
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Step 11: After filling the mandatory details, you have to click on the Publish button.
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You need to allocate an event reviewer for every 
event , he/she will be responsible for evaluation of 
event outcome submitted by event 
participants and will also assign reward points 
against each outcome as defined in the activity.

You can either select someone from your club 
authority list by searching in the left side dropdown 
list or can assign an external event reviewer to this 
event using the right side card as shown in the 
image.

External event reviewer is someone who is not from 
your club authority list but must have a valid 
account in NDLI website (https://ndl.iitkgp.ac.in) , 
She/he will also login as NDLI admin but will only 
see list of events assigned to him as an event 
reviewer.

Click on the “SAVE” button to save details.

Step 12: Assign event reviewer after publishing the event. Event conductor can also  assign 
himself as a reviewer, we can assign more than one reviewer for an event
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Step 13: You can now check the Published Event under the My Events or My Club Events 
section.
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Step 14: After the event is published, each of the NDLI Club member of your institute will 
receive an automated email as shown below 
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Step 15: After the event is published, each of your Club Authority will also receive an 
automated email as shown below 
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Step 16: After receiving email from club about the event , all interested club member needs to Sign 
in as club member using URL : https://club.ndl.iitkgp.ac.in/sign-in
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Step 17: If you login first time and You haven’t updated date of birth in NDLI website,
Then go to NDLI website and updated details as shown here.

You will see below view incase date of birth is not updated
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Step 18 : Open NDLI website and update DOB  as shown here.
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Step 19:  Once your DOB is updated in NDLI website , go back to the club application and  under 
Your profile details, click on “Sync with NDLI profile” button to update your DOB in Club website.
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Step 20: After login successfully, click on the “Event” button on the menu and
you will be able to find all published event For  you institute .Click on the event name to view 

Details
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Step 21: Click on the “Check Eligibility” button on top right side , if you are eligible to take part in 
this event you will asked to click on “Participate” button at same place.

After this your participation request will be approved for this event,
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Event Creation/ Organization Workflow

1-Fill basic event details  
and Publish the event

2-Email notification 
will be sent to all club 

members

3-Club member to 
Login to Club portal 

and view event details

4-Club member to Click 
on “Check eligibility” and 

“Participate” button
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Step 22: Event Participants can view event activity details also to view reward points and NDLI 
content linked to    this event 
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Step 23: Event conductor can check participant list under “Event Participant List” section. 
If required he may also send a reminder email by clicking the Send Email button.
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Step 24: On the day of the event, Event conductor will click on “START EVENT” button and conduct 
the event in the venue or online platform. Conductor may maintain a few personal document like 

Excel sheet , pictures taken during event or any other document that he can upload as event report 
once the event is completed



NDLI Club

NDLI Club Event Creation Process 29

Step 25: Event conductor needs to click on “End Event” button once the event ends and ask all 
participant to submit event outcome as defined in the acidity. 
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Step 26: Once the event ends , All participant will login to the portal and view event details and go 
to the last section of the event and upload event outcome in PDF file format as shown below. After 

upload you may also view the uploaded document for verification
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Step 27: Event conductor can view list of event outcomes  uploaded by participants.
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Step 28: Event conductor  click on “Freeze Event ” button once all outcome submitted and assign 
event reviewer to review these outcome, you need to select participant and reviewer name and 

click on SAVE button.
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Event Creation/ Organization Workflow

5-Event conductor will 
Start Event as per 

schedule

6-Event conductor 
Ends the event and ask 
participants to submit 

the outcome

7-Participants will 
submit event 

outcome

8-Event conductor 
FREEZE the event to stop 
accepting more outcome 
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Step 29: Event reviewer will login to the portal and find this event under “Event To Be Reviewed” 
section
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Step 30: Event reviewer will find all outcome under “Outcome Graded By Me” section , he/she will 
view all outcome one by one and allocate reward points
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Step 31: Once Event reviewer done with reviewing all the outcome submitted by event participants , 
he will inform event conductor about it and Event conductor will click “Complete Event” button to 

complete the event , only after this event participant can login to the portal and check event reward 
points and download the event certificate.



NDLI Club

NDLI Club Event Creation Process 37

Step 32: Event participant can login and view reward points of the event.

atulkumar@hotelapoorv.com
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Step 33: Event participant can login now and generate Event Participation Certificate
.

atulkumar@hotelapoorv.com
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Step 34:  Event Participation Certificate can be viewed and downloaded from here
.

atulkumar@hotelapoorv.com
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Step 28:  Event Participation 
Certificate will look like this

.
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Event Creation/ Organization Workflow

9-Event conductor assign 
event outcome to Event 

reviewer

10-Event  reviewer 
review the outcome 

submitted by 
participants and 

allocate reward points

11-Event conductor 
COMPLETE the event 

once review process is 
completed

12-Event participants will 
be able to view reward 

points and  generate 
participation certificate
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Event report need to be generated by event conductor after completion of the event , he will be 
able to upload images and supporting document with this report.
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Club Registration Certificate: 

Once you complete an event with 100+ 
participants within first 2 months of club 
approval.

Any of the club authority can login to the 
club portal and view club detail . You need 
to go to last section as "Club Registration 
Certificate" .

select the event with 100+ participants 
and click on “Generate Certificate” button

.
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Club Registration Certificate: 

If all details are correct your club 
certificate will be generated and you can 
view and download the club certificate

.
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Step 28:  Club Certificate will look 
like this

.
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THANK YOU

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

Support email: club-support@ndl.gov.in

46NDLI Club Registration Process


