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University’s Administrator Guide

→ for College Principal Access and Module

Management on Samarth Portal

Objective

To guide the universities to enable their college principals to log into the Samarth portal,

update the college profiles, and manage applicable modules. Following this guide,

universities can assign, map, and configure actions for their colleges as specified by the

University.
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Organizational Units and User Management Guide

This guide helps users create organizational unit types and organizational units, configure

academic details regarding affiliated programs' academic lifecycles, and complete

organizational profiles for colleges and affiliated institutions.

Image 1� Administration package Core module and User Management from admin user

Organizational Unit Types

Organizational unit types allow you to create different organizational units where

departments, branches, cells, faculties, and schools can be added. This customizable

structure adapts to any HEI’s internal workflow.
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Image 2� Core module Organization Unit from admin user

Predefined Organizational Units

The system includes predefined organizational units like Campus, Faculty, Department,

Institute, Branch, Library, Hostel, Facility, Administration, and School. Users can create

their organization according to these types or define their own, such as Departments,

Affiliated Colleges, Faculty, etc.

Steps to Create Organizational Unit Type

1. Navigate to the Core module in the Administration Package.
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2. Click on Organizational Unit Types to view the list of unit types.

3. Click on Add Organizational Units Type to create a new type.
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4. Enter the title (e.g., Affiliated Colleges).

5. Select the parent type.

6. Choose the category �Administrative or Academic).

7. Select the OU type from the list provided �CAMPUS, COLLEGE, DEPARTMENT,

etc.).

8. Mark the status as Published/Draft/Pending.
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9. Click Save to add the organizational unit type.

Once the organizational unit type is created, you can add units according to their types.

Organizational Units

The organizational units section includes all added units of the HEIs, such as

departments, schools, faculties, colleges, and universities. Users can add organizational

units in bulk or one at a time.

Steps to Add Organizational Unit

1. Log in to the portal.
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2. Go to the Administration Package and click on the Core module.

3. Click on Organizational Unit. On the left-hand side, click on Add Organizational

Unit.
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4. Select whether the OU is affiliated or not.

○ If affiliated, enter the required college affiliation information.

○ If not affiliated, select whether it is an Institution or an Institution

Department.
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5. Select the OU type from the dropdown (e.g., College, College Department,

Regional Centre, Study Centre).

6. Enter the required details:

○ General Details �Name, Parent Unit, Institute Name, Code, Profile, etc.)

○ Accreditation �NAAC Accreditation, NIRF Ranking, AISHE Code, etc.)

○ Address �Country, State, District, City, Street, Pincode, Geo Coordinates)

○ Contact Details �Official Email, Telephone Number, Fax, Website, Social

Media Links)

○ Other Details �Status, Visible, OU Category, OU Tag)

7. Click Save to create the organizational unit.
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Adding Organizational Units in Bulk

1. Click on Bulk OU Import.

2. Click on Detailed.
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3. Download the Excel format.

4. Fill in the details in the Excel sheet.

5. Upload the file by dragging and dropping or browsing and attaching the file.

6. Click on Upload.

User Management Module
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After creating organizational units, universities can create user accounts for affiliated

colleges' principals.

Image 3� The Admin need to go to the User Management module in the Administration Package

Steps to Add New User

1. Go to the Administration Package and navigate to the User Management Module

Dashboard.
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2. Click on Add New User.

3. Select Affiliated User as the account type.
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4. Select the college in the Organizational Unit dropdown.

5. Select the designation added in the Core module.

6. Enter the username, full name, mobile number, and email, and create a password.

7. Enable the Switch account functionality if required.

8. Click on Add User to create the user profile.
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User Role Assignment

Assign the following roles to principals:

● Afffiliated_ou_admin

● Core_ou_admin

Steps to Assign User Roles

1. Go to the User Roles Assignment section in the User Management Module.

2. Click on Add Role and search for the role.

3. To provide roles in bulk, use the filter under the column header.

4. Select Affiliated in the list and click on Assign & Remove Role.
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5. Select the roles from the dropdown.

6. Choose the Assign role from the action dropdown.

By following these steps, universities can define their organizational units, add

employees, and manage user roles efficiently.

User Roles

● affiliated_ou_admin

● core_ou_admin

Prerequisites

Adding Colleges

● The university must add their colleges to the core module, specifying the OU type

as "College".

● When adding a college, ensure to mark it as an affiliated college by selecting "Yes".

Creating Principal User Accounts
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● The university will create a user account for each principal of the affiliated

colleges.

● To create a principal account, the university must select the "Affiliated User"

account type and map the relevant college in the Organization Unit to the affiliated

user, designated as Principal.

Assigning Roles

● After creating the principal user account, the university must assign the roles

ou_admin and affiliated_ou_admin to the principal.

How Principal Can Login

● The principal will receive their login credentials via email once the university

creates their administrative account.

● Using the provided username and password, the principal will visit the University

Portal (e.g., https://test.samarth.ac.in/ for Test University).

● The principal will enter the given username and password, input the captcha, and

click on "Login".

How to Update College Profile in Core Module

Step 1� Update General Details

1. Login to the Samarth portal.

2. Navigate to Administration.

3. Go to Core Modules.

4. Select Organizational Unit.

5. Click on the pencil icon to update your profile.

6. Update the following details:

○ Type

○ Name (including Hindi and other languages)

○ Parent unit

17
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○ Institute Name

○ Code

○ Profile

○ Logo

○ Affiliated

○ Autonomous

○ Category of Institution

○ Sub-type of Institution

○ Specialization

○ Management

○ Government Category

○ Foundation

○ Affiliation Type

○ Affiliation Valid From Date

○ Affiliation Valid Till Date

○ Renewal Pending Date

○ Student Type

7. Click Save & Next.

Step 2� Add Accreditation

● NAAC Accreditation

● Current NAAC grade

● Current certificate link of accreditation

● Current NAAC Cycle of Accreditation

● Current Date of Accreditation

● Previously Accredited by NAAC

● Previous NAAC Grade

● Accreditation Year

● NIRF Ranking

● NIRF Assessment Year
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● AISHE Code

● Designation of head

● Campus

Step 3� Update Address

● Country

● State

● District

● City

● Street

● Pincode

● Geo Coordinates

Step 4� Update Contact Details

● Official Email

● Telephone Number

● Fax

● Extension Number

● Website

● Twitter Link

● Facebook Link

● LinkedIn Link

Step 5� Add Other Details

● Status

● Visible

● OU Category

● OU Tag

Click Save & Next after each step to update the college profile successfully.
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How Principal Can Login

1. The principal will receive their login credentials via email, once the university creates their 
administrative account.

2. Using the provided username and password, the principal will visit the University Portal (e.g., if the 
college is affiliated with XYZ University, the principal will log in at https://xyz.samarth.ac.in/).

3. The principal will enter the username and password, input the captcha, and click "Login".

How to update the college profile in the core module

Step 1: Update General Details

1. Login to the Samarth portal.
2. Navigate to Administration.
3. Go to Core Modules.
4. Select Organizational Unit
5. Click on pencil icon to update profile
6. Update the following details:

○ Type 
○ Name
○ Name in hindi
○ Name in other Language
○ Parent unit
○ Institute Name
○ Code
○ Profile
○ Logo
○ Affiliated
○ Autonomous
○ Category of Institution
○ Sub-type of Institution
○ Specialization
○ Management
○ Government Category
○ Foundation
○ Affiliation Type
○ Affiliation Valid Form Date
○ Affiliation Valid Till Date
○ Renewal Pending Date
○ Student Type

7. Click Save & Next.

Step 2: Add Accreditation

https://mu.samarth.ac.in/index.php/site/login
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● NAAC Accreditation
● Current NAAC grade
● Current certificate link of accreditation
● Current Naac Cycle Of Accreditation
● Current Date Of Accreditation
● Previously Accredited By Naac
● Previous NAAC Grade
● Accreditation Year
● NIRF Ranking
● NIRF Assessment Year
● AISHE Code
● Designation of head
● Campus
● Click Save & Next.

Step 4: Update Address

● Country
● State
● District
● City
● Street
● Pincode
● Geo Coordinates

Step 5: Update Contact Details

● Official Email
● Telephone Number
● Fax
● Extension Number
● Website
● Twitter Link
● Facebook Link
● LinkedIn Link
● Click Save & Next.

Step 6: Add Other details

● Status
● Visible
● OU Category
● OU Tag
● Click Save & Next.
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