
REGISTRATION Log on to https://internship.aicte-india.org/register_new.php to register

1. Verify your account 
through the link sent on 
your registered Email ID

2. Contact your State 
Nodal Officer to get your 
account approved.

3. After verification and 
approval, log in with 
your credentials to post 
internship(s).

For activation 
of account:

NOTE: Please ensure essential checks like use of any special 
characters, clarity in document scans, logo check etc.

Contact mohua.tulip@gmail.com in case your city is missing in the drop-down list or for any other concerns

https://internship.aicte-india.org/register_new.php
mailto:mohua.tulip@gmail.com


POST INTERNSHIP

NOTE: Amount of stipend/subsistence, allowance/expenses would 
be payable at the discretion of the ULB/Smart City.



Enter the Title of the 
Internship (autofill 
option also available)



Select the Department 
under which the 
internship falls



Select the 
Qualification of the 
intern

NOTE: The portal only allows one qualification at a 
time for posting an internship. Should you need to 
put multiple qualifications then you may post new 
internships with same details and the desired 
qualification. 



Fill in all the details and click on Submit to post the internship

Select the 
specialisation of 
the qualification



APPLICANT MANAGEMENT- A place where you find the list of candidates applied

Select the internship for which you 
want to hire an intern

Select the location to see candidates who have applied either 
from your location or from other parts of the country

Click on Shortlist if you like the profile of the 
candidate or else click on Reject the Applicant. 
You may again shortlist the candidate once 
rejected under the Not Selected Applicants tab.



SHORTLISTED APPLICANTS- Find your shortlisted candidates here

Once shortlisted, call the candidate for an online/offline 
interview by clicking on ‘Called for Interview’ and fill in 
the details

Enter the documents to be kept 
ready or brought for verification by 
the candidate at the time of the 
interview



Generating OFFER LETTER after interview- Release the offer 
letter to the candidate as a final step in the hiring process, to hire the candidate as an intern

NOTE: 1. The Release Offer Letter button appears once the interview offer is accepted by the candidate. 
In the form, fill the relevant details that will appear in the Offer Letter to the prospective intern

2. You have the option of putting the back date upto 4 months in only the Starting Date of Internship.



APPROVE OFFER LETTER- Once you click on ‘Release Offer Letter’, in the 
‘Approve Offer Letter’ tab you can preview the details of the letter before finally issuing it to the candidate

NOTE: You will not be able to edit the details of the Offer Letter once issued to the candidate. So, kindly fill the details very carefully.



GENERATE INTERNSHIP COMPLETION 
CERTIFICATE- Once the Intern accepts the Offer Letter, Release Certificate button activates

NOTE: 1. “Issue Certificate” button appears only when the candidate accepts the offer letter.
2. You will only be able to generate the certificate if minimum 2 months or 8 weeks have been completed by the intern.



APPROVE CERTIFICATE- Once you click on “Release Certificate”, in the “Approve 
Certificate” tab you can preview the certificate before finally issuing it to the candidate

NOTE: You will not be able to edit the details of the Certificate once issued to the candidate. So, kindly fill the details 
very carefully.



FIND A CANDIDATE- Find and Invite candidates with desired qualifications from 
around the country to apply for internships in your ULB/SC



DASHBOARD- A place where you find all your posted internships and their details

Click on any 
Internship ID 
to check the 
details of the 
specific 
internship 
posted


