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1. Introduction 

This section of the manual provides a comprehensive guide for IVNTIs (Inland Vessel 
Navigation Training Institutes) to manage their registration and course processes efficiently. 
It covers all necessary steps for registering as an IVNTI, gaining approval for additional 
courses, and creating and managing training batches. 

Users will find step-by-step instructions for submitting registration applications, scheduling 
and uploading inspection reports, obtaining provisional certificates, and managing course 
approvals. Additionally, it outlines the role of the Designated Authority (DA) in reviewing, 
approving, or requesting clarifications for IVNTI applications. 

 URL: https://navic.iwai.gov.in/ 

 

 

Precondition for IVNTI Registration 

To begin the registration process, the IVNTI must first register on the portal by: 

1. Clicking on the Register button. 

2. Filling out the required details in the registration form. 

3. Clicking on the Sign Up button to submit the registration request. 

Approval Process: 

https://navic.iwai.gov.in/
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 If the Institute Type is State, the registration approval process will be handled by the 

Designated Authority (DA). 

 If the Institute Type is Central, the approval process will be managed by the IWAI 

User/Nodal Officer. 

Once the registration is approved, the IVNTI will receive the login credentials via the registered email 
ID, enabling them to access the portal. 

2. Approval of IVNTI (IVNTI registration) 

 Log in using your IVNTI credentials 

 From the left side navigation menu, expand the IVNTI Processes menu and select 

“Approval of IVNTI (IVNTI registration)” 

 

 Click on the Add button to display the form 
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 The Following fields will be prefilled in the form 

 Name of Institute 

 Address 

 State 

 Email 

 Type of Institute 

 Select Registration Type either as New or Existing 

 Complete the other mandatory fields in the form 
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 Click the Submit button. You will be redirected to the Fee Payment screen. 



7 
 

Copyright © 2024 - All Rights Reserved -IWAI 

 
 

 

 

 On the Fee Payment screen, choose a payment mode: Online or Offline. 

 

 For Online Mode: 

 Click on the Pay Now button. 
 Select your preferred payment method. 

 

 For testing purposes, select Test Success. The payment will be marked as successful. 

 For Offline Mode: 
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 Select Challan Receipt. 

 

 Click on Make Payment to confirm. 

 Once the payment is completed, the application status will be updated to Submitted. 

 

 The examination application will now be sent to the Designated Authority(DA)/IWAI 
User for further processing. 

 If Institute Type is State then approval process will be done by DA and if it is Central, it 
will be done by IWAI user/Nodal Officer 

3. Approval of IVNTI Registration (DA login) 

 Log in with  DA credentials 
 From the left side navigation menu, expand the IVNTI Processes menu and select 

“Approval of IVNTI Registration”. A listing of applications will appear. 

 

 Click on  the Action icon next to an application 

 

 Click on Accept/Decline 
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 Enter Remarks 

 DA can take following actions:- 

 Accept :- The application will proceed to the next step. 
 Clarification - The application will be sent back to IVNTI for modifications and can be 

resubmitted to DA. 
 Reject - The application will be declined. 

 Click on Approved, status will be  updated to Approved 

 

 Click on  the Action icon 
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 Select Schedule Inspection, schedule inspection screen will be displayed 

 

 Enter Surveyor/Auditor Required 

 Select Date from Calender 

 

 

 Enter Title 
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 Click on Save button 

 

Note :- If registration type is Existing, this step is not required 

 Click on the Action icon 

 

 Select Upload Inspection 

 

 Choose the Date and upload the Inspection Report 

 Click on the Upload button. Status will be updated to 

“INSPECTION_REPORT_UPLOADED” 
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 Click on Action icon 

 

 Select Provisional Approval, Provisional Approval form will appear 
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 Click on Submit button, status will be updated to “SURVEY_COMPLETED”. 

Note :- If registration type is Existing, this step is not required 

 

 

 Click on Action Icon 

 Select Download Provisional Certificate to download the certificate(Provisional 

certificate is not available for download if registration type is Existing) 

 

 Click on Action icon 
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 Click on Approve/Reject 

 

 Enter Remark 

 Upload Audit Report 

 

 Click on Approve to approved the application 

 Now again click on Action Icon 
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 Click on Download Approval Certificate(Approval certificate is available for download if 

registration type is Existing) 

 

 

4. Approval of IVNTI -Upload Document 

 Log in using your IVNTI credentials 

 From the left side navigation menu, expand the IVNTI Processes menu and select 

“Approval of IVNTI (IVNTI registration)” 

 

 Click on Action icon 

 

 Click on Upload Document 
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 Click on Upload Document button 

 

 Fill all mandatory fields 

 

 Click on Submit button 

 

5. Approval of Additional IVNTI Courses  

 Log in using your IVNTI credentials 

 From the left side navigation menu, expand the IVNTI Processes menu and select 

“Approval of Additional IVNTI courses” 

 

 Click on the Add Course button to display the form 
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 Select course 

 

 Click on the Submit button. You will be redirected to the Fee Payment screen. 

 

 

 

 

 On the Fee Payment screen, choose a payment mode: Online or Offline. 

 

 For Online Mode: 

 Click on the Pay Now button. 
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 Select your preferred payment method. 

 

 For testing purposes, select Test Success. The payment will be marked as successful. 

 For Offline Mode: 

 Select Challan Receipt. 

 

 Click on Make Payment to confirm. 

 Once the payment is completed, the application status will be updated to Pending. 
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 The examination application will now be sent to the Designated Authority(DA) for 
further processing. 

6. Approval of IVNTI Courses (DA login) 

 Log in with  DA credentials 
 From the left side navigation menu, select “Course Enrollment Pending List”. A listing of 

applications will appear. 

 

 Click on view having status as Pending 

 

 

 Enter Remarks 
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 Upload Survey Report 

 Click on Approve, status will be  updated to “Approved” 

 

 Now IVNTI will create batch for approved courses and these approved courses will 

appear in Pre and Post Training form. 

7. Create Batch 

 Log in using your IVNTI credentials 

 From the left side navigation menu, expand the IVNTI Processes menu and select 

“Create Batch” 

 

 Click on the “Add Batch” button 

 

 

 Fill in all the mandatory fields in the form 
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 Click on the Submit button 

 The course will be successfully added and will appear in the listing 

 

 To make changes to an existing batch, click on the Update button next to the desired 

batch. 

 Modify the required details. 

 Click on the Submit button to save the changes. 
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