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1. About DigiLocker 
DigiLocker is a service that enables you to store documents (certificates, mark sheets, 

identification documents, etc.) online, and in digital format. The benefit of this service is that 

you can retrieve these documents from DigiLocker anytime and anywhere without the need 

to carry paper documents around.   

 

1.1 DigiLocker for NCS Portal Users 
The NCS portal is now integrated with the DigiLocker service allowing you to upload and 

download your documents from within the NCS portal.  

However, if you are a registered NCS portal user but do not have an existing DigiLocker 

account, then you can create a DigiLocker account for yourself. Click here to know more.    

As a registered NCS portal user, you can access your DigiLocker account from the portal itself, 

if you already have a DigiLocker account. Click here to know more.  

 

1.2 Create a DigiLocker Account 
Follow these steps to get yourself registered with DigiLocker if you do not have a DigiLocker 

account as of now: 

1. Click the DigiLocker connect link. The NCS portal navigates you to the DigiLocker site 

displaying this screen. 
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DigiLocker Sign In Screen 

The NCS portal tab on the web browser is now replaced with the DigiLocker site. 

2. Click the Sign Up now link. This displays the following screen:  
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Signup Screen 

3. Enter your mobile number and then click the Continue button. The following screen 

displays: 
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Enter OTP 

4. Next, enter the OTP you receive on your mobile number in the Enter OTP field and then 

click the Verify button. The following screen displays after clicking the Verify button: 

 

Note: Ensure you enter the OTP in the field before the timer, displayed under the Verify 

button, runs out of time.   
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DigiLocker Signup Credentials Screen 

5. Enter your username and password in the said fields and then click the Signup button. The 

following screen displays: 

 

DigiLocker Account Creation Message 
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6. Click the Continue here >> link displayed at the bottom of the screen. The following screen 

displays: 

 

Consent for Accessing DigiLocker 

7. Read the message displayed on the screen and then click the Allow button. You are 

navigated back to the NCS portal. 
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Note: By clicking the Allow button, you are allowing the NCS portal to access your 

DigiLocker account and the documents stored there. 

 

As you are now registered with DigiLocker the DigiLocker connect link label is changed to 

Upload. This indicates that your NCS and DigiLocker accounts are now connected. You can 

now upload your documents to DigiLocker application directly from the NCS portal. 

 

1.3 Access Your DigiLocker Account  
If you already have a DigiLocker account, you can easily access this online service from the 

NCS portal as well.  

Follow these steps to access your DigiLocker account from the NCS portal: 

1. Click the DigiLocker connect link. The NCS portal navigates you to the DigiLocker site 

displaying this screen. 

 

DigiLocker Sign In Screen 

The NCS portal tab on the web browser is now replaced with the DigiLocker site. 

2. Enter your login credentials in the Username and Password fields and then click the Sign 

In button. This displays the following screen:  
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Consent for Accessing DigiLocker 

3. Read the message displayed on the screen and then click the Allow button. You are 

navigated back to the NCS portal. 

 

Note: By clicking the Allow button, you are allowing the NCS portal to access your 

DigiLocker account and the documents stored there. 
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All the DigiLocker connect link labels are now changed to Upload. This indicates that your 

NCS and DigiLocker accounts are now connected. You can now upload your documents to 

DigiLocker application directly from the NCS portal. 

 

1.4 Adding Documents to DigiLocker 
As a registered DigiLocker user, you can add your documents (certificates, mark sheets, 

identification documents, etc.) to this online service from the NCS portal.  

There are two ways to add documents to the DigiLocker: upload documents and pull issued 

documents from various issuing agencies. 

1.4.1 Upload Documents  
Follow these steps to upload your documents to DigiLocker: 

1. Click the Upload link. The Add Document to DigiLocker pop-up displays. There are two 

tabs on the pop-up, ensure that the Upload Document tab is selected. 

 

Upload Document Tab 

Note: The feature (Pull Issued Document tab on the Add Document to DigiLocker pop-

up) for fetching issued documents, from DigiLocker, is only available wherever issuer 

documents are required on the NCS portal. Else, wherever an issue document is not 

required the Add Document to DigiLocker pop-up will just display the Upload Document 

tab. 

2. Click the Choose File button and locate the file, on the computer, you want to upload.  
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Select File 

3. Click the Upload button. The Upload Document tab displays a success message as 

displayed here: 

 

Upload Successful Message 

Note: The Upload Document tab displays an error message if the NCS portal is unable to 

upload your document to DigiLocker. Read the error message carefully and upload the 

document again after taking corrective action as required. 

4. Click the Close button.  

 

Update Download Delete Links 
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All the Upload link labels are now changed to Update | Download | Delete. This indicates 

that your document is now added to the DigiLocker and you can now either update the 

said document, download or delete the same. 

 

1.4.2 Pull Issued Documents 
Documents such as caste certificate, PAN, driving license, educational mark sheets, disability 

certificate that are issued by respective government bodies and agencies (issuers), can be 

pulled into the NCS portal from the DigiLocker. 

The NCS portal only displays list of issuers who have made documents and certificates 

available digitally on DigiLocker. 

Follow these steps to pull your issued documents from DigiLocker: 

1. Click the Upload link. The Add Document to DigiLocker pop-up displays. There are two 

tabs on the pop-up, ensure that the Pull Issued Document tab is selected. 

 

Pull Issued Document Tab 

Note: The feature (Pull Issued Document tab on the Add Document to DigiLocker pop-

up) for fetching issued documents, from DigiLocker, is only available wherever issuer 

documents are required on the NCS portal. Else wherever an issue document is not 

required the Add Document to DigiLocker pop-up will just display the Upload Document 

tab. 

2. Select the name of the required issuer from the Issuer Name drop-down list. 
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Issuer Name Drop-down List 

Note: The lists of displayed names of the issuers is contextual to the field related to which, 

you want to pull a document from DigiLocker. For example, for pulling a driving license, 

the Issuer Name drop-down will list names of all issuers (driving license authorities), who 

have made driving license available digitally on DigiLocker. 

3. Next, select the required document or certificate from the Document/Certificate drop-

down list. 

 

Select Issued Document 

4. Enter details on the field(s) that display. 
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Note: The field(s) that display can vary depending on the type of issuer document that is 

going to be pulled from DigiLocker. For example, fields that appear on this tab, for pulling 

a driving license may vary for pulling a disability certificate. 

 

Enter Details 

5. Click the Fetch Document button.  The Pull Issued Document tab displays a success 

message as displayed here: 

 

Fetch Document Successful Message 

Note: The Pull Issued Document tab displays an error message if the NCS portal is unable 

to pull your issued document from DigiLocker. Read the error message carefully and pull 

the document again after taking corrective action as required. 
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6. Click the Close button.  

 

Update Download Delete Links 

All the Upload link labels are now changed to Update | Download | Delete. This indicates 

that your document is now added to the DigiLocker and you can now either update the 

said document, download or delete the same. 

 

1.5 Updating Existing Documents on DigiLocker 
You might want to update documents that you have are already uploaded to DigiLocker. 

Updating allows you to upload and replace (update) the older version of your document with 

the latest version of that particular document on DigiLocker. 

Follow these steps to update your existing documents on DigiLocker: 

1. Click the Update link. The Add Document to DigiLocker pop-up displays. There are two 

tabs on the pop-up, ensure that the Upload Document tab is selected. 

 

Upload Document Tab 

Note: The feature (Pull Issued Document tab on the Add Document to DigiLocker pop-

up) for fetching issued documents, from DigiLocker, is only available wherever issuer 

documents are required on the NCS portal. Else, wherever an issue document is not 

required the Add Document to DigiLocker pop-up will just display the Upload Document 

tab. 

2. Click the Choose File button and locate the file, on the computer, you want to upload.  
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Select File 

3. Click the Upload button. The Upload Document tab displays a success message as 

displayed here: 

 

Upload Successful Message 

Note: The Upload Document tab displays an error message if the NCS portal is unable to 

upload your document to DigiLocker. Read the error message carefully and upload the 

document again after taking corrective action as required. 

4. Click the Close button.  

 

The previously uploaded document to DigiLocker is now replaced with the new document; 

you just uploaded using the Update link. 
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1.6 Downloading Documents from DigiLocker 
Follow these steps to download your documents from DigiLocker: 

1. Click the Download link of the required document. The said document is downloaded to 

your computer.   

 

2. Access the downloaded document to view it. 

1.7 Disconnecting from DigiLocker  
You can disassociate your NCS portal account from your DigiLocker account anytime you want. 

Doing this, you will not be able to access documents already uploaded to DigiLocker. 

1. Access the Preferences screen.  

 

Preferences Screen 

2. Click the Click here link. The Confirm pop-up displays. 

 

Confirm Pop-up 

3. Click the Ok button.  

 

Your accounts are now disconnected. This means you can no longer access documents 

uploaded to DigiLocker from the NCS portal. 

 

Note: To re-establish connection between your NCS and DigiLocker accounts, once again, 

click any DigiLocker connect link and go through the suggested procedure as before. Next, 

upload all the required documents to DigiLocker from the NCS portal. 
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1.8 Sharing Documents with Employers 
NCS portal can share documents you upload on DigiLocker with prospective employees. You 

need to provide your approval to do so on the Preferences screen.  

1. Access the Preferences screen.  

 

Preferences Screen 

2. Next, check the Share DigiLocker document with employer(s) check box. Here on, the 

NCS portal will make your DigiLocker documents available to employers whose job posts 

you apply to on the NCS portal. 

 


