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SAVITRIBAI PHULE PUNE UNIVERSITY  

Name Correction System 

Step-by-Step User Manual for Colleges 
 

STEP 1 College Login with PUNCODE 

• Select 'College' on the login page. 

• Enter your College PUNCODE (e.g. PUN12345) and Password. 

• Enter CAPTCHA and click 'Sign In'. 

 

 

 

 

 

 



 

Savitribai Phule Pune University 

 

STEP 2 Dashboard & Pending Applications Queue 

• View student submissions received under your college PUNCODE. 

• Search by PRN, Student Name, or Application Number. 

• Click 'Verify / Review' on an application. 
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STEP 3 Inward Application (Lock Student Edits) 

• Click 'Inward & Accept for Review'. 

• Status updates to 'AcceptedByCollegeForReview'. 

• This locks student edit/delete privileges while under college review. 
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STEP 4 Verify Eligibility and Upload Document 

• Verify the University Eligibility Number and Attach Eligibility Document (Highlighting Student Name) 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

Savitribai Phule Pune University 

STEP 5 Check Student Details & Verify Documents 

• Compare Current Name vs. Requested Corrected Name against the College General Register (GR). 

• Click the eye icon to preview uploaded proofs and tick the 'Verified' checkbox for each valid document. 

 

 



 

Savitribai Phule Pune University 

 

STEP 6 Upload College Forwarding Letter 

• Enter your College Outward Reference Number (e.g. COEP/EXAM/NC/2026/0412). 

• Upload the signed and stamped College Forwarding Letter. 

• Enter institutional recommendation remarks. 

 



 

Savitribai Phule Pune University 

STEP 7 Forward to University / Return to Student 

• Click 'Verify & Forward to University' to send to University Department. 

• Or click 'Return to Student for Correction' if documents are unreadable or having wrong information 

• Or click 'Reject Application' if inadmissible. 
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STEP 8 Handle Applications Returned by University 

• Check applications marked 'ReturnedToCollege'. 

• Read University remarks, provide required clarifications, and click Update and Forward to University'. 
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SAVITRIBAI PHULE PUNE UNIVERSITY  

Name Correction System  

Step-by-Step User Manual for Students 

 

STEP 1 Student Login 

• Open the portal URL( namecorrection.unipune.ac.in) and click on the 'Student' tab  
• Enter your registered PRN Number / Email and Password. 
• Type the CAPTCHA code shown on screen and click 'Log In'. 

 
 

 

 

 

 

 

 

https://namecorrection.unipune.ac.in/Account/Login


 

Savitribai Phule Pune University 

STEP 2 Dashboard & Initiate Application 

• Check your profile summary (PRN, Eligibility No, PUNCODE). 

 

• Click on the 'Apply for Name Correction' button. 
 

 

 

 



 

Savitribai Phule Pune University 

STEP 3 Select Document & Enter Exam Details 

• Choose the document type to correct (Marksheet, Passing Certificate). 

 

• Enter your Examination Seat Number, Academic Year/Semester, and Passing Month & Year. 

 

 

 

 

 



 

Savitribai Phule Pune University 

STEP 4 Upload Document to be Corrected 

• Upload clear scanned copy of your current document (PDF under 5MB). 

 

• Click 'Next Step' to continue. 

 

 
 



 

Savitribai Phule Pune University 

STEP 5 Select Correction Scope 

• Choose what needs correction: 'Student Name Only', 'Mother Name Only', or 'Both'. 
• Click Next. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

Savitribai Phule Pune University 

STEP 6 Enter Corrected Name Details 

• Review your existing name in the left column. 
• Enter the corrected First Name, Middle Name, Last Name, and Mother Name in the right column. 
• Click ‘Next’ to Save & Proceed to Uploading Documents. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

Savitribai Phule Pune University 

STEP 7 Upload Supporting Documents 

• Upload mandatory proofs: HSC Passing Certificate and Domicile Certificate. 

• Upload Government Gazette copy (if name was legally changed), Aadhaar card, or Affidavit if 

applicable. 

• Click ‘Next’ to Preview Documents 
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STEP 8 Application Preview  

• Review the complete application summary and verify all spellings. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

Savitribai Phule Pune University 

STEP 9 Submit Application 

• Click 'Submit Application'. 

 

• Save the generated Application Number (e.g., NC-2026-00142) for future tracking. 

 



 

Savitribai Phule Pune University 

STEP 10 Track Status in Application History 

• Go to 'Application History' to check live status (Submitted to College, Accepted, Forwarded to 

University). 
• Click 'Details' to view the complete verification timeline. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

Savitribai Phule Pune University 

STEP 11 Resubmit (If Returned by College or University) 

• If status changes to 'Returned for Correction', click ‘Details'. 

 

• Read the return remarks, Modify the application and resubmit it 

 

 

 

 

 

 
 



 

Savitribai Phule Pune University 

STEP 12 Pay Processing Fee (Post-Approval) 

• Once approved by the University (Status: Approved), click 'Pay Now' to pay the Application Fee 

(₹250/marksheet) 

 

• Complete the ₹250 per marksheet online payment through the University Payment Gateway. 
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STEP 13 Download Challan & Forward for Printing 

• Download your official Payment Receipt / Challan PDF. 

• Click 'Forward for Document Generation' so the Result Section can generate your certificate. 
 

 

 

Image Pending Due to Unavailable Payment Page in Test Environment 

 

STEP 14 SpeedPost Dispatch & Tracking 

• When status shows 'Dispatched', note the 13-character SpeedPost tracking number. 
• Click 'Track on India Post' to check live postal transit by entering the tracking number. 

 


