
User Manual for Adding a Sub Admin in K-REAP 
Portal 
 

Introduction 

This manual provides a step-by-step guide for adding Sub Admin role in KREAP. A new user can only be 

added from the Principal Login and Sub Admin role can be additionally assigned to existing users for 

giving them the privilege to add users  

 

Step 1: Access the College Login Portal 

1. Navigate to the University Login Portal 

o Open the portal using the URL https://kerala.kreap.co.in/ 

o Click on the College Login tab to access the login page. 

 

2. Log In Using Credentials 

o Enter your Username and Password assigned for login. 

 

 

https://kerala.kreap.co.in/


Step 2: Access Administration 

 

1. Open the Administration Tab 

o Click on the Administration 

 

 

Step 3 : Assigning Sub Admin to existing user 

1 : Navigate to User Management 

● You will see a list of existing users along with options to search by username. 

● Click on the round given against the username 

 

  



2 :Edit the role 

● The user details will be displayed on right 

● Click on the blue icon against the 

 

 

3. Assign new role 

● Select the Sub-Admin role from the drop down shown below 

● Click on update to make changes 

 

 

 

 



 

Step 4 : Re-Verification of profile 

1. Once new sub admin role is added to K-REAP Portal you will receive the temporary username 

and password in the email id provided 

2. Click on the link provided to verify the email first 

 

 
 

 

 

 

3. Enter the username and temporary password received in the College login page 

 
 

 

 

 



 

1. Please enter the OTP received in the next screen  

2. Set the new password 

 

 

In the next screen login with the new password and enter the OTP. You will reach the dashboard. 

 


