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PURPOSE

This guide is intended to show how to submit the Application electronically, how it is handled and
process of its execution and procedure to check details and delivery of final output.

This guide will help:

1. Citizen —To login and apply for a service.
2. Kiosk Operator —To apply for the citizen.
3. Departmental Users — To process the citizen application.

INTRODUCTION

e- District is a State Mission Mode Project under the National e-Governance Plan. The project aims to
target high volume services which are to be undertaken through backend computerization to
electronically enable the delivery of these services through Applicant/CSC Operator.

Government of Manipur envisions that e-district delivers some of the services through the state
administration with use of Information and Communication Technology (ICT).
The e-District initiative of the Department of Information Technology (DIT), Ministry of Communication
and Information Technology (MCIT), and Government of India (GOI) has been identified as one of the
Mission critical Projects at the State level. The project aims at providing support to the basic
administrative unit that is “State Administration” to enable content execution of services, which would

User Manual for e-District applications Page 3




e-District MMP Manipur n El’ ti.}

Solutions that perform™
User Manual olutions that perform

optimally leverage and utilize the three infrastructure pillars, the State Wide Area Network (SWAN) for
connectivity, State Data Centre (SDC) for secure and fail safe data storage, and Common Service
Centers/Kiosk/Department counters as the primary front-ends for service delivery to deliver services to
the citizens at their doorstep.

WHAT IS E-GOVERNANCE & NEGP?

National E-Governance Plan in India is taking initiatives to introduce E-Governance system across the
country. This is the application of information and communication technology (ICT) for delivering
government services, exchange of information, communication, transactions and integration of various
stand-alone systems and services between Government-to-Citizens (G2C), as well as back office
processes and interactions within the entire government frame work. Though government services will
be made available to the citizens in a convenient, efficient and transparent manner, a large-scale
digitization of records is going down to enable simple, reliable access over the internet. The main
objective of this plan is to bring public services closer to the citizens. E-governance has the potential to
get multi-dimensional changes and a fruitful effect which will be beneficial for everybody including
industry and citizens.

AUDIENCE

User with Technical and Non-Technical background will find this guide helpful in using the application.
What is e-Service Portal ?

To fulfill the vision of providing an easy and convenient services to the citizens through remote access
primarily through Common Service Centre (CSCs)/PFCs, Manipur e-District project is created under the
National e-Governance Plan (NeGP). The main objective of developing State eservice Portal (SP) along
with Manipur e-District is to provide all citizens with outlets where they can access the services under a
single interface mechanism in the form of the Portal.

13 What are the functions of State eService Portal?
¢ Information Dissemination: The portal will provide information about Government departments, line

ministries, and web links of these departments. It will provide information about Government structure
in the state, service key notifications to the offerings and business and citizen community. Content

Architecture of the Portal shall be in accordance with State Portal Framework (SPF).
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¢ Shall be accessible from a variety of channels: The portal can be accessed via a variety of established
channels, including Common Service Centers, Government Service delivery counters, PFCs etc.

¢ Shall exchange information & services seamlessly across State Government departments. This
exchange should be in accordance with SPF.

FUNCTIONALITY OF ESERVICES PORTAL:

The functional requirements of the proposed Service are described below in terms of process. A process
may be defined as a particular activity that an Actor can perform. An Actor is a user with a specific role.
The following table gives a brief description of each process field in the process that follow:

1. The System will be able to identify user logging into the system as defined by the login component
2. The System will enable receiving of the application as per the Application Receipt component.
3. The System will display a message regarding successful or unsuccessful completion of any transaction.

4. The System will allow concerned officials to view the service request only on authenticated login as
per login process.

5. System has facility to map Remarks with role, service, district and action taken.
6. The System will be able to save the application data and route it to the concerned Officer.

7. The System will be able to notify the concerned Officer about the new and pending applications
through e-District application dashboard.

8. The System will allow concerned Officer to accept/reject/revert/send back any service request
application.

9. The System will request the Officer to compulsorily provide comments in case of any action taken.
10. The officer must be able to download the application from the System.
11. The System will enable the officer to order verification as per the Verification component.

12. The System will allow the Officer to enter/select query parameters for the Report and then display
the results for the query to Officer.

13. The System will allow the Officer to approve the application by using his digital signature.
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14. Certificate output security features barcode and QR code used in

15. Citizen can verify the authenticity of the certificate through the certificate verification module

present in the login screen in eDistrict portal. If a valid certificate number is entered and submitted then

the corresponding certificate pdf is fetched from the repository and displayed.

Services which are part of the current scope and are offered to the citizen are listed below:

Department Category

Service

Revenue

Application for Domicile Certificate

Application for Income Certificate

Application for OBC/SC/ST Certificate

Application for Permanent Resident Certificate

Application for Land Valuation Certificate

Application for Land Mutation Certificate

Employment Exchange

Application for Registration in Employment Exchange

Application for Renewal of Registration in Employment Exchange

Application for Updating Qualification or Experience or both in
Employment Exchange

Application for Transfer of Registration to New Employment Exchange

Submission of Application against Vacancy

RTI and Grievance

Application for Submission of Right To Information (RTI)

Application for Lodging of Grievance

Social Welfare

Application for Registration under Indira Gandhi National Old Age
Pension Scheme

Application for Registration under Manipur Old Age Pension Scheme

Application for Registration for Unemployment Allowances assistance to
person with disabilities.

National Family Benefit Scheme

Indira Gandhi National Disability Pension Scheme

Indira Gandhi National Widow Pension Scheme

Electoral Services

Application for Inclusion of name in Electoral Roll

Application for correction of particulars

Application for transposition of entry in Electoral roll

Application for inclusion of name by Overseas Electors -Form 3

Application for objecting inclusion or seeking deletion of name in

Electoral roll
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Registration

Non-Encumbrance Certificate

Application for Hindu Marriage Certificate

Application for Special Marriage Certificate

Department Category Service

RD & PR Application for Birth Certificate
Application for Death Certificate

Education Registration of Children with Special Need

YAS ( Youth & Sports) Incentive State Sports Awards

Registration in School Games Federation

Registration in RCC Program

URL : https://eservicemanipur.gov.in/

Stepl:- Upon Clicking the Manipur State eService Portal Link Home Page will be displayed to Applicant:
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Digital India

Power To Empower

HOME ST TRANSA( INT ON STATUS FAQ )

Notifications e-Services Quick Links Login
Lorem ipsum dolor sit amet, i FEETE Government of Manipur © cscicitizen © Department Login
consectetur adipiscing elit. H

Nullam in venenatis enim... Read Exam Results
o RD and PR/ MAHUD/ Department Login

[iteslii Elector Search by EPIC )

— L ]

MSPDCL
. ) MPSC Online

dolor.. Nullam in venenatis Election
ENIM... Read more... CPIS (Formely MGEL)

Rapid Employment Exchange
Assessment
System ]
— — Youth Affairs and Sports
helps in improving governance L] -

2sk.edistrictmn@nic.in

more...

Curabitur porttitor ante eget
hendrerit adipiscing. Maecenas
at magna accumsan, .. Read

more...

Social Welfare

rhoncus neque id, fringilla

About the Portal | Help | Terms of use Refund and Cancellation Policy Accessibiity Statement Disclaimer Link To Us Copyright

Site Contents owned and updated by concerned Departments and co-ordinated by Depariment of Information Technology, Manipur.
For any query regarding this website Please Contact Web Master.

E-service visitors : ¥ Version 2.0.1

CITIZEN REGISTRATION

Step 2:-Once the Applicant is redirected to the Manipur State Portal Home Page, Applicant can register
him/her self to State Portal to avail the available Services by Clicking on Register Link.

Upon Clicking on O CSC/Citizen Radio button, Click here to Login With ePramaan (Register Link) , a

Registration Page will be opened as below:
( FOR NEW CITIZEN REGISTRATION)

1) Click on “New User? Register Here
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Home Downloads Undock Your Account Register Sign In

Welcome to e-Pramaan Authentication Service

jsername / Aadnaar Numbes
Passworg
Capicha

Captcha futters oro cose senw/tive

mdojaue

[#]

AN information sent fo iz sife is encrypled and prodectod frovn thind pares. Never provde your personal informanion fo anytiody, come
what may. e-Pramaan wil never soak Logiin, Password or any personal information on Phone or e-mad. Do not respond % such
request. These may de phishing raps

5 | oo st e b

1) Choose proper option

Unlock Your Account Register Sign In

Citizen Registration

Kingly choose any one of the below option:

Regstration using Aadhaar Number

Regrstration without Identity verfication (not recommendes
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1) Applicable for registration with Aadhaar Only

(@)

Home Downlowds Undock Your Account Registes Sign In

Citizen Registration

Kindgly choose any one of the below option:

# Registabon usng Aadhaar Number
Aadhaar
Chooze OTP medium Motee Eman

Consent for Aadhaar Authentication

| the hoider of above piven Aadhaar

Captena

Q

Registration without igentity veriication (not recommended)

: . ml?mé‘e -:Proﬁ:cgn“i‘\\v i ’-q

national @ Authentcation Servico 8
tome Downloads Unlock Your Accound Regste Signin

Citizen Registration

Kindly ehcose army one of the below option

RegIeirston usng Aschas Numbe
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a) For Registration without any Identity Proof citizen need to fill up the following form.

Vomry e

oa3hs

a) For Registration with Aadhaar citizen need to fill up the below form
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Home ODownloads !

Citizen Registration

Kindly choose any one of the below option:

N USKNG ASCNaar Numbers

Aaanaar 607098776325

oose OTP medum ® Motsle Emad

Consem for Aadbaar Autheatication

® 1 Agwe Disagree
Captcha omep2
~
-~
Fmgrstra@mon winout 1dentfy verfe 4600 (A0l reComendsd

Inlock Your Account Register Sign In
Usng e Madd

\ising Mobsde

Home

© Pisase onter The OTF sent by Asdnast Authority (LIDAI o KYG) 10 *****+"5400 It
SMS/Emait within 6 minute, kindly try again

Aadhaar eKYC OTP Verification

Downloads

Untock Yous Account Registes Sign

Using ¢ Mail

you have Using Molsile

oTe 173900

1 AUTOBI ry MODHE NUMDE! AN ENMal & teceved Hom Aadnam

Be-generate QTP (or Axdhaar e:6YC

a) Once verified the following form will display.
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(y g e .
J
| g l& SMhisis
uanm‘e:-Proﬁwoon Qi

nahonal e Authenbcation Service : >
Home Downloads Unlock Your Account Registes Sign n

© Aadhaar number has been successiully venbed

© Your Aadhaar data has been pre-populated, kindty Tl other detals 1o proceed

Citizen Registration Form

Given Name * Hristibesd Ok ahorty

Confinm Passworg *

Date af Birth * 3 May 1980
(Motile Number or Email id is mandatory)

Veried Mobike Numbor LEINIM00

Email i

Identity Information

Asdnaar BUT00RT 76325
Contact Address
s0 / Fuat | Busang 17
Landmark basusree Pule Kaaruhan
street Ostad Arrer 2an Sarum
Locanty Hardevpun
City / Distnct Suuth 24 Paeganss
Stane WEST BENGAL
Cooe noosy
Additional information
ecurt Select
Security Ansser *

Personal Message *

Capteha *

ncekro2

0

a) Citizen need to fill up Username, Password, emailed &Additional Information.
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lhome Downloads Unbock Your Account Registes Sign In

© Aadhanr number has Deen successhly voriied

O Your Asdhaar data has been pre.populated, Kindly fill other detals 10 procesd,

Citizen Registration Form

Personal Information
Srven Name * Hrsnaesh Crakracorty
Jeorname * Usermana svaratle
asswor
— -re nimy ¢ e 0 v of L
Contem Passworg * CXTTTRRPERS
Oate of Birth * 3 May 1980
(Mobite Number or Emall id is mandatory)
VOrIned Modke Humoe 162010600
Ernast i Dchakraborty @gmad.com
Rimaty antor vwiit &-anadl & a
identity iInformation
Aadnaar SNNTIENTS
Contact Address
House / it/ uidng 1277
Landmark Samnres P Labes s
Street Owtad Amw Khan Sacani
oCalty e
Rty / Distrct South 24 Parganes
State WEST BENGAL
Pin Coae roonz
Additional Information
Uty Question * What was the name of your elsmentary | primary school?
Securty Answer * Hava Natanda
¥ nal Messag
Capkcha * ncelrol
ncekro2
c
W) Accept "Terms™ and "Polices” of e-Pramaan
[ sonve }
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a) Once clicked on Signup the following page will display.

Downloads

Services

& Weicome - hishiraju

User Profile

Manage Profile loéuul

Personal Information
Given Name Hrishikesh Chakraborty
Date of Birth 03 May 1080

Verified Moblle Number 9162010400

Email Id hehakraborty@amail com X (not venfied) Send verification link
Identity Informatior
PAN No PAN provided
Aadhaar 507098776325 V' To synchronize peofile dta with Asdheer CICK hese
Contact Address

House / Flat / Building 12/7¢

Landmark
Street
Locality

City / District
State

Pin Code

Additional Information

Personal Message

Basusree Pukur Kabarsthan
Ostad Amir Knan Sarani
Haridevpur

South 24 Parganas

WEST BENGAL

Today Is Mine

Edk User Profie

User Manual for e-District applications
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a) User can edit their profile after verifying themselves from below form.

& Welcome | heshiraju Downloads Services Manage Profile Logout

Verify User

Usemame heishiraje
Password
Captcha

ase

dm mmq:

wun W Rww

CENTRE FOR DEVELDPMINT OF ADVANCED COMPUTING

a) Once complete the following page will display
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n wi.“

Downdoads Services Manage Profile logout

Available Services

M o-District-Dadra & Nagar Havell M »-District-Daman & Diu
edstrct efomes edstrict efooms

M| JaKeGA M| Mizoram eDistrict
MK eServees MEoram eDwsanct

M Mizoram State e Governance Society
AGruBUie ResERrCh And EXension
Azawt DC
A AN Cutture Department

Central Sik Board Research Extension
Centre

Champhal DO
Department Of Food Ciwl Supply Consumer
Aftars

Dy of Ang
Reforms
DET Champnal

NET Lawngiiar Destrct
DIET SERCHP
Dwectorate Of Economic And Statisscs.

Dwrectorate of School Ecucaton
Destrct Rt Developesent Agency Altast

Forests And Climate Change Departiment

Gowermment Mrangbana College

Heam
Page Y00 {2) Total (60 ) iecords 0 W Go o page ﬂ

a) Once appropriate state selected it will redirect to e-District page, which will fetch the following
fields from e-Pramaan.
b) Click to register.
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Digitel India

USER ACCOUNT DETAILS

User Name * unar-1 064400540 UiD{Aadhaar) 07068776525
Email 1D Mobile Number * F162015400
(A A Duras asd DU . District * — Plonse Select — B

USER INFORMATION

Last Name * Middie Name
First Name *
Genader * M O Female S Transgender Status * Mamsd O Unmanied
Date of Binth * 03051920 Occupation *
PiNTode?.  CINSS Address® | 1207c; aseane ohur Kaberenen,

Cancel
c) Provide OTP

R T
). {.l -
TSHTOT e—Prqu:nfucn

national @ Authentication Service

Hotme Downloads Unlock Yous Account

Hsang ¢ Mail

© Flease onter The OTF sent by Asdnast Authority (LIDAI 6-KYG) 10 ******"0400 It you have Using Mobsile
SMS/Emait within & minute, kindly try sgain :

Aadhaar eKYC OTP Verification

oTe 173900
] AUTOMI fryy MODHE NAMDE! BN emas & teceved Hom Aadna
(]

Re-generate OTP for Aadhaar e:6YC

Upon Clicking on Submit Button, Applicant will be registered with State eservice Portal and can be able
to Login into State Portal. Once verified and logged in User will be able to view the list of service, his
inbox etc. in e-District.
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HOW TO LOGIN IN STATE E SERVICES PORTAL?

The application allows only the authentic users to login to the system.

There are ADHAAR based authentication mechanisms implemented in the system:

User id and Password combination. User needs to enter the correct username and password.

Digital India

Power To Empower

-

Lorem ipsum dolor sit amet,
consectetur adipiscing el
MNulkam in venenalis enim... Resd

1 Cac | Citizen & Departiment Login

Depariment Login

mare

Curabilur porttitor anle eget
hendrerit adipiscing Maecenas
3l magna accumsan,... Resd
mare..

rhoncus neque id, fringila
dolor.. Nullam in venenatis

M. Read more

Courahifur ooerdindse inn Education

CITIZEN LOGIN

Step 3:- Applicant has to provide his Login Credentials like Login Id and Password to avail the Services:
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@ Csc/citizen ) Department Login

lick here to Login With
ePramaan =

Q

Enter the OTP and submit for verification : -

Link: Imaging page after successful login

eDistrict Manipur Digital India

Power To Empower

Apply New 'ﬁ Submitted Application!
26 124

o o}
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Digital India

Power To Empower

- Department Wise Service List

© Revenue Department/Ftaf&® foref®

© Education Department/Fgreswys Farafd

c Rural Development & Panchayati Raj/Z(@w [Seama I T8s ITw

© Youth Affairs and Sports/g¥ A%THF IR AR e

© RTI Department/=irz. B =t frefe

© Social Welfare

@ Election Department

O Ranictratinn Nffirs IRavanis Nanartmant!

How to change Password?

Click on “Change Password”

If any Citizen forgot his/her password:
Citizen can recover / regenerate password from E-Pramaan Link through his/her ADHAAR no.

,Phone No. or E-mail Address.
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Click on the link “Forgot Password”

A new window appears, enter username Or ADHAAR no. and Phone no. or valid Email-Id

(Email ID should be registered in user’s details), click on Submit button.

OTP will be sent to phone for re-enter Password and to user’s registered Phone No, Mail-ID,

user has to login into his registered email account and get his password details.

Now Applicant/CSC Operator has to first choose the Department from list of Departments and
corresponding Services will be displayed to Applicant/CSC Operator.

Step :- Upon choosing the Department, List of Services will be displayed to Applicant/CSC Operator. Now
Applicant/CSC Operator has to click on Service Name as: ‘Application for Domicile Certificate’. Upon
Clicking the Service Name Application Form will be displayed to Applicant/CSC Operator.

How and where to check new and pending applications?

There two scenarios for New and Pending Applications . i.e one from the Applicant perspective and the
other from the department user perspective.

Citizen / CSC:

1) When Citizen / Applicant is filling a form for selected service and just saved but not submitted , then
the new form will be available in saved application tab in user login dash board for future submission.

The saved application will be automatically moved to submitted application tab folder once it is
submitted finally after filling complete form.

2) But if the form is submitted Once then it will be shown in Submitted application tab and its
application status can searched by clicking on the appropriate No.

Department User

User Manual for e-District applications Page 22
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The application received from Citigen / CSC user for processing will be available and shown in logged in
user INBOX as pending.

When one department official will forward the application form for further process to next level it will
again reflect in the User INBOX for processing and need attention for action on it ( like Reject, forward,
Approve/Issue).

As per the Action taken the form will be moved to OUTBOX, or Rejected Application, Approved
application and Signed Application Folder/Bin.

APPLICATION PROCESS FLOW /STAGES :

Application will be processed as per the department work flow and Department User ID along with
password is provided by the DIT System Admin . Applications functionality has been built in
accordance with department process flow and for all departments same verification , forward and
approval model have been adopted.

Services delivered and covered under each department having its own form and has differences in
form only and In this User manual we will

Department user = Forward for Verification

Werifies application detail
online with the data
available with eDA

‘,::,Q Authenticated
ical _
L MNavigate to the
I—D Login into the L g f
Z/\Q elDA portal I on

Crepartment
user

Approve or Forward
Application to next
lewel

Forward application to
designated Official for
verification

DOMICILE/PERMANENT RESIDENT CERTIFICATE (PRC)/ ST/SC CERTIFICATE:

1. Citizens will apply online.
2. The online application will be routed to and received by the concerned SDO (i.e. the SDO of the
Division in which the application resides/ applicable).
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3. The SDO will forward the application to the concerned circle SDC for verification if required.

4. If the SDC is not connected online, the SDO may send the application for verification manually,
otherwise the same process would be done in online mode.

5. The SDC will, after necessary verification, forward the application to the SDO, either manually (in
case the SDC is not connected online) or in online mode.

6. If the SDO is empowered to approve and sign, he may issue the certificate with his Digital
Signature.

7. 1f SDO is not empowered to approve and sign, he may forward the application with the reports
received from circle SDC to the SDC Head Quarter (HQ)/ Branch Officer (BO) in the DC Office.

8. The SDC (HQ) /BO will forward the application to the ADC or DC for approval and issue of
digitally signed certificate.

9. Incase, SDC (HQ) is not available, the SDO may directly forward the application to ADC/DC

10. In case, the DC/ADC is not satisfied with the reports attached, he may send back the application
to the concerned SDC/ SDO for re-examination. The SDO/SDC, after re-examination, may send
back to the DC/ADC with the necessary information sought and issue of the certificate.

OBC Certificate:

1. Citizens will apply online.

2. The online application will be routed to and received by the concerned SDO (i.e. the SDO of the
Division in which the application resides/ applicable).

3. The SDO will forward the application to the concerned circle SDC for verification if required.

4. If the SDC is not connected online, the SDO may send the application for verification manually,
otherwise the same process would be done in online mode.

5. The SDC will, after necessary verification, forward the application to the SDO, either manually (in
case the SDC is not connected online) or in online mode.

6. SDO will then forward the application with the reports received from circle SDC to the SDC Head
Quarter (HQ)/ Branch Officer (BO) in the DC Office.

7. The SDC (HQ) /BO will forward the application to the ADC or DC for approval and issue of
digitally signed certificate.

8. Incase, SDC (HQ) is not available, the SDO may directly forward the application to ADC/DC

9. In case, the DC/ADC is not satisfied with the reports attached, he may send back the application
to the concerned SDC/ SDO for re-examination. The SDO/SDC, after re-examination, may send
back to the DC/ADC with the necessary information sought and issue of the
certificate/document.

Income Certificate:
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Citizens will apply online.

The online application will be routed to and received by the concerned SDO (i.e. the SDO of the
Division in which the application resides/ applicable).

The SDO will forward the application to the concerned circle SDC for verification if required.

If the SDC is not connected online, the SDO may send the application for verification manually,
otherwise the same process would be done in online mode.

The SDC will, after necessary verification, forward the application to the SDO, either manually (in
case the SDC is not connected online) or in online mode for approval and signature.

If the SDO is empowered to issue the certificate, he may sign and issue the digitally signed
certificate.

RD&PR/MAHUD DEPARTMENT:

APPLICATION FOR BIRTH CERTIFICATE :

1.

2.
3.
1

Citizens will apply online.

The online application will be routed to the Dealing Assistant(DA) by eDA.

The DA verifies the application alongwith supporting documents.

The DA forwards the application alongwith remarks for approval and rejection, respectively to
BDO /Registrar.

BDO /Registrar reviews the application details based on the remarks given by the DA and
approves the application along with the Digital Signature and intimates CSC regarding approval
of application.

If application is not correct with supporting documents BDO / MO rejects the application
providing the reason for rejection in the comments tab.

The applicant receives a notification of approval/rejection with reason via SMS/e-mail.

The Applicant can Collect the Digitally Signed Birth Certificate from CSC Center in case of
Approval
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Birth Certificate/tTFaTd AGFT=E Aflms 1T

HOte WERITET: Symed Asterink (7] Indicates Mandatory

Applicant First Narme! 356 e fine
Applicant Last name | STAFPRT STEET B
Relationship with Applicam srerer st @ Fathar 0 Husband

FathersMusband's First Mame/ St
e e e
FatharsHiusband's Last MameETR

T s

District *
Fin Codefir o

bt B T

Redationship/ =8

=

=

Apphcant Middle Name/3TrersS e fir

Fathars/Husband's Meddle Namae/ S8t

AT T i
Blockiars Select i E|
Ermail i =t &
e e et o = —

Diate of birth”

MName of Newty Barn Child (# amy e
AR W R W
Fathai's Last Mana/ B0 e e

Mothar's Lazt Marme St s fi

=

Gender mlece [=]

Father's First NarmseSmft awpemn fc

Mathara First M S0 S -

Heusa/Doar Mo /0 (W S0
Bl by A Sewcirmifs
Post DScal=E aflw e
Pin Cade/ PR (375"

Statei 88"
Hebgan/ &7
Educational Status of Fathen Tt wtef wwe

]

e e e

‘Satin cLrrmRf

Fathars Occupation ] waa

Age of Mother at the time of Mariage/ SV
wEES WA B

Mo, of Children inchuing this Chile@s=]
oy man i T ek @ = D
Mathad of Delvery FEsT ST wa.e

Duration of Pregnancylin VWee ks JHmEmmd

SalsciarEre

=l
=l

Digtrict * Setecy i [=
Police Statiarn o (Ew= [P E|
Lo ity S et o TR AT

ER——— E|

Educational Status of Mother S st s
Mathars Oeeupation MR v

Age of Mother at the time of this Bith/ e
CAFFA] SEEe] W efE

Typa of Attention at DelivesyThRrsad]
At T

Birth Wesght{in Kgsyaan i =z (=

Sercn i [=]

‘

Upload document s &8%a1 a1 06 Bl
1. Scanned copy of the self-signed deciaration form
2. Doctor's cedtificates regarding birth certificate

3. Permission or Order Lotter isseed by CMO or DR

4. Permission or Order Letter issused by 1st Class Magistrate of that Concern Area

Sedect Document® [Eera—— E|

Accepied file types: pdl, jpeg. jpg. gil, png fssrar sl wwe @ pdi, jpeg. jpg. gif, pog

Docwment Mamexs Ei wfi

O ]
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APPLICATION FOR DEATH CERTIFICATE

Ll

Citizens will apply online.

The online application will be routed to the Dealing Assistant(DA) by eDA.

The DA verifies the application alongwith supporting documents.

The DA forwards the application alongwith remarks for approval and rejection, respectively to
BDO /Registrar / MO.

BDO / Municipality officer reviews the application details based on the remarks given by the DA
and approves the application along with the Digital Signature and intimates CSC regarding
approval of application.

If application is not correct with supporting documents BDO / MO rejects the application
providing the reason for rejection in the comments tab.

The applicant receives a notification of approval/rejection with reason via SMS/e-mail.

The Applicant can Collect the Digitally Signed Birth Certificate from CSC Center in case of
Approval

Processing of Service request- Department (In e-District Scope)

After successful submission of Application, eDA will route the Application to Dealing Assistant
(DA) for reviewing the Application details along with the supporting documents. Now DA can
perform following actions:

If Application details are correct then DA Approves the Application along with the remarks
/recommendation and Forward the Application to BDO / Municipality Officer.

BDO / MO receives the application in the inbox and reviews the applications with supporting
document as per remark / recommendation given by DA. :

If CONVINCED, BDO / MO APPROVES the Application along with the Digital Signature and
intimates CSC regarding Approval of Application.

If NOT CONVINCED, Employment Officer REJECTS the Application and updates the database
providing the reason for rejection in the comments tab, Citizen receives a notification of
Rejection with reason.

The Applicant is notified of the final application status via SMS/e-mail.

The Applicant can Collect the Digitally Signed Birth Certificate from CSC Center in case of
Approval

User Manual for e-District applications Page 27




e-District MMP Manipur n El’ tg

Solutions th rform”
User Manual olutions that perform

RTI DEPARTMENT SERVICE DETAILS:

APPLICATION FOR SUBMISSION OF RIGHT TO INFORMATION (RTI)

1.

2.

Citizens will apply online.

The online application will be routed to the concerned First Appellate Authority, Assistant Public

Information Officer ( APIO) by eDA.

3.

4.

The APIO verifies the application alongwith supporting documents as per the rule.

APIO can approve / reject the application alongwith recommendation / remarks for approval

and rejection, respectively.

5.

6.

APIO approves the application and will forward the application to PIO for further processing.

The PIO (Public Information Officer) reviews the application details based on the

recommendation given by the APIO and along with supporting documents. Now PIO compiles the
Requested Information and intimates Applicant once the Requested Information is ready to be

delivered.

Now Applicant can collect the Requested Information as per of the Delivery Component.

APPLICATION FOR LODGING OF GRIEVANCE

1.

2.

Citizens will apply online.

The online application will be routed to the concerned First Appellate Authority,
Assistant Public Information Officer ( APIO) by eDA.

The APIO verifies the application alongwith supporting documents as per the rule.

APIO can approve / reject the application alongwith recommendation / remarks for
approval and rejection, respectively.

APIO approves the application and will forward the application to PIO for further
processing.

The PIO (Public Information Officer) reviews the application details based on the
recommendation given by the APIO and along with supporting documents. Now PIO
compiles the Requested Information and intimates Applicant once the Requested
Information is ready to be delivered.
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7. Now Applicant can collect the Requested Information as per of the Delivery Component

DASHBOARD USE:

After successful user login official dashboard will be showing.

To access the particular application user needs to clicked on corresponding “Select”

In this page there are three tabs : New Application, Saved Application, Submitted Application.
To view and Apply new Application click on “New Application ” option.

For Saved Application click on “New Application ” option.

To view Saved application and final submition, click on Saved application and open for submit.
To Know the status of application and view the Submitted application, click the Submitted
application tab.

User can logout from his/her account by clicking on “Logout” link.

REVENUE DEPARTMENT : DOMICILE/PERMANENT RESIDENT CERTIFICATE (PRC)/ ST/SC

CERTIFICATE:

(SampleForm)
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\ "},_f”-' eDistrict Manipur
5

F)

i e/ @ newip S (M submitied Applicai

Domicile Certificate/(STRmTIR NbTa04T AfH@TT

Hote/=a3aT; Symbol Asterisk (* Indicates Mandatary

Applcation Submitted By/ B Skt x|
ERELETEIY

Digital India

Power To Empower

Salutation 7% {FET skl [x) Applicant Name/ 3@ fir”
Relationship with Appicant/ BFT 58 & Father © Hushand © Mother
: FathersiHusbands First Name/Zm FathersHusband's Middle Name/S5
i P s PR W
i FathersHusband's Last Name/3s78 Aathar No /&g 795
o e e
Gender* st [ District * s
5 Sub Diision/5 fefissar seectwlf [x Circle/sTéT seectlh [v
Pin Codelfi @T&" Emai I0%m 3 fi
Mabile No /(R 758 Circle in which Application need to be Select i E
i procesd ] SR SR ] ST
i Specify Issuing Authority Kiosk/GSC Id

Darmanant Afdrace [STHET IHET
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Is Domicile earlier issued to | SelectimSiE v
Applicant?/AfEFTFeeT (GTRmES FiE
[GcEiva
Purpose of Domicile Certificate/ I:l Type of Domicile Certificate/ | SelectmaE v
(GTRETE G eT Far (GTRPTR= MG RPE 75T
Date of Birth/(=T&=T 5% ( m Place of Birth/(s&= s | Selectama v
The Date & the Year from which | |"m Total Period of Stay in years/ | |
Applicant is residing/afFaFGe \ ' [GREEERE o
S B S wfEE

Ownership of Immovable Property in [
Manipur/ 5w (-] JwEa] 7=
Continuous Residence in Manipur [
for the last 10 years/F(¥<@w 5% bo
KNCEE L)

Education/23]@5a (]

Upload documents/&&7aT TTv&T (6 BT
1. Woter ID of applicant or of parents

2. Any identity proof of the applicant

I |mmﬁ ' ‘l _

Accepted file types: pdf, jpeg. jpg, gif, png [STHTAT H137 774 : pdf,
jpeg, jpg, gif, png

Sr. o5 513 ‘ Document Namel/(s ST=5Tt aifar: ‘ Delete/ @[T ‘

Step 5:- Now Applicant/CSC Operator has to fill the Application Form with the Required Supporting
Documents and Save the Application.

v" Once the Application will be Saved Successfully, Applicant/CSC Operator can perform the Following

User Manual for e-District applications

Actions:
= Applicant/CSC Operator can take the Print of Application by Clicking on Print eForm Button.
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=  Finally on clicking on Save button, application will take you to Payment option if fees required.

= Otherwise if Payment / Fees is not applicable , an Acknowledgement receipt will be generated,
Which can be downloaded for application reference no. on clicking download button.

= Applicant/CSC Operator can proceed the Application by Clicking on Show Payment Button.

= Applicant/CSC Operator can return to the Home Page by Clicking on Cancel Button.

‘Attachment Details

Select Document” SELECT v Add...
Serial No. Doc Name Delete
1 Scanned copy of the self-signed declaration form x
2 Birth Certificate X
3 Voter Id X
4 Present Residential Proof {Electricity Bill'\Water Bill Telephone Bill) x

Print eform Edit Show Payment Cancel

Application saved sucessfully

Acknowledgement receipt

v Once the Application is Successfully Submitted and Payment is done (If required) an
Acknowledgement Receipt will be generated.

v" Applicant/CSC Operator can take print of Acknowledgement Receipt by Clicking on Download
Button.

Acknowledgment Receipt/ AFTAT=oHG (&5

Application NoJafaw= = =93 © 2120160608103
Service Name/sTf&= =ifir: : Domicile Certificate
De partment/(-IT3=1& : Revenue

Applicant Name/ afg=T64T far: : MUNI KUMAR SINGH
Application Date/la fara==rsTt =1: - 08-06-2016

Expected Date of Delivery fSfa s a3 141 GTOTTH T Tw N - 14-06-2016
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PROCESS FLOW OF ISSUANCE OF DOMICILE CERTIFICATE

11. Citizens applied online for domicile certificate through CSC or from state web portal.

12. The online application will be routed to and received by the concerned SDO (i.e. the SDO of the
Division in which the application resides/ applicable).

13. The SDO will forward the application to the concerned circle SDC for verification if required.

14. If the SDC is not connected online, the SDO may send the application for verification manually,
otherwise the same process would be done in online mode.

15. The SDC will, after necessary verification, forward the application to the SDO, either manually (in
case the SDC is not connected online) or in online mode.

16. If the SDO is empowered to approve and sign, he may issue the certificate with his Digital
Signature.

17. If SDO is not empowered to approve and sign, he may forward the application with the reports
received from circle SDC to the SDC Head Quarter (HQ)/ Branch Officer (BO) in the DC Office.

18. The SDC (HQ) /BO will forward the application to the ADC or DC for approval and issue of
digitally signed certificate.

19. In case, SDC (HQ) is not available, the SDO may directly forward the application to ADC/DC

20. In case, the DC/ADC is not satisfied with the reports attached, he may send back the application
to the concerned SDC/ SDO for re-examination. The SDO/SDC, after re-examination, may send
back to the DC/ADC with the necessary information sought and issue of the certificate.

Documents to be uploaded by citizen at the time of online submission of Application

For Domicile/Permanent Residence Certificate/ ST/SC Certificate:
i.  Voter ID of applicant or of parents.
ii.  Any identity proof of the applicant.

DEPARTMENTAL LOGIN

Once the Application will be successfully submitted, Application will be routed to Concern Departmental
Officer. Now concern Officer will Login into the e-District Manipur Portal by providing his Login
Credentials and Verify the Application Details and can perform the necessary action.

The User Login interface / screen is same for all department ( Viz. Revenue , Employment Exchg.,
Election, Registration, Social welfare etc. ) and depending on the individual ID mapped to specific
department, application will redirect and open the inbox of officials for application process.
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Digital India

Power To Empower

Lorem ipsum dolor sit amet b © £scicitizen ® Department Login

consectetur adipiscing el
Mulkarm in venenalis enam Reaa !_.' [-,-1_.I\H |_| [_:I.' E Dep I.I_ng

marg.

Curabilur porttitor anle eget
hendrerit adipiscing. Maecenas
3l magna accumsan, ... Read

mare.

rhoncus neque id, fmngilla

S L R
£nNHM._. Read more

Education

Crurahifir noinise inn

SDO — SUB DIVISIONAL OFFICER

Step 1:- Once the Application will be successfully submitted, Application will be routed to Revenue
Department SDO. Now SDO has to open the Manipur State Portal Link and has to choose Departmental
Login, then Login Page will be displayed to SDO.

Step 2:- Now the SDO has to provide his Login Credentials and click on Login Button:

Step 3:- Upon submitting the correct Login Credentials SDO will be redirected to the Departmental
Application.

v" Now the SDO will be redirected to the List of Services.
v" SDO can choose My Inbox / service name & list of Application will be available for review.
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§ >
CH e-District

\‘ Government of Manipur

Reset Password

My Inbox Inbox  OQutbox
Approved Applications

Signed Applications

jon No. @97 Applicant forz i Applicati 1 T fir wfir
Rejected Applications

# Domicile Certificate, total of service: 2
Update Registration Employment

Exchange & Income Certificate, total of service: 1

A Obc Certificate, total of service: 1

Step 4:- SDO can review the Application Details and can perform the following Actions:

= Reject

= Send for Physical Verification to SDC circle
= Send Forward to SDC HQ / BO

= Send forward ADC

= Send forward to DC
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Domicile Certificate/(STRTNIET AIGFEST aftrzrT

Hote/aEaT: Symbol Asterisk (*) Indicates Mandatory

APPLICATION NO : 2120170629131

Applicant Details/afrTs T 75 aam:
Salutation /331 AT
Relationship with Applicant/afEFFss 8

Fathers/Husband’s First Name /RS2 Ras smar=a)
s

Fathers/Husband's Last Nami T SEPET

fr

Gender*

Sub Division/5a f&f&we
Pin Code/P™ (I15*
WMobile No.(H=IET &

Specify Issuing Authority
Application Submitted By/afiw@s @

Permanent Address [SITEaT (wa

HaneaManr Na (97 (618 @827

Sub Division/s3 ftfewa
Past Office/(7TE afer

Assembly Constituency/ IT7a] FRGETEET
Pin Code/fm (F15*

Present Address/ChfS® e

Is Permanent and Present Address is same?/(3Si&
T S AT (s AHaa ?
House/Door No /3 (78 =9

Sub Division/5a f&fewa *
Locality/ 7 FaR

Domicile Details/(STRATE=Tt s/ 3T STETT

EPIC No. (ifissued)

Is Domicile earlier issued to Applicant2/3f3FoaT
TR BT o

Purpose of Domicile Certificate/(GTRmEa SibRa@sa
EECY
Birth Detaill(AT=TT} g 8T I

Date of birth*

District *
Residence Detail T ST STETT

The Date & the Year from which Applicant is
residing/ AfFFGAT [TaFAT 6 =0 WiE

= Applicant Name/af&=T54T fire* DAVID
@ Father Husband Mother
LAISHRAM Father's/Husband's Middle Name @ S/ATERA T3 moucHa

ﬁl
SINGH Aadhar No /I4Td 554
Male District * Imphal West
Lamphel Circle/sTe SOC Imphal West(Cen
795004 Email |4/ o

Circle in which Application need to be proceed/#S9aT | snC mphal west(Cen

T A ] BT

Kiosk/CSC Id
Self

Nictrirt * tereb ol W
Lamphel Circle/s Select=TiRE
Lamphelpat Palice Station/Sfs (&5 IMPHAL
Uripok Locality @ e LANPHEL SANAKETHEL
795004
District * Imphal West

Lamphel Circle/S e Select~=iT
LANPHEL SANAKETHEL Pin Code/TT (1% * 795004

Serial Number in Electoral Roll

Give Details by which you claim yourself to a Domicile of Manipur/fer = (SIRCTIRa} 54 9T =T

Ownership of Immovable Praperty in Manipur/Sfasgmt
(T I T

Continuous Residence in Manipur for the last 10
years/FEATE B vo B IFAFHAT

Education/J38@wa

Payment Details/fafamT argar a@m

Gov. Fees

Postal Fees

SEATAETT

Upload documents/58%al IWaT (F BTl -

1. Voter ID of applicant or of parents

l 2. Any identity proof of the applicant
3. Other required Documents 1
4. Other required Documents 2
5. Other required Documents 3

6. Passport size Photograph *

Serial Ho.

Yes

ADMISSION Type of Domicile Centificate{TIRMES FGwEE 74T
02/02/1994 Place of Birth/{(ATF9T %" Manipur
Imphal West

021021904 Total Period of Stay in years {ATa®=s 5% 7 2

0.0 Senice Fees 0.0

0.0 Total Fees 0.0

Doc Hame:

Domicile By Birth

View
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The Date & the Year from which Applicant is residing/ = Total Period of Stay in years/[F3aa31 63 5T D

ATHEFGAT AT f w efEwt

O p of Ir Property in P G0
QIS EIECIREE

Cenfinuous Residence in Manipur for the last 10 years/ ¢
SRR 5 o WA TR

Education/ag@sa a

Gov. Fees 0o Service Fees 0.0
Postal Fees 0.0 Total Fees 0.0

Mandatory Document

1 Voter Id.
2 Birth Certificate.
3. Scanned copy of the self-signed declaration.
4. Present Residential Proof (Electricity Bill/'Water Bill/Telephcne Bill) document.
5 Property Details (If Owner of Property).
6. Educational Certificate (If Educated).
Serial No. Doc Name View
1 ‘oter I of applic ant or of parents =3
2 Any identity proof of the applic ant =3

Downlead All { Zip File )

Applicant Kiosk/CSC/Citizen
Comments:  Submitted
Date and Time : 06/06/2016 13:13:28

Action Taken | Approve v
Is Verified” [SELECT ']
Comment*

Here the SDO will forward the application to the concerned circle SDC for verification & report if
required.
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If the SDC is not connected online, the SDO may send the application for verification manually,
otherwise the same process would be done in online mode.

How to reject any application?

>

Y VYV

If verification reports are not OK then Approving Authority rejects the application with
Justification and the intimation is given to the applicant via status & SMS.
“Reject” button needs to be selected

Needful comments should be written into the field “Remarks”
Confirmation should be given by clicking “Submit and Finish” button in the alert massage

Application Status shows as application has been Rejected and will be parked in Rejected
application container of Login officials.

SDC — SUB DEPUTY COLLECTOR (CIRCLE)

Step 1:- Now the Application will be routed to Revenue Department SDC. Now SDC has to open the

Manipur State e-service Portal Link and has to choose Departmental Login, then Login Page will be
displayed to SDC.

Step 2:- Now the SDC has to provide his Login Credentials and click on Login Button.

Step 3:- Upon submitting the correct Login Credentials SDC will be redirected to the Departmental

Application:

v" Now the SDC will be redirected to the List of Services.
v" SDC can choose the Service name and list of Submitted Application will be available for review.
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Reset Password Bantee Singh Konthoujam

Inbox  Outbox

EIRBES

A Domicile Certific ate, total of service: 1

A Income Certific ate, total of service: 2

A Obe Certificate, total of service: 1

Step 4:- SDC can review the Application Details and can perform the following Actions:

= Can Take out of print eform and download attached documents for verification.

= Uploading of physical verification report

=  Forward or resend to SDO for further process

SDC will, after necessary verification and uploading of report forward the application to the SDO
again, either manually (in case the SDC is not connected online) or in online mode.

User Manual for e-District applications Page 39



User Manual

e-District MMP Manipur n El’ t{'!

Solutions that perform™

istnct Imphal West
Residence Detail ===t si3ram I

The Date & the Year flom which Applicant is 0200211994 Total Period of Stay in years/7aas 68
residing/ AEFTET FTAFST 5 TR wiEAT

Give Details by which you claim yourself to a Domicile of Manipur/3f37a (TSI FF 8T A&
Ownership of Immovable Property in Manipur/sTsgam]
(AT IMFAT T
Continuous Residence in Manipur for the last 10
years/SETE] B bo W FESH
Education/I5@wa

Payment Details i srgar s@meT

Gov. Fees 00 Senice Fees

Postal Fees 0.0 Total Fees

AT AE

Upload documents/5&%aT 37747 (5 BRI -

. Voter ID of applicant or of parents

r

_ Any identity proof of the applicant

w

Other required Documents 1

-

Other required Documents 2

o

Other required Documents 3
Passport size Photograph *

»

Serial No. Doc Name

Note Sheet
Applicant Kiosk/CSC
Comments : Submitted

Date and Time : 29/06/2017 18:33:11

Verification Report

+ A
Process Action
Action Taken Approve / lssue El
Is Verified® SELECT [+
Comment®

User Manual for e-District applications
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SDO — SUB DIVISIONAL OFFICER

Step 1:- Once the Application is forwarded /return back again to SDO after physical verification ,
Application will be routed to Revenue Department SDO by eDA. Now SDO has to login again through
Manipur State Portal Link and choose Departmental Login.

Step 2:- Now the SDO has to provide his Login Credentials and click on Login Button:

Step 3:- Upon submitting the correct Login Credentials SDO will be redirected to the Departmental
Application.

v" Now the SDO will be redirected to the List of Services.
v" SDO can choose My Inbox / service name and list of Submitted Application will be available for

review.

Reset Password  Bantee Singh Konthoujam

Inbox Qutbox

EanRE

yDomicile Certific ate, total of service: 1

Lengjam Satyabati Devi ‘ Kiosk/CSCICitizen ‘ D6/05/2016 ‘ Kiosk/CSCICitizen

‘2}201806{)6101 Applic ation submitted to SDO

A Income Certificate, total of service: 2

A Obe Certificate, total of service: 1

Step 4:- At this stage SDO can perform the following Actions:

= Reject ( As per the remarks in verification report by SDC if any) , otherwise
=  Approve (if empowered)

= Send Forward to SDC HQ

= Send forward ADC
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= Send forward to DC
Here the SDO will forward the application to the concerned SDC HQ / BO ( located in DC office)
online if connected for further process .

The SDC (HQ) /BO will forward the application to the ADC or DC for approval and issue of digitally
signed certificate.

In case, SDC (HQ) is not available, SDO may directly forward the application to ADC/DC

ADC / DC FOR APPROVAL

When the Application will reach at ADC / DC’s inbox for approval, the respective ADC / DC will
login into their system & can open and view the same for verification and will approve with
digitally signed signature.

In case, the DC/ADC is not satisfied with the reports attached, he may send back the application to
the concerned SDC / SDO for re-examination or reject .

APPROVAL AND CERTIFICATE GENERATION

Once the application is verified and found valid through departmental process, the concerned SDO /
ADC / DC will approve and put his Digital Signature in the certificate.

To run the DSC properly, computer system should have Java version (jre-7u51-windows-i586) and
the DSC dongle driver installed.
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Home Reset P d i i offrey

My Inbox Approved Applications! i aT&@

Approved Applications

Application No./ Service Name/ Applicant Name/ Initiator! Application Date/ SendenTfEaT Sent date! Stagename/
affea aww e afie aftrrE T fre IS AT afreratt =1 fir ATR= T o1 T At
) | 420160526101 Obc Certific ate: ishani Kiosk/CSCiCitizen  26/05/2016 Ningthoujam 261052016 Applic ation
Geoffrey Approved
)| 420180525108 Obe Certificate HRISHIKESH Kiosk/GSCiCitizen | 25/05/2016 Ningthoujam 251052016 Application
CHAKRABORTY Geofirey Approved
)| X20160526101 Income Certific ate raja Kiosk/CSCiCitizen | 26/05/2016 Ningthoujam 261052016 Applic ation
Geoffrey Approved
) | 1220160530101 SC Certificate amit Kiosk/CSCiCitizen | 30/05/2018 Ningthoujam 30/05/2016 Application
Geofirey Approved
) | 1220160529101 SC Certific ate raja Kiosk/CSCiCitizen | 2%/05/2016 Mingthoujam 30/05/2016 Applic ation
Geoffrey Approved

Ma mi mungg@v.lmm Copyright & 2014 Govemment of Manipur

STEPS FOR INSERTING DSC INTO CERTIFICATE :-

After application is approved by designated officer, it will be available and shown in his own Approved
Applications folder .

On clicking the Approved application, list will show up with application number and Applicant name .

Now, one need to insert the DSC ( Digital Signature dongle) prior to start process nd select the radio
button at left of application number for which DSC is required.

System may show some security warning of jave, ACCEPT the check box and run. Next screen will guide
you to Sign on the Selected Application by clicking mouse. DSC serial number will be confirmed and
Certificate loaded will be shown .

Once done the signed application will be moved and appear in Signed Application folder at the left .

For down loading the Certificate available at signed folder, just Click on the Application No. and it will be
stored in users own download folder / or any other system location.
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DIGITAL SIGNING STEPS :

1. The officer who Approves the Application and have the DSC dongle can sign the certificate.

Application appeared in Approved Applications folder can be selected for digital sign only.

Home Reset Password Dr. David Elangbam @
My Inbox Appi Applicati RILES
Approved Applications
Application Service Applicant iti Applicati faTfEaT Sent Stagename/37=X
No AW T THT | NamefIf&™ | Mame/ T fir Date/afftETa T =12 fir date/MTFF{T =i
=i =T
@ | 1220160610101 SC Certificate Vijay PRAKASH Kiosk/CSC/Citizen 10/06/2016 Dr. David 100062016 Application Approved
Elangbam
Certificate loaded

Now insert the DSC dongle or already have dongle inserted prior to open the Approved folder.

EnterSafe Certificate Register - ePass2003

The user PIN has not been changed after mmitialized. Would you like to
I change it now?

Click on No button, if password need not be changed now. Otherwise officer can change and note on
Diary. If password is lost Dongle will be useless.

2. When Approved folder is selected and Application radio button is marked a Java pop will appear
on screen. So for this Java security warning pop up , immediately tick mark the check box by mouse
clicking and select run.
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n
Security Yarning [ =

Do you want to run this application?

Publisher: UNEMOWM

Location:  htip: /110,172, 171. 185:9080

Running this application may be a security risk

' Risk: This application will run with unrestricted access which may put your computer and personal
information at risk. The information provided is unreliable or unknown so it is recommended not to
run this application unless you are familiar with its source

More Information

Select the box below, then click Run to start the application

ﬁampt the risk and want to run this application.

Home Reset Password  LOKESHOR BRAHMACHARIMAYUM GGG

My Inbox Approved Applicationsi e I
Approved Applications

Signed Applications

o . Application Service Applicant Initiator/ATSTAIFIAAT  Application Sender/aTfEaT Sent Stagename/ZAAtET
Reject Applications
Mo/t a o mTfeT Date/afiT@wa st date/UTIF(HAT =i
) | 1220170601103 | SCCerfificate | HEMAM MOUSMI | Kiosk/CSC 01/06/2017 LOKESHOR 02/06/2017 Application
DEVI BRAHMACHARIMAYUM Approved

Sign selected file

3. Now Select the application radio button singly or multiple for digital signing.

4, After this Click on “Sign Select file “ button at the bottom.

5. The same Java warning pop up may appear, Just accept and select run.

6. System will automatically confirm the authorized user name and serial number. If dongle serial

matched with the Stored data, next a pop up will appear to put the DSC password.
7. Type the Password in the Box provided. And press ok.

8. Selected application will get Digitally Signed and transferred to SIGNED APPLICATION folder
after a short period.

9. Can be viewed in the Signed folder and download also.
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GOVERNMENT OF MANIPUR
OFFICE OF THE SUB DIVISIONAL OFFICER Imphal West DISTRICT

DOMICILE CERTIFICATE
Imphal Weast the O085-06-207T8

Application Mo, 2/2041&60608103

This is to cerify that Shri/SntHKm.
MUMI KUMAR SINGH S/o BANI KANTA SINGH is a permanent resident of
ABMD,LAMPHELPAT villagefown within Lamphelpat Sub-Dhivision, Imphal West
District, Manipur State.

HerfShe is not related to me.
ldentified by -

Bantee Singh Konthoujam, SCHO Signature.
Cresignation with Office Seal

Csc operator

Once the Application is approved by the Concern Officer, Applicant can visit to the nearest Kiosk / CSC
Operator and Print the Certificate (If Applicable).

HINDU MARRIAGE AND SPECIAL MARRIAGE SERVICE

1. For obtaining Marriage certificate from registration Department , user need to
apply online and request for Physical Verification & Appointment date |,
Certificate will be issued upon verification and in person only.

Hindu Marriage can be registered within 1 month from the date of marriage.

The Husband should be 21years and the Wife 18 years on the date of marriage.

Hindu Marriage can be registered at the Office of the Marriage Registrar within whose
jurisdiction the marriage ceremony was performed or the place of residence of either the
Bride or Groom is situated.

5. Neither of the party should have a spouse living at the time of the marriage.

A
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6. 1.Invitation Cards.

a. 2. Photo of the ceremony

b. 3. Proof of Date of Birth of the Bride and Groom.

C. 4. Address proof of Bride and Groom.

d. If the above could not be uploaded at the time of filing eForms, Invitation
card, photo of the ceremony and affidavit mentioning the above may be
uploaded but the remaining documents should be with the parties at the time
of registration.

7. If the status of the Bride or Groom is widow/widower, Death certificate of previous
Husband or Wife would be necessary.

8. If the status of the Bride or Groom is a divorcee, Divorce decree of the competent court
would be necessary.

9. 2 (two) Passport size photograph of the Husband and Wife should be presented to the
Marriage Registrar at the time of signing the Marriage Register.

10. At the time of registration the parties should be present with 3 witnesses

11. As Marriage Certificate will be issued from concerned Authority in your District
jurisdiction, you are required to choose the correct District in the field “Please select the
district where you want your form to be processed” or your Application may be rejected
by Authorities.
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Digital India

Power To Empowaer

RoteFR3EET: Symbol Asteriak 7] Indicates Mandatory

Data UfMarriageJ":FHﬂl e n Place of Mamiage (with sufficient particulars
to locate the place) 7RI TET
Mame & Parcentage of Parties/ <14 fi: sy AT

Husband Wife
Nama®

Father's Name”

Diate of Binth® - -
Agefin years)
P ———————————

Husband Wife
Strast/Locality/ e

City/Town/HiB/EE7"

District * seecrmdft =] Selocuei [+
Post Officeirsn® affor

Pin Code/Fi= (15"

Folice Station g (W

Present AddressiSlFvs frew

|s Parmanent and Prasent Address is same2icidts i [0
T WAL ] S 7

Husband Wife
StreetLocality/ Tt/ et

City/Town/FiREEs

Diistrict SelectivfE [=] Selectrefi [=]
Post OfficeitTs 3w

Pin Code/f= (F15

Police Station/ A (B

Relation Betore Marriage

Rglation  any of the carties before mariace/TTRNET, T kTR i e T
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Tt argar anEE
Upload documents/B&%aT 4T (6 BRfk -
Select Document” Select/m T = .
Accepted file types: pdf, jpeg, jpg, gif, png Jemrat =% =3 : pdf, jpeg, jpg. gif, png
L EEEEIE
Serial No. Doc Hame Delete

Declaration
1) We declare that a Hindu marriage was solemnised between us/ T S5 Tae R TRRIT CNE A1 TRNEE 541 (GRETE
On(Date)fe1:" 03-08-2017

At(Place)/s=3"

In accordance to our customary rites and ceremonies and that we have been living together as hunband and wife ever since the marriage./ 3T SSAI SIEe. TREATHRET (TR =5
e 3] PR T AR Tgen] 3@ 318 ST A

e ey s S T e s e m gy

a) Neither of us had a spouse living at the time of marriage./ PTTY SIS TRAT Feam % ERA1 / (=T Fw]

b) Neither of us is an idiot or a lunatic at the time of marriage /TET=T T&aH] PR SEHF ST FET33T 330

c) iy (The Husband) have completed the age of 21(twenty one)years and/{ FETEAT) ) 58 ¥ (Fwnls) T TIF

Smt. (The Wife)have the age of 18(eighteen)years. At the time of mariage the consent of the/( (FTE=E! ) 6% 4k ( SATEF ) B ERT] Tow] (TEIT
SRR AT

qguardians of the wife, Shri. /e T J (Hereinafter the name and percentage, age, address and/( AT T BEE e b LIIES ﬁﬁf B, (A, SR A
TR )

relationship of the guardians) had been obtained for the marriage. /=1 &I S%=1 AT |

d) We are not in the degree of prohibited relationship./aif&=aT (=141 ST W 2] =081

Signature of father/guardians in marriage with the consent the marriage was solemnized/SIeT AT T 0T KA STT7=T F2 TS TR T S ATHFA ..o
Full name of official priest/3afSE 9%1 TRAEGS = S=T B

a) His Age/TaIfs 68
b) Usual place of residence address/qaf {7e"
c) Signature of the official priest with date/SPafSEe TREGS 78 o9 BIFF «.ovvvvereeneee

Verification
h (Husband) and I/(3rET2aT) ST 2 (Wife) do here by verify that the particulars of our marriage given above are true to the best of my
knowledge and belief /( (T ) FTIHAT TERa @G wH6(E SEFRR S ACTEE S ApEE T (SRl EEE
Details of the district where you want your form to be processed

District * SelectAmafr E|

s e e

After submission of the Application for Marriage certificate , the applicant will be given an appointment
and called for a physical verification, which will be informed through online and will be notified by status
Search option of application no.

DA LOGIN ( REGISTRATION DEPARTMENT USER ) FOR APPOINTMENT & VERIFICATION PROCESS

User Manual for e-District applications Page 49



e-District MMP Manipur n El’ ti.}

Solutions that perform™
User Manual olutions that perform

Received Application will be first processed by Dealing Asstt. And upon login by User, application will be
shown in inbox . select by clicking on the application no. and the application will open. DA need to verify
the form along with the attach document.

The applicant will be given an appointment and called for a physical verification, which will be informed
through online and will be notified by status Search option of application no.

EMPLOYMENT EXCHANGE REGISTRATION

3.
4.
5

All the details and Verify before submitting the page. The Department will not be
responsible for the errors at the User-end.

The Registration Process consists of providing Basic Details, Qualification &
Experience .

Click on 'Add' to enter further details.

Please fill in the mandatory fields.

Registration is valid for 3 years with a grace period of 2 months for renewal.

Employment Exchange Department Service Details:

Application for Registration in Employment Exchange:

LN

12.

13.

Citizens will apply online.

The online application will be routed to the Registration Clerk (RC).

The RC verifies the application along with supporting documents.

The RC approves/rejects the application along with recommendation/remarks for approval and
rejection, respectively.

. The RC will forward the application to the Employment Officer (EO).
11.

The EO verifies the application details based on the recommendation given by the RC and
approves the application along with the Digital Signature and intimates to applicant regarding
approval of application. Once the Application is approved a new Registration No. will be
allocated and issued to the applicant.

Or, the EO rejects the application based on the recommendation given by the RC and updates
the database providing the reason for rejection in the comments tab. The applicant receives a
notification of approval/rejection with reason via SMS/e-mail.
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Processing of Service request- Department (In e-District Scope)

1. After successful submission of Application, eDA will route the Application to Registration Clerk
and notifies the Registration Clerk to review the Application details along with the supporting
documents. Now Registration Clerk can perform following actions:

e If Application details are correct then Registration Clerk Approves the Application along with the
remarks /recommendation and Forward the Application to Employment Officer.

¢ If Registration Clerk finds that Application Details are not correct in any perspective then Rejects
the Application along with the remarks /recommendation and forwards the Application to
Employment Officer.

2. Employment Officer receives the application; eDA notifies the Employment Officer to review the
Application details along with the recommendation given by Registration Clerk. Now
Employment Officer will verify all the details and can perform the following actions :

¢ |[f CONVINCED, Employment Officer APPROVES the Application along with the Digital Signature and
intimates to Applicant regarding Approval of Application.

If NOT CONVINCED, Employment Officer REJECTS the Application and updates the database
providing the reason for rejection in the comments tab, Citizen receives a notification of
Rejection with reason.

3. The Applicant is notified of the final application status via SMS/e-mail.

4. The Applicant can collect the Renewed Registration Card from the CSC Center in case of Approval.

Processing of Service request- Department (In e-District Scope)

1. After successful submission of Application, eDA will route the Application to Employment Officer
and notifies the Employment Officer to review the Application details along with the supporting
documents. Now Employment Officer will forward the Application to Registration Clerk for
verification. Once the Verification is done Registration Clerk forwards the Application back to
Employment Officer. Now Employment Officer can perform the following actions based on the
Verification Report :

e If verification report stating that the Applicant is eligible to transfer his Registration to New
Employment Exchange then Employment Officer Approves the Application. On clicking on the
Approval button Employment Officer should be redirected to a Search Page where Employment
Officer can perform the search operation based on the Registration No. Now based on the
Registration No. Registration Form should be displayed to Employment Officer. Now
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Employment Officer will forward the Registration Form to New Employment Exchange Officer
along with the Reason for Transfer. Applicant gets the intimation regarding Approval of
Application.

e [f verification report stating that the Applicant is not eligible to transfer his Registration to New
Employment Exchange then s/he can Rejects the Application and Applicant gets the intimation
regarding Rejection of Application.

2. Employment Officer in New Employment Exchange receives the Registration Form; eDA notifies
the Employment Officer to review the Registration details (In Non-editable Mode) along with
the Supporting Documents. Now Employment Officer will verify all the details and Register the
Application. Once the Registration is done, a new Registration No. needs to be generated
against the Application and Applicant gets the intimation regarding the Registration of
Application in New Employment Exchange.

3. The Applicant is notified of the final application status via SMS/e-mail.

4. The Applicant can collect the New Registration Card from the CSC Center in case of Registration in
New Employment Exchange.
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Digital India

Power To Empower

ot FHITET: Symbod Asterisk (7] indicates Mandatory

Applicant Name/ TiEare i Father's Hame/®a7 fin

Mather's Marme® Email Aodressi 5] (A%

Gender Seech iR 2] Date of birth* -
Mantal Status ST AR EET SewctvEE ] Spouse Name/ AT AT T2 TTT e

Caste/SIfF semcyedl [+ Religion/ e sewcreift  [2]
Agaa/ T SemclawEST - Contact Mo/ BemEm se

Aadhar Mo (4 797

Present Address/ofifas tres
Address TET City/Town/ =T 7= = 754 TET
District * Seisceety [+ Pin Code/P (%S *
Permanent Address =TT bres
[“lis Parmanant and Present Addrass is same %S (RIRE] Tme STTST (FER SHEN 7
Addre s/ TR City/ Town/SRERT FE7 w291 7 6T
District * Selcer [=] Pin Code/fr (15 *
Certificate DetailsibRsrrEE) sgum e
Stale Belongs Certificate Mo (8= Rernarks/ RS
WtETEE e
Issuing Authority/ 5] (BTRET SONTRT Date of 155w/ (8T &1
Qualification Details=teft srEar amETT
Serial Exam Division 5™ Yearof  Durati #i i Mediur fimm g TR Subject Subject  Delete
Wo. | Passedrriier Passafin Name/ g i Studicd ®EA  Type TN
- o o e wfi THEE A
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EDUCATION DEPARTMENT SERVICE DETAILS:

Application for registration for Children with Special needs :

1.Citizens will apply online.

2.The online application will be routed to the District Co-ordinator by eDA.

3. Children with Special Need District Coordinator will verify the details, if all the details
mentioned in application are correct then approve the application and register the request.

Note : If District Coordinator found that the applicant details or supporting documents are
incorrect in any perspective then he can forward the application to Block Coordinator for
Physical Verification manually (out of e-District Scope). Once the Physical Verification is done
Block Coordinator will intimate to District Co-ordinator manually (out of e-District Scope).
Now District Coordinator will provide Approval or Rejection for Application.

Now Applicant/CSC Operator has to fill the Application Form with the Required Supporting Documents

and Submit the Application.

v" Once the Application will be Saved Successfully, Applicant/CSC Operator can perform the Following

Actions:

= Applicant/CSC Operator can take the Print of Application by Clicking on Print eForm Button.
=  Finally on clicking on Submit button, the application will be submitted to department.

= And if Payment / Fees is not applicable , an Acknowledgement receipt will be generated,
Which can be downloaded for application reference on clicking download button.

Else Applicant/CSC Operator can return to the Home Page by Clicking on Cancel Button.
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e-District Manipur Digieal India

Power To Empower

Registration of Children with Special Need /=& T8 SrrwaT sasTy it affmesrr

Note/ SRt Symeol Asterisk (*) Indicates Mandatory.

Appli First Marme/ sTrspGeT ammen fne Applicant Middle Name/ BT =l fin

Applicant Last Mame /afrs e s @

Relationship with Applicant/ STEFFRS 5717 & Father © Husband

FathersMHusband's First Name/STa) Father's/Husband's Middle Mame/ S

VESETRETS, STET T8 RSV WARS T

Fathers/Husband's Last Name S

AT mEE i

Ermail /S 2% 15 Mobile Mo rHPIRT 792

Diistrict = Setectrmif E| BlockiARE Selectivniif

i1

[T T S ——

et i i R R S —

proceedisEEEl aTiieeTa e A
Relationship/=® * P E|

e e

Accepted image types: jpeg. jpa. gif. png ST W15 3499 : jpeg. jpg. gif. png

Child First Mame SR Smal (& Child Middle ManveSisT T TR e

Child Last Mame/3mT 5 SwEmman & Gander * "t El
Diate of birth* - Age”

Is Registerad in Amy Medical Bete ot E|
Institution PARERT SRIAGERS &1 (AR

faitto R

Type of Disability TS ARRREN w57 St E|

Degrae of Disablity TR RIS 6w -
Fathers First Mame/ T SEm=1 fit - Fathers Last Name/SH19 ST fi
Mothers First Mame/SwpSt sesmay fi ~ Mothar's Last MameEwSt smaeer

House/Door No. 8 (5T =491 Lo ality Section/ i T

Paolice Station g (ke s L E| BlockAT E—— E]
Pin Code/Rr (#15 *

Mandatary documents:

1, Scannad copy of tha sel-signed declaration form
2. Family Photo

3. Medical or Disabilty Cerificate

4. Any Age praaf

5. Income Cedificate of Father

e e .

N_DCOINW file types: pdi, jpeg, jpg. gif. png I=mTaT w1% e : pdi, jpeg, jpa. aif. png
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PROCESSING OF SERVICE REQUEST- DEPARTMENT RD&PR / MAHUD :

e  After successful submission of Application by citizen, eDA will route the Application to Dealing Assistant
(DA) for reviewing the Application details along with the supporting documents. Now DA can perform
following actions:

o If Application details are correct then DA Approves the Application along with the remarks
/recommendation and Forward the Application to BDO / Municipality Officer.

e BDO / MO receives the application in the inbox and reviews the applications with supporting document as
per remark / recommendation given by DA. :

e If CONVINCED, BDO / MO APPROVES the Application along with the Digital Signature and intimates
CSC regarding Approval of Application.

e If NOT CONVINCED, Employment Officer REJECTS the Application and updates the database providing
the reason for rejection in the comments tab, Citizen receives a notification of Rejection with reason.

e The Applicant is notified of the final application status via SMS/e-mail.

e The Applicant can down load and print the Digitally Signed Birth Certificate from CSC Center in case of
Approval
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P Address.

SE wed Applicatio bmitted ApplicationanE=iE=T @y

Birth Certificate/tT==TM AT Aet=6 aff==TT

Last Attempt

Note S =3¥aT: Symbol Asterisk (7} Indicates Mandatory.

ST JTETE
Applicant First Name/ a3 reaT sr==ET e Applicant Middle Name/af@ereaT 1291 B
Applicant Last Name /af# @63 sia=ar fr

Relationship with Applicant/af&sFesr 1T

Father © Husband
Fathers/Husband's First Name/ZsTSt Fathers/Husband's Middle Name/&=Et
FEARES SEeE] e SEEEAN SR B
Fathers/Husband's Last Name/2=T5t
FEEATREST SAEAT B
District = Selectm=Sr = Blocki(aTa" Select =St =l
Pin Code/f= =15 Email ld/&weT =ik &
MAabila hin trcrreRer Soa I ekt Dnale A tinabing mnn e an e — —
proceed 2/ asaT (HIFS] AT &S oo 2
Relationship/at* Selectamaiy =]
Child Details/ST&T= T SIgEAT ATETT
Date of birth = Gender" Selectw=SiT =l
Name of Newly Born Child (if any )T Fathers First Name/Z=T1S sreeraT fire
CARAT FBIe FETe
Father's Last Name/2=T5 siwam==T ffe Mother's First Name/ZAT5T sram==T fie *
Mother's Last Name/Z=T5T =iwam==r 3
Place of Birth/CAT= AT WSS
Place/swa Selectamifr =]
Parent's Permanent Address/ZaTEAT Tt S0y trrosr
House/Door No_ /5 (5T F=% District Selectw=SiT =l
Block/@T Selectr=Si E‘ Police Station/s]F (&5 E——_ E|
Post Office/Cs& 3fiT SelectmaTET E‘ Locality/Section/F=s[=/(5T==
Pin Code /[ (316~
Town/Village of Residence of Mothe/Z=Tat BrS= === 2=
State/(BE* Select =S E‘ District Select/ =S E|
Religion/==* Selectr =S E‘
Educational Status of Father/ &=l ST T Educational Status of Mother/Sa1! RS 1=
Father's Occupation /T8 ¥3= Mother's Occupation /AT w3
Age of Mother at the time of Marriage/=Jee=T Age of Mother at the time of this Birth/sreTs
ewaT A BE AT el FATE SR
MNo. of Children including this Child/@=T Type of Attention at Delivery/fefraaaT Select/a=Sif E|
CTRPRAT STl FTaaT F&T W FIT DEICT AT T

Method of Delivery/fERreaaT OIS 73~ Selectrm=aiE

Duration of Pregnancy(in Weeks /a5
TSH(BEETT)

SHFET ITEHA
Upload documents/B8%aT JT04T (5 BRI -

1. Scanned copy of the self-signed declaration form
2. Doctor's certificate regarding birth certificate

3. Permission or Order Letter issued by CMO or DR

4. Permission or Order Letter issued by 1st Class Magistrate of that Concern Area

Select Document™ Select=ai

=

Birth Weight{in Kgs }/SreTT s=F=ar ((F 31

+ aga...

Accepted file types: pdf, jpeg, jpg, gif, png /SINTaT S13T =2+ : pdf, jpeg, jpg, gif, png

Sr. No./3mr: F=T3
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YOUTH AND SPORTS DEPARTMENT SERVICE DETAILS:

A.APPLICATION FOR INCENTIVE SPORTS AWARD

Citizens will apply online.

The online application will be routed to the Dealing Assistant (DA) by eDA.

The DA verifies the application alongwith supporting documents.

The DA approves/rejects the application alongwith recommendation/remarks for approval and rejection,

respectively.

The DA will forward the application to the Joint Director.

6. The Joint Director verifies the application details as per parameter and forward to Director with his/her
comments /remarks .

7. The Director sorts the list of application based on search parameters like Approved / Rejected Application

and prepares a list for approved application . Then manually forwarding to Commissioner for approval and

release of fund.

H>own e

o

Processing of Service request- Department (In e-District Scope)

e  After successful submission of Application, eDA will route the Application to Dealing Assistant and On
login by DA, eDA will enable the DA to review the Application details along with the supporting
documents. Now Dealing Assistant can perform following actions:

o If Application details are correct with all perspective then Dealing Assistant Approves the Application
along with the remarks /recommendation and Forward the Application to Joint Director.

o If Application details are not correct then Dealing Assistant rejects the Application along with the remarks
and the Applicants are intimated .

o Joint Director will sort Application as per Approved / rejected parameters and then forward the Application
along with the remarks /recommendation to the Director.

o Director will view the application as per the approved / rejected list and prepares a final approved list. The
approved list will be sent manually to commissioner for approval and release of fund.

e The Applicant can Collect the Incentive, Track Suits and Certificate from Department as per of the delivery
component of Services in case of Approval.

B. APPLICATION FOR RCC PROGRAM

Citizens will apply online.

The online application will be routed by eDA to the concerned Dealing Assistant (DA) of department.

The DA verifies the application alongwith supporting documents.

The DA approves/rejects the application alongwith recommendation/remarks for approval and rejection,
respectively.

The DA will forward the application to the Joint Director.

6. The Joint Director reviews the application details as per parameter and registers the application under
RCC program .

oo

o
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Processing of Service request- Department (In e-District Scope)

e  After successful submission of Application, eDA will route the Application to Dealing Assistant and On
login by DA, eDA will enable the DA to review the Application details along with the supporting
documents. Now Dealing Assistant can perform following actions:

e If Application details are correct with all perspective then Dealing Assistant Approves the Application
along with the remarks /recommendation and Forward the Application to Joint Director.

o If Application details are not correct then Dealing Assistant rejects the Application along with the remarks
and the Applicants are intimated .

e Joint Director will sort Application as per Approved / rejected parameters and then forward the Application
along with the remarks /recommendation to the Director.

e The Applicant is notified of the final application status via SMS/e-mail.

e The The Applicant can Collect an ID card from Department as per of the delivery component of Services in
case of Approval.

C. APPLICATION FOR REGISTRATION IN SCHOOL GAMES FEDERATION

1. Citizens will apply online.

The online application will be routed by eDA to the concerned DYASO of department

3. DAYSO Verifies the Application Details and incorrect applications are rejected with reason. For legitimate
applicants departments Conduct the Sports and Competition. DY ASO will Approve the Application who
has qualified in Sports and Competition and forwards the Application to Joint Director for further
Processing.

4. DYASO will Reject the Application who has disqualified in Sports and Competition and intimates to
Applicant regarding the rejection of Application by stating the reason.

5. Joint Director receives the application review the Application details along with the supporting documents
and registers the Application under School Games Federation.

6. The Applicant is notified of the Final Application Status via SMS/e-mail.

7. The Applicant gets the intimation via SMS/e-Mail of Final Application Status as per of the delivery
component of Service

N

User Manual for e-District applications Page 59




-
e-District MMP Manipur n El' ti?

User Manual Solutions that perform

Sample Incentive State sports Award application form

Power To Empower

Syrmbesl ~¥ ¥
\ppli First Maema, sy i A ppli Michdles Blarre = fie
Applicant Last Name FATRFPEE RETHET & StataiBE " e E|
Distries ~ Seteomrit =l BlockAHT® * Beieoi i =|
Pin Code/fe cars = E mail |clfam ¥ [
Mabile Mo ARTETET S9a
Relationship =t = E—— ] =1
Date of birth” - Gender r—— =]
Irack St Sre 0T 1R T - B k] =l Fathuers First Mame YT YRR R
Fathar's Lazt Name St e fe Mother's First Name/ =1t amvp fiee
Mather's Last Mama S s (& Fathai's Deeupation ST s
Mothers Occupation /ST s Monthly Income of FatherMother’
Guardian/ St wwwfe e
Stusdying Avfmwie i P [=1
Rall Mo /ooy sy
s Applicant Working 7/ AFEFE w0 (STETT | o commie El

+

StateBE Em—— ] E| Distrct = [Erp————. E|
BlockiATE = ERrR—— E| Post Officaf e ST Sainctiwif E|
Police Station/ S (E5= Gumbe e E| Locality Section TR em= -

House/Door Mo /g8 (ST =97 Pin Code o= (@

s Fermanent and Present Address is =

e AT DR ST e

wpaa 7

StateBE" Er—— ] E[ District = EreE E|
— - -

Police Station/ I (9= [Ep——— El Locality'Section/ TS Tay = =

Housa/Door Mo AR (ST =98 Fin Code 5= (TR

im Applicant Repressnted the State Of Smbmn et E|

Manipur?/ afirert s sfem 86 wes Fosn

P

Spenasred by P—— =l

D ciplirm o - Errm——— =l e OF Cormpatition enfafira® o e =
MName Of Competition/feferf fe St =l

Mandatony documents:

1. copy of tha self-signed declaration Tanm

2. Original Canificate for the corespanding Discipline
3. One recent Photograph

4. One Stamp size Photograph attested with Saeal

R o »

Accapied file types: pdl, jpeg. jpa. gif. prg T st s @ pdl, jpeg. jpg. gil. pog

Beriol N I Boc Heme [ Detete

711, tha wndersigned. heraty declared that the above pamiculars ee true and corect o the bast of my knowledge and baliel and | am aware that in case antry is found incorraet or
false my Application is liable to be rejected /RSET STPETROT B T GOR TRAT (WG, BIRAST] AREETS P65 OS] W67
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@) Citizen / CSC @ Department

Department Login

[ User Name ]

[ ]
IS5 7cem =)

[ 1nim3v |

Screen for Department Officials for Login to process

A. APPLICATION FOR INCENTIVE SPORTS AWARD

1. Citizens will apply online.
2. The online application will be routed to the Dealing Assistant (DA) by eDA.

3. The DA verifies the application alongwith supporting documents.

4. The DA approves/rejects the application alongwith recommendation/remarks for approval and
rejection, respectively.

5. The DA will forward the application to the Joint Director.

6. The Joint Director verifies the application details as per parameter and forward to Director with
his/her comments /remarks .

7. The Director sorts the list of application based on search parameters like Approved / Rejected
Application and prepares a list for approved application . Then manually forwarding to
Commissioner for approval and release of fund.

Processing of Service request- Department (In e-District Scope)

o After successful submission of Application, eDA will route the Application to Dealing Assistant
and On login by DA, eDA will enable the DA to review the Application details along with the
supporting documents. Now Dealing Assistant can perform following actions:

e If Application details are correct with all perspective then Dealing Assistant Approves the
Application along with the remarks /recommendation and Forward the Application to Joint
Director.
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e |f Application details are not correct then Dealing Assistant rejects the Application along with
the remarks and the Applicants are intimated .

e Joint Director will sort Application as per Approved / rejected parameters and then forward the
Application along with the remarks /recommendation to the Director.

e Director will view the application as per the approved / rejected list and prepares a final
approved list. The approved list will be sent manually to commissioner for approval and release
of fund.

e The Applicant is notified of the final application status via SMS/e-mail.

e The Applicant can Collect the Incentive, Track Suits and Certificate from Department as per of
the delivery component of Services in case of Approval.

B. Application for RCC Program

1. Citizens will apply online.

2 The online application will be routed by eDA to the concerned Dealing Assistant (DA) of
department.

3 The DA verifies the application alongwith supporting documents.

4. The DA approves/rejects the application alongwith recommendation/remarks for approval and
rejection, respectively.

5. The DA will forward the application to the Joint Director.

6. The Joint Director reviews the application details as per parameter and registers the application
under RCC program .

Processing of Service request- Department (In e-District Scope)

o After successful submission of Application, eDA will route the Application to Dealing Assistant
and upon login by DA, eDA will enable the DA to review the Application details along with the
supporting documents. Now Dealing Assistant can perform following actions:

o If Application details are correct with all perspective then Dealing Assistant Approves the
Application along with the remarks /recommendation and Forward the Application to Joint
Director.

e If Application details are not correct then Dealing Assistant rejects the Application along with
the remarks and the Applicants are intimated .

e Joint Director will sort Application as per Approved / rejected parameters and then forward the
Application along with the remarks /recommendation to the Director.

e The Applicant is notified of the final application status via SMS/e-mail.

e The The Applicant can Collect an ID card from Department as per of the delivery component of
Services in case of Approval.

C. Application for Registration in School Games Federation
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Citizens will apply online.

The online application will be routed by eDA to the concerned DYASO of department.

DAYSO Verifies the Application Details and incorrect applications are rejected with reason . For
legitimate applicants departments Conduct the Sports and Competition. DYASO will Approve
the Application who has qualified in Sports and Competition and forwards the Application to
Joint Director for further Processing.

DYASO will Reject the Application who has disqualified in Sports and Competition and intimates
to Applicant regarding the rejection of Application by stating the reason.

Joint Director receives the application review the Application details along with the supporting
documents and registers the Application under School Games Federation.

The Applicant is notified of the Final Application Status via SMS/e-mail.

The Applicant gets the intimation via SMS/e-Mail of Final Application Status as per of  the
delivery component of Service

EDUCATION DEPARTMENT SERVICE DETAILS:

14.
15.
16.

Application for registration for Children with Special needs :

Citizens will apply online.

The online application will be routed to the District Co-ordinator by eDA.

Children with Special Need District Coordinator will verify the details, if all the details
mentioned in application are correct then approve the application and register the request.

Note : If District Coordinator found that the applicant details or supporting documents are
incorrect in any perspective then he can forward the application to Block Coordinator for
Physical Verification manually (out of e-District Scope). Once the Physical Verification is done
Block Coordinator will intimate to District Co-ordinator manually (out of e-District Scope). Now
District Coordinator will provide Approval or Rejection for Application.
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Digital India

Power To Empower

IP Address
Last Attempt :

Registration of Children with Special Need /sreT:5 sraaaT wa 1 =aftne it afae=T

Hote/Sa%aT: Symbol Asterisk (*) Indicates Mandatory.

Applicant First Name/ i F65T srae=m e | ] Applicant Middle Name/AFFB5T 52128 e | ]
Applicant Last Name /af3FF65T samam B | ]

Relationship with Applicant/ 336 w3t @ Father © Husband

Father's/Husband's First Name/Zsmat [ I Father's/Husband's Middle Name /35T [

FAATEAT ST R i ) FTARAT wET B :

Fathers/Husband's Last Name/ZsT4t ( ]

PRI SIETEAT

Email Id/3EeT =ni o ( ] Mobile No /(=% 9 ( ]

District = [ selectrmaif B Block/@® * [ selectr =i B
—

Pins ek AR e = r

v B‘r&‘:"e” T AT e

Relationship/ &t * “Sebmﬁﬁ B

presemerme e

Accepted image types: jpeg, jpg, gif, png /=INT=T ®1%7 =4 : jpeg, jpg. gif, png
Child First Name /SRR S=T=AT 31" [ ] Child Middle Name/SI&T:a T2 e [ ]

Child Last Name/SReeST Siars=T fe ( ] ‘Gender *

Date of birth* ‘ :||:—_|' Age” ( ]

Is Registered in Any Medical  SelectmSis [=]
Institution /(I 2GR Wl (A==
[Soae

Type of Disability/FraBRRsT s  Selootimaif [=l

Degree of Disability/fsTafaf e e * r ]

Fathers First Name/Z=5 smeET e ( ] Father's Last Name/3s3 SIm=ar B

Mother's First Name/SsT9 s=1==T 3 ( ] Mother's Last Name/EsT8 =ItT==T1 B

House/Door No./J (7F 37 [ ] Locality/Section/ET1=/ (= [ ]

Police Station/S[Fis (BRa" [ selectrmaif B Block/(@1&
Pin Code/f= (1% * [ ]

Mandatory documents:

1. Scanned copy of the self-signed declaration form
2. Family Photo

3. Medical or Disability Certificate

4. Any Age proof

5_ Income Certificate of Father

e = 5 = I

Accepted file types: pdf, jpeg, jpg. gif, png /=ra=T %137 74+ : pdf, jpeg, jpg, gif, png
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STATUS SEARCH AND CERTIFICATE GENERATION

Once the Application is approved, Applicant can visit to the nearest Kiosk Operator. Now based on the
Acknowledgement receipt Kiosk Operator can search for the Current Status of Application and provide
the Certificate to Applicant.

Firstly Kiosk Operator has to click on Status Search Link and corresponding Status Search Page will be
visible to Kiosk Operator:

Admin Roles and Responsibilities:

Following are the roles and responsibilities of District Admin:

Create a user

Update a user
Deactivate a user
Define service workflow
Reports and MIS

7.1 Create a User:

District Admin needs to enter the correct username and user ID, for successful login to home page .

Example: To create a user with Name "Abdul Rasid", please follow the below steps:
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Admin has to put the name that is "M Abdul" and a USER ID ,if record does not exists, Admin has to
check with the USER ID serial. Before entering details, system admin has to create userID ,if userID is
not present then only use this userlD.If this user ID is present it means another user already uses this
ID,in this case admin has to create a new userlID .

Click on "Add"

System Admin has to fill the fields .If email-Id data is not with District Admin, District Admin
has to fill with "dummy@email.com’, Display name will be first name and last name for example
isplay name will be for this user is Abdul Rasid

After this select Department and Designation, District name, DSC Sr. No and Date of Birth.
If The user is Active, choose Yes. Otherwise No for inactive user.

Update a user:

System Admin needs to enter the correct username and password, After successful login

home page will appear.

When to select “Forward”:

Respective departmental user can view the application details as well as the attached
supporting documents; by clicking forward action one official can forward the application to
another official to take necessary action. Every official has this access right.

When to select “Approve”

Only Approving authority can “Approve ” any application, If verification reports OK then

DPS approves and digitally sign the certificate.

When to Select “Reject”

Only approving authority can Reject any application. If verification reports are not OK then DPS

rejects the application with Justification and the intimation is given to the applicant via SMS.

Steps for Sending Back the application

There is an option to Send Back an application to the previous user as per the workflow for

further information is required,.

User Manual for e-District applications Page 66




e-District MMP Manipur n EI’ ti'.!

User Manual Solutions that perform

Status search of Application ( available in home screen)

Home About us Qur services Tenders FAQ Application Status

Status Search/a= fiaT

Application No./ affase Reset /Go7s

T

Now Kiosk Operator has to provide the Application No, based on the Application No. Applicant Details
will be visible on Status Search Page:

Application Na. 2041290
Service Mame Domicile Certificals
Department Rae graie

dpplicant Mame Ramesh Kumar Gandhi
Application Dot 20-12-2014

Status Application Approved
Diovemsl ol Drmrdand

Upon Clicking on Download Link corresponding Certificate will be downloaded:

PASSWORD RESET/ CHANGE BY DEPARTMENT USER

Department user can also change their password for security reason as and when necessary through
their own login screen. Once logged in system will display the name of logged in user and RESET option
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are available on top of screen for changing of password .
Home Reset P d i j y Logout
_ Details Of Reset Password/STTaT4 (9691 SI£ 51T &
Old Password (el sTam”
New Password/aITaT sram*

Confirm password/a% #@h*

How to install Java & Dongle Drivers?

Step 1: Copy JAVAINSTALL folder from Pendrive to Desktop & extract it.
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