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PURPOSE

This guide is intended to sholow to submit the Application electronicallyrow it is handled and
process of itexecutionand procedure to check detaigd delivery of final output

This guide will help:

1. Citizeng To login and applfor a service.
2. Kiosk Operatocg To apply for the citizen.
3. Departmental Userg To process the citizen application.

INTRODUCTION

e- District is a State Mission Mode Project under the Natior@bgernance Plan. The project aims to
target high volume serges which are to be undertaken through backend computerization to
electronically enable the delivery of these services through Applicant/CSC Operator.
Government of Manipur envisions thatdistrict delivers some of the services through thetsta
administration with use of Information and Communication Technology (ICT).
The eDistrict initiative of the Department of Information Technology (DIT), Ministry of Communication
and Information Technology (MCIT), and Government of India (GOI) hasgdeedfied as one of the
Mission critical Projects at the State level. The project aims at providing support to the basic
FRYAYAAUNI GAGBS dzy Al GKFG Aa a{dGFrGS ! RYAYAAUNI GAZ2Y
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optimally leverage and utilizéae 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 frends for service delivery to tieer services to
the citizens at their doorstep.

WHAT IS £50VERNANCE & NEGP?

National EGovernance Plan in India is taking initiatives to introdug€gokternance system across the
country. This is the application of information and communication teatgl(ICT) for delivering
government services, exchange of information, communication, transactions and integration of various
standalone systems and services between GovernmerCitizens (G2C), as well as back office
processes and interactions withingrentire government frame work. Though government services will
be made available to the citizens in a convenient, efficient and transparent manner, astaige
digitization of records is going down to enable simple, reliable access over the intermeindin
objective of this plan is to bring public services closer to the citizegev&nance has the potential to

get multkdimensional changes and a fruitful effect which will be beneficial for everybody including
industry and citizens.

AUDIENE

Userwith Technical ad NonTechnical background wilhfl this guide helpful insingthe application.
What is eService Portal ?

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

1.3 What are the functions ofState eServic®ortal?
w Information Dissemination: The portal will provide information about Government departments, line

ministries, and web ks 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 Fvanke(SPF).
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w 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.

w Shall exchange information & services seamlessigss State Government departments. This

exchange should be in accordance with SPF.

FUNCTIONALITY OFEHRVICHEORTAL:

The functional requirements of the proposed Service are described below in terms of process. A process
may be defined as a particulactivity 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 defirtbe hygin 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 concernefficials 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 cawt@fficer.

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

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

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 thid&tion 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 siggnatu
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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 nuntentered and submitted then
the corresponding certificate pdf is fetched from the repository and displayed.

Services which are part of the current scopad are offered to the citizerare listed below:

Department Category Service

Revenue Application 6r 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 Exgange Application for Registration in Employment Exchange
Application for Renewal of Registation in Enployment Exchange

Application for Updating Qualification or Experience or both in
Employment Exchange

Application for Transfer of Registration to New Employment Exchange
Sibmisson of Application aganst Vacancy

RTI and Grievance | Application for Stbmission of Right To Information (RT)

Application for Lodging of Grievance

Social Welfare Application for Registration under Indira Gandhi Natieal Old Age
Pension Scheme

Application for Registation under Manipur Old Age Pension Scheme
Application for Registration for Unemployment Allowances assistang
person with disabilities.

National Family Benefit Scheme

Indira Gandhi National Dibaity Pension Scheme

Indira Gandhi National Widow Pension Scheme

Electoral Services Application for Inclusion of namein Bectoral Roll

Application for corredion of particulars

Application for transposition of entry in Electoral roll
Applicationfor inclusion of name by Overseas Electéigrm 3
Application for objecting inclusion or seeking deletion of name in
Electoral roll
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Registration NonEncumbrance Certificate
Application for Hindu Marriage Certificate
Application for Special Margg Certificate

Department Category Service

RD & PR Application for Birth Certificate
Application for Death Certificate

Education Registation of Children with Special Need

YAS ( Youth & Sports) Incentive State Sports Awards
Registration in Scho@ames Federation
Registration in RCC Program

HOME PAGE

URL : httis://eservicemanipur.gov.in/

Stepl: Upon Clicking the Manipur Sta¢ServicdPortal Link Home Page will be displayed to Applicant:
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Digital India

Power To Empower

HOME CSCLST \ C N APPLICATION STATUS

consectetur adipiscing elit. H

Govenment of Manipur @ cscicitizen @ Department Login
Exam Results e
Elector Search by EPIC :]
— L
MSPDCL
i . 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

Nullam in venenatis enim.__ Read RD and PR/ MAHUD/
Health

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 Cancelation 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 2:0Once the Applicant is dérected 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 oip CSC/Citizen Radio buttaglick here to Login With ePrama@eqgister Link, a
Registration Page will be opened as below:

(FOR NEW CITIZEN REGISTRATION)

1) / tA01 2y abSg ! ASNK wSIAAGSNI | SNB
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user has to login into his registered email account and get his password details.

Now Applicant/CSC Operatbas to firstchoose the Departmerftom list of Departmentand

corresponding Services will be dieypéd toApplicant/CSC Operator

Step = Upon choosing the Department, List of Services will be displayAgpticant/CSC Operator. Now
Applicant/CSC Operattias toclick2 Y { S NIJ A Ofpplitatiol f6r Dbndic¥e Certificat@dpon

Clicking the S®ice Name Application Form will be displayedaplicant/CSC Operator

How and where to check new and pending applications?

RS

dza S NI ®homedbia@MiaiiD,S NB R

At

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

Citizzn /CSC:

1) WhenCitizerv Applicant is filling a form for selected service and just saved but not submitted , then

the new form will be available in saved application irmhser login dash board for future submission.

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

2) But if theform is submittedOnce then it will be shown in Submitted application tab and its
application statusan searched by clicking on the appropriate No.

Department User
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The application received from Citigen / CSC user for processing will be available and shown in logged in
userINBOXas pending.

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

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

APPLICATION PROCESE®W ETAGES

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

Services delivered andcovered undereachdepartment having its own form and hadifferences 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/PERMANENERIDENT CERTIFICAHFEC)/ ST/SC CERTRIE:

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
Duision in which the application resides/ applicable).
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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,
otherwisethe 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 risgaue the certificate with his Digital
Signature.

7. 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.

8. The SDC (HQ) /Bwill 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 attachednay send back the application

to the concerned SDC/ SDO foreneamination. The SDO/SDC, afteres@mination, may send

back to the DC/ADC with the necessary information sought and issue of the certificate.

OBC Certificate:

1. Citizens will apply omie.

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
casethe 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 ADOC 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 forexeamination. The SDO/SDC, aftefesamination, 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 Wibe 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 o 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 wajior 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 DEPARTMNE:

APPLICATION FOR BHRIERTIFICATE :

1.

Citizens will apply online.

2. The online application will be routed to the Dealing Assistant(DA) by eDA.
3.
1. The DA forwards the application alongwith remarks for approval and rejection, respectively to

The DA verifies the application alongwith supporting documents.

BDO /Registrar.

BDO /Rgistrar 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 BD®O rejects the application
providing the reason for rejection in the comments tab.

The applicant receives a natification of approval/rejection with reason via SMSile

The Applicant can Collect the Digitally Signed Birth Certificate from CSC Cent=eiof
Approval
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