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E-DISTRICT TAMIL NADU USER MANUAL

(Government of Tamil Nadu)

1 Project Overview

Districts are the de facto front-end of government where most Government-to-Consumer
or G2C interaction takes place.

The e-District project was conceptualized to improve this experience by creating an
automated workflow system for the district administration and help in providing the citizen
efficient department services through Common Service Centers (CSCs), the primary front
end channels envisaged under the National e-Governance Plan by Department of
Information Technology (DIT), Ministry of Communication and Information Technology
(MCIT), Government of India.

2 General Information

2.1 Tools Required

You will be provided with the following basic infrastructure:
e Computer (CPU, Monitor, Keyboard & Mouse)
e Network Connection (as per requirement)
e Peripherals (as per requirement)
e Browser (Google chrome, Version 50)
e Uninterrupted Power Supply (UPS)

2.2 Starting your Computer

Steps
1. Ensure all cables are connected between the computer, network connection,
peripherals & UPS
2. Plug the UPS to the electrical socket
3. Switch ‘ON’ the electrical socket
4. Switch ‘ON’ the UPS

5. Press the &/ (power button) on the computer
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6. Allow the system to boot up

Switch ‘ON’ the UPS only after you have switched ‘ON’ the power socket
Switch ‘ON’ the computer only after you have switched ¢’ ON’ the UPS

Switch ‘OFF’ the power socket in there is an electrical spark in the socket

Do not start the computer in case the UPS is not fully charged

a Ml DdPE

Do not start the computer in case any of the wires are in contact with water
sources / moisture

6. In case you are not sure whether the computer is connected in the right way
5 — please contact the system engineer

3 Purpose

The purpose of this User Manual is to help user in running e-Sevai application. The
manual consist of Steps used for registering service request and processing of application
request at different levels using e- Sevai Application.

4 Scope

The scope of this document is to provide Support and Guidance to End Users to access the
e-Sevai application.
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5 Getting Started

Following points and guidelines may be referred while accessing the e-district application:

e User must have valid username and password

e Make relevant and correct entries only

e Recheck the entries before clicking on Submit button

e Mandatory fields should not be left blank

e Mandatory/Optional documents should be attached as per requirement
e Do not make false entries

To launch E district - ONLINE

a) Double click on the € o open the browser
i) The browser will be open with default page or blank page

il) Enter the URL and press enter button on keyboard

6 Application for Tamil Nadu Co-operative
Handloom Old Age Pension Scheme
6.1 Operator Login

User starts with the given Steps after opening the Chrome Browser.

STEP 1: Go to the e-Sevai (Government of Tamil Nadu) Web Portal as shown below.

w

e-Sevai

TNeGA Government of Tamil Nadu P g e

Home  AbouteSevai GovemmentOrders eSevai ContactUs Help~  Download ~

=) Sign In

Government Orders Locate your near by e-Sevai.
User Name Password

Tenders List of Services Offered in e-Sevai Centres L .

‘PA7 FN: Enter Captcilg Code
Documents List of Services offered through Institution. ST
Job Opportunities o

enter password

Maps ‘

Forgot Passwor 47 enter user id

STEP 2: Enter the Login credentials and Captcha code
STEP 3: Click on Login.
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User will be redirected to the e-Sevai Dashboard as shown below.
TNeGA Government of Tamil Nadu PSP gy

Dashboard

© Services

& Receipt

Image - 2
STEP 4: Click on Services

Department Wise service listing will appear.

- e-Sevai
TNeGA Government of Tamil Nadu ST
st Bietiy Gas
& Receipt Name: TSETHUPATHI
DEPARTMENT WISE ® Anna University
® BC MBC and Mincrity Department Center: Velacherry TACTV
SERVICE WISE @® Chennai Metro Water Supply & Sewerage Board Center Code:
(o] Cﬂ?m‘a raffic Police ) TACCHNO19
@ Civil Supplies and Consumer Protection Department
SEARCH P e -
Commissicnerate of Municipal Administration Counter: 1
© Department of Handleom and Textiles
© Directorate for Welfare of Differently Abled
Wallet Type: Prepaid
© Directorate of Boilers Sl i
© Directorate of Fire & Rescue
@ Drugs Department Wallet Amount: 10103.00
® Employment and Training
Share: 0.00

© Fisheries

© Greater Chennai Corporation

© Revenue Department

© Tamil Nadu Electrical Inspectorate (TNEI)
® TANGEDCO

© TN Police Department

© TNEGA

Image - 3

STEP 5: Click on Department of Handloom and Textiles link.

User can also switch to the Service Wise listing, or search a particular service using keywords by clicking

on Search.

Below screen will be displayed.
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Government of Tamil Nadu i e

Bensmu Gaeneu el Cosne

T.SETHUPATHI TNTACCHN013-01 & &

%8 pashboard

0 Services
& Receipt Name: T.SETHUPATHI
DEPARTMENT WISE Department of Handloom and Textiles m
Center: Velacherry TACTV
SERVICE WISE Ecords per page Search: Center Code:
© DHT-201 Application for Scholarship under Dr. MGR Handloom Weavers Welfare Trust TACCHNDTE
SEARCH Q0D a amil N I a ecurity Scheme - Enrolment Counter: 4
QD )3 Application for Tamil Nadu Co-operative Handloom Old Age Pension Scheme .
© DHT-204 Application for Tamil Nadu Cooperative Handlooms Weavers Family Pension Scheme i
© DHT-205 Application for Life Insurance Schemes for Handloom Weavers and Ancillary Workers - Enrolment Wallet Type: Prepaid
© DHT-206 Application for Enrollment and Claim of Shiksha Sahayog Yojana Scheme under Mahatma Gandhi Bunkar Bima
Yojana Wallet Amount: 9963.00
© DHT-207 Application for Tamil Nadu Co-operative Handiooms Weavers Savings and Security Scheme - Claim (Weaver)
© DHT-208 Application for Tamil Nadu Co-cperative Handiooms Weavers Savings and Security Scheme - Claim (Nemines) Share: 0.00

© DHT-208 Application for Life Insurance Schemes for Handloom Weavers and Ancillary Workers - Claim (Disability)
© DHT-210 Application for Life Insurance Schemes for Handloom Weavers and Ancillary VWorkers - Claim (Death)

Showing 1 to 10 of 11 entries « Previous n

Image - 4

STEP 6: Click on Application for Tamil Nadu Co-operative Handloom Old Age
Pension Scheme link.

User will be redirected to the e-District Portal.

DHT-203-Application for Tamil Nadu Co-operative Handloom Old Age Pension Scheme/Application for Tamil Nadu Co-operative Handloom Old Age
Pension Scheme

%/ Service Description

1 Supporting Documents

‘ Application Fee

7 How to Apply

Image - 5

STEP 7: Click on Proceed.
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User will be redirected to the Applicant search page as shown below.

Application for Tamil Nadu Co-operative Handloom Old Age Pension Scheme/Application for Tamil Nadu Co-operative Handloom Old Age Pension Scheme

Note: Apply for the service as per the given instructions :-
1. If Applicant have CAN Number: Please enter CAN Number or any of the field in below field then click on Search Button in order to proceed
2. If Applicant doesn't have CAN Number: Click on Register button

3. Apply for CAN registratior

Applicant CAN Number! (HL0L0G5&ET SOUTSE Applicant Hame *

erenar *

Applicant Father Name * Applicant Mobile Mumber *
Applicant Email Id * Applicant Date of Birth *

Image - 6

The Applicant can perform Search using the following options:

e Applicant CAN Number
e Applicant Name

e Applicant Father Name

e Applicant Mobile Number
e Applicant Email Id

e Applicant Date Of Birth

@ Note — The green asterisk signifies that the available search options are optional.

The applicant will be able to go ahead with the application process if he/she already has a
unique CAN number; otherwise the applicant is required to register for a CAN number.

6.1.1 Registration Process for CAN (Citizen Access Number)

Click on the Register CAN button as shown in the above figure.

The CAN registration form will be displayed as shown below.
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CAN Registration

Revenue \illage § BITmL00*

Admin Uit/ BlTeUmas 2ie0E

| Block No. / Name

| Pin Code / 2JER&a] eTetor*

Phene / Landling No. With STD Code

Emsil Id / Ll eimenmign e (Lo

# If Permanent Address Same As Current Address

Tondiarpet (part 1) / 5-:1?_Té'd'tl_ v

Chennai v

123453

CONACE DELAIIS - === === === === == oo m oo o e oeoeoooooeoooooooo

Gl

Area or Ward Me. | Mame / \_@g (2l e
eTetiar { G

Building / Door { Flat No.*

Figlds Marked With £
T L= 1 :
Document Type 1* Dacument Type 2 Please Select A
Aadhaar Number*
Apsllation® Shri /Lol v
Applizant Name* Krishnan eflgmemrusTTT Quwf*
Gender / LITalleLh Male v Marital Status / 50600 [Flamau® Unmamied v
Date Of Birth / LI5S G5E* 15-Aug-1985
Relationship / &_Mey* Guardian T
Father/ Husband / Guardian / Mother Mame* Murugan éfé‘t: 3 3
Smuiledr G
Mother Name® Radha SHufleir GLwr*
Refigion / LOSL0* Hindu v
Community { FTEI* BC v Oceupation / Geuamen® Clerical & Related workers v
Education Quslification / 635'1.'6‘3_,6"\@@:'
.~ Current Address ! SNCLITEDIBU (UDEBGUI |- oo mrmm oo
State / LOMHleuh* District / LDMaULL (B Chennsi | QegtTemen v
i Taluk  gUL L (D* Tondiarpet / LIWITOE v Street Name(only for Chennai district) / G@@ Amman Koil Gross Strest Korukk ™

Mobile Number/ QFTemauELIF eretor *

Bank Name

Branch Mame

| Account Number

Bank Defails - e e

AXIS BANK v

ELDAMS ROAD A

District

FSCCode

CHEMNAI v

UTIBDOO3702

Enter all the mandatory details
Details sections.

Image - 7

in the Applicant Detail and Current Address and Bank
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@ Note — The applicant must Generate and verify OTP before submitting the form.

Contact Details

Mokile Muraber 1 &S memaiGU% erem
Fhane s Landline Mo, with STD Code "

Ernail ld / uflememanres apmeur) *

Enter 0TP *

14902

Image - 8

Click on Register to submit the form as shown in Error! Reference source not found..

On successful CAN Registration, the CAN Number will be generated as shown below.

Application Check Status Collection Amount Reprint Receipt TNEB Recheck

CAN Registration Successful

“Your CAN Number is 1331603011212", Please click on proceed button to move further.

Image - 9

The applicant can now proceed with applying for Tamil Nadu Co-operative Handloom Old
Age Pension Scheme using this CAN number.

Continuing the Old Age Pension application process from STEP 7
STEP 8: Enter the CAN number and click Search.

The corresponding record will show in the search result as shown in the below image.

1331502011705 Shiva Aravinth 20-Sep-1994 9500835050
1331201011384 THAIMUR AYEESHA 07-May-2018 9500335050 abci@gmail.com
O 1331201071203 Marakyar SURA 01-Apr-1355 9500335050

1331202012012 SHIEK IMMAM MCHAMMED RIYAS 01-Jan-1950 9500335050

1331202012025 Ahmed Mohammed 01-Jan-1955 9500335050 abcd55@amail.com
Showing 1 to 10 of 37 entries First Previous 1 2 3 4 Next Last
Mobile Number / G5 Tensu@LIE eresmr * 9500535050
Enter OTP * 1234 ‘

Image - 10
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STEP 9: Select the record by clicking on the option button against the desired record.
STEP 10: Generate and verify OTP as shown above.

Once the OTP is verified the screen will refresh to the below image.

1331201011884 THAIMUR AYEESHA 07-May-2018 9500335050 abc1@amail.com
. 1331201011993 Marakyar SURA 01-Apr-1955 9500835050
1331202012012 SHIEK IMMAM MCHAMMED RIYAS 01-Jan-1950 9500835050
1331202012025 Ahmed Mohammed 01-Jan-1955 9500835050 abcdS5@amail.com
Showing 1 to 10 of 37 entries First Previous 1 2 3 4 Next Last

Image - 11

STEP 11: Click on Proceed.
CAN details of the applicant may be modified by clicking on the Edit CAN Detail button.

The Save as New option allows you to save the same CAN Number with different
applicant details.

The applicant will be redirected to the Application e-form screen as shown below.

Most of the common details will be auto filled from CAN, rest the user has to fill up.

Application for Tamil Nadu Co-operative Handloom Old Age Pension Scheme

Applicant Details / Gﬁﬂﬁﬁ;uﬁ_ﬂ'ﬂ'iﬁﬂ& ITTRIGHET

* appeliation TI1iru:"§I@ * applicant Name f 68l gGoTemor LILSTTT QUIWLIT ‘»‘Iarakya'.-‘LDijESBsT
* Relationship/2_T&l Mother * Father / Husband / Guardian Name SURA."E‘—E-T

* Mother's Name f STWleir QLIWIT SURA/GMT * Gender f LIMellgorLhy Male

* Marital Status / SI(HLOEHIT [Blemay Unmarried * Date of Bith / LIDES C58 01-Apr-1955

* Religion / LDGLD Muslim * Community / ETE) BC Muslim

* Adhsar card 868768879595 * Ration Card No 2654174314381

Current Address / HHGUTEN G (L&H6U ]

* State / LOTElGUD TAMIL NADU * District / LOMeULL D Coimbatore/G&5ITLLILDL
* Taluk / UL LD Coimbatore South/Ggsr * Revenue Village / oth Coimbatore Cld Vill. And
* Street No/M OPIL STREET/e2L1L%l6 * Building / Door / Flat No / L0 &&eu/SlemmL. etedor KILLER BLOCK

* Pin Gode / 24EHEE) €T600T 632131

i same as Current Address / SHEUTENSI (oSauf| 2185 erdmmmeu
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Permanent Address IE;\GC-"E‘;JJ_S’J Q,ﬁ&%-’:‘ﬂlﬂ

* State / LOMEl6UD TAMIL NADU
* Taluk / gUL_LLDy Coimbatore South/G&sn
([ &Tesa / GLWy OPIL STREET/6aLILle
* Pin Code / 2|6 6T600T 632131

* Street MoMame /

Contact Details / QG TLTL] 6l LITHIGH6T

Phone / Landling No. With STD Code

* District / LOMgUL_L_1D

* Revenue Village ' _’I'_“D

* Building / Door / Fiat No / &L 10t &&ey/ ey etedar

Coimbatore/G&TULILDI
Coimbatere Old Vill. Ani

KILLER BLOCK

healthy / 2l Il BlLa&TSETD

Member Mother or Father have suffered by any Diseases If
0, give detail TR gy "=_U'_l.ﬁ5
=&

* Apoellafi i el
Appellation SelvilGlEsual v

illness, Please
mEIma

* Nominze Mame / :;LLET_EI,'_'__ QLT

* Mohile Number 9500835050
Email Id
Application Details / el euuTemor 1L 6lfl 6l :I'EB%G]"I’
Member Details / 2_MIUILN 6T [T el eu T Ge6iT
* Secicty Name Coimbatore Industriz ¥ 1234
* Member Enrollment date in the society | & Gl s ] 12-02-2018 35.00
LEeler Call

& ‘Yes No

meena
* Date of Birth / LIMES 25-06-1968 * Age [ GUWLISS 49
* Relationship / 2_Mel Father v * Share of accumulation to be paid / 'QIEQAE@ 2500
BeuetoTlg L LIGIG 5 Tend
63.00
Bank Details
* Bank MName / eUrEIS! QILIWLIT BANK OF AMERICZ v * District f LOMeULL_ LD CHENNAI v
* Branch Name / Elaner CHENNAI v *IFsc/ @EEIW FIE ey @riufh BOFADCNG215
* Account Number | SE0TER(E £T60 2898350038509349 * Account Holder Name / 56007655 e0EL&HI(HLILIEUT sura
)
GQLOTLAl
* & Hereby, | declare that what is stated above is true to the best of my own infarmation and brief

Image - 12

STEP 12: Fill all the mandatory details, check the Declaration box and click on Submit.

On successful submission of the form, Upload Supporting Documents page will be

displayed as shown below.

CONFIDENTIAL
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Supporting Document Lt for uolozd

Transaction No: TN-4132018061202251

[Bview Application

List of Documents

1 Aadhaar Card

Applicant Photo

First page of Bank Passbook

Member Passbook and Other Documents
Membership ID card

QAP Scheme Member Admission Order Copy

S T R S * R )

Ration Card
Voter ID

@

Select Document®| Please Select i

Mandatory
Mandatory
Mandatory
Optional
Optional
Optional
Optional

Optional

Image - 13

STEP 13: Upload all Mandatory Supporting Documents.

e Select the type of document form dropdown, choose the file and click on Upload

51# | Document

Action View

1 | Azdhaar Card

(%]

Applicant Photo

3 | First page of Bank Passbook

Make Payment

HEE
%

Image - 14

STEP 14: Click on Make Payment once all required document are uploaded.

Confirm

Payment Type*

Application Number
Applicant Name
Date of Application
Service Name

Application Fees

Cash v

TN-4132018061202251
Marakyar/LD6M T ST
06/12/2018 14:50:18

Application for Tamil Nadu Co-operative Handloom Old Age Pension Scheme

50
eSevai Centre Charges 20
Total 70
Image - 15
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STEP 15: Select the Payment Type form dropdown and click on Confirm Payment.

On successful Payment, applicant will be redirected to the Acknowledgment Receipt page
as shown below.

« Success

Transaction [ TN-41320:

18061202251 ] Saved Successfully.

Acknowledgement Receipt

Application Mumber

TM-4132018061202251

ipplicant Name

Marakyar/LDGMITEESTUT

Date of Application

06/12/2018 14:50:12

Service Name

wpplication for Tamil Nadu Co-operative Handloom Old Age Pension Scheme

Application Fees 50
aSevai Centre Charges 50
Tatal 70

[& Print Receipt

Image - 16

STEP 16: Click on Print Receipt to download/print the receipt.

H 5 v | Government of Tamil Nadu
3 - s» wwie / e-Sevai Centre
&gy srsisr / Receipt No: TN-4132018061202251 (&1 1 stevar / Reference No: TNTACCHNO1905595
alsiwrswrougrri / Applicant Name: wen résrwi/Marakyar aflsirsnriu stsir /Application No : TN-4132018061202251

sopuilss Quwi / Department Name: sns53550 wppib giewh prsd [l swswiniss G531 / Application date : 06/122018 14:50:18
Bwagarrso / Department of Handloom and Textile

aflawswriiss Grenau / Applied for Service - Application for Tamil Nadu Co-operative
Handloom Old Age Pension Scheme

uswrin @xgy5 3 w allsura / Payment Details

aflawswiiu s swib / Application Fees Cash 50
@)-Gasmau swuwws & Lswrib /e-Sevai Centre 20
Charges

rHUTL sTup S Ssatlsw [ Amount in words (Rs): Seventy Only.

TACCHNO19

wwwl Quwi & @plufC @ stsvsr / Centre Name & Code : - wa@urtiuin/ Si of the Centre O

Gula POl Hsver senswiz allurusmenuyn 51 uTisg DaTsrsraybn. o fssr alswariu Baovsmw Q5755 Gsrerer tisitsumn
@svsmwsendFlsd uridsayo hitp//in.cms.coin8l/eDistrictUser/Track Application aspx / Kindly check correctness of all the details furnished above. To Check
the Application Status see the URL http//in cms.co.in:8 lVeDistrict/User/ TrackApplication aspx.

Image - 17
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Note — Once the Application has been submitted, it will reach the concerned officer for
further processing. If the officer rejects the application, the applicant will be notified of the
rejection via sms/email.

This section explains features such as:

1. Saved Application
2. Submitted Application
3. Returned Application

(Jf' Note —Procedure is same across all the services. As such screenshots may vary for different
services.

"'}, Government of Tamil Nadu
~ =" e-District

1
E)

%/ Service Description 1 Supporting Documents

‘ Application Fee ? How to Apply
-

Image - 18

The above image shows the e-district portal dashboard. The user is re-directed to this
screen after clicking on the respective service.

6.2 Saved Application

After submission (clicking on the Submit button), the application will be saved as draft.
User can find draft applications under the Saved Application section and upload
documents or make payment as required.

CONFIDENTIAL -15
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{ '}, Government of Tamil Nadu

=¥ e-District

o
88 Dashboard
) Sl Saved Application I -
B8 Submitted Applicatio Show| 5 v entries Search:
EE Returned Application [ —— Service_Name e i Applicant Contact_Number
TN-3982018053102165 Application for Maintenance Allowance for Differently Abled Persons 31-05-201802:22 PM 8220717533
Showing 1to 1 of 1 entries Previous Next
Image - 19
6.3 Submitted Application
List of submitted applications can be viewed here as shown in the image below.
{.' :nnvi:::\i::ent of Tamil Nadu

Submitted Applications

Show s v entries Search:

Transaction Date Applicant Name Applicant Contact Number Service Name
TH- 20/06/2018 14:57:40  Vivek/&Geuds 2500535050 Application for Enrallment and Claim of Shiksha Sahayag Yojana Scheme under Mahatma Gandhi
117201806 Bunkar Bima Yojana
™ 18/06/2018 16:50:38  Maraloyar/ 9500835050 Application for Life Insurance Schemes for Handlaam Weavers and Ancillary Workers - Claim
220 LOETTER & T (Disability)
™ 19/06/2018 11:17:52  Manish/LOGUT 1&g, 9500835050 Application for Life Insurance Schemes for Handloom Weavers and Ancillary Workers - Claim
421201806190233¢ (Death)
™. 1B/06/2018 11:49:47 Ahmed/SNEDIOS 9500835050 Application for Life Insurance Schemes for Handloom Weavers and Ancillary Workers - Enrolment
1162018061802317
- 14/06/2018 16:26:14  Dhoni/GL_sof] 778048080 Application for Tamil Nadu Co-operative Handlooms Weavers Savings and Security Scheme - Claim
4192018061402286 (Nominee}
« »

Image - 20
6.4 Return Application

List of applications that have been returned from the higher official back to the operator
can be viewed here.

_i 'y, Government of Tamil Nadu
=

¥ e-pistrict
of
B8 Dashboard
ashboar e
L) Sz e Return Application -
B8 Submitted Applications show| 57 |entries [
88 Returned Application Application Number  Service_Name Transaction_Date  Applicant Contact_Number
TN-4162012061502311  Application for Life Insurance Schemes for Handloom Weavers and Ancillary Workers - Enrolment  15-06-201204:04 Pl T984723320
TN-4112012060402183  Appl p Under DEMGR Weavers Welfare Trust 0406-201808:21 AM 5789414383
Th-29820120531021 fon for I for Differently Abled Persons 31052018 11151 AM 2270761633
TH-4242012051701936  Application for Ulema Pension Schame undar WAQF Bosrd 17052012 12:43 PM 8220717533
TH-2122012051501960 o for Tamil Nadu Co-cperstive Handlosms W 2nd Sacurity Scheme - Claim  15-05-201205:32 PM 9500208604
(Weaver)
Showing 1 to5 of 11 entries Previous - 2| 3 Net

Image - 21

User can view the reason for return for a particular application by clicking on View
Application Details.
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Transaction Details

Transaction N

Applicant Name :
Dwesh/L_GlE1EM
Mobile Number :

7584728320

TH-4162018061502311 15-

: Date Of Submission :

06 PM

List of Documents

Documents

|8 supporting Documents

Application Form

Action History

Verify Details

1 Azdhaar Card

7

2 Applicant Pheoto

g

3 First page of the Bank Paszbook

4 Proof of Weaver | Ancillary Worker

g

¢
g

Please Select Your language: TAMIL

*Comment

ENGLISH "=

Proaof not \-;sri"is=|

Returned
1 AadhaarCard Mandatory P
Action : Return
2 Applicant Photo Mandatory By : HTMD Handloom HTMD Handloom
3 First page ofthe Bank Paszbook Mandatory
4 Proof of Weaver/ Ancillary Worker Mandatory Received Application
5 Ration Card Optional
& VoteriD Optional Action - Forward
7 Member D Card Optional By : Deputy Director Handloom Deputy Director
Handloom
2 Member Passbook and Other Documents Optional
Select Document™ | Flease Select v
5l# | Documeant Action View

Image - 22
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6.5 Track Application

Track Application feature helps an operator to track the current state of the application;

i.e., the level at which the application is at as it moves through different officials for
approval.

Operator can enter the Application No at the search bar to track its flow as shown in the
image below.

~
i . Government of Tamil Nadu
“-7 e-District

Track Application

Application No

02-04-2018

By : DeputyDirector Chennai (Deputy Director Assistant Director

By : Operator

Copyright ©2018 Tamil Nadu e-Governance Agency (TNeGA). All rights reserved.

Image - 23

7 Disclaimer

This User manual is prepared as per the existing application; however actual screen shots
may vary for few cases.
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