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E-DISTRICTTAMIL NADU USER MANUAL

(Government of Tamil Nadu)

1 Project Overview

Districts are the de facto freehd ofgovernment where most Governmé¢oHConsumer
or G2C interaction takes place.

The eDistrict 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 Nation&oeernance Plan by Department of
Information Technology (DIT), Ministry of Communicati@nd Information Technology
(MCIT), Government of India.

2 General Information

2.1 Tools Required

You will be provided with the following basic infrastructure:
1 Computer (CPU, Monitor, Keyboard & Mouse)
1 Network Connectior{as per requirement)
1 Peripherals (as per requirement)
1 Browser (Googlechrome, Versiorb0)
1 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 OONO6 the electrical socket

4. Switch6 ON6 t he UPS
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5. Press théd/ (power button) on the computer
6. Allow the system to boot up

Switch OON6 the UPS only after yo
Switch O6ONOG6 the computer only aft
Switch O0OFFO tirntlere s anekeatricad sparkkinethe socket

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

a e Ddp e

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 theomputer is connected in the right way
= I please contact the system engineer

3 Purpose

The purpose of this User Manual i8 help user in running-8evai application. The
manual consist obtefs used for registering service request and processing of ajgplicat
request at different levels using®evaiApplication.

4 Scope

The scope of this document is to provide Support and Guidance to End Users to access the
e-Sevaiapplication.
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5 Official Login

Workflow
Service Input Form First Level Second Level Third Level Fourth Level
Life insurance Circle Deput Circle Deput Directorate of
benefits for weavers | Weaver / . puty MD of the : puty Handlooms and
. . Director/Assistant . Director/Assistant ) o
and ancillary workerg Applicant Director Society Director Textiles(Finalising

(Disability Claim)

the application)

5.1 DD/DA Login (Level 1)

Note i The belowsection will show the approve/forward application scenario. In cag
Rejection at any stage, the application will become invalid and the concerned applicg

be naotified of the same via sms/email.

Userstarts with the giveltes after opening #g1Chrome Browser.

STEP 1: Go to thee-District (Government of Tamil Nadu) Web Portal. Below shown
page will open.

i Apps

& C | ® Notsecure | tn.ems.coin:81/eDistrict/Login.aspx

e-District Tamilnadu

Image 1

STEP 2 Enter theLogin credentialsandCaptchacode

STEP 3: Click onSign In.
User will be redirected to thel®@istrict Dashboard as shown below.
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i_‘ Government of Tamil Nadu i} Deputy Director Handlaom

L3
" e-District User Profile l:|

1]
A

@ Dashboard Dashboard
PENDING APPLICATIONS PROCESSED APPROVED REJECTED
4 APPLICATIONS | APPLICATIONS APPLICATIONS
7 6 0

Image 2

22 Pending List

== Process List

B8 Transaction Status Report

= Reports

STEP 4 Click onPendingList on the left panel as shown in the image above.

Below screen will be displayed

i ¥, Government of Tamil Nadu {2} Deputy Director Handloom
Hek

= e-District I:l

= o

@ Dashboard List of Services

BE Pending List

B8 Process List

HApplica for Enrollment and Claim of Shiksha 5 atma Gandhi Bunkar Bima Yojana

Yojana Scheme under M

B8 Transaction Status Report

H Application for Life Insurance Schemes for Handloom ¥ and Ancillary Workers - Claim (Death)

E= Reports
1 Application for Life Insurance Schemes for Handloom Weavers and Ancillary Workers - Claim (Disability)

H Application for Scholarship Under DrMGR Handloom Weavers Welfare Trust

for Scholarship Under Dr.MGR Handloom Wea Welfare Trust - Renewal

HEApplication

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

12 Application for Tamil Nadu Cooperative Handlooms W nily Pension Scheme

HApplication for Tamil Nadu Co-operative Handlooms W curity Scheme - Claim (Nominee)

000000000

HApplication for Tamil Nadu Co-operative Handlooms Weavers Savings and Security Scheme - Claim (Weaver)

Image 3

STEP 5 Click on the application o0 be pr ocessed. Apblicatian foi s
Life Insurance Schemes for Handloom Weavers and AncillaryVorkers 17 (Disability
Claim)olink.

Below screen will be displayed.

{} Government of Tamil Nadu {4 Deputy Director Handioem
= o
@8 Dachbosrd Application for Life Insurance Schemes for Handloom Weavers and Ancillary Workers - Claim (Disability)
Applications - Application List =
@ Pending
28 Transaction Status Report 3 L
O Received Application a
= Reports
= O Finalizing the Application o

Image 4

STEP 6 Click onReceived Application
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4.} Deputy Director Handloom

{ Y, Government of Tamil Nadu

= o

48 Dashboord Application for Life Insurance Schemes for Handloom Weavers and Ancillary Workers - Claim (Disability) - Received Application
88 Pending List

Applications - Application List -
B8 Processlis

eSSt Q Pending a
B8 Transaction Status Report Show| 10 ¥ entries Search:
O Received Application a2

SiNo I SelectAum® icati Applicant Name Application Date Time
Priya/LSlfluwim 25-05-201203:39 PM

= Reports
O Finalizing the Application o ]

1 ’

Showing 1to 1 of 1 entries Previous Next
3

Image 5

STEP 7 Select the application to be processed and click o\pipdication Number as
shown in the image above.

e-form will be displayed

Transaction Details - Documents
Transaction No : Date Of Submission : [ Supporting Documents ]
TH-4202018052502142 25-05-12 03:35 PM
Applicant Name :
Priya/ ijL m Application Form
Mobile Number :

5254524248

Action History

Application Received dey 25 2012 3:34PM

Your Action
Application Received

Action :Application Submitted
* Date of Venfication By - Operator

06-06-2018

* application Recommended by Receiving Officer

YES v
* Action
Forward v

Please Select Your language: TAMIL EMGLISH #

*Comment (Max. Chars Allowd 1000)

o

Document Title

Supporting Document

WrChocss file Upload

Back To List b

Image 6
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STEP 8 Fill all the mandatory fields; Upload supporting documents if any; Choose the

Action Forward and clickSubmit.

On successful submission below page will be displayed.

t‘} Government of Tamil Nadu
= e-pistrict

&5 Dashboerd Application for Life Insurance Schemes for Handloom Weavers and Ancillary Workers - Claim (Disability) - Received Application

{2} Deputy Director Handloom

[ o [ swon

of

88 Pending List

88 Prc List

@ Fending [ ° ]
' Success
88 Transaction Status Report .
O Received Application 2 it ezt

= Reports
O Finalizing the Application o

]

Applications - Application List

»

Image 7

5.2 Managing Director Login (Level 2)

STEP1- STEP 3 are same for all the official logins.

User will be redirected to thel@istrict Dashboard as shown below.

t} Government of Tamil Nadu
=¥ e-District

Dashboard

PENDING APPLICATIONS PROCESSED APPLICATIONS APPROVED APPLICATIONS
’ @ ' G '

o

REJECTED APPLICATIONS

]

] HTMD Handloom

[ i | smon’

Image 8

STEP 4 Click onPendingList on the left panel as shown in the image above.

Below screen will be displayed

{ '}, Government of Tamil Nadu
2V e-District

@ Dashboard List of Services

] HTMD Handloom

[ i | Semoa

o

88 Pending List
B8 ProcessList

BE Transaction Status Report

HApplication for Life Insurance Schemes for Handloo

Claim (Disability)

HApplication for Life Insurance Schemes for Handloom Wi

HApplicatio hip Under DrMGR Handloo

HApplicatio rship Under DrMGR Handloo
HApplication for Tamil Nadu Co-operative Handloom Old

H Application for Tamil Nadu Coaperative Handlooms We:

HApplication for Tamil Nadu Co-operative Handlooms Weavers

rs - Enrolment

Pension Scheme

< Family Pension Scheme

Savings and Security Scheme - Claim (Nominee]

00 00000O0O0O0C

Image 9
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STEPS5 Click on the applicati on Applcatioreforpr oc¢

Life Insurance Schemes for Handloom Weavers and AncillaryVorkers 17 (Disability
Claim)olink.

Below screen will be displayed.

ai_" Government of Tamil Nadu £} HTMD Handloom
e

=" e-District User Profile l:l

= %
o Application for Life Insurance Schemes for Handloom Weavers and Ancillary Workers - Claim (Disability)
=8 Pending List
‘ending Lis Applications - Application List -
=8 Process List Q Pending a
28 Transaction Status Report
O Verify Details a
Image 10

STEP @ Click onVerify Details.

Below screen will be displayed

q”-_} Government of Tamil Nadu T3 o rndionm
-

e-District User Profile |:|

= o

(B Application for Life Insurance Schemes for Handloom Weavers and Ancillary Workers - Claim (Disability) - Verify
22 Pending List Details
22 Process List Applications - Application List -
B2 Transaction Status Report Q Pending a

Show| 10 v entries Search:

O Verify Details

SiNo | Select AuM Application Number Applicant Name Application Date Time

1 v TN-4202018052502142 priya/Liflwum 25.05-2018 03:30 PM

Showing 1to 1of 1 entries Previous Next

L3
Image 11

STEP 7 Select the application to be processed and click o\pipdication Number as
shown in the image above.

e-form will be displayed
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Transaction Details - Documents

[ Supporting Documents ]

i Information

File Uploaded Sucessfully

Application Form

Transaction No : Date Of Submission :
TN-4202018052502142 25-05-18 03:39 PM
Applicant Name : Action History
Priva/Lll il
Received Application Jun 19 2018 5:09PM
Mobile Number:
GE594584248 ok
Date of Verification : 06-06-2018
Application Recommended by Receiving Officer | YES
Your Action - Action :Forward
By : Deputy Director Handloom{Deputy Director
Uploaded Files Assistant Director)

® Resolution Proceedings
= Application Received May 25 2018 3:34FM

Application Received

@ Active member in the society Proof

Action :Application Submitted
By : Operator

*Action

Forward
Please Select Your language: TAMIL ENGLISH™®
*Comment (Max. Chars Allowd 1000)

ok

*Select Supporting Document
| Select Any v
Document Title

Supporting Document
WrChoose file Upload
Image 12

Notei The official cannot move forward in the process if s$ipporting documents arenot
uploadedas shown in the image above. An error message will be displayed whic
prevent the officiafrom submitting the application
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STEP 8 Fill all the mandatory fields; Upload supporting documents; Choose the Action
Forward and clickSubmit.

I f t he of f iReturaolthe formatovdl godack to thefoperator level

On successful submission below page will be displayed.

{} Government of Tamil Nadu {J HTMD Handloom
3

= o

& Dachboard Application for Life Insurance Schemes for Handloom Weavers and Ancillary Workers - Claim (Disability) - Verify Details
22 Pending List

Applications - Application List -
=

Q Pending [ © ]

+ Success
O Verify Details [© ] R ST
4 »
Image 13

5.3 DD/DA Login (Level 3)

STEP 1- STEP 3 are same for all the official logins.

User will be redirected to thel@istrict Dashboard as shown below.

"\, Government of Tamil Nadu 4} Deputy Director Handloom

s
L et [ o [smon’

1]
1

@ Dashboard Dashboard

am .
&= PendingList PENDING APPLICATIONS PROCESSED APPROVED REJECTED
16 APPLICATIONS [ APPLICATIONS APPLICATIONS
50 33 5

B8 Process List

B2 Transaction Status Report

= Reports

Image 14

STEP 4 Click onPendingList on the left panel as shown in the image above.

Below screen will be displayed

CONFIDENTIAL -11
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i 1 Government of Tamil Nadu {a} Deputy Director Handloom
LA

= e-District I:l

= w5

@ Dashboard List of Services

B8 Pending List

B8 Process List
1 Application for Enrollment and Claim of Shiksha Sahayog Yejana Scheme under Mahatma Gandhi Bunkar Bima Yojana

B8 Transaction Status Report

H Application for Life Insurance Schemes for Handloom W Claim (Death)]

1= Reports

nd Ancilla:

12 Application for Life Insurance Schemes for Handloom Claim (Disability)

rs - Enrolment

¥EApplication for Life Insurance Schemes for Handloom Weavers and Ancilla

1 Application for Scholarship Under DrMGR Handloom Weavers Welfare Trust

rers Welfare Trust - Renewal

1 Application for Scholarship Under DrMGR Handloom Wi

HApplication for Tamil Nadu Co-operative Handloom Old Age Pension Scheme
12 Application for Tamil Nadu Cooperative Handlooms Weavers Family Pension Scheme

1 Application for Tamil Nad ve Handlooms Weavers Savings and Security Scheme - Claim (Nominee]

0000000000

1 Application for Tamil Nadu Co-operative Handlooms Weavers Savings and Security Scheme - Claim (Weaver)

Image 15

STEP 5:Click on the service as shown in the above image.

{a} Deputy Director Handloom

=

{ }, Government of Tamil Nadu
-

-7 e-District

= o

S Application for Life Insurance Schemes for Handloom Weavers and Ancillary Workers - Claim (Disability)

28 Pending List

Applications - Application List -
B8 Process List
= Q Pending a
4 »

88 Transaction Status Report

O Recived Application [ ]
IS Reports

O Finalizing the Application a

Image 16

STEP 6 Click onFinalizing Application.

Below screen will be displayed.

i §, Government of Tamil Nadu ) Deputy Director Handloom

L e-pistrict I:l

= o
& Bashboerd Application for Life Insurance Schemes for Handloom Weavers and Ancillary Workers - Claim (Disability) - Finalizing the
£ Pending List Application
B8 Process List Applications - Application List -
) e ® s Q Pending a
Show 15 v entries Search: -
I= Reports O Received Application o ]

Applicant Name Application Date Time

O Finalizing the Application a8 1 @ priva/Llflwrr 25-05-2012 03:39 PM
Showing 1to 1 of 1 entries Previous Next
4 »

Image 17

STEP 7 Select the application to be processed and click odpipdication Number as
shown in the image above.
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e-form will be displayed

Transaction Details

Transaction No :
TN-4202018052502142 25-05-18 03:39 PM
Applicant Name :
Priva/LAfluarr

Mobile Number :

Date Of Submission :

Your Action

*Action

Forward
Please Select Your language: TAMIL ENGLISH ™=
*Comment (Max. Chars Allowd 1000)

ok

Document Title

Supporting Document
WChoose file

Back To List

Upload

Documents

[ Supporting Documents o

Active member in the society Proof
Application Form

Resoluticn Proceedings

Action History

Verify Details

ok

Action :Forward
By : HTMD Handloom{Managing Director)

Received Application

ck
Date of Verification : 06-06-2018
Application Recommended by Receiving Officer: YES

Action :Forward
By : Deputy Director Handloom(Deputy Director
Assistant Director)

Image 18

STEP 8 Fill all the mandatory fields; Upload supporting documents; Choose the Action

Forward and clickSubmit.

On successful submission below page will be displayed.

_i Y, Government of Tamil Nadu
A

{u} Deputy Director Handloom

=" e-District M
B o
% Distibesrd Application for Life Insurance Schemes for Handloom Weavers and Ancillary Workers - Claim (Disability) - Finalizing the
88 Pending List Application
LUl List Applications - Application List -
B2 Transaction Status Report & Pending

= Reports

O Received Application

O Finalizing the Application [ 0]

[}
v Success
] Action Successfull

Image 19
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5.4 Directorate Login (Level 4)

STEP1- STEP 3 are same for all the official logins.

User will be redirected to thel@istrict Dashboard as shown below.

tj Government of Tamil Nadu {} Directorate Handloom
-

o

@ Dashboard Dashboard

L Gt PENDING APPLICATIONS PROCESSED APPLICATIONS APPROVED APPLICATIONS REJECTED APPLICATIONS
1 18 “ 16 2
B8 Process List

jon Status Report

Image 20

STEP 4 Click onPendingList on the lefpanel as shown in the image above.

Below screen will be displayed

{ Y. Government of Tamil Nadu {4} Directorate Handloom
,.

~=' e-District l:l

= L4

@ Dashboard List of Services

88 Pending List

H Application for Enrollment and Claim of Shiksha Sahayog Yojana Scheme under Mahatma Gandhi Bunkar Bima Yojana

ion Status Report
12 Application for Life Insurance Schemes for Handloom

1 Application for Life Insurance Schemes for Handloom

H Application for Life Insurance Schemes for Handloom Weav

H Application for Scholarship Under DrMGR Handlo

HApplication for Tamil Nadu Co-operative Handloo

© 000006000

12 Application for Tamil Nadu Cooperative Handlooms Weavers Family Pension Scheme

Image 21

Screen shows the list of pending applications.

STEP &5 Click on the applicati on Appicatioreforpr o¢

Life Insurance Schemes for Handloom Weavers and AncillaryVorkers 1 (Disability
Claim)olink.

Below screen will be displayed.
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{ %, Government of Tamil Nadu i} Directorate Handloom
= =
@ Dashboard Application for Life Insurance Schemes for Handloom Weavers and Ancillary Workers - Claim (Disability)
B2 Pending List
Applications - Application List =
B8 Process List & Pending
S Tmeer 4 »
H Temson St Q Finalizing the Application a2
= Reports
Image 22
STEP & Click onFinalising the Application.
Below screen will be displayed.
{ % Government of Tamil Nadu {-,} Directorste Handloom
of

@ Dashboard

Application for Life Insurance Schemes for Handloom Weavers and Ancillary Workers - Claim (Disability) - Finalizing the

83 Pending List Application
88 ProcessList Applications - Application List B
22 Transaction Status Report @ Pending a

Show 10 ¥ entries — =
1= Reports O Finalizing the Application a

Elig. List ©06/18/2018 11:42:19
Mo of Applications (o]
‘Add Selected To List

Applicant Name

priya/ Il

Showing 1 to 1of 1 entries

4

Application Date Time

25-05-201203:39 PM

b

Image 23

STEP 7 Select the application to be processed.

Below eform will be displayed

CONFIDENTIAL
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Transaction Details - Documents
Transaction No : Date Of Submission : ESuppor‘ling Documents [
TN-4202018052502142 25-05-18 03:39 PM

Applicant Name :

Fr'ya-"ﬂ _ﬂu_ll'l' Active member in the society Proof
Mobile Number :
Application Form

2884584248

Resolution Proceedings

Your Action - . .
Action History
*Action
Finalizing the Application Jun 19 2018 5:20P
Approve v
Please Select Your language: TAMIL ENGLISH = ok
*Comment [Max. Chars Allowd 1000)
c-kl Action :Forward
By : Deputy Director Handloom({Deputy Director
Assistant Director)
Document Title Verify Details Jun 19 2018 5:18PM

ok

—
WChoose file Uplead Action :Forward

By : HTMD Handloom(Managing Director]
o

Image 24

Supporting Document

STEP 8 Fill all the mandatory fields; Upload supporting documents; Choose the Action
Forward and clickSubmit.

On successful submission below page will be displayed.

CONFIDENTIAL -16




4B

Tamil Nadue-District S8 B EVING LIFE

4.} Directorate Handloom

_i; Y, Government of Tamil Nadu
&

Application for Life Insurance Schemes for Handloom Weavers and Ancillary Workers - Claim (Disability) - Finalizing the
Application

Applications - Application List

rOx isf
8 Transaction Status Report & Pending o P
= Reports O Finalizing the Application ] I St

4 3

Elig. List @ 06/18/2018 11:42:19

No of Applications [1]

st et

Image 25

The Count for No. of Application gets incremented on successful submission as seen in th
above image.

Notei Official can also select multiple applications for approval by clicking oritiee Selected to
List.

STEP 9: Once the application gets incremented as shown in above image, click on
®Pr epar e tolgeneratelthie fist keneficiaries that should be made available in the

Reports Section

Below success message will be displayed

{4} Directorate Handloom

i} Government of Tamil Nadu

= o
£ Destiboard Application for Life Insurance Schemes for Handloom Weavers and Ancillary Workers - Claim (Disability) - Finalizing the
88 Pending List Application
52 Pro Applications - Application List -
& Pending [ ]
v Success
Q Finalizing the Application [ o] List has been processed successfully and forwarded to next level

@06/19/2018 17:23:23

No of Applications [o]

P

Image 26

Officials can view the generated reports for Eligibility/ Sanctioned list under Repadis
left panel.
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5.5 Reports

_{ %, Government of Tamil Nadu {4} Directorate Handloom

o

& Dashboard Report List

B8 Pending List

Report List

() SANCTION ORDER/ELIGIBILITY REPORT B

&8 Transaction Status Report
() REJECTED TRANSACTION REPORT (]
= Reports

O DrMGR Scholarship Report [

Image 27

Step I Click on required report. In this caSanction Order/Eligibility Report

Below screen will be displayed

f_} Government of Tamil Nadu {} Directorate Handloom
LK

-

@ Dashboard Sanction Order repot *Marked fields sre mandstory

B8 Pending List

Report Filter
BB Process List
Report Filter *Month *From Date *ToDate District
®ByMonth By Date Jun-a0iE Al District v

B8 Transaction Status Report

Department Service List Type List Status

- s
& Reports Department of Handloom and Textile v Application for Life Insurance Schemes for Handloom Weav ¥ Eligibility List v All Status v

Image 28

STEP 2 Select by month or date; choose the appropriate options from dropdown for
Service List Type andList Status as shown above and cli@how.

Below image shows the report of the Eligibility list.

Image 29

To view theEligibility Order report, click on that particula&ef Number.
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