
Annexure-A 

Guidelines for online Registration and Renewal of Registration in Employment 

Exchanges on the eEMIS (Employment Exchange Management Information System 

Portal): 

 

 
 

 

The Department of Labour & Employment, Government of Himachal Pradesh, through the 

network of Employment Exchanges of the state, registers the youth of the State in Employment  

Exchanges, for providing job assistance to the unemployed youth by way of: 

 Sponsoring names of suitable/eligible applicants to the employers as per their 

requirements against vacancies notified to the Employment Exchanges. 

 Organizing campus interviews at Employment Exchange Level. 

 Organizing job fairs at District Level/different places in the state. 

The Department also provides following allowances to the eligible Himachali youth of State, 

under three important Schemes: 

 Skill development allowance, under Skill Development Allowance Scheme, 2013; 

 Unemployment Allowance, under Unemployment Allowance Scheme, 2017; and 

  Industrial   skill   development allowance, under Industrial Skill Development 

Allowance Scheme, 2018 

Apart from above, providing guidance/counseling to the youth of the State about career options, 

available job, skill development opportunities and about various schemes & programmes 

concerning the youth is also an important activity of the Department. 

 
With a view to make the registration process easier in Employment Exchanges for providing 

employment assistance, for availing benefits of the Schemes mentioned above (for which 

registration of especially Himachali Youth in Employment Exchanges is one of the eligibility 

conditions) and for taking the benefits of other programmes of the Department, facility of fully 

online registration to the youth (above 14 Years of age) of the State is provided by the 

Department. 

 
FOR APPLICANTS REGISTERING FOR THE FIRST TIME ON eEMIS: 

 

 

A. Checklist of documents for online paperless registration: 



 Qualification certificates. 

 Himachali Bonafide Certificate /Residence Proof of Area (in the form of Himachali 

Bonafied Certificate/Certificate of normal Residence issued either by the following 

officers & officials of the Revenue Department-Patwari, Kanoongo, Naib Tehsildar, 

SDM, ADM, ADC or DC or by the Block Development Officer for their respective 

territorial Jurisdiction. In case where either the candidate or his parents is/are 

employed in a Govt./ Semi Govt./Board Corporation of Govt., a certificate of being 

normal resident of the area from the Head of Department, Head of Office, Telephone 

Bill/ Water Bill/ Electricity Bill/Voters Identity Card/Aadhaar Card/Certificate of 

being regular student in Govt. Educational Institution (School, College, ITI etc.) is 

also valid document for proof of normal resident. However, those who intend to 

avail benefits of allowance schemes and apply for the same, Himachali Bonafied 

certificate is mandatory.) 

 Category/Sub-category (if applicable) Certificate. 

 Physically Challenged (if applicable) certificate. 

 Ex-Servicemen (if applicable) certificate. 

 Birth Certificate (School certificates in case of Literate applicants and Aaadhar 

/Certificate of Birth issued by the competent authority in case of illiterate applicant ) 

for age proof. 

B. Procedure for Online Registration 

1. 

 



 

2. After choosing Applicant Login candidate will choose Sign Up Option below 

the Login Option 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
3. Candidate will fill the Sign up form details carefully entering valid e Mail Ids 

and Mobile No. so as to receive OTPs 

 



4. Message showing successful registration will appear on the screen 

 
5. After successful Sign Up Candidate will Login with user credential as shown below 



screen 

6. After successful Login candidate will find home page of his/her User on 

 
7. Candidate will fill personal detail after clicking on Apply Registration 

 



8. After filling personal detail applicant will fill contact detail and click on save 
details. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
9. While filling Education Details applicant should have pdf files of all his/her 

qualifications to be added. 



10. Candidate will now fill miscellaneous details regarding Physical Information, 

Salary Expectation and Languages Known. 

 

 
11. Now applicant will update the Employment status in the following form. 

 
 



12. The applicants belonging to reserved categories will fill details by clicking on 

Add New Sub-Category 
 

 
13. The person with special abilities will have to fill their details carefully in this 

form by clicking on the Add Physically Handicapped details. 



14. Followings details are to be entered carefully for Physically handicapped 

candidates while uploading valid documents 
 

 
15. Following details are to be entered by Ex Servicemen. 

 

 



16. This form needs to be left blank by the candidate because the NCO will be 

allocated by the concerned employment exchange. 

 

 
17.  Candidates can download the Registration card after successfully registering themselves 

in the portal from login ID as well as from candidate corner in the home screen 

 

 

 

C. Application Fee 

● No fee is applicable for registration 

 
D. Contact No and Email IDs for Query and any type of clarification: 

 

● At Directorate of Labour & Employment: 



E. Important Note: 

 
• It is in the interest of the applicants to provide the correct and exact information, 

as it will not only enhance the chances of them getting better job opportunities, 

but will also help in giving them jobs according to their respective qualifications 

and experience mentioned in their application forms. 

• Candidates are advised to give the correct status of employment & self- 

employment as it will help the concerned exchange for proper sponsorship as well 

as the private employers will be in better position to assess their willingness to 

work based upon the remuneration being offered by them. 

• In case the information submitted by the registrants is found false or fake at any 

stage, they will be liable to face legal proceedings as per law. Further if the status 

of employment is not given correctly, then the name will be struck off from the 

Employment Exchange on verification/detection of such error.
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