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1.Guidelines for Registration / Renewal

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:

e Sponsoring names of suitable/eligible applicants to the employers as per
their requirements against vacancies notified to the Employment
Exchanges.

e Organizing campus interviews at Employment Exchange Level.

e 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:

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

e Unemployment Allowance, under Unemployment Allowance Scheme,
2017; and

e Industrial skill development allowance, under Industrial Skill
Development Allowance Scheme, 2018 Apart from above, providing
guidance/counselling 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.

2.Applicants who are registering for the
first time on the eEMIS Portal

2.1Checklist of documents for online paperless registration:
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e 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 Bonafide certificate is
mandatory.)

e Category/Sub-category (if applicable) Certificate.
¢ Physically Challenged (if applicable) certificate.
e Ex-Servicemen (if applicable) certificate.

¢ Birth Certificate (School certificates in case of Literate applicants and
Aadhaar /Certificate of Birth issued by the competent authority in case of
illiterate applicant) for age proof.

3.0nline Registration

3.1 User Signup

To access the default webpage, enter the URL https://eemis.hp.nic.in,
then navigate to the 'Login' menu and select 'Employment Exchange
Login' to sign up for new registration.

@ Department’s Official Web Site Re 01772625277

HIMACHAL PRADESH > i
s @ | \BOUR AND EMPLOYMENT DEPARTMENT SIMe

@ Home &%AboutUs BB ContactUs L Statistical Reports~ = CSC Login EH Candidate's Corner ~

J0B

Employment Exchange Management Information System
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It will navigate to the Employment Exchange login page where a first-time
user will need to click on the signup button to create a new account, as
shown below.

@ Department’s Official Weh Site

2 2o HIMACHAL PRADESH “ 1 Gl 1
= = LABOUR AND EMPLOYMENT DEPARTMENT ®ENT i’

@ Home &%AboutUs [B ContactUs Lu Statistical Reports~ = CSCLogin BH Candidate's Corner~ = Login~

User needs to first time SIGN UP to create Login Id, which can be the valid email |d / Mobile *
Nobeing used by the user. 9 Employment EXChange Logln

Login ID *

Password

Forgot Password?

@ded & Enter Captcha Text

This directs the user to the signup page, where they can create a new
account using their email or mobile number and establish a password.
Users must read the password instructions before setting up a password.
Afterwards, they need to complete the captcha and click the Signup
button.
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@ Department’s Official Web Site & lep--

” Wmn E W S o8|
Z5-7> HIMACHAL PRADESH 1= | on Pt an
== ——= LABOUR AND EMPLOYMENT DEPARTMENT “T g

4 Home &2AboutUs B ContactUs L Statistical Reports~ = ¢5C Login  EH Candidate's Corner~ = Login ~

INSTRUCTIONS
: O Sign Up (Only For Department Officials)

The Password created can be any new password to be used for using the Portal. Once

Department
set the passwaord can be changed at any time by the user

Labour and Employment
Employment Exchange official posted in an Employment Exchange can SignUp using

the valid MobileNo./ Emailld to use the Portal related to the concerned Employment Department Official's Nam e
Exchange. Akhil shyam

Enter Departm ent Official’s Mobile No @ Available
In order to protect your account make sure your password, J -

v s At OR
v s At r
Vv Is At least one special character ($#%@8L) Enter Department Official’s Email Id *

+ Is At least 6 characters and maxmimum 10 Characters

4 One can login once their Signlp request is approved and mapped to the respective

Employment Exchange by the Portal Admin. el
e o aShgB7 = ashqB7

The user will receive a success message.

(] Successfully Regisiered.

Your are registered now. Please login from your email / mobile.

An email verification link or OTP will automatically be sent to the provided
email or mobile number by the system. The user must then log in with
their prefilled credentials and click on 'login'.

3.1.1 Mobile /Email Activation

This action redirects the user to the OTP verification page, where they can
activate their account by entering the OTP sent to their mobile phone. If
the user has registered using an email, they can activate their account by
clicking the verification link sent to their email. Should the OTP not be
received, the user has the option to resend the OTP.
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Q Dcp’artmcnt's Official Web Site
o\ HIMACHAL PRADESH 2] Zradi
= = LABOUR AND EMPLOYMENT DEPARTMENT @l"‘l

@ Home &2AboutUs [B ContactUs LM Statistical Reports~ = CSClogin EW Candidate's Comer~ = Login~

P Account Activation

Enter OTP sent to your mobile number *****67891, In case you have not

received the OTPJClick herefo Resend OTP

Likewise, if the verification link is not received via email, the user can
resend it as demonstrated below.

@& Department’s Official Web Site @ lep-hp@nicin

JOB
-

Siims

Liser needs to first time SIGN LIP to create | ogin Id, which can be the valid email Id / Mobile .
No.being used by the user. 9 Employment Excha nge Logln

@ Home &sAboutUs [B ContactUs L Statistical Keports~ = CSCLogin EH Candidate's Corner~ = Login~

1234567892

Password *

Forgot Password?

Enter Captcha Text
wi3gPs < 123456

New User? Sign Up
I Activation link not received? Click here for new link. ]

A YourIP 10.146.2.67 is being monitored for security purpose

In both scenarios, a successful activation message will be displayed.
Once the account is activated successful user can login with the

credentials.
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@ Activation Successful @ Activation Successful

Your account has been successfully activated. You can now log Your account has been successfully activated. You can now log
into your account using mobile no. into your account using email id.

S.Mapping Officials (Directorate level)

Once the account is successfully activated, it should be linked with the
user's respective employment exchange. This mapping process can be
conducted at the Directorate level. The user must provide their login
credentials to the Directorate for verification purposes. The Directorate
must confirm the validity of the exchange user before proceeding with the
mapping.

@ Department's Official Weh Site ® lep-hp@nicin | X 01772625277

W o

J0B
o NE T B= o A
o = ‘n-_
=== LABOUR AND EMPLOYMENT DEPARTMENT i~y -
— |
M Home & Sponsoring~ = Master Information ~ = Requests~ B Reports ~ O Sign Out
Dashboard / My Dashboard = Sector Of Interest
= lificat
® Welcome: Manz Qusifizzton
Y Directorate User = Language
= Exchange
e = Board 4
Live Registrants = Occupation Registrations Referred Back

181963 12132

¥

NCO-Qualification Mapping

SDA Institution

SDA Courses

Establishment B
MLatest Notifications Allowance Description  Availed Rejected Pending Awvailing TEMP_Stopped

E Stop All Allowances (315t MARCH
" g ) 237403 3722 318 58212 10348

B Map Official
¢ You have 120 transfer updation requests pending for approval. Uil AT 99241 5404 1621 49893 50236

At the directorate level, users need to select 'Master Information' followed
by 'Map Official' as indicated below. This action will redirect them to the
map official page.
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@ lep-hp@nicin

@ Department’s Official Web Site

J0B )
1

ST

O sign
Out

I Home & Sponsoring~ = Master Information > = Requests~ B3 Reports~

User Mapping

DISTRICT EXCHANGE NAME

Select v Select v P GET DETAILS

i

No Users Found

Here, the user must click on the 'Get Details' button to obtain information
on all mapped or unmapped user requests. The directorate user must
search for the shared credentials of the Exchange user and then click on

the 'Map' button as illustrated below.

RACscatmentEloticalwabins & |cp-hp@nicin | K 01772625277
s-=  HIMACHAL PRADESH = WP -
S
 E—
== LABOUR AND EMPLOYMENT DEPARTMENT
™ Home M&+Registration~ & Sponsoring ~ = Master Information~ = Requests~ = Allowances~ > Allowance Bills~ B8 Reports ~ e scl)%::

User Mapping

DISTRICT EXCHANGE NAME

Select v Select hd P> GET DETAILS
Show 10 v  entries Search: 123456789

SNot  OfficialName Contact Details Exchange Role Validity Period Action
1756, Akhil shyam B 1234557892 Not Mapped

Previous - Next

Showing 1 to 1 of 1 entries (filtered from 1,933 total entries)

This will display a popup requiring the user to select the district and
exchange, assign a desired role to the exchange user, and then click the
'‘Save' button to map the record. A success message will appear upon

successful mapping.
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£ User Mapping x

Official Name Contact Details

N 1234567892

Akhil shvam
g @

DISTRICT EXCHANGE

Shirmla A Regional Employment Exchange, Shimla v
ROLE *

Exchange User v

Note:

All fields with (*) mark are mandatory to fill.

The directorate user can un-map an exchange user by clicking the
‘Unmap’ button. A popup will appear, prompting the user to enter a valid
date. After filling in the date, clicking the 'Save' button will complete the
un-map process.

@ Department’s Official Weh Site @ lep-hp@nicin

=2\ HIMACHAL PRADESH S WA -
= 1
= = LABOUR AND EMPLOYMENT DEPARTMENT =
T Home &+Registration~ & Sponsoring~ = Master Information~ = Requests~ = Allowances~ > Allowance Bills~ BE Reports~ esci)%::
User Mapping
DISTRICT EXCHANGE NAME
Select v Select - M GET DETAILS

Show 10 ~  entries Search: | 123456789
SNor OfficialName | Contact Details 1 Exchange 7 Role © Validity Period 1 Action
1879, Akhil shyam N 1234567892 Regional Emplayment Exchange, Shimla Exchange User  04/05/2024 - #% Map
& Unmap
Showing 1 to 1 of 1 entries tfiltered from 1,933 total entries) Previous Next
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S.Forgot Password

Should a candidate forget their password, they have the option to reset it
by selecting the "Forgot Password?" link. However, this option is not
available if the candidate's account has not been activated.

. mwm'WHTI;ZEHAL PRADESH WM@M %M "
S=s &= | \BOUR AND EMPLOYMENT DEPARTMENT w@]"ﬂl%

@ Home &tAboutUs [B ContactUs I Statistical Reports~ = CSClogin B Candidate's Comer~ = Login ~

User needs to first time SIGN UP to create Login Id, which can be the valid email Id / Mobile H o
B iy oo by the s © Candidate Login

W Click here to View Registration Manual.

B Qick here to View Renewal Manual.

Clicking the "Forgot Password?" button prompts a new screen to request
your account's activation login 1D, which may be your mobile number or
email address. After inputting the login ID, solve the captcha and select
the proceed button. You will then receive an OTP on your mobile or a
reset link in your email, depending on the method used for account

activation.
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@ lep-hp@nic.in Ra 01772625277
ay J

@ Department's Official Web Site

45" HIMACHAL PRADESH “ L e
== "= LABOUR AND EMPLOYMENT DEPARTMENT <] ’l‘N ;

@ Home &2AboutUs [ ContactUs L Statistical Reports = CSC Login B Candidate's Comer~ = Login~

) 4

Forgot Password ?

Login Id

& | Loginld

Enter Captcha Text* & Reload Capicha

MS298X Enter Captcha Text

A verification link will be sent to your Registered Email
OR
An OTP will be sent to your registered Mobile Number

Once your login ID is successfully verified via OTP or a link sent to your
email, you will be directed to a screen where you can update your

password, complete the captcha, and then click the 'Proceed' button.
@ lep-hp@nic.in

@ Department's Official Web Site

=32 HIMACHAL PRADESH a=] H¢ o )
S=s & | \BOUR AND EMPLOYMENT DEPARTMENT @]‘“T

# Home &%AboutUs [B ContactUs LM Statistical Reports~ = CSCLlogin EH Candidate's Corner~ = Login~

)

Change Password

Login Id 1234567891

New Password * @

@ New Password

Confirm New Password

& Confirm New Password

Enter Captcha Text * £ Reload Captcha

5.Pngw Enter Captcha Text

If the password change process encounters no discrepancies, a popup
will display the message "Password Successfully Changed."

NIC-HP EEMIS User Manual Page 12 of 71




& Password Successfully Changed

Your password 1s now changed. Login to continue.

S.Exchange Official Dashboard

Upon successful login, the User will be redirected to the dashboard as
depicted below.
@ Department's Official Web Site 01772625277

4 2o HIMACHAL PRADESH ™ o)
=== | ABOUR AND EMPLOYMENT DEPARTMENT “T%

i Home &t Registration~ & Sponsoring~ = Master Information~ = Requests~ = Allowances - » Allowance Bills~ BH Reports - O Sign Out

Dashboard / My Dashboard
Welcome: Daljeet Rana

aldh NIC Admin

o

Live Registrants

(] «

Self Registrants Registrations Referred Back

722509 181963 12132

MLatest Notifications Allowance Description Availed Rejected Pending Availing TEMP_Stopped
237403 3722 318 58212 10348
You have 120 transfer updation requests pending for approval. 99241 3404 1621 49893 30236
3072 60 5 1587 1361

You have 443 bank updation requests pending for approval.
L Working Hours

You have 318 SDA Allowance requests pending for approval.

Working Hours of Daljeet Rana for last 7 days.

You have 1621 Unemployment Allowance requests pending for approval.

You have 5 Industrial Skill Development Allonwance updation requests pending e 2
for approval. £
=3
E
s
, : . =
You have 43 Qualification requests pending for approval.
You have 13 Sub-category requests pending for approval. o

Apr28  Apr29  Apr30  MayD1  May02  May03  May 04

You have 54 NCO requests pending for approval.

¢ ¢ ¢ ©-¢

Here, users have access to the total number of candidates registered on
their exchange, which includes categories such as "Live Registrants,"
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"Self-Registrants,” "Registrations Referred Back,” and "Pending
Registrations.” In the "Pending Registrations" category, users can inspect
the details of pending registrations and either approve them or refer them
back if any discrepancies are detected.

Moreover, users can oversee requests concerning candidate transfers,
updates to bank details, allowances, and registration requests for adding
gualifications, sub-categories, NCOs, etc. They have the ability to review
the specifics of these requests and either approve them or refer them back
if registration discrepancies are present.

Additionally, users can monitor details of allowances, including those
availed by candidates, rejected or pending actions by the user, candidates
currently receiving allowances, and allowances that have been
temporarily halted by the user.

Users also have the capability to examine the record of working hours for
the previous seven days, presented by the hour and day.

6.Registration

In the registration menu, users can search for registered candidates,
register a new candidate, and also have the right to view the mismatch
report of the candidates as shown below.

@ Home &+ Registration ~ = Requests~ = Allowances~ » Allowance Bills~ EH Reports ~ O Sign Out
Dashboard / = Mismatch
&+ Search Registration

YT &+ New Registration hange, Indora Exchange Admin

«

Registrations Referred Back

100

6.1 Mismatch Report

The user needs to navigate to the 'Registration' section and then to the
‘Mismatch' Report. Here, they can generate the report to see the details
of candidates, including their name, date of birth, and Father's/Husband's
Name, who possess multiple registration numbers. The user is required
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to check these details and modify or delete the registrations if any
discrepancies are found.

@ Department's Official Web Site @ lep-hp@nic.in

J

o\ HIMACHAL PRADESH =T i

&me &%= | ABOUR AND EMPLOYMENT DEPARTMENT ST
I Home &+ Registration~ = Requests~ = Allowances~ » Allowance Bills~ & Reports ~ O sign

Out

Candidates Registered with Multiple Registration Numbers

District Exchange

Kangra o Sub-Office Employment Exchange, Indora v

6.2 Search registration

The user should move the cursor to 'Registration' and then to 'Search
Registration'. Here, the user can search for a candidate by entering their
registration details or check the details using parameters such as [District,
Exchange (which will be auto-populated), Applicant Name, and Date of
Birth] or by [Registration Number]. After selecting the “Check Details”
button, the user will have access to all the information submitted by the
candidate.

I Home & Registration~ = Requests* = Allowances~ > Allowance Bills ~ B8 Reports = 8 sim

Out
© Get Registered Candidate
DISTRICT EXCHANGE NAME
Kangra v Sub-Office Employment Exchange, Indora v
APPLICANT NAME BIRTH YEAR
ENTER APPLICANT NAME ENTER BIRTH YEAR

REGISTRATION NO.

ENTER REGISTRATION NO.

Check Details ¥

6.3. New Registration
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The user should move the cursor to '‘Registration’' and then to ‘New
Registration'. At this point, the user can register a new candidate by
entering the candidate's details.

6.3.1 Personal Details

In this form, users must complete the details and fields marked as
mandatory with a red asterisk (*). It is crucial to provide a valid and active
mobile number and email address, as this will allow the candidate to
receive SMS and emails regarding vacancies, renewals, registrations,
and other notifications.

fiHome A&+Registration= SRequests~ SAllowances~ 3 Allowance Bills~ EHReporis ~ O sign Out

FLEEUER S o Contact @ Education 8 Miscellaneous Employment Sub-Category PH & Ex-Servicemen & NCO

Personal Details

MOBILE NUMBER:* EMAIL ID:*
ENTER MOBILE NUMBER ENTER EMAIL
DISTRICT * EXCHANGE NAME *
Kangra v Sub-Office Employment Exchange, Indora v
APPLICANT NAME * @ FATHER'S NAME O HUSBAND NAME
ENTER APPLICANT NAME ENTER FATHER'S /HUSBAND NAME
MOTHER'S NAME MARITAL STATUS *
ENTER MOTHER'S NAME UnMarried e
Date of Birth GENDER
Date of Birth ® MALE O FEMALE
RELIGION
Hindu v
CATEGORY *
Select v

Applicants belonging to categories other than General must upload their
Category Certificate, which includes the issue date, certificate number,
and a document in PDF format of the specified size, and then click on the
Save button.

CATEGORY *
OBC ~
ISSUE DATE * CERTIFICATE NO * DOCUMENT *
ldfrmrm Ay CERTIFICATE NO Choose File Mo file chosen
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Upon clicking the save button, the software will display a popup confirming
successful registration and provide a unigue Registration number
assigned to the applicant. It is essential for the applicant to record this
number for future reference.

@ Successfully Saved

Data has been saved successfully. Registration No. is
2404260

6.3.2 Contact Details

In the "Contact" section, users are required to provide their contact details,
such as address, district, email, mobile number, and area. Optionally, they
can upload a proof of address, but it is not mandatory. Moreover, if a user
signs up using their email or mobile number, these details will be auto-
filled in the respective fields. It is important to note that all communications
will be directed to the contact information given. Users can save their
information by clicking the "Save" button, which will trigger a popup
confirming the successful saving of the data.
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#Home =Requests~ = Allowances~ 1 Sizn Out

# Registration No. 24042607001 [ District Employment Exchange. Bilaspur I
B Mi (=] B Sub-Category EIPH &EEx-Servicemen & NCO

‘Contact Details
MOBILE NUMBER:* EMAIL ID:*

1234567891 ENTER EMAIL
District:*

Bilaspur ~
AREA TYPE:* TEHSIL:

® RURAL O URBAN Select ~
VILLAGE: PO:

Select hd ENTER POST OFFICE
STREET BUILDING: PINCODE:*

ENTER STREET/BUILDING ENTER PINCODE
ALTERNATE PHOME NUMBER:

ENTER PHONE NUMBER
PERMAMENT ADDRESS:*

ENTER PERMANENT ADDRESS

“

Same as above
CORRESPONDEMCE ADDRESS:™

ENTER CORRESPONDENCE ADDRESS

rd
Document Details
ISSUE DATE CERTIFICATE NO DOCUMENT
dd/mm/yyyy CERTIFICATE NO Choose File = No file chosen

6.3.3 Education Details

In the "Education Qualification Details" section, users are required to input
their qualification details by selecting the "Add New Qualification" button.

@ Department’s Official Web Site [}

2 2o\ HIMACHAL PRADESH = ;
Z=e &= | ABOUR AND EMPLOYMENT DEPARTMENT S

#Home =Requests~ SAllowances - @ Sign Out

I & Applicant Nare TEST ## Registration No. 24042607001 [ District Employment Exchange, Bilaspur l

LSR5 B Miscellaneous B Employment B Sub-Category EIPH & Ex-Servicemen & NCO

© Final Submission

Educational Qualification Details
© Add New Qualification
[ |

No Qualifications Found
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A popup will appear as illustrated below. Users must enter their
gualification details as requested in the form and upload the
corresponding document. The qualification can be saved by clicking the
‘Save' button.

& Add Quallication Details

SELECT A QUALIFICATION * BOARD *
Matriculates / 10th Standard Rass M CBSE

TOTAL MARKS MARKS OBTAINED
300 275

Percentage * YEAR OF PASSING *
9167 2024

Document Details
ISSUE DATE * CERTIFICATE NO *
270272024 123XYZ

DOCUMENT *
Choose File 2016_3_wWinod sw.pdf Max File limit should be less than 1 ME.

Lo [eox]

) mark are mandatory to fill.

The system will save the qualification details, enabling the user to update
or delete the specified qualification at any time. Upon doing so, a popup
notification will appear to confirm the successful submission of data.

MHome &*Registration~ & Sponsoring~ = Master Information~ =Requests~ =Allowances~ » Allowance Bills~ E@Reports ~ O sign Out

& Applicant Name SDFSDFDS # Registration No. 24050407004 H District Employment Exchange, Bilaspur I

FLEEVERS J Contact L ATt RS W @ Miscellaneous @ Employment B Sub-Category EIPH & Ex-Servicemen & NCO
© Final Submission

Educational Qualification Details

© Add New Qualification

Show| 10 v | entries Search:
SNot Qualification 11 Marks(%) 1. Passing Year | Status . Action !
1. Matriculates / 10th Standard Pass 90.00 2023 Application Submitted BEs D
04/05/2024
Showing 1 to 1 of 1 entries Previous n Next

6.3.4 Miscellaneous Details
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Selecting the Miscellaneous tab will display a form that prompts users to
input their physical details, desired salary, preferred sector, and
languages they speak. Providing this information is optional. By clicking
the "Save" button, users can store their data, which will be followed by a
popup notification confirming successful submission.

Miscellanesous D etails
Physical Information

EYESIGHT: HEIGHT: WEIGHT: CHEST NMORMAL CHEST (EXPANDED]:
.00 0.00 0.00 o.o0o .00

Salary Expectation (Monthily]

SALARY IN HOME DISTRICT: SALARY 1IN HP: SALARY OUTSIDE HP:
.00 0.00 .00

Sector Of Interest
Select ~

Languages Known

LANGUAGE READ WRITE SPEAK
Hindi

English

Funjabi

Bengali

Sanskrit

Tamil

6.3.5 Employment Details

Clicking on the Employment tab reveals a form that prompts users to
indicate their employment status. Employed individuals are required to
provide their job details as specified; others may select a different
employment status. Upon saving this information by pressing the "Save"
button, a popup will appear to confirm the data has been successfully
submitted.
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@ lep-hp@nic.in

@ Department’s Official Web Site

A7 {IMACHAL PRADESH E
__mfﬁ LABOUR AND EMPLOYMENT DEPARTMENT 7@“! ‘i

@ Sign Out

AHome =Requests~ ZAllowances~

& #pplicant Name TEST # Registration Mo. 24042607001 Bl District Employment Exchange, Bilaspur l

& Personal « ) o Contact « ) @ Education « ) B Miscellaneous ./\‘) B Employment | Sub-Category EBAPH & Ex-Servicemen @ NCO

Employement Detail

EMPLOYMENT STATUS *

Ernployed v
EMPLOYMENT SECTOR * EMPLOYMENT TYPE *

Public Sector ~ Duaily Wage v
REGISTERED ORGANISATON NAME * ORGANISATON NAME *

K N Papers and Packages - [L&E(FAC)9-20141000-513] v Test Qrganization

6.3.6 Sub-Category Details

In the " Sub-Category Details" section, users are required to input their
Sub-Category details by selecting the "Add New Sub—Category " button.

@ lep-hp@nicin

@ Department’s Official Web Site

A5 HIMACHAL PRADESH =
= = LABOUR AND EMPLOYMENT DEPARTMENT 7@’“"[‘ %,'E

6 Sign Out

AHome =Requests~ ZAllowances~

I & Applicant Mame TEST # Registration Mo, 24042607001 Bl District Employment Exchange, Bilaspur l

& Personal « 5 o4 Contact « ) @ Education « 5 B Miscellaneous « Yo IS B Sub-Category Y Jo [aB S (]

€ Final Submission

Sub-Category Details

© Add New Sub-Category

~

No Subcategory Found

Note:

All fields with (*) mark are mandatory to fill.

A popup will appear as illustrated below. Users must select their sub-
category in sub-category dropdown and attach the related document of
that particular sub-category. By clicking the "Save" button, users can store
their information, which will prompt a popup notification to confirm the
successful submission of data.
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© Add Sub Category Detail

SUB-CATEGORY *

Himachali Bonafide

Document Details
ISSUE DATE * VALID UPTO DATE CERTIFICATENO *

27/02/2024 dd/frmm fyyyy 123%Y7

DOCUMENT *

Choose File | 2016..w.pdf Max File limit should ke less than 1 MB.

The sub-category details will be saved, allowing the user to update or
delete that specific sub-category at this time.

& applicant Name [ # Registration No. [ NNENEGE [ Sub-Office Employment Exchange, Theog

& Personal /\} o/ Contact v ) =@ Education v @ Miscellaneous v @ Employment v @ Sub-Category v/ 3 N o RSBl - §=8ERTEN EY] m
Sub-Category Details

© Add New Sub-Category

Show| 10 v  entries

Search:
Sr1 ! i il il
No  Sub Category Issue Date Valid Upto Date Certificate No Status Action
1. Economical Weaker Section 06/05/2024 123XYZ  poniication Submitted BsST
-
2. Himachali Bonafide Accepted/Approved S u
28/10/2022

Showing 1 to 2 of 2 entries Previous - MNext

6.3.7 Physically Handicapped Details

In the " Physically Handicapped Details" section, users are required to

input their Physically Handicapped details by selecting the "Add Physically
Handicapped Details " button.

NIC-HP EEMIS User Manual Page 22 of 71




& Applicant Name TEST # Registration MNe. 24042607001 Bl District Employment Exchange, Bilaspur

- Personal « ), o Contact ) & Education « ), B Miscellaneous « ) B Employment « B Sub-Category « : (o IZaly >3 & Ex-Servicemen  &mNCO

@ Final Submission

Physically Handicapped Details

€ Add Physically Handicapped Detail
[

Mo PH Details Found

Note:

All fields with (*) mark are mandatory to fill.

A popup will be displayed as indicated. Users are required to select their
type of physical handicap, specify the percentage of disability, and upload
the necessary documentation for the physical handicap. After clicking the
"Save" button, the information will be saved, and a popup notification will
confirm the successful data submission.

© Add Physically Handicapped Detail

PHTYPE * PERCENTAGE *
Blind &0

Document Details

ISSUE DATE * VALID UPTO DATE CERTIFICATENO *
27/02/2024 da/mmfnney 123¥YZ

DOCUMENT *

Choose File | 201...pdf Max File limit should be less than 1 MB.

Once the details of the physically handicapped are saved, the user will
have the option to update or delete that specific information at any given
time.
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& Applicant Name [ # Registration No. [N H Sub-Office Employment Exchange, Theog

Physically Handicapped Details

Show 10 Vv  entries Search:
SNot PHType = Percentage ' Issue Date ' Valid Upto Date ' Certificate No ' Status Action
1. Blind 78.00 123XYZ Pl Lad

Application Submitted

Showing 1 to 1 of 1 entries Previous Next

6.3.8 Ex-servicemen Details

This tab is dedicated solely to Ex-servicemen. Applicants who do not
gualify as Ex-servicemen are advised to skip this tab. Upon selecting the
Ex-servicemen tab, a form will appear to enter Ex-servicemen credentials.
Users may choose to upload their certificate or proceed without doing so.
Clicking the "Save" button will save the information and trigger a popup
notification confirming the successful data submission.

& ~pplicant Name TEST # Registration Mo, 24042607001 B District Employ ment Exchange, Bilaspur

iy - A ) A ) o . - - -~ i
& Personal + 5 X C ct + 5 1% Education + ) B Miscellaneous + ) B Employment + Sub-Category + 3 BIPH « 5 &
i i i y yd 7’

F NIl O Final Submission

ExServiceMen Details

FORCE NAME: * RANK: * REGIMENT NAME: *

Arrmy ~ SEPOY ~ Dogra
SERVICE NUMEBER: * MEDICAL CATEGORY: * CHARACTER: *

1X5456 Shape-| ~ Exernplary ~
ENROLMENT DATE: * DISCHARGE DATE: * REASON: *

1370472019 2970472024 After Completion of Rank Services/ term
REMARKS:

EMTER. REMARKS

Document Details

ISSUE DATE VALID UPTO DATE CERTIFICATE NO
el fmm Ay clelfmm A CERTIFICATE NGO
DOCUMENT

Choose File Mo file chosen

6.3.9 NCO Details
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In this section, the user is required to assign up to three National Codes
of Occupation (NCO) to the candidate, corresponding to the qualifications
outlined in the "Education" tab. These NCOs are used to identify
appropriate candidates for job vacancies.

& Applicant Marne TEST ## Registration Mo, 24042607001 B District Employment Exchange, Bilaspur

& Fersonal J} o Cont J} % Education J} Miscellaneous J} Employment + Sub-Category J} =R & Fi-Sericemen
& NCo ) © Final Sub
NCO Details

O Add New NCO

B

Mo MCO's Found

MNote:

Maximurm 3 MCOs are allowed.

After the NCOs have been successfully added, the user can then proceed
to submit the application.

& applicant Name [N # Registration No. [N B Sub-Office Employment Exchange, Theog

.}Contact(}lEducation( @ Miscellaneous v 8 Employment v/ @ Sub-Category v 3o L2 SEx-Serwcemen

NCO Details

© Add New NCO
Show 10 v  entries Search:
SNo 1 NCO ' Experience (Months) | Status © Action
1. Elected Official, State Government 0 Application Submitted S e
= CLERKS 2 Accepted/Approved ¢ o
14/06/2023
Showing 1 to 2 of 2 entries Previous - Next

6.3.10 Final submission

At this stage, the finished application will be sent to the appropriate official
at the employment exchange. A confirmation popup will appear with
important instructions for saving the details. Upon clicking 'Ok’, the
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application will be officially submitted. The registration process is thus
finalized, awaiting the exchange official's approval of the application.

7. Requests

7.1 Add Qualification

To input a candidate's qualifications, go to 'User Requests' and choose
the 'Qualification’ report. Within this form, you have the option to add,
modify, or remove qualifications as necessary. To locate a candidate,
enter their registration number and select the "Search" icon in the Status
Column.

a2 Registration ~ ;-3 Sponsoring ™ = Master Information~ = Requests~ = Allowances~ » Allowance Bills ~ Bl Reports = e %
B Qualification
DISTRICT EXCHANGE NAME
slect o Select e
REGISTRATION NO.*
Regi: nN
Mame
5r. No. Registration Mo. Applicant Name Applications Status
[ UK a
I a
[ Q
[ Q
I i a
I Q
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The Education section will become accessible for candidates to make
any requested changes. Once the details are added or modified, the
gualifications will be displayed in the grid, marked with the status
"Application Submitted" along with the date of saving the information.

MHome &*Registration~ & Sponsoring~ =Master Information~ =Reqs

1L

esv MA e Bills~ ElReports ~ © Sign Out

& appiicant Name (N # Registration No. [N B District Employment Exchange, Hamirpur

& Personal v ) oJ Contact //, = Education v )) [o] Empk)ymc-m @PH & Ex-Servicemen m

Educational Qualification Details

© Add New Qualification
Show 1 v ntnes
SNot Qualification Marks(%) Passing Year Status Action
1 ul Oth Standard Pass 5 ) Accepted/Approved s B
13/02/2024
Diploma after 10th Class 64.00 Accepted/Approved BE/sB
14/02/2024
Diploma In Spa & Thera 2 Application Submitted B/
12/02/2024 (36
A 10+2As Accepted/Approved s B
g 10 Accepted/Approved /8
48 Accepted/Approved s 8
°G Diploma 66.64 Accepted/Approved 78
s -

The user is required to click on the reply icon, which will display a modal
with action options. The user should select either 'Approve’ or 'Referred
Back.' Subsequently, the qualification will be approved if there are no
discrepancies.

@ Take Action X

Select Action *

Select v
Approve

Referred Back
B Take Action
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7.2 NCO

To add a candidate's NCO, go to 'User Requests' and choose the 'NCO'
report. Within this form, you have the option to add, update, or remove
an NCO as necessary. A user may add an NCO only if one or two NCOs
are already saved, as a maximum of three NCOs is permitted. To locate
a candidate, enter their registration number and select the "Search" icon
in the Status Column.

&* Registration ~ : Sponsoring ~ = Master Information> = Requests~ = Allowances~ > Allowance Bills~ Bl Reports ~ e :’é{
B nNco
DISTRICT EXCHAMNGE NAME
e w
REGISTRATION NO.*
M GET DETAILS

— :
I @
I 2
I @
I °}

The NCO tab will be made accessible for users to implement any changes
requested by the candidate. After adding or altering the details, the NCO
will appear in the grid, marked with the status "Application Submitted" and
the date it was saved.
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& Applicant Name [N # registration nvo. [N I Sub Employment Exchange, Joginder Nagar

NCO Details
Show 10 Vv entries Search
SNo 1. NCO Experience (Months) ' Status Action -
1 Senior Secondary and Secondary School Teacher, Arts 0 Accepted/Approved |
08/12/2023
Senior Secondary and Secondary School Teacher, Science 24 S e

Application Submitted

The user needs to click the reply icon, which will open a modal window
where an action must be selected. The user should choose either
‘Approve’ or 'Referred Back.' Subsequently, the NCO will be approved if
there are no discrepancies.

@ Take Action X

Select Action *

Select v
Approve
Referred Back
B Take Action

7.3 Sub-Category

To add a candidate's sub-category, go to 'User Requests' and choose
the 'Sub-Category' report. In this section, you have the option to add,
update, or remove a sub-category as required. To locate a candidate,
enter their registration number and select the "Search" icon in the Status
Column.
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B Sub-category

DISTRICT EXCHANGE NAME

Select W Select

REGISTRATION NO.*

Registration No.

10 v Rows Per Page Search by RegMo or Name
Sr. No. Registration No. Applicant Name Applications Status

1 : . . SATINDER KAUR 1 @,
AJAY KUMAR 1 [}
ABHAY KUMAR 1 (]
ISH KUMAF (o}
ROHIT SINGH C]

The Sub-Category tab will be available for users to make any changes
requested by the candidate. After adding or modifying the details, the
Sub-Category will appear in the grid with the status "Application
Submitted" and the date it was saved.

2 sopicart e [ # regrston o N B Disict Employment Exchange, Una

& Personal v ) o Contact v I Education + I8l Miscellaneous v 8 Employment 8 Sub-Category v 33 12 lail aEx.Sen,-.cemen

Sub-Category Details

© Add New Sub-Category
Shew | 10

Sr1
No  Sub Category Issue Date Valid Upto Date Certificate No Status Action
1.  'Ward of Ex-Serviceman 29/11/2022 0362813 Application Submitted E/ B
P
Himachali Bonafide Accepted/Approved L

20/12/2022

Showing 1 to 2 of 2 entries Previous Mt

The user is required to click on the reply icon, which will open a modal
for action selection.
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The user must then choose either 'Approve’ or '‘Referred Back.'
Subsequently, the Sub-Category will be approved, assuming there are
no discrepancies.

@ Take Action X

Select Action *

Select v
Approve
Referred Back
B Take Action m

7.4 Add / Update Bank Details

If user wants to add its bank details have to click on menu Requests->
Update Bank Details. It will redirect user to the following form where user
can add its bank details as shown below.

@ Department's Official Web Site @ [ep-hp@nic.in

= GML‘ J0l
~ 2o\ HIMACHAL PRADESH ;l‘-:/ = 7 i s
== 5= LABOUR AND EMPLOYMENT DEPARTMENT _SYe
A Home = Requests~ = Allowances~ =/ Sign
l & Applicant Narne TEST # Registration No. 24042607001 B District Employment Exchange, Bilaspur l

I Bank Account Information

@ Add Bank Account Information

A

No Bank Details Found

Users need to click on "Add Bank Account Information." Upon clicking, a
popup will appear requesting the user's bank details.
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& Add Bank Details

IFSC: * ACCOUNT NUMBER: *

IF5C Code &ccount Number

CONFIRM ACCOUNT NUMEER: *

&ccount Number

BANK NAME: * BANK BRANCH NAME: *

Eank Name Eranch Name

DOCUMENT *

Choose File Mo file chosen M ax File limit shiould be less than 1 MEB.

B Save as Draft

Note:

All fields with {*) mark are mandatory to fill.

Users must fill in the required fields and click on the "Save as Draft" button.
A confirmation message will appear, and the application will be submitted.

l & Applicant Mame TEST # Registration Mo, 24042607001 H District Employment Exchange, Bilaspur l

i Bank Account Information

SNo Application No. Bank Name Branch Name IFSC Code Bank Account No Action
1. 2404260700101 State Bank Of India SBI Shimla SBINOOO4S86 ARRRRRAI B
Application
Submitted

Once approved, an SMS notification will be sent to the provided mobile
number of that applicant.

l & Applicant Mame TEST # Registration Mo. 24042607001 H District Employment Exchange, Bilaspur l
1l Bank Account Information
S5No Application No. Bank Name Branch Name IFSC Code Bank Account No Action
1. 2404260700101 State Bank Of India SBI Shimla SBINOOO458e IRRRRRRR! B 7/
AcceptedfApproved
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7.5 Transfer Applicant

Sometimes, users may need to change their employment exchange due
to the migration of the applicant's family to another region or for other
reasons. Users can also transfer from their current exchange to the
exchange of that particular region. To request a transfer, users should
click on the 'Requests’ menu and select ‘Transfer Applicant’. This action
will navigate the user to the page shown below. To initiate a new request,
users should click on 'Click Here to Apply for Exchange Transfer Request'.

l & Applicant Mame TEST # Registration Mo, 24042607001 H District Employment Exchange, Bilaspur l

© Transfer Applicant 1o another Employment Exchange

© Applicant Details

Applicant Name: Date of Birth: Mothers Name: Registration Date:
TEST 01/02/2000 ENTEE. MOTHER'S NAME 01/05/2024
Renewal Date:
01,05 /2027

B Address Information

Tehsil: Village: Post Office:
LR REY LU JHANDUTA v TUNGLEHRI v ENTER. POST OFFICE
Street/Building: Pincode: Address:
NIC HP SECRETARIAT SHIMLA 171002 MIC HP SECRETARIAT SHIMLA

& Click Here To Apply For Exchange Transfer Request

A popup will appear where the user must enter the necessary details for
the specific exchange, as well as the address of the destination region.
Providing proof of address is mandatory in this process. The user can
save the information by clicking the 'Submit Details' button.
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© Address Validation Form For Employment Exchange Transfer Request x

Dristrict *

Select

Area Type: O RURAL O URBAN

Yillage: *

Select

Street/Building: *

ENTER STREET/BUILDING

Permanent Address: *

ENTER PERMANENT ADDRESS

Mote: Address Proof is mendatony in case

DOCUMENT *

Choose File | Mo file chosen

of trans

Exchange Name *

Select ~

Tehsil:

Select ~

Post Office: *

ENTER POST OFFICE

Pincode: *

ENTER FINCODE

er of exchangs request.

Mas File limit should be less than 1ME and
Iy in PDF format,

should be on

At this stage, the user's details are saved in draft mode, allowing the user
to review the saved document and make any necessary corrections.
Alternatively, if no changes are needed, the user can submit the details to
the exchange office for approval by clicking on the right arrow icon as

indicated below.

B Address Information

Area: RURAL ' URBAN

Street/Building:

NIC HP SECRETARIAT SHIMLA

Show 10w entries

SNot
1. Shimla

District

Showing 1 to 1 of 1 entries

Tehsil
SHIMLA LIREAN

Tehsil:

JHANDUTA,

Pincode:

171002

Village

Bazar Ward Bara Shimla

Yillage: Post Office:
TUMNGLEHRI v ENTER FOST OFFICE
Address:

NIC HP SECRETARIAT SHIMLA

Search:

Area Post Office Pincode Address Action

B /3]
Previous - MNext

Urban TEST 171001 TEST

A confirmation popup will appear, prompting the user to click 'OK' to
submit. Upon successful submission, a message will be displayed to the

user.
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m Confirm Approval

Wake sure you will not be able to update yvour record after this
action, Your request of transfering exchange will be forwarded
to Exchange Admin, Are you sure to proceed?

CAMCEL

After submission, no changes can be made to the application, and the
applicant must wait for approval from the exchange officials. Once
approved, the user will receive an SMS on the provided mobile number.

Show 10 ~ | entries Jearch:

SNot District Tehsil Village Area Post Office Pincode Address Action
1. Shimla SHIMLA LURBAN Eazar Ward Bara Shimla Urban TEST 171001 TEST B

Showing 1to 1 of 1 entries Prewious - Next

7.6 Renew Registration

Applicants already registered on the portal may renew their registration
every three years from the initial registration date. After the renewal date,
a two-month grace period is provided; however, it is advisable to renew
promptly. Registrations should be updated every three years or when new
gualifications or work experiences are added to the applicant's profile. The
software also sends three reminder SMS messages, spaced ten days
apart, to the applicant's registered mobile number as the expiration
approaches. Applicants may renew their registration independently or
through an employment exchange office.

For renewal, the exchange officer must navigate to the menu: Requests
> Renew Registration.

After clicking, the user will be redirected to the renewal page, which
displays the candidate's prefiled details and a 'Renew' button as
illustrated below.
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& Renewal Detail

) Basic Infermation

APPLICANT NAME * DATE OF BIRTH Father's Name

BACHITAR SINGH

MOTHER'S NAME REGISTRATIOM DATE * REMEWAL MONTH *

SHAEKUNTLA DEVI 270372015 bday, 2024

© Renewal Information

MNEXT REMEWAL MONTH * STATUS

hday, 2027 Accepted/Approved

REMARKS

Self Renewal

Exchange officer must click the 'Renew' button to renew their registration.
Upon successful renewal, a success message box will appear, and users
will also receive a confirmation SMS on their provided mobile number.

7.7 Change Email / Mobile

An exchange officer can change the applicant's email or mobile number
by selecting 'Request' and then 'Change Email/Mobile," which will direct
the user to the respective interface.

B Change Email / Mobile
& Applicant Name [ Sub Office Employment Exchange, Bangana B Mebile Mo, _
@ Email ID : Manoj

| © Add New Request

To update contact information, the user should click on the 'Add New
Request' button. A popup will then appear, prompting the user to enter the
new email or mobile number that the applicant wishes to change. After
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entering the mobile number or email, the user must click 'Save' to submit
the updated details.

© Change Email/ Mobile

- Applicant Name B Sub Office Employment Exchange, Bangana
B tobile Mo, @ Email ID :

MOBILE NUMEER & Available

1234567893

EMAIL ID

EMTEE EMAIL

B Save Closa

Note:
Please fill the form carefully.

submitted this fo login id will be changed to nevy email fmobile

After the record is saved, a popup message will be displayed. An OTP will
be sent to the applicant's mobile number, or a verification link will be sent
to their email address, which the exchange officer will utilize to confirm
these details.

& OTP Sent

An OTP has been sent to your registered mobile ng ¥ faa3,

The QTP is valid for 20 mins only,

The following screen will appear where user have to click on verify mobile
as shown below.
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B Change Email / Mobile

& Applicant Marme ; @ Sub Office Employment Exchange, Bangana W vobile v, : [
@ Email ID : Mano]
@ Add New Request
ApplicationNo Old Email / Mobile Mew Email / Mobile Status
| 01234567893 Request Initiated
@ 06-05-2024 17:02:55

A new screen will appear where the user must enter the OTP sent to the

applicant's new mobile number, or click on the link sent to the email
address provided.

)

Change Mabile No.
Mobile No. Verification

Mobile Mo,

1234567893
Enter OTF *
& Enter OTP
Enter Captcha Text *
La2aR4 Enter Captcha Text

Enter OTP sent to yvour mobile number #7803 |n case you have
not received the OTP, Click here for neww OTFP

The exchange official will enter the OTP, input the captcha, and then click
on the submit button. A message confirming success will be displayed.
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& Moabile No. updated

Mobile Mo, has been changed. You have to login again with
new mobile no,

The user will be redirected to the previous screen where they can view
the old email or mobile number, alongside the updated email or mobile
number, and the status of their request.

B Change Email / Mobile

l & Applicant Name I H Sub Office Employment Exchange, Bangana M Mobile Mo. : 1234567893
© Email 0

© Add New Request

ApplicationNo Old Email / Mobile MNew Email f Mobile Status

o _ e De0 205 17026
08-05-2024 17:02:55

7.8 Update Registration Date

If an Employment Exchange official detects an error with the registration
date and wishes to modify an applicant's registration date, the user has
the functionality to do so. The user must select 'Requests' and then
‘Update Registration Date.' This action will navigate the user to the form
provided below.

Back Date Registration

District Exchange

Shimla v Regional Employment Exchange, Shimla v

Registration Number

Enter Registration Number

B Get Details
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The user must select the applicant's exchange and enter the registration
number, then click on the 'Get Details' button. A popup will appear,
displaying the applicant's details for clarity. At this point, the exchange
official will be prompted to enter a new registration date.

© Back Date Registration

© Applicant Name:_ Registration No:_
& Husband Name: || Date Of Birth: 31/05/1965

8 Registration Date: 01/01/1986 00:00 Renewal Month: Jan 2025
# Status: Accepted/Approved

Please Enter New Registration Date:

07/05/2024

B Submit Date m

After entering, click on the 'Submit Date' button. A confirmation popup will
appear, and you must click 'OK'. You will receive a message confirming
the successful update of the registration date.

7.9 Update Login Details

In this menu, the exchange official can verify the applicant's login
credentials. The user is required to select the applicant's exchange and
input the registration number before clicking the 'Get Details' button.
Subsequently, the next screen will be displayed.
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& User Login Details

DISTRICT EXCHANGE NAME*

Shimla v Regional Employment Exchange, Shimla b

REGISTRATION NO.*

M GET DETAILS

SNo Applicant Name Mobile Mobile Verification Email Email Verification Activation Status View

22 Verified Mot Verified Activated

If an applicant's mobile number or email is verified, the exchange official
does not have the authority to alter the applicant's mobile number or email.

SNo Applicant Name Mobile Mobile Verification Email Email Verification Activation Status View

1. Not Verified gmail.com Not Verified Not Activated (ad

If not, the user can click on the right arrow to open a popup. In this popup,
the exchange official can update the applicant's email or password and
then click on the 'Save' button. A confirmation message will be displayed
upon the successful saving of data.

© Change Mobile/Email

Mobile No. * Email Id *

60 @gmail.com

Note:
All fields with (*) mark are mandatory to fill.

7.10 Employer Approval (Directorate User)
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This menu is exclusively for directorate level access. Users with this
privilege can review the details submitted by employers as well as any
accompanying documents.

@ Home &+ Registration ~ & Sponsoring~ = Master Information~ = Requests~ = Allowances~ > Allowance Bills~ Bl Reports ~ o %ﬁ:

Employer Applications Pending for Approval

Show 10 entries Search

Mature of Work Email Phone Action

1. HINDUSTAN 5, INDUSTRIAL AREA  MANUFACTURING PLANT I - E #Q
FA =CT ISTRICT UNA, HP,
INGREL DA
PRIVATE L (n]}
Livguard Batteries _ E *Q
Pwt Ltd
720 R
Empire Home Empire Home Appliances Pyt Ltd  Home Appliances _ _ E +Q

Appliances

If no discrepancies are found, the user can approve the employer;
otherwise, they should refer the application back by clicking on the right
arrow button. A popup will then appear, allowing the user to take the
appropriate action. The employer will receive a message of approval or
referral on their provided mobile number.

e Take Action X

Employer Name : HINDUSTAN FARMDIRECT Email :_

INGREDIENTS PRIVATE LIMITED

mobite o, N

Select Action *

Select v
Select
Approve
Referred Back :
B Take Action -

8. Allowances

8.1 Skill Development Allowance
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To apply for the SDA allowance, users should navigate to the 'Allowances'
section and select 'SDA Allowance'. User is required to enter details about
the Institution and Course, and upload the enrollment or admission
certificate from a skill development training course before clicking the
"Save" button.

@ Home = Requests~ = Allowances~ [=] 5(:1'%::

I Allowance Registration Form (SDA)

l & Applicant Name : TEST W Registration No. : 24042607001 H District Employment Exchange, Bilaspur

© Basic Information

DATE OF BIRTH Father's Name MOTHER'S NAME
01/02/2000 TEST SUER ENTER MOTHER'S NAME
REGISTRATION DATE RENEWAL DATE
01/05/2024 01/05/2027

© Information For Allowances
ANNUAL FAMILY INCOME * MOBILE NO EMAILID

1234567891 a@gmail.com

© Address Information
CORRESPONDENCE ADDRESS

NIC HP SECRETARIAT SHIMLA

© Bank Account Information

IFSC ACCOUNT NUMBER BANK NAME
SBINO0O4586 11111111 State Bank Of India
BRANCH NAME
SBI Shimla

© Institution & Course Details

STATE" DISTRICT =

w W
TEHSIL * INSTITUTION *

w w
COURSE * SDA COURSE DURATION CLAIMED IN MONTHS *

w

© SUPPORTING DOCUMENT

After saving the application, the user must click the "Submit" button for
final submission as indicated below. Once the "Submit" button is clicked,
no changes can be made to the application form, and it will be forwarded
to the employment exchange.
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W Home &¢Registration= & Sponsoring~ = Master Information~ = Requests= = Allowances~ * Allowance Bills - B Reports = Ont

JAWALAN

© Institution & Course Details

STATE* DISTRICT *

Himachal Pradesh b Kangra hd
TEHSIL* INSTITUTION *

Jawalamukh v Global Skill Development Institute (Jawalamukhi) b4
COURSE * SDA COURSE DURATION CLAIMED IN MONTHS =

L king 4 1

A confirmation popup will appear, prompting the user to click 'OK' to
submit. Upon successful submission, a message will be displayed to the

user.

& Confirm Submission @ Successfully Submitted

You will not be able to make changes in your applications in Allowance Application has been submitted to employment

future.Are you sure to proceed ? exchange.

The exchange officer will review the entered details and approve the
application if no discrepancies are found. The applicant will then receive
an SMS notification on the registered mobile number regarding the
approval or referral.

= .= . Osim
# Home = Requests = Allowances out
il Allowance Registration Form {SDA)
l & Applicant Mame : TEST B Registration MNo. : 24042607001 H District Employment Exchange, Bilaspur l
You have already submitted or availing Allowance...... %
Allowance Beneficiary Date Installments View
Distt Exchange, Bilaspur TEST (2404260700101) Start Dt: Installments Paid: 0 BEQB
SDA Allowance Father's Name: TEST SUER End Dt: Amount Paid: 0
DOB: 01/02/2000 Total Installments: Last Installment:

Status: Submitted
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For eligibility, the applicant must:

(i)  registered in any Employment Exchange in the State as on date of
application.

(i)  Bonafide Himachali.

(i)  Must have passed minimum 8th but there will be no requirement of
minimum qualification for admissibility of allowance.

(iv) Beinthe age group of 16 to below 36 years.

(v)  Annual family income should be less than Rupees Two lakh from
all sources.

(vi) Must be enrolled in skill development training anywhere in India.

(vi) Should not be employed under the Government/its agencies, public
sector undertakings/bodies/boards/corporations and neither
employed in private sector nor self-employed

(viii) should not be a dismissed Govt. employee

(ix) Should not be convicted of any offence resulting in imprisonment
for a period of 48 hours or more.

The allowance is payable @ Rs.1000/- per month to beneficiaries and @
Rs.1500/- per month to the physical challenged, who have 50%
permanent disability, for the duration of the skill development training
subject to maximum 24 months. The duration of the allowance is for
duration of trainings done subsequent to one another, subject to the
maximum period of 24 months. For example, if one does a 6-month
training in the first instance, and does a 1-year training later, she/he will
be eligible for allowance for 1 year 6 months, subject to upper limit of 24
months.

8.2 UnEmployment Allowance

To apply for the UMP allowance, exchange official should navigate to the
‘Allowances’ section and select 'UMP Allowance'. User can review the
details, upload the required document proving family income, and click the
"Save" button.
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me & Registratio & Spon: = = Master Informatio = Requests~ = Allowances = » Allowance Bills~ Bl Reports

I Allowance Registration Form (UMP)

l & appiicant Name [N -RegmnoﬂNa._ M 5ub-Office Employment Exchange. Sarkaghat l

© Basic Information

DATE OF BIRTH Husband’s Name MOTHER'S NAME

REGISTRATION DATE RENEWAL DATE

© Information For Allowances

ANNUAL FAMILY INCOME * MOBILE NO EMAILID

© Address Information

CORRESPONDENCE ADDRESS

© Bank Account information

FSC ACCOUNT NUMBER BANK NAME

BRANCH NAME

© SUPPORTING DOCUMENT
hoose File No file chosen Max File limit should be less than 1 ME.

The eligibility criteria require the applicant to be unemployed, not engaged
in any government or private sector job, not self-employed, and a bona
fide resident of Himachal Pradesh. The applicant should have completed
a minimum of 10+2 level education from a board, university, or institution
recognized by the H.P. Government. It is compulsory to be registered with
an Employment Exchange in Himachal Pradesh for at least one year as
of the application date. The combined annual family income, including that
of the spouse, should not surpass Rs. Two Lakhs for the financial year
preceding the application date. The age of the applicant must be between
20 to 35 years at the time of applying. They should not be self-employed,
a dismissed government employee, convicted of a crime leading to
imprisonment for 48 hours or more, enrolled as a regular student, or a
beneficiary of the Skill Development Allowance.

Once the application is saved, the user must click the "Submit" button for
the final submission as shown below. After clicking the "Submit" button,
the application form cannot be altered.

NIC-HP EEMIS User Manual Page 46 of 71




© Address Information

CORRESPONDENCE ADDRESS

© Bank Account Information

IFSC ACCOUNT NUMBER BANK NAME

BRANCH NAME

© SUPPORTING DOCUMENT

A confirmation popup will appear, prompting the user to click 'OK' to
submit. Upon successful submission, a message will be displayed to the
user.

& Confirm Submission @ Successfully Submitted

You will not be able to make changes in your applications in Allowance Application has been submitted to employment
future.Are you sure to proceed ? exchange.

The exchange officer will review the details and approve the application if
no discrepancies are found. The user will then receive an SMS notification
on the registered mobile number regarding the approval or referral.

8.3 ISDA Allowance

To avail ISDA allowance, the exchange official must move the cursor to
Allowances and then to ISDA Allowance. The user can check the details
and upload the supporting document and click on “Save” Button. The
Department offers programs through Private Industrial Establishments
aimed at enhancing the skills and employability of applicants but the
candidate should fulfill the eligibility criteria.
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@ Home &*Registration - & Sponsoring- = Master Information - Requests - = Allowances-  Allowance Bills - BB Reports - s

L1

I Allowance Registration Form (ISDA)

n
n
)
2%

2 Appiicant Name : [l e m Registration No. - [N R Sub-0ffi

© Basic Information

DATE OF BIRTH Husband's Name MOTHER'S NAME

REGISTRATION DATE REMEWAL DATE

10 Information For Allowances

ANNUAL FAMILY INCOME * MOBILE NO EMAIL ID

© Address Information

CORRESPONDENCE ADDRESS

1O Bank Account Information

IFSC ACCOUNT NUMEBER BANK NAME

BRANCH NAME

© Employed Details

EMPLOYMENT STATUS *

© SUPPORTING DOCUMENT

a v
a
b
n
b
w
&
<
%

An individual must be newly employed in any industry or industrial
establishment, or engaged as an apprentice trainee as defined under the
Scheme, or as a part-time worker. They must be a bona fide resident of
Himachal Pradesh. There is no minimum educational qualification
required for eligibility under the Scheme; applicants of any educational
level, including those who are illiterate, or have completed the 5th or 8th
grade, are eligible. They must be registered with any Employment
Exchange in Himachal Pradesh as of the application date. Applicants
must be 18 years or older but under 36 years of age as of the application
date. They should not have free residential facilities provided by the
employer, nor should they be dismissed government employees. They
must not have been convicted of any offense resulting in imprisonment for
48 hours or more. They should not have previously received Skill
Development Allowance or Unemployment Allowance for 24 months.
However, if they have received Skill Development Allowance or

NIC-HP EEMIS User Manual Page 48 of 71




Unemployment Allowance for less than 24 months, they are entitled to the
allowance under this Scheme for the remaining months, subject to
meeting the eligibility conditions. This benefit is extended to every new
employee in industries in Himachal Pradesh earning a gross monthly
salary, emoluments, or stipend of Rs. 15,000 or less per month, where
gross salary includes basic pay and all other monthly emoluments except
bonuses or other annual incentives.

After clicking on “Submit” button, the user cannot make any changes in
the application. The exchange officer will then check the details and will if
there are not any discrepancies.

10 Bank Account Information

IFSC ACCOUNT NUMBER BANK NAME

BRANCH NAME

© Employed Details

EMPLOYMENT STATUS *

© SUPPORTING DOCUMENT

o=

The remainder of the process will follow the same procedures as the SDA
and UMP allowance, as previously outlined.

7.4 Approve/ Refer Back

To approve or refer back an allowance, the user must click on the
'‘Allowances' menu, then select 'Approve/Refer Back'. This action will
redirect the user to a form where they can approve or refer back the
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candidate's application by entering the registration number and clicking
the “Get Details” button.

B Approve / Refer Back Allowance

DISTRICT EXCHANGE NAME

Shimla ~ Regional Employment Exchange, Shimla ~

REGISTRATION NO.*

Registration No.

The candidate's details will be displayed, allowing the user to check and
verify the information before either approving or rejecting the allowance.

To approve and forward the allowance, the user must click on the "reply"
icon.

Applications Pending for approval

SNo | Application No. MName |Fatheerusband Name Contact Details Submit Date Action
1 Father's Name: MEDH RAM ] 7,/05/2024 QB e~
N - R —
»

A modal will appear displaying all the candidate's details. The user can
approve or refer the candidate's application back by choosing the
'‘Approve’ or 'Refer Back' option from the 'Select Action' dropdown,
provided there are no discrepancies, and then click on the "Take Action’
button to finalize the application request.
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© Institution & Course Details

STATE *

Himachal Pradesh ~
TEHSIL *

Bilaspur Sadar hd
COURSE *

Computer Science ~

Manual Paid Installments *

0

Start Date through System *

0572024

Select Action *

Select ~
Approved

Referred Back

7.5 Stop Allowance

DISTRICT *

Bilaspur ~
INSTITUTION *

AISECT CENTRE BARMANA CLOSED v

SDA COURSE DURATION CLAIMED IN MONTHS *

9

Total Installments Paid *

9

End Date *

01/2025

B Take Action

To stop an allowance, the user must navigate to the Allowances menu
and select "Stop Allowance." This action will direct the user to a form
where they can terminate a candidate's allowance by inputting the
registration number and clicking the "Get Details" button.

(=] Stop Allowance

DISTRICT

Shimla ~

REGISTRATION NO.*

Registration No.

M GET DETAILS

EXCHANGE NAME

Regional Employment Exchange, Shimla v
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The relevant details of the candidate will be displayed, and the user has
the option to discontinue the allowance. To stop the allowance, the user
must click on the "reply" icon.

© APPROVED APPLICATION DETAILS TO STOP

Allowance Beneficiary Date Instaliments Action
POONAM Start Dt: July, 20 Installments Paid: 7 Q e
Father’s Name: NARESH KUMAR End Dt: June, 2024 Amount Paid: 7(X
ment DOB: Total Installments: 12 Last Instaliment: January, 2024

Status: Approved

« List shows the Ongoing APPROVED Allowance being availed by the beneficiary.

« View the allowance detail by clicking the VIEW APPILCATION.

« Click the TAKE ACTION Button, to STOP/DEFER the current APPROVED/ ongoing Allowance temporarily. The further allowance instaliments will not be paid.
« Note: Don't forget to RESUME/Complete this beneficiary allowance.

A modal will appear displaying all the candidate's details. The user must
then enter remarks to temporarily halt the allowance, meaning no further
payments will be made. To finalize the application request, click on the
"Stop Allowance" button.

® Take Action >4
Application No.: Allowance Type : SDA Allowance
Name : POONAM Date of Birth :

Remarks

REMARKS

B Stop Allowance m

The software will show a popup to confirm that the data has been
successfully saved and the candidate's allowance will be discontinued.

(V] Successfully Saved X

Allowance has been Stopped

oK
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7.6 Resume/ Complete Allowance

To resume or complete an Allowance, the user must navigate to the
Allowances menu and select 'Resume/Complete Allowance'. This action
will direct the user to a form where they can resume or complete the
candidate's allowance by entering the registration number and clicking the
'‘Get Detalls' button.

B Resume / Complete Allowance

DISTRICT EXCHANGE NAME

Shimla v Regional Employment Exchange, Shimla v

REGISTRATION NO.*

Registration No.

The corresponding details of the candidate will be shown and the user
can Resume/ Complete the allowance. The user needs to click on “reply”
icon to Resume/ Complete the allowance.

© STOPPED APPLICATION DETAILS TO RESUME/COMPLETE

Allowance Beneficiary Date Instaliments Action
NAN Start Dt: Ju Instaliments Paid: Q e
Father’s Name: NA 1 KUMAF End Dt: June 4 Amount Paid: 7!
DOB: Total Instaliments: 1 Last Instaliment: Ja

Status: Temporar

« List Shows the detail of currently STOPPED allowance for the beneficiary.
« View the allowance detail by clicking the VIEW APPILCATION.
« Press the TAKE ACTION, to resume the currently STOPPED Allowance. The previous stopped instaliments will be paid as an arrear to the beneficiary.

A modal will pop up and all the details of the candidate will be shown
below. The user now has to enter the remarks to Resume/ Complete the
allowance and can change the allowance End Month, which must be
between “last Paid Installment Month” and “Allowance End Month”. Then
click on “Resume/ Complete Allowance” button to complete the
application request.
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e Take Action X

Application No. : Allowance Type : SDA Allowance
Name : POONAM Date of Birth :
Allowance End Date Remarks
06/2024 REMARKS

+ Note: Official can also (if desired) change the Allowance End Month, which must be between the Last Paid
installment Month and allowance End Month.

» |[f the Allowance End Month is same as the Last Instalment Paid Month then the application automatically
COMPLETES the STOPPED Allowance.

B Resume / Complete Allowance E

7.7 Remove from Bill Order

To remove a beneficiary from a bill, the user must navigate to the menu
Allowances -> Remove from Bill Order. This action will redirect the user
to a form where they can remove a beneficiary from the bill in case of
discrepancies in the beneficiary's details, such as missing necessary
information or incorrect details. The user will need to enter specific details
like district, exchange, Xbill Number, Application Number, Allowance
Type, and For the Month, as illustrated below.

stz Remove Beneficiary from Bill

District Exchange

Select v Select v
XBill No. Application No.

XBill No Application No
Allowance Type. For the Month

Select v 05/2024

@ Remove Beneficiary
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Upon selecting the "Remove Beneficiary" button, a modal appears
displaying the beneficiary's registration number, name, and last
installment paid. To remove the beneficiary from the bill, the user must
then click the "remove" button.

© Back Date Registration X

SNo Regno Applicant Name Last Installment Paid

ANJU DEV November, 2017

@ remve JiGe

A confirmation popup will appear, providing essential instructions for
removing the beneficiary as shown below. Upon clicking 'Ok’, the
beneficiary will be removed from the bill successfully.

A Confirm

Are you sure you want to remove this beneficiary ¢

CANCEL

7.8 Bills Orders Generated

To view previously generated bills along with the current one, the user
should navigate to Allowances -> Bills Orders Generated in the menu.
This action will redirect the user to a form where they can see the bills
generated for a specific exchange, including all allowances and the period
between the Generation Date. Additionally, the user can access a report
for a specific allowance and Xbill Number from the grid. This report will
display a list of beneficiaries receiving that allowance, complete with bank
details such as IFSC and account number, as well as details of the
allowance, including the payable amount and the corresponding month.
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Application Submitted To DDO

llowance Type

Exchange

v

SNot Allowance Description XBill No Exchange Name Total Beneficiaries

7.9 Bills Submitted to Treasury

v

Total Amour

nt Paid

For Month

v

Generation Date

To view the bills submitted to the treasury, users should navigate to the
menu Allowances -> Bills Submitted to Treasury. This action will redirect
them to a form where they can view the bills submitted for a specific
exchange, including all allowances and the period between the
Generation Date. Additionally, users can access a report detailing a
specific allowance, Xbill Number, XTbill number, beneficiary count, and
the amount due for payment. The grid will display a list of beneficiaries
receiving the allowance, along with their bank details such as IFSC and
account number, and details of the allowance including the payable

amount and the corresponding month.
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Application Submitted To Treasury

Exchange

- trict Employment Exchange, Hamirpur V all Allowance w

1 Allowance Treasury
SNo Description Bill No DDO/HOA Beneficiairy  Amount For Month Submission On Status Thill No View

@
@
@

@

8. Allowance Bills

8.1 Bill Order Generation

To generate a bill, users must navigate to the menu Allowance Bills -> Bill
Order Generation. This action will redirect them to a form for bill
generation. Users can view the beneficiary list by entering details such as
district, exchange, allowance type, disbursement category, and month.
They can also review beneficiary details.

If discrepancies are found, users have the option to modify beneficiary
details before generating the bill order. After submission, the details of the
submitted beneficiaries can be viewed under the "Bill Orders Generated"
section, and no further changes can be made.
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i3 Beneficiaries Bill Order Generation

District Exchange

Bilaspur v District Employment Exchange, Bilaspur v
Allowance Type Disbursement Category

SDA Allowance v SC-Category v

For the Month

05/2024

Q, View Beneficiary List

Please Verify the Beneficiary List before generating the BILL ORDER. After Bill Generation no changes can be carried out

» Generate Bill Order

© INSTRUCTIONS

Used by the Sub Employment/District/ Regional Employment official to generate Bill order for the beneficiaries along with their installment amount details
to be paid for the selected month.

The official can view the detail of each beneficiary to whom allowance is to be paid for the selected (Allowance, Category and Particular Month). VIEW
BENEFICIARY LIST shows the detailed information including the Bank account details for each beneficiary where payments are to be made.

Once submitted the information can't be changed. Please go through the Beneficiary List carefully and generate the order only if everything founds OK.
Once submitted, the details of beneficiaries submitted can be viewed in the BILL ORDERS GENERATED option.

Note: Beneficiaries whose Bank Account details are not correct will be automatically rejected by the application. These left-over beneficiaries if any, can be
viewed by again clicking the VIEW BENEFICIARY LIST option after Generating the BILL ORDER.

A confirmation popup will appear, providing essential instructions for the
submission of the bill as shown below. Upon clicking '‘Ok’, the bill will be
generated successfully.

M Confirm Submission X

You will not be able to make changes in beneficiaries in future.
Are you sure to proceed and submit the selected beneficiaries to
DDO?

OK CANCEL
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8.2 Bills Preparation and DDO Submission

To prepare and submit a bill to the DDO, users should navigate to the
‘Allowance Bills' menu, select 'Bills Preparation and DDO Submission’,
which will direct them to a form for bill preparation and submission. In this
form, users can enter details such as district, exchange, allowance type,
and disbursement category to view and prepare the allowance bill for
submission.

Additionally, users can access a report listing beneficiaries, detailing the
allowance amount, bank information like IFSC and account number, and
the applicable month. Bills should be prepared according to categories for
submission to the corresponding DDO and treasury. Upon verifying that
there are no discrepancies, users can click the 'Prepare Bill' icon to
proceed with the submission.

ita Allowances For Bill Preparation And Submission To DDO

- —_ -
v v
Q View Bills
SNo Allowance Bill Detail Treasury Detail View Detail Prepare Bill
E 8 Ber 309 1 Treasur @ =
& Allow 4 nt: 1135000 B HOA:
XBill No: i For the Month: May, 2024

O INSTRUCTIONS

= List Shows the details of the bill order generated for further bill preparation and their submission to DDO.

» The in charge official needs to prepare the bills category wise so that the same can be submitted to respective DDO for submission to the concerned Treasury. This option binds the
beneficiary to their bank details where payments are to be made through Treasury.

+ This process breaks a Bill Order Generated in to multiple bills in case there are more than 500 beneficiaries. Any particular Bill prepared can't have more than 500 beneficiaries.

= Incharge can view the beneficiary list submitted by dicking the VIEW Detail options.

» Click the PREPARE BILL (If found CK) option to prepare the bill and its submission to the concerned DDO

A confirmation popup will appear, providing essential instructions for the
preparation of the bill as shown below. Upon clicking 'Ok’, the bill will be
prepared successfully and forwarded to the DDO for further processing.
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A Confirm X

Are you sure to prepare bill ?

OK CAMCEL

8.3 Treasury Submission

To submit or revert a bill, users must navigate to the Allowance Bills ->
Treasury Submission menu. This action redirects to a form for sending
bills to the treasury.

Users can view a list of all bills prepared by the exchange official that have
not yet been submitted to the treasury. Alternatively, users can view a
specific bill by entering the district, exchange, allowance type,
disbursement category, and then viewing the Allowance bill details.

Bill details can also be viewed by clicking the "Eye" icon in the Bill Detail
column. Users must verify that the correct Treasury Code, DDO Code,
and HOA (Head of Account) are associated with the bill. By clicking the
"Submit Bill* button, the prepared bill is submitted online to the treasury
along with the beneficiaries' details.

If discrepancies are found in the beneficiary list, users can revert the bill
by clicking the "Revert Bill* button. The bill will then be reverted and
returned to the bill generation stage. A bill can only be reverted if it has
not been sent to the treasury.
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s%a Bills for Treasury Submission

Revert Bill Submit Bill

SNo Allowance Bill Detail

7
B
g

&g aries: 73 @ 1 Trea DDO Code
4 73000 @ XTBILL No: UMPOO02: (+] o
1 fonth: January, 2023 8 HOA: 27-2230-02-10
& @ 1 Treasury - DDO Code:
T ® XTEILL No: UMP0O2: [+] (4]
& sbruary, 202 S HOA 27-2230-02-10
& 500 @ 1 Treasury - DDO Code
4 @ XTBILL No: UMPDO02: L+] Q
. February, 2023 S HOA: 27-2230-02-10
& 2 o 1 Treasury - DDO Code
4 & XTBILL No: UMPOO2: L+ ] ©
& February, 202 S HOA: 27-2230-02-10
& 500 @ 1 Treasury - DDO Code:
T @ XTBILL No: UMP0O2: [«] [+]
. March, 2023 S HOA: 27-2230-02-10
& ries: 439 @ 1 Treasury - DO Code:
Unemployment Allo T Amount: 440500 @ XTEILL No: UMP0O2: [+ ] ©
XBill No: i For the Month: March, 2023 S HOA: 27-2230-02-10

A confirmation popup will appear with essential instructions for submitting
the bill to the treasury as shown below. After selecting '‘Ok’, the bill will be
forwarded to the treasury. Similarly, a confirmation popup will display
important instructions for reverting the bill as depicted below. Upon
clicking 'Ok’, the bill will return to the bill generation stage.

A Confirm Submission X A Confirm Submission X

Are you sure to submit bill to treasury ? Are you sure you want to Revert Bill?

oK CANCEL oK CANCEL

8.4 Pending Treasury Bills

To check the status of a pending bill, click on 'Allowance Bills' followed by
'‘Pending Treasury Bills' in the menu. This action will take you to a form
where the status of the pending bills can be viewed.
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&% Bills Under Processing In Treasury

Q view Bills
v
StNoi Allowance Bill Detail Treasury Detail TBill Status TMsg
183 Benef 167 @ L t Create =
A A 4 t: 167000 @ Tl ! N A B x
XBill No: = the Month: January, 2024 =
e es: 3 ® =
L4 - 39000 o
XBill No: &F th: December, 2023 2 Tre
Py y Y r4
L4 t: 37000 (V]
XBill No: @ th: January, 2024 -
2 233 & r4
A A z 234000 @78
XBill No: & th: December, 2023 S Tre
& 23¢ ® X 4
A 2 2 249500 Qe
XBill No: - th: January, 2024 =

Here, users can view a list of pending bills submitted to the treasury;
however, payments have not yet been made to the beneficiaries for these
bills. Users can check the status of a bill, which the treasury monitors
through a service and updates daily. To view the current status, users may
click on the "Edit" icon. Additionally, users can access the treasury report
by clicking on "T-bill No" in the Treasury Detail Column.

8.5 Compiled Bills

To check the status of a compiled bill, click on 'Allowance Bills' followed
by 'Compiled Bills' in the menu. This action will take you to a form where
the status of the compiled bills can be viewed.
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i%3 Compiled Bills In Treasury

Dristrict Exchange

v pur v
Allowance Type For the Month
w
Q, View Bills
0w  entrie Search
SrNot  Allowance Bill Detail Treasury Detail TBill Status
1. Distt Exchange, Bilaspur 2 Genef ® e e soac g

s llowance (SC-Cateqor @ el vo: sLrof treasury-BLP

xsill No: | & Treasury Subrmission; 02/05/2024

SDA Allowance (Won-5C-Categories) F amount: 430000 @ TEill No HLm

XBill N.—,-:_ M For the Manth: April, 2024 iry Suly or

Here user can view the compiled bills of current month of any allowance
and compiled bills of previous month also by selecting the date and the
allowance type.

8.6 Objected / Deleted Bills

Bills may be objected to by the treasury department if discrepancies are
found. Users can view these bills by selecting 'Allowance Bills' and then
'‘Objected / Deleted Bills' from the menu. Here, users can see the objected
bills and the status of the objection. Users can also revert the bill by
clicking on the back-arrow button in the revert column to make further
corrections and resubmit it to the treasury.

@ Bills Objected/ Deleted In Treasury

DISTRICT EXCHANGE NAME*

Bilaspur ~ Select v

M GET DETAILS

Show| 10 v  entries Search:
SMot  Allowance Eill Detail Treasury Detail Status Revert

1. Distt Exchange, Hamirpur 2F Beneficiaries: 266 W XTEBILL No: SDA0024_ Bill is Objected in <
5DA Allowance (Non-5C-Categories) % Amount; 266500 @ TBil No: HMRroo [ treasury-HMROO vide
XEill No: 240N il For the Month: February, 2024 2 Bill Generation: 28/02/2024 token no: 00000001852

and Dated: 07,/05/2024

2. Regional Exchange, Dharamsala 2% Beneficiaries: 135 # XTEILL No: UMPOO_ Previous FY Bill Cancelled <«
Unemployrment Allowance (Non-3C-Categaries) < Amount: 135500 & TBill No: KNGOO_
xgill No: 230N i For the Month: March, 2023 £ Bill Gereration: 22/03/2023
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9. Managing Masters (Directorate User)

In this menu, users can modify all master records. They have the ability to
add or remove any details in any master according to their needs. For
instance, if a user wishes to add a new qualification, they must navigate
to Master Information -> Qualification Master, where the corresponding
form will be displayed.

H QUALIFICATION MASTER

@ Add New Qualification & View Qualification Codes

Sector Division Group Qual Qual Code Qualification Skilled? UnEmpAllow Technical? Action
Education Eligibility Test 11th Standard Pass 2100000 Prabhakar [~ o o I
Eligiibility Test 11th Standard Pass 2200000 Rattan [ ] [x] [x] rd
Eligibility Test 11th Standard Pass 2300000 Shastri [x] L] Q &
Eligibility Test 11th Standard Pass 2311000 TET (Teacher Eligibility Test)-Shastri [~ ] [~ ] rd
Eligibility Test 11th Standard Pass 2600000 Giani L] L] Q 4
m Senior Secondary 3551000 Teacher Training [+ L] L] &
Diplama Senior Secondary 3644000 Yoga [ =] ] [=] rd
Diploma Senior Secondary 3645000 Physical Education [ ] o o I
Eligibility Test Graduates 4521000 TET (Teacher Eligibility Test) [ < L] r'd
Eligibility Test Graduates 4521110 TET (Teacher Eligibility Test)-Arts (= < L] rd
Eligibility Test Graduates 4521120 TET (Teacher Eligibility Test)-Medical L= < < rd
Eligibility Test Graduates 4521130 TET (Teacher Eligibility Testi-Non Medical [~ -] [~ ] rd

Users can add a new qualification by clicking the 'Add New Qualification’
button. A popup will appear, allowing users to enter their new qualification
details and then click the 'Save' button to store the information.

© Add New Qualification x
GROUP QUALIFICATION * QUALIFICATION SECTOR *
Literate, Other ~ Education ~

QUALIFICATION DIVISION *

Eligikility Test ~
CODE * QUALIFICATION NAME *
2011111 MNew Qualification
SKILLED? UNEMPLOYMENT ALLOWANCE?
TECHNICAL?

H Submit

Note:

All fields with (* mark are mandatory to fill,
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Similarly, users can add or update the details of other masters according
to their requirements.

10. Viewing Reports

In the report’s menu, users will find submenus for various reports such as
registration, allowance, and vacancies, among others. Here, users can
generate the reports for any section according to their needs. Reports can
be generated in PDF format, and some reports can also be generated in
Excel format.

@ Department’s Official Weh Site ® lep-hp@nicin L, 01772625277

’ ay JUB%
Ao oo 2\ HIMACHAL PRADESH =) o el

Z2=2 €= | ABOUR AND EMPLOYMENT DEPARTMENT SHIe
1 Home & Sponsoring~ = Master Information = = Requests ~ B8 Reports ~ 6 sign Out

Dashboard / My Dashboard Registration Card

. = Allowances Registrations Done
® welcome: Kapil Kumar
alh Directorate User = SDA Institution-Wise = Registration Statistical Report
BE NCS = Lapsed Applicant Details

Ta Be Lapsed Applicant Details

o

Live Registrants

o

Self Registrants

Sponsoring

Registrati

Renewal Details

694597

206829

PH Candidates

Ex-Servicemen Candidates

Candidates Qualification-Wise

Seniority Qualification-Wise

Wlatest Natifications Allowance e Availing TEMP_Stopped
= Qualification Sector / Division Report.
53952 24452
= Candidates NCO-Wise
¢ You have 104 transfer updation requests pending for approval, m = Seniority NCO-wise 47583 42640
= Seniority Batch-wise a8 e

Transferred Candidates

¢ You have 427 bank updation requests pending for approval

Ll Worl
& User Data

11. Changing Password

If a user wishes to change their password, they should click on the 'Sign
Out' button. A popup will appear, providing the option to change the
password.
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-hp@nic.in ul**r 5277

& Department’s Official Web Site ® ep 25
- J0B .
Pl ~ -
=\ HIMACHAL PRADESH =
2= &= | ABOUR AND EMPLOYMENT DEPARTMENT @
-mmm-
I Home &+ Registration~ & Sponsoring >~ = Master Information ~ = Requests~ = Allowances~ > Allowance Bills~ B8 Reports~ G Slg;n Qut
Dashboard / My Dazhboard m
Seema [N

welcome: Seerna Gupta

[ ]
Y Regional Employment Exchange, Shimla REQ/DEC
@ reo I

©

Role : REC/DEO

o

Last Login : Tue 14 May
2024 10:35 AM

. P [Change Password

B Change Email/Mobile

Live Registrants Self Registrants ans Referred Back

447

W®lLatest Notifications Allowance Description  Availed Rejected Pending 0

¢ You have 21 bank updation requests pending for approval, 296 58 0 " Ell

Upon choosing '‘Change Password', users will be redirected to the form
described below. They must enter their current password and then create
a new password following the guidelines outlined in the password policy.
Afterward, users should click on the 'Proceed' button. A confirmation
popup will appear, prompting users to click the 'OK"' button to confirm.
Upon completion, users will receive a message confirming the successful

change of their password.

I Home &*Registration ~ & Sponsoring~ = Master Information~ = Requests~ = Allowances~ » Allowance Bills - B3 Reports ~ L) SC])%:;

& Change Password

@ Users are advised not to disclose or share their password with anybody. Neither Labour Existing Password *
and Emplayment Department nor NIC is responsible for violation or misuse of the

password of a User, P Edsting Password

w
Password Palicy e Password
P PewPassword
The eEMIS Account Password

1. should be atleast 8 characters long and not longer than 50 characters
2. should contain atleast ane uppercase character (A through Z) P | Confirm New Password
3. should contain atleast one lower case character (a through z)
4. should contain atleast ane base 10 digit (0 thraugh %)
5. should contain atleast one non alphanumeric character (| @#3% " etc)

Example : Abc@9876

@ Your New Password must not match any of your previous 3 Passwards

Corifirm News Password *
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12. Change Email / Mobile

If a user wishes to change their email/ mobile, they should click on the
'Sign Out' button. A popup will appear, providing the option to change
the email / mobile.

@ Department’s Official Weh Site @ lep-hp@nicin HI

< =2\ {IMACHAL PRADESH Jf T
2= = LABOUR AND EMPLOYMENT DEPARTMENT ﬂ"'f 5

408

M Home &+ Registration~ & Sponsoring~ = Master Information ~ = Requests~ = Allowances~ > Allowance Bills~ B2 Reports~ 9 Slg]l Out
Dashboard / My Dashboard ﬁh
® Welcome: Seema Gupta Seema [
FHY Regicnal Employment Exchange, Shimla REQ/DEQ ® l_

Role : REC/DEQ

o

Self Registrants

«

Registrations Referred Back LastLogin: Tue 14 May
2024 10:35 AM
447

Live Registrants

# Change Password

B | Change Email/Mabile

®latest Notifications Allowance Description  Availed Rejected Pending 0
¢ You have 21 bank updation requests pending for approval. i 296 b8 0 i 81

On clicking will direct the user to the respective interface.

B Change Email / Mobile
& Applicant Name _ B 5ub Office Employment Exchange, Bangana W Mobile No. _
@ Email D : Manoj

| © Add New Request

To update contact information, the user should click on the 'Add New
Request' button. A popup will then appear, prompting the user to enter the
new email or mobile number that the applicant wishes to change. After
entering the mobile number or email, the user must click 'Save' to submit
the updated details.
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© Change Email/ Mobile

- Applicant Name H Sub Office Employment Exchange, Bangana
A Mobile No. @ Email ID

MOBILE NUMEER & Available

1234567893

EMAIL ID

EMNTEE EMAIL

B Save Closa

Note:
Please fill the farm carefully.

submitted this fo login id will be changed to nevy email fmobile

After the record is saved, a popup message will be displayed. An OTP will
be sent to the user's mobile number, or a verification link will be sent to
their email address, which the exchange officer will utilize to confirm these
details.

& OTP Sent

An OTP has been sent to your registered mobile ng ¥ raa3,

The QTP is valid for 20 mins only,

The following screen will appear where user have to click on verify mobile
as shown below.
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B Change Email / Mobile

& Applicant Marme ; @ Sub Office Employment Exchange, Bangana W vobile v, : [
@ Email ID : Mano]
@ Add New Request
ApplicationNo Old Email / Mobile Mew Email / Mobile Status
| 01234567893 Request Initiated
@ 06-05-2024 17:02:55

A new screen will appear where the user must enter the OTP sent to the

user’'s new mobile number, or click on the link sent to the email address
provided.

)

Change Mabile No.
Mobile No. Verification

Mobile Mo. 1234567893
Enter OTF *
& Enter OTP
Enter Captcha Text *
La2aR4 Enter Captcha Text

Enter OTP sent to yvour mobile number #7803 |n case you have
not received the OTP, Click here for neww OTFP

The user will enter the OTP, input the captcha, and then click on the
submit button. A message confirming success will be displayed.
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& Moabile No. updated

Mobile Mo, has been changed. You have to login again with
new mobile no,

The user will be redirected to the previous screen where they can view
the old email or mobile number, alongside the updated email or mobile
number, and the status of their request.

B Change Email / Mobile

l & Applicant Name I H Sub Office Employment Exchange, Bangana M Mobile Mo. : 1234567893
© Email 0

© Add New Request

ApplicationNo Old Email / Mobile MNew Email f Mobile Status

o _ e De0 205 17026
08-05-2024 17:02:55

13. Publishing vacancies

To publish a vacancy, users should navigate through the menu by selecting
‘Sponsoring’, then 'Vacancy', and finally 'Publish VVacancy'. This will open a
form to enter and publish the vacancy details. Users must select an
employer from the dropdown menu, which will display a list of vacancies with
their details. In the 'Action' column, users have two options: they can either
delete the vacancy using the “trash” icon or publish it using the “arrow” icon.
Once a vacancy is published, candidates will be able to apply for it through
their login as it will be visible on their dashboard.

& PUBLISH VACANCY

Employer:

Micro Turner VI v

SNo  Vacancy Posts Designation Age B/W Interview Date Time Action

1. 1/2024 [ sasdfsd ] H fdsfdsf 29/01/1990 TO 14/05/2024 14/05/2024 TO 17/05/2024 Time:10:30 AM A
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A confirmation popup will appear, providing essential instructions for
publishing the vacancy as shown below. Once you click 'Ok’, the vacancy
will be published. Similarly, a confirmation popup will appear with important
instructions for deleting the vacancy as shown below. After clicking 'Ok’, the
vacancy will be removed.

A Confirm X A Confirm X

Are you sure to Publish this Vacancy? Are you sure to Delete this Vacancy?

OK CANCEL OK CANCEL

An informative popup will appear stating "Vacancy has been published
successfully," as shown below.

An informative popup will appear stating "Vacancy has been deleted successfully,’
as illustrated below.

Info x

Vacancy has been Published Successfully. Kindly Shortlist
Candidates and Call For Interview.

OK

Info X

Vacancy has been Deleted.

OK

14. Application Fee

Note: There are no fees required for the Registration and Renewal
Process.
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