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1. AGENCY REGISTRATION 

 

 
 

 Click on the “Agency Registration” icon. 

 Registration form will be displayed. 
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 Fill in all the necessary details and click on “Submit” button. 
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 Click on “Yes” in the Confirmation box. 
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 Enter the OTP received on the entered email-id. 

 After verification, click on Login. 
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 Enter the user’s username and password. Click on “Login”. 
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 In the Services link, click on “Request for approval of IA” link. 
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 Select the EIA office from the drop down and then click on “Proceed”. 

 Fill the displayed form. 
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 Upload the appropriate documents by clicking on the “Choose” button. 

 User can add more product information by clicking on the “Add Row” button. 

 User can delete a row by clicking on “Remove” in front of the row.  
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 After entering all the entries, click on “Save Section” to save all the details. 

 Click on the link to download the document 
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 Fill in the details on the document and then upload it. 

 

 

 

 
 

 After filling the entire form, make the payment and click on “Submit” button. 
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 Click on the Approval ID which user wants to view. 

 

 
 

 Click on “Back” button after viewing the form. 

 Click on “Logout”. 

2. DEALING OFFICER RECIEVES THE APPLICATION 

 Login from the Dealing Officer credentials. 
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 In the “Applications” drop down, go to “Received Applications”, and click on “Inspection Agency”. 

 

 
 

 Click on the “Action” link in front of the user’s Application No. 

 The Inspection Agency detail will be displayed. 
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 User can view his/her application form by clicking on the application number. 

 Click on “Application Status Log” link to view the application status log. 

 Click on “Download Adequacy Report” link to download the report. 

 Select the appropriate radio button and accordingly choose the option from the drop down. 

 If “Seek clarification from Inspection Agency” option is chosen, the application will be forwarded 

to the Inspection Agency. If “Forward the application to director” option is chosen, the application 

will be forwarded to the Director. In this case, the application is being forwarded to the Director. 

 Click on “Submit” button. 
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 Click on the Application No. to view the application form. 

 The application has been assigned to the Director. 

 

3. DIRECTOR RECIEVES THE APPLICATION FROM THE DEALING OFFICER 

 Login with Director Credentials. 
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 Upload the appropriate document by clicking on the “Choose” button. 

 Select the radio button and choose “Lead Assessor (Deputy director)” option from the drop down. 

 Click on “Submit” button if the user wants to proceed, else click on “Back” button to go back. 

 

 
 The application has been assigned to the Lead Assessor (Deputy director). 
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4. LEAD ASSESSOR (DEPUTY DIRECTOR) RECIEVES THE APPLICATION FROM THE 

DIRECTOR 

 

 Login with valid Lead Assessor (Deputy Director) Credentials. 

 

 
 

 Click on the ‘Download Adequacy Report’ link to download the adequacy report. 
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 Fill the details in the document and upload it back by clicking on the “Choose” button. 

 Choose the appropriate option from the radio buttons and dropdowns. If “Ask clarification from the 

Inspection Agency regarding application and quality manual” is selected, the application will be 

forwarded to the Inspection Agency. If “Submit the Adequacy report to the dealing officer” is 

selected, the application will be forwarded to the dealing officer. In this case, the application is 

forwarded to the Dealing officer. 

 Click on ‘Submit’ button after completing the form. 
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 The application is assigned to the Dealing Officer. 

 

5. DEALING OFFICER RECIEVES APPLICATION FROM LEAD ASSESSOR (DEPUTY 

DIRECTOR) 

 
 Click on “Download Adequacy Report” link to download the adequacy report. 

 Choose the appropriate option from the radio button and the dropdown. If “Seek clarification from 
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the Lead Assessor regarding Adequacy process” option is selected, select the Lead Assessor from 

the dropdown and the application will be forwarded to the Lead Assessor. If “Recommend to the 

Director for the selection of officers for site audit process” is selected, the application will be 

forwarded to the Director. In this case, the second radio button is selected.  

 Click on “Submit” after completing the form. 

 The application has been assigned to the director. 

 

6. DIRECTOR RECIEVES THE APPLICATION FROM THE DEALING OFFICER 
 

 Login with valid Director Credentials. 

 Open the Agency Approval details. 

 

 
 

 Select the relevant option from the radio button list. If “Reject the Inspection Agency” is selected, 

the application will be assigned to the joint director.  

 If “Select the officers for the site audit process” option is selected, select the Lead Assessor from 

the dropdowns displayed. 

 Click on the “Choose” button to upload the relevant documents. 

 Click on “Submit” after completing the form. Click on “Back” button to go back. 
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 The application has been assigned to the Lead Assessor (Deputy director). 

 

7. LEAD ASSESSOR (DEPUTY DIRECTOR) RECEIVES APPLICATION FROM THE 

DIRECTOR 

 
 

 Enter the Closer date of the raised NC in the box given. 

 Click on the “Raise Non Conformity” link to raise a NC. A Non Conformity report will be 

opened. 

 



       USER MANUAL 

User Manual For EIC Page 23 

 

 

 

 

 
Fill in the displayed form by choosing the relevant options from the dropdowns, etc. Save or delete the 

entries by clicking on the respective icons in the Action column. Click on “View History” link to view the 

history. 

 Download the format of the site audit report by clicking on the link given. 
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 Fill in this form and upload it by clicking on the “Choose” button. 

 Give the remarks in the space provided and upload the documents by clicking on “Choose” button. 

 Choose one option from the radio button list, and then accordingly choose options from the 

dropdowns. The Lead Assessor (Deputy director) can ask query from the inspection agency, or can 

submit the application to the inspection agency for the acknowledgement of the non-conformity 

report and the site audit report. 

 Click on ‘Submit’ button after completing the form, or click on ‘Back’ button to go back. 

 The Inspection Agency details will be displayed. 

 
 Enter the remarks in the space given. 

 Upload the documents by clicking on the ‘Choose’ button. 

 Select the radio button and select the relevant option from the dropdown. 

 Click on ‘Submit’ button after completing the form. 

 The query will be forwarded to the inspection agency. 
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8. INSPECTION AGENCY RECIEVES APPLICATION FROM LEAD ASSESSOR 

 
 Click on ‘Action’ link to view the Inspection Agency detail. 

 

 
 Click on the checkbox to acknowledge the Non-Conformity. 

 Click on the ‘View Non Conformity’ link. 
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 Click on the ‘Action’ icon to take the necessary action against the raised Non-Conformity. 

 

 
 

 Enter the remarks in the given space and upload the required documents by clicking on the 

‘Choose’ button. 

 Then click on ‘Submit to officer’ button. If no measures are to be taken, then click on ‘Close’ 

button. 

 Click on the ‘View History’ link to open the history of the Non-Conformity. 
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 Click on ‘Close’ button to close the History dialog box. 

 Click on ‘Close’ button. 

 Click on the download link in the ‘Site Audit Detail’ section to download the Site Audit form and 

check the checkbox. 
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 Enter the remarks in the space given and upload the required documents by clicking on the 

‘Choose’ button. 

 Select the radio button and select ‘Lead Assessor (Deputy director)’ from the dropdown displayed. 

 Click on ‘Submit’ button if completed, else click on ‘Back’ button. 

 The query will be replied to the Lead Assessor (Deputy director). 

 

9. LEAD ASSESSOR (DEPUTY DIRECTOR) RECIEVES APPLICATION FROM INSPECTION 

AGENCY 

 Login with the Lead Assessor (Deputy director) credentials. 
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  The acknowledgement status of the Non-Conformity report and site audit report is displayed in 

green background. 

 Click on ‘Edit Non Conformity’ link. 
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 Click on the ‘Cross’ icon in the Action column to close the Non-Conformity. 

 Click on the ‘Close’ button. 

 Download the Site Audit report by clicking on the link provided. Fill it and then upload it back. 

 Select one of the radio buttons.  

 
 

If “Ask query from Inspection Agency” is chosen, select the inspection agency name from the 

displayed dropdown.  

If “Submit to dealing officer” is chosen, download the checklist formats by clicking on the 

‘Download’ links. 
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Fill in these formats and upload them back by clicking on the ‘Choose’ button. 

 Select the dealing officer from the displayed dropdown. 

 Click on ‘Submit’ button or ‘Back’ button. 

 On clicking on ‘Submit’ button, the application will be assigned to the Dealing Officer. 
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10. DEALING OFFICER RECIEVES APPLICATION FROM LEAD ASSESSOR (DEPUTY 

DIRECTOR) 

 Login with the dealing officer credentials. 

 Open the Inspection Agency details. 

 
 

 The Site Audit Detail is displayed. 

 Enter the remarks in the space given. 

 Choose one of the radio buttons and then choose the required dropdown option. If “Ask 

clarification from the Lead Assessor” option is selected, the application will be submitted to the 

selected lead assessor from the dropdown. If “Request to Director for the permission to submit the 

report to ministry” is selected, the application will be submitted to the Director. In this case, the 

application will be forwarded to the director. 

 The Lead Assessor (Deputy director) can ask clarification from the Lead Assessor or request the 

director for permission to submit the report to ministry. 

 Click on ‘Submit’ or ‘Back’ button after completing the form. 

 The application will be assigned to the director. 
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11. DIRECTOR APPROVES THE AGENCY 

 Login with Director Credentials. 

 Open the Inspection Agency detail. 

 

 
 Enter the remarks in the space provided. 

 Choose one of the radio buttons. Here, the inspection agency can be approved, or clarification can 

be asked from the Dealing Officer. 

 If ‘Approve the inspection agency’ is selected, the inspection agency will be approved. If ‘Ask 

clarification from the dealing officer’ is selected, the application will be submitted to the dealing 

officer. 

 Click on ‘Submit’ button. 

 The application is approved. 

 

12. INSPECTION AGENCY IS APPROVED 

 Login with inspection agency credentials. 
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In the Status column, the status of the inspection agency will be shown “Approved”. 

 

13. APPLICATION FOR RENEWAL OF INSPECTION AGENCY 

 The user can request for the renewal of the Inspection Agency after the approval expires. 

 Login with the Inspection Agency credentials. 

 

 
 Go to Services>Request for Renewals. 
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 Select the “Request for renewal” radio button and then click on “Proceed” button. 

 A “List of Agency” will be displayed. 

 Click on the “Action” link in front of the user’s Approval No. 

 A pre-filled form will be opened. The user can edit the entries and then submit the form.  

 The succeeding work flow is same as the Approval of inspection agency. 

 

 

 

14. APPLICATION FOR ADDITION OF SCOPE OF INSPECTION AGENCY 
 

 Go to Services>Request for Addition of Scope 

 A pre-filled form will be opened. The user can edit the scope and port part of application for which 

the user is seeking for additional facilities. After applying for additional facilities user submits the 

form.  

 The succeeding work flow is same as the Approval of inspection agency. 
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