
 User Manual for District level users 

STEP 1 – Dashboard 

Dashboard:. After login in, a dashboard will appear and users of District level can view some quick 

facts like: Number of Fresh application, No. of approved application, No. of pending application, No. 

of sanctioned application etc. within the jurisdiction of concerned District. 

 

STEP 2 – Fresh Application 

 Fresh application:  users of District level can view application i.e. received with all attachments and 

verification report from block/ulb level, uploaded by the applicant. Just click on verify button and 

follow the steps to verify application. 



 

STEP 3 – Approved Application 

Approved application:  users of District level can view approved application i.e. received for 

certification with all attachments, uploaded by the applicant. And forwarded to Directorate level. 

 

 

STEP 4 – Approved Application View Details 

Details of Approved application:  users of District level can view approved application in details with 

parameter of verified applications. It can be searched, BDO/ULB wise.  



STEP 5 – Pending For Documents 

Pending For Documents:  Users of District level can view the applications i.e. pending for documents 

and take actions on that. 

 

STEP 6 – E Office Reference Files 

Users can create file with e-office reference. And upload all files & application for official 

communication. 

 



 

STEP 8 – Sanction Order Details (1st Instalment) 

Lists of all sanctioned cases from Directorate level will show here &  UC Upload facility is given for 1
st
 

instalment. 

 

 

 

 



STEP 9 – Sanction Order Details (2nd Instalment) 

Lists of all sanctioned cases from Directorate level will show here & UC Upload facility is given for 2
nd

 

instalment. 

 

 

STEP 10 – Required UC Files 

Sanctioned but UC is not uploaded from Block/ULB level can be view from this menu and District 

level users can take actions on that. 

 



 

STEP 11 – Uploaded UC Details 

Sanctioned and  UC is uploaded from Block/ULB level can be view from this menu and District level 

users can take actions on that. 

 

 

 

 



STEP 12 – Download UC files 

 

 

 

STEP 13 – Passwords of Block/ULB 

District level user can manage your block/ulb details from here. 

 

 

 



 

 

STEP 14 – District Status 

MIS Report & Statics on Application received. 

 

 

STEP 15 – Expenditure Report 

Financial year wise expenditure report can be achieved from these options. 



 

 

STEP 16 – Change password at DOMA Level 

Change password of your panel from here. 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 


