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MESSAGE ' \

The Tea Tribes Welfare Department has been pursuing relentlessly
for the socio-economic upliftment for the Tea Tribes community. Now to make
the beneficiary & scholarship distribution process more target oriented, error-
free and transparent the Online Application System is the need of the hour. |
appreciate the initiative of the Department for adopting the Online Application
System from 2020-21 and hope this will help the applicants consisting of

students and beneficiaries along with the officials involved in the process.

| wish the Department a great success.

tSanja%:han}




MESSAGE FROM
THE PRINCIPAL SECRETARY, TTWD

Dg. J. B, ExKa, IAS

[ated 12* of August, 2020

It gives me immense pleasure to present the SIRISH Online
Application System [or the various acholarships and other benefits under
Tea Tribes Wellare Department

In the past years, the Department used to collect the applications
physically at the Sub-division level, scrutinize and shortlist the candidates
and send the same 1o the Directarate of Tea Tribes Welfare Department for
disbursement of benefits. This led to undue delay in the disbursement of
benefits and posed difficulty for the Directorate to verify the various
documents,

The online application system will ensure that all the required
documents are uploaded in the system for the officials to verify and also
monitor the submission of applications district/sub-division wise and
ensure early disbursement of benefits.

t would like to thank the Hon'ble Chiefl Minister and the Hon'ble
Minister, Tea Tribes Welfare for their guidance and support and also the
alficials of Directorate of Tea Tribes Welfare Department for developing
SIRISH Online Application System.

[ sincerely hope that this Online Application System will help in
reaching of all the programmes implemented by the Department amongst
the community, ensure Lranap: and timely di of di
scholarships/benefits,

Fr303. Janata Dhasan, Cispar, Guwahal-T81 106 (Assam)




MESSAGE FROM THE DIRECTOR, TTW

Dinecic
Tes Tribees Welfare, Assam

Dated 12° of August, 2020

“The secrat af change is to focus all of
Jyour energy, not on fighting the old,
But on bullding the new. *
— Socrafes

As rightly sad |, the change was the need of the hour for the Tea Tribes
‘Welfare Department from the cumbersome and eroneous em to a streamlined,
dedicated, transparent and time-bound online application em- “SIRISH" from the
year 2020-21,

The online application system shall give access to the applicant and the
official alike about the status of the application and ensure that all the grievances related
to implementation are taken care of in time.

1 would like to thank the Hon'ble Minister, Tea Tribes Welfare and
pal Secretary, Tribes Welfare Department for their support and resting faith
s Welfare can develop and handle the Online Appl
Systern — SIRISH.

1 hope that the Online Application System will be able to touch the needy
for overall upliftment of the Tea Tribes commun

Tea Tribes Wellara, As
Guwahaty, Rufinag:
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INTRODUCTION

The Directorate of Tea Tribes Welfare is the
implementing body of Tea Tribes Welfare De-
partment. The Directorate implements a vari-
ety of schemes across a wide spectrum rang-
ing from scholarships for school/college going
students, skills & entrepreneurships, start-up-
grants-in-aid for self-employment activities,
grants-in-aid to women SHGs etc. These initia-
tives have brought about significant improve-
ments in the overall scenario however the
overall process of application for the schemes
depended on paperwork and applicants had to
fill manual forms that had to pass through dif-
ferent levels of filtration and processing which
eventually was a time-consuming process and
it was difficult for the applicants to track the
status of their own application. With the pro-
posed online application system, this process
shall become automated and the entire pro-
cess, right from filling forms to availing ser-
vices, shall be transparent, error-free and
time-bound.




PURPOSE

The purpose of this manual is to provide step-by-step
instructions to the users (Applicants/Students/SD-
WOs/Directorate, etc) on how to avail the services of
the online application system like registration, filling
up of forms, uploading of documents, verification and
recommendation by SDWOs/Directorate.
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FEATURES

»~ OTP through SMS during registration and creation of LOGIN I/D
and PASSWORD.

# Email notification to the applicant on successful registration.
» Acknowledgement receipt on successful submission of application.

Intimation of the status of the applications.

\

» Approval of the list of selected applicants and forwarding online by
the SDWOs.

= Download/Upload multiple documents facility to upload/download
ID proofs or any other related documents.

p~ Preview facility to preview the form before approving/submitting it.




HOW TO REGISTER?

. Open the url : www.ttwd.assam.gov.in

GOVERNMENT OF ASSAM

ThA TRIGES
DIRICTORATE FOR WELFARE

2.Click on the “Online Application” on the Home Page.

3.You will be redirected to an external link “Online Application
Portal”.

4.For new users, click on the REGISTRATION link. Existing users
can click on the LOGIN option.



5.Information to be provided by the applicant for registration-
I.Name

Il.Gender

[ll.Email Id

IV.Mobile number
( To send OTP for 1st time registration)

V.Password
VI.OTP sent to your mobile must enter in the space provided

VII.Click on Register.

Tea Tribes Welfare Applicant Registration

First Mame Middie Mame
Last Hame Geonder
Aale Female Others
Email Address mobile Mumber
Pazstword Ropeat Pastword Enter OTP Sent to Mobile
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LOGIN

1.After successful registration, applicants can login using
the username and password created during registration.

PLEASE LOGIN TO ONLINE
APPLICATION PORTAL

VoAl SNTPd SAETTETE LS AD0

Password

YOur STFoAg DALI—Crd

Cont have account 77 Register

Forgot Password 77

Tea Tribes weifare
Z01? Copyright Time infotech Solution

2.After clicking “Login”, the applicants’ Dashboard page appears.
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3.The applicant portal will have following tabs-
(i) DASHBOARD (i) APPLY ONLINE  (iii) APPLICATION STATUS

(iv) VIEW PROFILE  (v) GRIEVANCE  (vi) LOGOUT
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MALLIKA TRSA [T e -

APPLICATION PROCEDURE

A) PRE-MATRIC SCHOLARSHIP SCHEME
THE STEP-BY-STEP INSTRUCTIONS ARE AS FOLLOWS:

i.In the Dashboard page, click on the “APPLY ONLINE" tab.

i.under the STEP 1 - SELECT SCHEME tab, select the
scheme from the dropdown list for which the application is to be
submitted.

ii. Under the STEP 2 - Enter Personal Details tab, enter the re-
quired details of the applicant. (Please note : Some of the fields
will be pre-filled as allready entered during the time of Registra-
tion.)
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iv. All fields in the application form are mandatory to be filled by
the applicant.

v. Select District, Assembly Constituency, Sub-Division,GP/\VC-
DC and Tea Garden from drop down list. If GP/VCDC and Tea
Garden names are not available use “OTHERS” option and
manually enter in the field available for the same.
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vi.Select option (Yes/No) as above to apply for the scheme.

vii.Click on Save Form Details before proceeding to Next
step.

viii.Click on “Cancel Current Application” to cancel at any
stage of application.

ix.Under the STEP 3 - Upload Documents tab, upload the re-
quired documents. The formats for the documents can be
downloaded in the same page.
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Tea Tribes Weifare
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x.Upload a recent passport size photograph, scanned
copies of signature, Birth Certificate, Caste certificate,
Undertaking of Annual Income , First Page of Bank
Passbook and Certificate from Headmaster, mark sheet
of last examination passed with specified size and
format mentioned for each document.

xi.Save Uploaded Document and Proceed to Next Step.

xii.Under the STEP 4 - Update Bank Details tab, enter
details- Bank Account Number, Bank Name, Branch
Name and IFSC Code and Click on Save Bank Details
and Proceed to Next Step.
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xiii.Under the STEP 5 - Preview Application and
Final Submission tab, all details of the applicant
entered in the application form will be shown
before proceeding for final submission.
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Tea Tribes Welfare
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xiv.The applicant will be able to view each document that has
been uploaded here. Applicant can edit any data entered earlier
at any step by clicking the exact tab below the preview form
where the correction is to be made.

xv.After cross checking all information and documents provided
by the applicant, Click on Submit Application tab. To confirm
click on “Proceed with Submit Application”.

xvi.After Successful Submission of application the applicant will
be able to view his application number on upper right corner
under “APPLICATION STATUS” tab

Tea Tribey welfare =
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xvii. The applicant will be able to view the status of online appli-
cation at each stage after submission on this screen.
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B) POST-MATRIC SCHOLARSHIP SCHEME
THE STEP-BY-STEP INSTRUCTIONS ARE AS FOLLOWS:

i.In the Dashboard page, click on the “APPLY ONLINE” tab.

ii.Under the STEP 1 - SELECT SCHEME tab, select the scheme
from the dropdown list for which the application is to be submit-
ted.

iii. Under the STEP 2 - Enter Personal Details tab, enter the re-
quired details of the applicant. (Please note : Some of the fields
will be pre-filled as allready entered during the time of Registra-

Tea Tribes Welfare =
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iv.All fields in the application form are mandatory to be filled by the
applicant.

v.Select District, Assembly Constituency, Sub-Division, GP/VCDC
and Tea Garden from drop down list. If GP/VCDC and Tea Garden
names are not available use “OTHERS” option and manually enter in
the field available for the same.
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vii.Click on Save Form Details before proceeding to Next step.

viii.Click on “Cancel Current Application” to cancel at any stage of application.

ix.Under the STEP 3 - Upload Documents tab, upload the required documents.

formats for the documents can be downloaded in the same page.
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x.Upload a recent passport size photograph, scanned
copies of signature, Birth Certificate, Caste certificate,
Undertaking of Annual Income , First Page of Bank
Passbook and Certificate from Headmaster, mark sheet
of last examination passed with specified size and
format mentioned for each document.

xi.Save Uploaded Document and Proceed to Next Step.

xii.Under the STEP 4 - Update Bank Details tab, enter
details- Bank Account Number, Bank Name, Branch
Name and IFSC Code and Click on Save Bank Details
and Proceed to Next Step.
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xiii.Under the STEP 5 - Preview Application and Final Submission tab, all details of the
applicant entered in the application form will be shown before proceeding for final sub-
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xiv.The applicant will be able to view each document that has been uploaded here. Ap-
plicant can edit any data entered earlier at any step by clicking the exact tab below the
preview form where the correction is to be made.

xv.After cross checking all information and documents provided by the applicant, Click
on Submit Application tab. To confirm click on “Proceed with Submit Application”.

xvi.After Successful Submission of application the applicant will be able to view his ap-
plication number on upper right corner under “APPLICATION STATUS” tab
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xvii.The applicant will be able to view the status of online application at each stage
after submission on this screen.
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C) SIMON SING HORO SPECIAL SCHOLARSHIP SCHEME
THE STEP-BY-STEP INSTRUCTIONS ARE AS FOLLOWS:

i.In the Dashboard page, click on the “APPLY ONLINE" tab.

i.Under the STEP 1 - SELECT SCHEME tab, select the scheme from the drop-
down list for which the application is to be submitted.

iii. Under the STEP 2 - Enter Personal Details tab, enter the required details of
the applicant. (Please note : Some of the fields will be pre-filled as entered during

the time of Registration.)
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iv.All fields in the application form are mandatory to be filled by the applicant.

v.Select District, Assembly Constituency, Sub-Division, GP/VCDC and Tea Garden
from drop down list. If GP/VCDC and Tea Garden names are not available use
“OTHERS” option and manually enter in the field available for the same.
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vi.Select option (Yes/No) as above to apply for the scheme.

vii.Click on Save Form Details before proceeding to Next step.

viii.Click on “Cancel Current Application” to cancel at any stage of application.

ix.Under the STEP 3 - Upload Documents tab, upload the required documents.
The formats for the documents can be downloaded in the same page.
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x.Upload a recent passport size photograph, scanned copies of
signature, Birth Certificate, Caste certificate, Undertaking of
Annual Income , First Page of Bank Passbook and Certificate
from Headmaster, mark sheet of last examination passed with
specified size and format mentioned for each document.

xi.Save Uploaded Document and Proceed to Next Step.

xii.Under the STEP 4 - Update Bank Details tab, enter details-
Bank Account Number, Bank Name, Branch Name and IFSC
Code and Click on Save Bank Details and Proceed to Next
Step.
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xiv.The applicant will be able to view each document that
has been uploaded here. Applicant can edit any data en-
tered earlier at any step by clicking the exact tab below
the preview form where the correction is to be made.

xv.After cross checking all information and documents
provided by the applicant, Click on Submit Application
tab. To confirm click on “Proceed with Submit Applica-
tion”.

xvi.After Successful Submission of application the appli-
cant will be able to view his application number on upper
right corner under “APPLICATION STATUS" tab
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xvii.The applicant will be able to view the status of online
application at each stage after submission on this screen.
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D) FINANCIAL ASSISTANCE FOR HIGHER STUDIES
THE STEP-BY-STEP INSTRUCTIONS IS AS FOLLOWS:

i.In the Dashboard page, click on the “APPLY ONLINE" tab.

i.Under the STEP 1 - SELECT SCHEME tab, select the scheme from the dropdown
list for which the application is to be submitted.

iii. Under the STEP 2 - Enter Personal Details tab, enter the required details of the ap-
plicant. (Please note : Some of the fields will be pre-filled as allready entered during
the time of Registration.)

Tea Tribes Wellore =
MALLIKA TABA ':WL" ANT DASHEOARD Dasrbeart gy mame
A anbesafure =
ez g
mt L 30004708 048
& DASHROWRD

& APPLY OMUNE STEP 4 STEP 2 STEP Y STEP 4 STEPS
Select Scheine: Enter Persoral Delails Upesact Dn et Upakale Bar Driah Proview hpplication and § vl Sobmision

L APPLICATION STATUS
Stemon Sang Horo Special Scholarship Scheme (One-time benefit for HSLOHESLE Passed candhdate)

& VEWPROFILE
& i Candidats Mame Dt of Birth Gendar
S Gl " & o 20 MAE
Fathee's Name
AGA

Aaamibhy eonatituency

v JORAAT
iv.All fields in the application form are mandatory to be filled by the applicant.

v.Select District, Assembly Constituency, Sub-Division, GP/VCDC and Tea Garden
from drop down list. If GPVCDC and Tea Garden names are not available use

“OTHERS" option and manually enter in the field available for the same.
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vi.Select option (Yes/No) as above to apply for the scheme.

vii.Click on Save Form Details before proceeding to Next step.

viii.Click on “Cancel Current Application” to cancel at any stage of application.

ix.Under the STEP 3 - Upload Documents tab, upload the required documents. The
formats for the documents can be downloaded in the same page.
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x.Upload a recent passport size photograph, scanned copies of signature, Birth Certif-
icate, Caste certificate, Undertaking of Annual Income , First Page of Bank Passbook
and Certificate from Headmaster, mark sheet of last examination passed with speci-
fied size and format mentioned for each document.

xi.Save Uploaded Document and Proceed to Next Step.

xii.Under the STEP 4 - Update Bank Details tab, enter details- Bank Account Number,
Bank Name, Branch Name and IFSC Code and Click on Save Bank Details and Pro-
ceed to Next Step.
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xiii.Under the STEP 5 - Preview Application and Final Submission tab, all details of the
applicant entered in the application form will be shown before proceeding for final
submission.




xiii.Under the STEP 5 - Preview Application and Final Submission tab, all details of the
applicant entered in the application form will be shown before proceeding for final
submission.
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xiv.The applicant will be able to view each document that has been uploaded here. Ap-
plicant can edit any data entered earlier at any step by clicking the exact tab below the
preview form where the correction is to be made.

xv.After cross checking all information and documents provided by Application tab. To
confirm click on “Proceed with Submit Application”.

xvi.After Successful Submission of application the applicant will be able to view his ap-
plication number on upper right corner under “APPLICATION STATUS” tab
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xvii. The applicant will be able to view the status of online application at each stage
after submission on this screen.



E] FINANCIAL ASSISTANCE FOR ANM/GNM/TECHNICAL COURSES
THE STEP-BY-STEP INSTRUCTIONS ARE AS FOLLOWS:

i.In the Dashboard page, click on the “APPLY ONLINE" tab.

i.Under the STEP 1 - SELECT SCHEME tab, select the scheme from the dropdown
list for which the application is to be submitted.

iii. Under the STEP 2 - Enter Personal Details tab, enter the required details of the ap-
plicant. (Please note : Some of the fields will be pre-filled as allready entered during
the time of Registration.)
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iv.All fields in the application form are mandatory to be filled by the applicant.

v.Select District, Assembly Constituency, Sub-Division, GP/VCDC and Tea Garden
from drop down list. If GP/VCDC and Tea Garden names are not available use
“OTHERS" option and manually enter in the field available for the same.
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vi.Select option (Yes/No) as above to apply for the scheme.

vii.Click on Save Form Details before proceeding to Next step.

viii.Click on “Cancel Current Application” to cancel at any stage of application.

ix.Under the STEP 3 - Upload Documents tab, upload the required documents. The

formats for the documents can be downloaded in the same page.
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x.Upload a recent passport size photograph, scanned copies of signature, Birth Certif-
icate, Caste certificate, Undertaking of Annual Income , First Page of Bank Passbook
and Certificate from Headmaster, mark sheet of last examination passed with speci-
fied size and format mentioned for each document.

xi.Save Uploaded Document and Proceed to Next Step.
xii.Under the STEP 4 : Update Bank Details tab, enter details- Bank Account Number,

Bank Name, Branch Name and IFSC Code and Click on Save Bank Details and Pro-
ceed to Next Step.

MALLINA TASA APPLICANT ASIROME Bt . g e 1 G

W DASHBOARD

& APPLY ONLNE STEP 4 ST 2 STP3 P4 STEP 5
Select Scheme | Erter Personal Detad | Upload Documents [EETVFPEIR,PRINN  Previn Appiication and Final Submision

L APRUICATION STATUS

e 15 e teperbeee iy 7
Wecore gen/
Lot Loghn e 230008 Q1M P

& VIEW PROFILE
L N Eank Mame
§ GREVING
eI 5B
OGOUT
0 Eranch Name IFSC Code
CINAMARA SINO018ATS

xiii.Under the STEP 5 - Preview Application and Final Submission tab, all details of the
applicant entered in the application form will be shown before proceeding for final sub-
mission.
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xiii.Under the STEP 5 : Preview Application and

Final Submission tab, all details of the applicant en-
tered in the application form will be shown before
proceeding for final submission.

ALY ThlA Drvenird | St ey

e
Lo g N0 b

# DABEOMD
& APRLY OMLINE ey | sy sty
d Scheww | Eribew Pl Ovisdhy | Uplousd Bocumenty Prview Apclication and Firud Submestion
L APPUCATION STATLS
Scheme Mame: Fraccal Amnzaace for MU0 Tectocal Courees

& VEWPROFLE

First N iy *icds Wms Lt Mamwr TSR
& RN

Dot ol Biethe: 09043001 Gender: WALE Fathaeaur dine  Rumy o W
© LogouT

Willgge Towa: CBO@MARL hddreae COLDmY

Dlatrict: JORAT Nusevmbly combituancy: JORAT Subivhiioer JORHAT

T Gortdem. CMMISRL T E Pest Dffice: ChIAERS FinCode: THRLCH
. N B L et L Yo of Paing: 3014 Division & Perractage: | (4%
3 ny Bae: H3L Foand: AHSEC Yoar of Passing: 2014 Division t Pervastage: || 635
& APPLICATION STATIS e Bk Year of Pasing: Dhviion B Pertactage ()
& MEWFROFLE Course Peruaing. 550 5 TESS Coures Fees: FHID Mame and addrem of the metitution where sudying B COLLEE

§ RENE

Parwmt s uardian' s oo focome; e Cante (TOLEn-TOL ) Cvtificate:
O LoGouT

Whtier recehend finsacin’ mvirtanee under thes schame during the Lest

o
]

Fil (ode sed0ibn




L APPLY ONLNE

D08 Cenficate

&L APPUCATION STATUS

& VEWPROFLE

 GREVANCE

© LoGouT

Urderaiing on anrual income Marksheet of G xamination Admian

Are you sure?

Yo el ot b able o Moy Appiiation Formm Later

Proceed with Subwnit




xiv.The applicant will be able to view each document that has been uploaded here. Ap-
plicant can edit any data entered earlier at any step by clicking the exact tab below the
preview form where the correction is to be made.

xv.After cross checking all information and documents provided by the applicant, Click

on Submit Application tab. To confirm click on “Proceed with Submit Application”.

xvi.After Successful Submission of application the applicant will be able to view his ap-
plication number on upper right corner under “APPLICATION STATUS” tab
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F] COACHING FOR HIGHER STUDIES
THE STEP-BY-STEP INSTRUCTIONS ARE AS FOLLOWS:

i.In the Dashboard page, click on the “APPLY ONLINE” tab.

ii.Under the STEP 1 - SELECT SCHEME tab, select the scheme from the dropdown
list for which the application is to be submitted.

iii. Under the STEP 2 - Enter Personal Details tab, enter the required details of the ap-
plicant. (Please note : Some of the fields will be pre-filled as allready entered during
the time of Registration.)
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iv.All fields in the application form are mandatory to be filled by the applicant.

v.Select District, Assembly Constituency, Sub-Division, GP/VCDC and Tea Garden
from drop down list. If GP/VCDC and Tea Garden names are not available use
“OTHERS” option and manually enter in the field available for the same.
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vi.Select option (Yes/No) as above to apply for the scheme.

vii.Click on Save Form Details before proceeding to Next step.

viii.Click on “Cancel Current Application” to cancel at any
stage of application.

ix.Under the STEP 3 - Upload Documents tab, upload the re-
quired documents. The formats for the documents can be
downloaded in the same page.
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x.Upload a recent passport size photograph, scanned copies of signature, Birth Certif-
icate, Caste certificate, Undertaking of Annual Income , First Page of Bank Passbook
and Certificate from Headmaster, mark sheet of last examination passed with speci-
fied size and format mentioned for each document.

xi.Save Uploaded Document and Proceed to Next Step.
xii.Under the STEP 4 - Update Bank Details tab, enter details- Bank Account Number,

Bank Name, Branch Name and IFSC Code and Click on Save Bank Details and Pro-
ceed to Next Step.
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xiii.Under the STEP 5 - Preview Application and Final Submission tab, all details of the
applicant entered in the application form will be shown before proceeding for final sub-
mission.
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xiv.The applicant will be able to view each document that has been uploaded here. Ap-
plicant can edit any data entered earlier at any step by clicking the exact tab below the
preview form where the correction is to be made.

xv.After cross checking all information and documents provided by the applicant, Click
on Submit Application tab. To confirm click on “Proceed with Submit Application”.

xvi.After Successful Submission of application the applicant will be able to view his ap-
plication number on upper right corner under “APPLICATION STATUS” tab

xvii.The applicant will be able to view the status of online application at each stage
after submission on this screen.
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G) SWAHID DAYAL DAS PANIKA SWANIYOJAN ACHONI
THE STEP-BY-STEP INSTRUCTIONS ARE AS FOLLOWS:

i.In the Dashboard page, click on the “APPLY ONLINE” tab.

i.Under the STEP 1 - SELECT SCHEME tab, select the scheme from the dropdown
list for which the application is to be submitted.

iii. Under the STEP 2 - Enter Personal Details tab, enter the required details of the ap-
plicant. (Please note : Some of the fields will be pre-filled as allready entered during
the time of Registration.)
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iv.All fields in the application form are mandatory to be filled by the applicant.

v.Select District, Assembly Constituency, Sub-Division, GP/VCDC and Tea
Garden from drop down list. If GP/VCDC and Tea Garden names are not
available use “OTHERS” option and manually enter in the field available for
the same.
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vi.Select option (Yes/No) as above to apply for the
scheme.

vii.Click on Save Form Details before proceeding to
Next step.

viii.Click on “Cancel Current Application” to cancel at
any stage of application.

xi.Under the STEP 3 - Upload Documents tab,
upload the required documents. The formats for the
documents can be downloaded in the same page.
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x.Upload a recent passport size photograph, scanned copies of signature, Birth Certif-
icate, Caste certificate, Undertaking of Annual Income , First Page of Bank Passbook
and Certificate from Headmaster, mark sheet of last examination passed with speci-
fied size and format mentioned for each document.

xi.Save Uploaded Document and Proceed to Next Step.
xii.Under the STEP 4 - Update Bank Details tab, enter details- Bank Account Number,

Bank Name, Branch Name and IFSC Code and Click on Save Bank Details and Pro-
ceed to Next Step.

xiii.Under the STEP 5 - Preview Application and Final Submission tab, all details of
the applicant entered in the application form will be shown before proceeding for final

submission.
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xiv.The applicant will be able to view each docu-
ment that has been uploaded here. Applicant can
edit any data entered earlier at any step by clicking
the exact tab below the preview form where the
correction is to be made.

xv.After cross checking all information and docu-
ments provided by the applicant, Click on Submit
Application tab. To confirm click on “Proceed with
Submit Application”.

xvi.After Successful Submission of application the
applicant will be able to view his application
number on upper right corner under “APPLICA-
TION STATUS” tab
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H) GRANT TO WOMEN SHGS
THE STEP-BY-STEP INSTRUCTIONS ARE AS FOLLOWS:

i.In the Dashboard page, click on the “APPLY ONLINE” tab.

i.Under the STEP 1 - SELECT SCHEME tab, select the scheme
from the dropdown list for which the application is to be submit-
ted.

iii. Under the STEP 2 - Enter Personal Details tab, enter the re-
quired details of the applicant. (Please note : Some of the fields
will be pre-filled as allready entered during the time of Registra-
tion.)
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iv.All fields in the application form are mandatory to be
filled by the applicant.

v.Select District, Assembly Constituency, Sub-Divi-
sion, GP/VCDC and Tea Garden from drop down list.
If GP/VCDC and Tea Garden name not available use
“OTHERS" option and manually enter in the field avail-
able for the same.
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iv.All fields in the application form are mandatory to be filled by the
applicant.

v.Select District, Assembly Constituency, Sub-Division, GP/VCDC
and Tea Garden from drop down list. If GR/VCDC and Tea Garden
names are not available use “OTHERS" option and manually enter
in the field available for the same.

vi.Select option (Yes/No) as above to apply for the scheme.
vii.Click on Save Form Details before proceeding to Next step.

viii.Click on “Cancel Current Application” to cancel at any stage of
application.

ix.Under the STEP 3 - Upload Documents tab, upload the required
documents. The formats for the documents can be downloaded in
the same page.
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x.Upload a recent passport size photograph, scanned copies of signature, Birth Certif-
icate, Caste certificate, Undertaking of Annual Income , First Page of Bank Passbook
and Certificate from Headmaster, mark sheet of last examination passed with speci-
fied size and format mentioned for each document.

xi.Save Uploaded Document and Proceed to Next Step.
xii.Under the STEP 4 - Update Bank Details tab, enter details- Bank Account Number,

Bank Name, Branch Name and IFSC Code and Click on Save Bank Details and Pro-
ceed to Next Step.




xiii.Under the STEP 5 - Preview Application and Final

Submission tab, all details of the applicant entered in
the application form will be shown before proceeding for
final submission.
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xiv.The applicant will be able to view each document that
has been uploaded here. Applicant can edit any data en-
tered earlier at any step by clicking the exact tab below the
preview form where the correction is to be made.

xv.After cross checking all information and documents pro-
vided by the applicant, Click on Submit Application tab. To
confirm click on “Proceed with Submit Application”.

xvi.After Successful Submission of application the appli-
cant will be able to view his application number on upper
right corner under “APPLICATION STATUS” tab

Tea Tribes wedtare

The applicant will be able to view the status of online appli-
cation at each stage after submission on this screen.
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