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1. Introduction to Bihar RTPS and Other Services on ServicePlus

1.1 Bihar Right To Public Service (RTPS) Act and other Services are configured
on ServicePlus software framework of NIC for online operation. The homepage of
online services of Bihar is available at URL: http://serviceonline.bihar.gov.in: -
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(i) Applicant, Executive Assistant, Verifying Officer and Designated Officer of
Bihar must use URL: http://serviceonline.bihar.gov.in to apply for or to
process RTPS and other services.

(i)Online Applicant (Citizen or Business) should use left menu of the homepage.
Executive Assistant, Officer and Admin should use “Officer / Admin Login”
given at top-right corner of the homepage.

(iii)  http://serviceonline.bihar.gov.inwill best work in Mozilla Firefox Browser

for Photo Capture through Webcam.
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1.2  ServicePlus is a meta data based integrated, configurable, e-Service delivery
and grievance redressal software framework of NIC. It is available at URL:
http://serviceonline.gov.in: -
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1.3  System Configuration for working of ServicePlus: -

(i)  Pre-requisites: -

SN | User Type Hardware and Software Pre-Requisites
1 | Executive e 32 bit or 64 bit Computer / Laptop with Windows OS
Assistant (EA) installed.
e \Webcam, Scanner, Printer etc installed.
e Mozilla Firefox browser installed (necessary).
e Adobe Flash Player for Mozilla Firefox installed.
2 | Officer e 32 bit or 64 bit Computer / Laptop with Windows OS
installed.
(Verifying e Scanner, Printer etc installed.
Offi_cer, e Mozilla Firefox browser installed (recommended).
Designated e Java 1.8 for 32 bit / 64 bit Windows OS installed.
Officer etc.) e Digital Signature Certificate (DSC) Driver from DSC
Token installed.,
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(i) Installation of “Mozilla Firefox” Browser: -

Download itfromhttps://mozilla_firefox.en.downloadastro.com/.
Install it as “Standard” installation type.

Disable “Pop-up Blocker” for all sites.

JavasScript is enabled by default and it should be kept enabled.

(ili) Installation of “Adobe Flash Player” for Mozilla Firefox Browser: -

Visit URL: https://get.adobe.com/flashplayer/otherversions/

Step: 1of 3

Adobe Flash Player About: Terms & conditions:

Adober Flash® Player (s oll.i\'wn-luhl By clicking the “Download now’ button, you
broweser plug-in and rich Intern ackn owlevdﬁ: Siat yeupieen SERD Arid ares
3 i 0 the Adobe Soltware Licansing ARrsement.

Download now

Step-10of 3

About: Terms & conditions:

Adobe® Flash® Flayer 12 s ightweight By clicking the "Downioad now' button, you
browser plug-in and rich Infermet u:‘:r‘owlecge ihutwu hm rucf aried jeses
BPEHCAtGn runtime that delivers consistent 1o the Ades! offwaEre Lo A

a0 ENGAgIng USSr experiences, Sunning

FUSicHvides Dlayback, and exciting

gamaplay.

Installed on more than 13 billion systems,

Flash Player is the stardard for delivering
hagh-lmpact, rich Wb contant

antrvirus softwars must atlow
stall softwar

Download now

Step:10of 3

About: Terms & conditions:

Acobe Flash® Blayer Is & ightweight By clicking the "Download now' button, you
browser plug-in wnd rich Inermet Mwmq- et veu nave resd and utu
Spplication runtime that delivers conmistent 10 the Adol Softw FNLNE AQIeyme
And NgagiNE USOr eXDenances, Stunning
sudio/video playback, and exciting

amuplay

13 billion systems,
for duiivering

Download now
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Un-check all “Optional offers” and click on [Download now] button for download
flash player installer.

Step:10of 3

Adobe Flash Player . Terms & conditions:

h = af mstall the free McAfoe Sacurity By clicking tho "Download now® button, you
B B ¢ B Ecdh Plus Utllity to check the status of acknowledge that you have read and agree
e “ = P C security. twill not modify tothe Adobe Softwars Licensng Agraement.
m‘ 'I: . e exiFINg antivinis program ar FC

i el install McAfee Safe Connect 1o
VYindows 10/Windows B ' kefep My onling activitles and personal
I private and securs with 2 single tap
1 mETE

St 2 T
FP 32 for Firelox - NPAP v 1 McAfee

System raquirements

Download now
mbination is not displayed,
raions page otal sizer 20 ME

| Copyight & 2019 Adctie . A rights reserved
o | erms of ime | Privacy | Cockies

After completion of installer download, double-click on the installer to do the
installation. Press [Next] and then click on [Finish].

Adcbe Flash Player Installer — %

Update Flash Player Preferences

Security updates and enhancements are periodically released for Adobe Flash Player
that can be downloaded and installed automatically.

IMPORTANT : Your update options have recently changed L earn More

Choose your update option:

@ Allow Adobe to install updates (recommended)
) Notify me to install updates
) Never check for updates (not recommended)

Next
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2.

2.1

Working of Services on ServicePlus

User Types on ServicePlus: -

Users of ServicePlus can be categorized as (i) Applicants (Citizen or Business), (ii)
Executive Assistant (EA), (iii) Verification Officer (VO), (iv) Designated Officer
(DO),and (v) Admin (Administrator). User details are given below: -

SN | User Type / | Description, Role and Function
Task

1 | Applicants | Apply either Online or through RTPS Counter / Citizen
(Citizen or | Facilitation Centre (CFC) for getting services. For Online
Business) / | Application, they need to Sign-up (one time) and Login to
Application | ServicePlus. For Application through RTPS Counter / CFC, they
Submission | need to go to the concern RTPS Counter / CFC with filled-in

prescribed Application Form for submission.
Please refer “Applicant User Manual”.

2 | Executive Enter Application details at RTPS Counter/ CFC, provide
Assistant Acknowledgement, and deliver printed Certificate to Applicant.
(EA) /

Entry Please refer both “Applicant User Manual” and “Officer
&Delivery | User Manual”.

3 | Verifying Take action on Application either applied Online or through
Officer RTPS Counter / CFC. VO will enter Verification details and
(VO) forward the Application to Designated Officer (DO) for further
IVerify& necessary action.

Forward Please refer “Officer User Manual”.

4 | Designated | DO (CO, RDO, CDPO, SDO / Authorizes Officer by SDO,
Officer Authorizes Officer by DM etc) can take action (Approve & Issue,
(DO) Forward, Reject, Return back, Callback etc) on Application
/Approve& | forwarded by VO after Verification entry.

Issue Please refer “Officer User Manual”.

5 | Admin/ Administrators can manage creation and activation of Users (EA,
Manage VO, DO etc) at Panchayat (RLB), Block/Circle, ULB, Sub-
User Division, District and Department levels.

Please refer “Admin User Manual”.

Note: -

User Credential for Administrators will be created and communicated to
them by ServicePlus Team.

User Credential for Officers (EA, VO, DO etc) will be created and
communicated to them by Administrators.

Administrators and Officers need not register on ServicePlus. Only, the
Password and User Profile need to be updated after first login.

Task of Verification Officer (VO) can be performed by Executive Assistant
(EA) or Designated Officer (DO) depending on service / infrastructure.
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2.2 Process of getting Services through ServicePlus

2.2.1 Process of getting RTPS Services

(A) Application Submission: -

Applicants are advised to don’t apply again and again for a new Certificate if
previously issued Certificate is still valid. Instead, they should use the same

Certificate again and again for different purposes.

Applicant (Citizen) can apply for RTPS Services in two modes - (i) Online and (ii)
through RTPS Counters.

(i) Online Mode: -

e Applicants can apply online any-time (24 x 7) through any-means (Desktop,
Laptop, Tablet, Smartphone etc having Internet connection) from any-where
(Home, Office, Internet Dhaba, Kiosk, Common Service Centre (CSC), Citizen
Facilitation Centre (CFC) etc).

e Online Applicants are advised to go through “Applicant User Manual” before
applying in ServicePlus for getting services. Download it from “User Manual”
section of the homepage (http://serviceonline.bihar.gov.in).

e Applicants need to sign-up (one time), login, fill Online Application Form, upload
Attachment(s) (scanned copy of service specific document at least the mandatory
(*) document), and submit the Application. So, before applying for any service,
they are advised to keep ready the scanned copy of those documents preferably in
small sized PDF format.

e Optional / mandatory Aadhaar based Authentication (by Name Matching and OTP
on Registered Mobile) facility is available depending on service. Applicants should
authenticate themselves through Aadhaar based Authentication.

e Applicants will get online Acknowledgement along with copy of Application
submitted. Download / print it for future use.

e If Aadhaar based authentication not done, Applicants need to upload any one
of the 12 types of Identity Cards recognized by Election Commission of India
listed here: -

1. Voter ID Card (Hdardl UgdT-u=)
2. Passport (qrgUIc)

3. Driving License (ST agaw)
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4. Service ID Card (Centre, State, Public Sector) (99 UgaMu= (d%, I7,
BIESIRED))

5. Passhook (with Photo issued by Bank / Post Office) (Urge® (Wic! uigd s
[STHER GRI W)

6. PAN Card (37&T13)

7. Smart Card (issued under Plans of Ministry of Labour) (FATC®TS (%8 HATCE Bt

I & 3fdild SRY))

8. MGNREGA Job Card (F-=T SilsbTs)

9. Health Insurance Smart Card (issued under Plans of Ministry of Labour) (¥a1®g
AT WICHTS (3H FATT Bt AT & Sdid SIRY))

10. Pension Document (with Photo) (U= gdrdst (il Ifgd))

11. Govt. ID Card (issued to MP, MLA, MLC) (FR&R} UgaHua (Hive, faums iR
fae aReg Te=l &1 WRY))

12. Aadhaar Card (3TUR®TS)

e Applicants should ensure to submit their Application only at respective office -
Rural Local Body (Gram Panchayat / Panchayat Samiti / Jila Parishad), Block,
Circle, Urban Local Body (Nagar Panchayat / Nagar Parishad / Nagar Nigam),
Sub-Division, District, Division, Department etc) - as per their jurisdiction. It
means, they should not apply at other Office, which are not under their jurisdiction.

e [Information about Application Submission, Service Readiness / Delivery,
Application Rejection etc will be sent to the Applicants through SMS / E-Mail.

o Certificate / Sanction Order will be delivered to the Applicants online in their
ServicePlus Inbox at http://serviceonline.bihar.gov.in.Login here, download, and
print.

(ii) RTPS Counter Mode: -

e Applicants need to submit Application in prescribed Application Form duly filled-
in and ink-signed with prescribed Attachment(s) to Executive Assistant (EA) at the
RTPS Counter of respective office - Rural Local Body (Gram Panchayat /
Panchayat Samiti / Jila Parishad), Block, Circle, Urban Local Body (Nagar
Panchayat / Nagar Parishad / Nagar Nigam), Sub-Division, District, Division,
Department etc) - as per their jurisdiction.

e Executive Assistants (EA) are advised to go through “Applicant User Manual”
before applying in ServicePlus on behalf of Applicants for getting services.
Download it from “User Manual” section of the homepage
(http://serviceonline.bihar.gov.in).

e Executive Assistants (EA) should ensure to receive Applications of respective
Office - Rural Local Body (Gram Panchayat / Panchayat Samiti / Jila Parishad),
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Block, Circle, Urban Local Body (Nagar Panchayat / Nagar Parishad / Nagar
Nigam), Sub-Division, District, Division, Department etc) - only as per the
jurisdiction of Applicants and themselves. It means, EA should not accept
Applications pertaining to other Office.

Executive Assistants (EA) will login with their user credentials and fill Online
Application Form on behalf of the Applicant. They will print online
Acknowledgements (2 copies on single page), provide one copy to the Applicant,
and attach other copy to the Application Form submitted by the Applicant for
office record and physical verification.

Information about Application Submission, Service Readiness, Application
Rejection etc will be sent through SMS / E-Mail.

Certificate / Sanction Order will be delivered to the Applicants from the same
RTPS Counter where they have applied on production of the Acknowledgement
and valid ldentity Card / Authorization Letter.

Executive Assistants (EA) are advised to go through “Officer User Manual”
before taking action (Verification Entry and Forwarding) on Applications.
Download it from “User Manual” section of the homepage
(http://serviceonline.bihar.gov.in).

(B) Application Processing (Verification, Approval, Issue, Delivery, Rejection,
Callback etc): -

Before taking action (first time) on RTPS Applications submitted: -

Executive Assistants are advised to read both "Citizen User Manual" and "Officer
User Manual” provided in “User Manual” section of the homepage
(http://serviceonline.bihar.gov.in).

Officers (Work Flow Players) are advised to read "Officer User Manual”
provided in “User Manual” section of  the homepage
(http://serviceonline.bihar.gov.in).

Admin Users are introduced to manage and authenticate User Credentials of other
users like Executive Assistant (EA), Circle Officer (CO), Rural Development
Officer (RDO), Child Development Project Officer (CDPO), Sub-Divisional
Officer (SDO) or Officer authorized by SDO, Officer authorized by District
Magistrate (DM), Designated Officer (DO) etc of the respective office - Rural
Local Body (Gram Panchayat / Panchayat Samiti / Jila Parishad), Block, Circle,
Urban Local Body (Nagar Panchayat / Nagar Parishad / Nagar Nigam), Sub-
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2.2

Division, District, Division, Department etc) -level. Identified Admin Users are
advised to read "Admin User Manual" provided in “User Manual” section of the
homepage (http://serviceonline.bihar.gov.in).

.2 Process of getting Other Services

(A) Application Submission: -

(B)
Ca

Applicant (Citizen or Business) can apply for Other Services in Online mode only.

Applicants can apply online any-time (24 x 7) through any-means (Desktop,
Laptop, Tablet, Smartphone etc having Internet connection) from any-where
(Home, Office, Internet Dhaba, Common Service Centre (CSC), Citizen
Facilitation Centre (CFC) etc).

Online Applicants are advised to go through “Applicant User Manual” before
applying in ServicePlus for getting services. Download it from “User Manual”
section of the homepage (http://serviceonline.bihar.gov.in).

Applicants need to sign-up (one time), login, fill Online Application Form, upload
Attachment(s) (scanned copy of service specific document at least the mandatory
(*) document), pay Fee (if applicable), and submit the Application. So, before
applying for any service, they are advised to keep ready the scanned copy of those
documents preferably in small sized PDF format.

Applicants will get online Acknowledgement. Download / print it for future use.

Applicants should ensure to submit their Application only at respective Office -
Rural Local Body (Gram Panchayat / Panchayat Samiti / Jila Parishad), Block,
Circle, Urban Local Body (Nagar Panchayat / Nagar Parishad / Nagar Nigam),
Sub-Division, District, Division, Department etc) - as per their jurisdiction. It
means, they should not apply at other Office, which is not under their jurisdiction.

Information about Application Submission, Service Readiness, Application
Rejection etc will be sent to the Applicants through SMS / E-Mail.

Certificate / License will be delivered to the Applicants online in their ServicePlus
Inbox at http://serviceonline.bihar.gov.in. Login there, download, and print.

Application Processing (Verification, Approval, Issue, Delivery, Rejection,
IIback etc): -

Before taking action (first time) on Applications submitted: -
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e Officers (Work Flow Players) are suggested to read "Officer User Manual"
provided in “User Manual” section of  the homepage
(http://serviceonline.bihar.gov.in).

e Admin Users are introduced to manage and authenticate User Credentials of other
users at different levels. ldentified Admin Users are suggested to read "Admin
User Manual” provided in “User Manual” section of the homepage
(http://serviceonline.bihar.gov.in).

2.3 Name (English) to ( ) Conversion

For auto conversion of Name (English) to ( ) in Application Form, press
[Space] after typing every word in Name (English). For example, type “Ashok [Space]
Kumar [Space] Mehta [Space]” in Name (English) for auto conversion to

" "in ).

Page 13 of 39



http://serviceonline.bihar.gov.in/
http://serviceonline.bihar.gov.in/

Officer User Manual

Bihar RTPS and Other Services on ServicePlus

2.3 Application Processing (Submission, Verification, Approval, Issue, Delivery

etc): -
SN Task (4) Online Applicant Verifying Designated
/ Officer (VO) Officer (DO)
/ Executive Assistant (EA)
(KC, ClI, (CO, RDO,
Authorized Staff | CDPO, SDO/
etc) Authorizes
Officer by
SDO,
Authorizes
Officer by
DM, Others
etc)
Action (=) (Entry & Delivery) (Verify & (Approve,
Forward) Issue, Reject
& Callback)
1 | Application . Login, fill online 1. Pull -
submission Application Form and Application.
Online attach required 2. Take print-out
documents. of
[Online . Do Aadhaar based Acknowledge
Applicant] Authentication (if ment,
available in the Application
service), pay Fee (if Form and
required) and Submit. Attachment(s)
. Download / print for field-level
online Verification.
Acknowledgement.
2 | Application . Verify Application Pull Application. | -
submission at whether it is complete.
RTPS Counter |2. Enter data.
. Take print-out of
[Executive Acknowledgement
Assistant (EA)] and provide its one
copy to Applicant and
attach another copy to
physical Application
Form for field level
Verification.
3 | Field level To be done. -
Physical
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Verification
4 | Verification - 1. Enter -
entry Verification
details.
2. Forward to
DO.

5 | Approval of

- - Either approve

Application the Application
or forward it to
next higher
level for
approval.

6 | Issue of - - Issue the
Certificate / Certificate /
License / License by
Sanction Letter signing it with

DSC / e-Sign
Ink-sign / un-

signed (system
generated) etc.

7 | Delivery of
Certificate /
License /

to Applicant

Sanction Letter

2. EA will deliver printed

1. The Certificate will be | - -
delivered online in the
ServicePlus Inbox of
the Applicant, if
applied online.

Certificate to the
Applicant at RTPS
Counter, if applied at
RTPS counter.

3. The Applicant has to
go to the concern
RTPS Counter with
Acknowledgement and
valid Identity Card /
Authorization Letter to
collect it.

Note: -

Computer related works like “Print-out of Acknowledgement, Application Form
and Attachment for Online Application*, “Verification Entry” and “Forward to
Designated Officer (DO)” may be done by Executive (EA) on behalf of Verifying
Officer(VO) depending on service / infrastructure available.
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3. Management of User Credentials (User-1D, Password & Profile)

3.1 How to Edit / Update User Profile ?

3.1.1 Login to ServicePlus with your User Credential (Login-1D and Password): -
s A eton t. w ¥ 5 TR [t <N =

P Sevvce?h oAl i

ENCE x|

LR

3.1.2 After login, you will get ServicePlus Welcome page. Go to “Manage Profile”
=> “Edit Profile”. You can update your profile details like Address, Mobile No., e-

Mail Address etc.

¥ P Handbook - warjkmeilis. % F [ Service Plus x W

< 11 |C

Voter 1D No JEPIC

Address Line 1

Address Line 2

Address Line 3

Courtry

State ©

Select District

Pin Code *

Mobile Mumber

Landine Mo

Email Id

Recsive Alert on Email
Whenever Stalus of my application changes

CEEN = ZASC- 11 BK-4AKR- HOWD-IZUB-SYLB-MIZ0- 3042

| Gavnatl Aknsra Road
| Danapur
| patna
indiz
BIHAR
EATHE
=
| 800017
|-u' | BOOSS3Z2 11
sTD Landiina Mo

+a1 | ]

| warjkmrg@gmai.com

Note:- The Users should enter their valid Mobile No. and e-Mail Address to get
Service related alerts / information from ServicePlus.
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3.2 How to Reset Password?

3.3.1 Login to ServicePlus with your User Credential (Login-1D and Password): -

8 varikme@amail.com

Forgor Password ?

Don't have an account? Register HERE

3.3.2 After successful login, you will get the Welcome page. In left menu, you will
see the option Manage Profile. Choose the option Change Password. Enter your Old
Password, New Password, confirm New Password and then click on [Submit]. You
will get success message.

servicePlus

Metadata-based Integrat vice Delivery

Menu EThemes  language ¥ Warjlumar

& Manage Profile

Manage Prafile ' Change Password

© Vizw Prof

Cld Password =

New Password

Confirm Password = | |

B Sutmil l O Resel

datagov(f)

Digital Indie

\&, ‘ -m

.govin | & PMINDIA

MINISTRY OF PANCHAYATI RAJ
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3.3 How to Use Forget Password?

3.3.1 Find “Forgot Password” link in “Citizen Section”, click it and go ahead.
Select the Choice “lI am a Government Official” and click on [Next]: -

® ]am 3 Citizen

: ' Tam a Gavernment Official >

3.3.2 You will find the following screen, click [Next]: -

Hor can we help vou?

® I forgormy Passwosd

- G

3.3.3 Fill your E-Mail-1D and then [Submit]: -

Wi need scme more {nformation te verify your Login [0

W i Bt e L oo

Lo | <o
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3.3.4 You will get the following message: -

[ Forgot Passyord - Google Chrome

@ Notsecure | serviceanline.gowin,

ServicePlus hias sent a verification link on your Email ID panzxxx@gmxx.com. Please confirm your Email ID by

w clicking on the link and enter the verification code which has been sent on your Email ID. The Verification cede and

the link are for ene time use only, Verificarion link and the code is valid for 24 hrs from the time of reguest,

3.3.5 Login to your e-Mail account, find E-Mail sent by ServicePlus and click on
verification link: -

[M @gown 3 '+ [N latrs (s = - = N ) " S 2 = =5 s

L 2 & | & Secure | Bt 5 ular=18iels=d6 1 3dd0abtc 690 T0T 3010 T b
rediff.com — — - — -
et Search mal g Hi | s :
™ rediffmail deiua [LEL setings €% | Lagout
B Writs mail % Back 4w Reply <% Repiy Al % Foreard = BN Movemal = fif Deiet= @) Spam +
_a. = Werlfication Link B Pop-out = Pring
s i Flom. noreply <nareply @raerviceonling gov In= on Thu, 20 Apr 2017 12-47°22 | Ad iifeas Gaak
ik P To You | See Datalis

T =] = 1
Tinca on Nk 12 T DITLITE B e Of Tecqu st
D you click tha link and ba brokan, pi y Ard pasta it ink @ rew broerser win o Learn to trade
This 15 2 system penerated mal, Please do not reply to this mail online with our
* P Thanke :
Add a new folder a3 SarvicaPlus EXCLUSIVE

= 1
[2f Address Book TRAINING!

QuICK repy to norepyEhse rvicecnline gov.in
F Calendar

B Fedittmail for Mobile  EEK

3017 Fedit com incia Linss
Dieiainear | Privaey Pabey | TAC
Foeidback

3.3.6 Fill and [Submit] the following form to reset your password: -

“SEEVICE UELVERY FRAVEWTIE

ServicePlus

Modify your ServicePlus Password

Login 1D { Eman 10" | pankaj 180680@gmail.com

Mew Passworn | strang!

Password should be B io 15 characters with atleast one special character*T@E8% "&+=]}, ore rumeadc, one small case and one upper
case letter (l.e Abcdil@i 23).

Confimm Password” |

=
l - . LERVICEF‘LUS

Sita i Besigriad, Nestad and mainiaingd by Nationa) Infomaties Cantra o 28 o 3 3 i st pest s
Contents on tniz websie 3 awned, updated Bnd mansqed by the Manistry of Fancrayan Aaj I‘}I}mﬂﬁ [ e 'lnd'la_go‘v.ln
anchayati ig Premes= i
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4. How to Manage Digital Signature Certificate (DSC)?

Java 1.8 should be installed on your computer for working of Digital Signature
Certificate (DSC). Further, install the respective Driver of your DSC in your Desktop
/ Laptop, if not installed earlier.

4.1 Digital Signature Certificate (DSC) Driver installation: -

Install DSC driver from the DSC token.

4.2 Java Installation (Java 1.8): -

(a) Download Java 1.8: -

Download Java 1.8 32 bit or Java 1.8 64 bit depending on your system
configuration (32 bit or 64 bit Windows OS) from
https://www.oracle.com/technetwork/java/javase/downloads/java-archive-
downloads-javase7-521261.html.

(b) Install Java 1.8: -

e (o to Control Panel = Program = Java = Security=>tick “Enable Java
content in the browser”.

e Go to Control Panel = Program =» Java =» Security =» Edit Site List =
Add the ServicePlus URL http://serviceonline.bihar.gov.in. Bring “Security
Level” to “Medium”.

e Go to Control Panel = Program =» Java = Advance = Default Java for
browsers =>tick “Mozilla family”.

e Go to Control Panel = Program = Java =»General=>»Temporary Internet
Files=>» Settings=>» Delete All Files.
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4.3 DSC Registration in ServicePlus: -

Step-1: Login with Designated Officer User Credential. Insert your DSC in USB
Port.

Step-2: In the Menu sidebar, choose “DSC Management” =»”’Unregister DSC” to

un-register the current DSC by clicking on X icon under the column.

@ Mar

DSC Management  Unregrster DS
DSC Detail
Show| 10 ~ |entnes Search: ]—
User Name 15 Valid from L1 valid to o Status | Unregister DSC
Class 2 imdwidual test 22/12/2018 22/12/2019 Approved x
Showing Lto 1 of L entries First Previous - Next Last

Click on [OK].

Are you sure you want to Unregister DSC ofthe User?

Sance

Your DSC has been successfully unregistered , Please register your DSC again.
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Step-3: Click on “Register your DSC” from left menu under the tab “DSC
Management”.

DSCManagement  Register Your DSC

Digital Signature Details

Name

Serial Number

Valid from

Valid to

Certificate

Status

D riment/Local Body Mapping

If NICD Sign client is not installed on your system, you will get the below mentioned
message.

In order to execute Digital Signatures, NICDSign client is to be installed on your system.
Please install the same from DSC Management Menu If already installed,
please remove and reconnect the token after running NICDSign client before trying again

Step-4: In order to install NICD Sign client on your machine, click on “Download
DSC API” from the left menu under the tab “DSC Management”.

DSC Management  Download DSC Api

Duwnbsad BSC Agl o vindow: & o5 O vrux
NOTE:

1. On click of the respective 0S5, a zip file will be downloaded.

2. Please refer the pdf - "Instructions.pdf* in zip file download for the steps te install application

3. For more details, please refer 'NICDSign_FAQ.pdf" in the zip file.

uumxv_n{p_:piltvwﬁ‘»'clnunbﬁj D’xﬂ"“"diol dat g . @ l .gO'V.ll'l | g ’ ;;INDIA

You may download the client separately for Windows, Mac OS and Linux by clicking
on the respective icons. On download of the respective zip file, extract the files as
below: -
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WindowsDscApi.zip - WinRAR {evaluation copy)

File Commands Tools Favorites Options Help

=c N RECTE TR REE

Add Extract To Test View Delete Find Wizard Info

B

VirusScan Comment SFX

m |§ WindowsDscApi.zip - ZIP archive, unpacked size 18,756,684 bytes

Name Size Packed Type Modified CRC32
v
Instructions.pdf 585,081 514,394 Adobe Acrobat Do... 03/01/2019 11:... 2755E0B6
55| NICDSign.exe 18,022,291 18,003,191 Application 03/01/2019 11:... 2D37C2B8
NICDSign_FAQ.pdf 148,312 137,563 Adobe Acrobat Do... 03/01/201911:... 835086B7

Step-5: Install the client on your machine by clicking on NICDSign.exe(forwindows):

User Account Control X
Do you want to allow this app from an
unknown publisher to make changes to your
device?

NICDSign.exe

Publisher: Unknown
File origin: Hard drive on this computer

Show more details

Yes No

Step-6: If clicked on [Yes], in case the browser settings are not completed on your
system, you will get the below message: -

-

Setup X |

Please complete your browser configuration before
Installation. The browser configuration is provided in the .
NICDSign Installation Manual. )

OK

B 1Y o -
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Step-7: On click of [OK], another message will pop with an option of Yes/No. If Java
1.8 is not installed on your system, you will get the below message. On click of [No],
setup will be closed whereas, if clicked on [Yes], you will be directed to Java
installation / download page of Oracle.

Setup

Oracle Java v1.8 or newer not found in the system. Java 1.8 or
later is required to run this application (can be installed after

this installation too). Do you want to continue?

Yes No

@ @& Oracle Corporation (US)

All Java Downloads

If you want to download
Java for another computer
or Operating System, click
the link below.

Java Do nads

Reportan issue

Why am | always redirected
to this page when visiting a
page with a Java app?

» Learn more

» Report an issue

hitps://www.java.com/en/download/ E

Download Help

Free Java Download

Download Java for your desktop computer now!

Version 8 Update 191
Release date October 16, 2018

Free Java Download

» Whatis Java? » Dol have Java? » Need Help?

Why download Java?

Java technology allows you to work and play in a secure computing environment. Upgrading to the latest
Java version improves the security of your system, as older versions do notinclude the latest security
updates.

Java allows you to play online games, chat with people around the world, calculate your mortgage
Interest, and view Images In 30, justto name a few.

Java softiware for your computer, or the Java Runtime Environment, is also referred to as the Java
Runtime, Runtime Environment, Runtime, JRE. Java Virtual Machine. Virtual Machine, Java VM, JVW, Vi
Java plug-in, Java plugin, Java add-on or Java download

e @
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Step-8: Further, on successful installation of Java, you may continue with NICD Sign

setup as below: -

5% Setup - NICDSign version 1.8

Select Destination Location
Where should NICDSign be instailed?

Setup will install NICDSign into the following folder.

I :\Program Files (85 ICDSign

At least 21.5 MB of free disk space is required.

To continue, dick Next. If you would like to select a different folder, dick Browse.

Browse...

>

A

=

Cancel

¢ Setup - NICDSign version 1.8 .

Select Additional Tasks
Which additional tasks should be performed?

Select the additional tasks you would like Setup to perform while installing NICDSian,
then dick Next.

[] Display NICDSign Installation Manual
Additional shortcuts:
Create a desktop shortcut
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l

W4 Setup - NICDSign version 1.8
Ready to Install

Setup is now ready to begin

Click Install to continue with
change any settings.

— < I

installing NICDSign on your computer. @

the installation, or dick Back if you want to review or

Destination location:

Additional tasks:

Additional shortcuts:

C:\Program Files (x86)\NICDSign

Display NICDSign Installation Manual 3

Create a desktop shortcut

< Back Cancel

T

Wi Setup - NICDSign version 1.8

Completing the NICDSign Setup
Wizard <

Setup has finished installing NICDSign on your computer. The
application may be launched by selecting the installed
shortcuts.

Click Finish to exit Setup.

Launch NICDSign
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Step-9: Once installed, you need to make sure that installed application is running on
your system. The same may be checked in the taskbar. If DSC Drivers are not installed,
please make sure to install the respective DSC drivers and select the respective token in

the application of NICD Sign.
¥4 NICDSign Settings - X

If DSC token is not listed below,
Select Custom and provide path to the driver

Select DSC token Trustkey v

Token Driver s\System32\TRUSTKEYP11_ND_v34.dll

v| See What You Sign Feature Save

I !

i Your driver selection was saved successfully.
Please remove & reconnect the USB token to reinitialize.

T
2 —

OK

Step-10: Once saved, you need to unplug and re-plug the DSC Token. When the
configuration is complete, please click on “Register DSC” from the left menu under

the tab “DSC Management”.

DSCManagement  Register Your DSC

Digital Signature Details

Name

Serial Number
Valid from
Valid to

Certificate

Status

@ Department/Local Body Mapping
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Step-11: Enter the “Token Password” and click on[OK].

Confirmation X
Enter Token Password

Digital Signature Details

Name

Class 2 individual test

Serial Number
13337278
Valid from
22-Dec2016
Valid to
22-Dec-2019
Certificate
Ml FnzCCBIeEAWIBASIEAMU OV & EAQEFADCE] ELMAKGAIUEBhMCS U4xKIACBZNVEAOTI VN dWE o emERQ20ucIVEZ N EUZ VYD ml ZXMET Glta X ZDEGMBSCALUECAMU Q2 VysGlmeniuz
\ssdxnwdmdhmr./xmgwsnmum XVkaHIhIENIYIBOQSEMb3IgQ2xhc3MEMIBIbmMRDdm B FSt DIWITWHRCHIM TYXM] yMTEXOTEZWheNM ThocMjiy MTENOTEZWJCBSfELMAKEATLEBhMCSL
AxETAPEENVBAOTCR BlenhivbmF siQBwD QYDYQQOREWYINJAXM DMAETAQEENVBAE TOU themShdGT Y TTIMECGAT UEBRNAD DFKNZNINTKNTIHOGUSZWNMZ g IMDRmMTNHMWE ONjUwM YW ZiNIYaRhY
“;ZD;\Z\AJZZTO"MZM"A:\I&W_D'Q’-L&JAJ[A\MKQM(IWEV!DDmeDdmlbd/lbHR{.OWEEEwlMOO(‘.\QG‘lb.DQEEAQUM'UBD\\M\z:EK:\DIEA"Cx JbM.sICIORBI:‘Ton) cERJP33m
Yo QMCBAHw/YEIMU |,

hHSHtTRANCIY(/R2i6+4S9ESFBUbFRE 10BIQIwe DPIIysnTVIAFXIZLUZ2 + Dye2sLuMbDpdRHCPeBEMthucsHVESS LZKSYGIpESQML
0162 Nai-nB2/D5c+hsd hH LUAIBQFIENOs3eThd SHBI7TGH 18 Sy BaTaHDMh+ 2we Qimy O HIET0Xi2 1156 TS DCeMZDAADICYRNEZTE

Status

ACTVE

DSC Management  Register Your D5(

© DSC SUCCESSFULLY REGISTERED

Step-12: Current status of DSC may be viewed from “Unregister DSC” Link in left
menu under “DSC Management”: -

DSC Detail
Show| 10 - | entries Search: {—
User Name 12 valid from © validte ' Status ' Unregister DSC
Class 2 individual test 22/12/2016 22/12/2019 Not Approved x
Showing 1 to 1 of 1 entries First  Previous - Next | Last
< >
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4.4 DSC Activation in ServicePlus: -

Step-1: Login with Department Admin / State Admin User and approve DSC: -

DSC Management Approve DSC

DSC Detall
show| 10 ~ | entries Search: |
St.No. 1L User Name Vatid from valid to Status Approve
1 Class 3 Individual test 22/12/2016 22/12/2018 Not Approved »m
2 Class 2 individual tast 22/12/2016 22/12/201¢ Not Approved n

Showing 1tc 20f2 entries

<

Are you sure you want to Approve the DSC ofthe User?

Selected DSC has been successfully Approved
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Step-2: Once approved, status may be viewed from “Unregister DSC” in left menu
under “DSC Management”.

DSC Management  Unregister DSC
DSC Detail
Show| 10 v |entries Search: [
User Name 15 valid from Vvalid to Status Unregister DSC
Class 2 Indiidual test 22/12{2016 22/12/201% Approved x
Showing 1 to 1 of 1 entries First revious - Next ast
< >

Step-3: On signing the certificate, you will get a below sample preview of the
document to be signed. Click on [Confirm Sign] to sign the document.

W NICDSign Pdf Viewer — >

First Page ‘ “ = Page: 171 | > | | Last Page | o

Deatetcs Office of Deputy Excies Commissioner DISTRICT -

ALAPPUZHA )
License No At o
MName of the sdt
Licenseo
Address =dr
[ MName of the Flm =dr
AAdCress sar
Licence renewed for the financial year 2017-18
sa
Other facilities granted along with the license for the year 2017-18
To Provide 1 I Bar G s, l

To Provide 2 Service Desks.

This Certificate will expire on 31/03/2018

Date : 03/01/2019 Norayanan Kutty AK
Doputy Excise Commissiones
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5. How to take Action on Application (Approve, Issue, Reject, Forward,
Return, Callback etc)?

5.1 Login to ServicePlus using your Login Credentials. You will get Welcome

page. Select the “Message Box” and go to “Inbox”.
| CrTree, G AfE—————- ]

£ C (3 | ® seniceonline govryhome goRcaptchabuccess =Y AOWASP CORFTOKEN ~CMOC-DYMO-VI9-MCPF. WOCK - ASKK-FIBU-DSGH o & i

ServicePlus

eService Delivery Framewaek

Menu =

Welcome to Service Plus

ServicePlus 2 0 genenc application ro provide an elsctronic delivery for all the services provided by The Govenment to The aitizen. The Government of Indin. State Governments and Local
Governments ars providing varons services to benefit the citizens at Centre, State or Local level primanily Government to Cinzen (G20} and Government to Business {GIB). The services
provided are either demeand driven or mandated by the lzgislation The services provided by Govennment can be categorized as

l Regulatory Services: Regulatory ssrvices are ssrvices like trade licence. pernmmt for construction of a budding etc that can be denied by the Govenunent
I Sfatiwtory Senx—e Sn ttory services are wervices liks [oanance of Butl Death cartificate which cannot be refised by (Jo\'\enuuﬂl
1 Devel opmental Services: Developmental Serices are services ar schemes provided by Government for Ihc benefit of catzens like NREGS. [AY 01d age Pension etc

The following ave the salient Teatures of the soffware -

l Service(s) will be creared cnline
1. Cirizens will be submining applicanons online
vrill be able to receive application enline
will b= able to ver r-vdunuu ste and application fes cnhne
will be able to ewcalate applicanon to seme other person, m the case of absence of dealing ashonty, onlne
. Cirazens will be monitenng Application stanis enloe
7. Provare Service Access Providers will be participatuayg in the application receipt/submissaon and service delivery process online

P CIRFTCHEN =M DC-DYIMD- VS MCPF-WOOK-REKK-PIEL-D5GH=

5.2 You will get following page “Select Service” from the list, “Select Task” from
List. It lists T1-Verify or T2-Approve, or T3-Issue or its combination, depending on
your role. If you have more than one role, then you have to first Verify, then Approve,
and then finally Issue the License or Certificate. Select “From Date” and “To Date”
to see the Application of that period. Now click [Get Data].

[t Sercet pancont - % V.G vofilinsrwpemword: XV [5 servee P x V0 NewTab Seach
« colos i - weicomesdolicags 5=V ATTWASP. CSAFTOKEN =M. OYMD-VI94 MCPE- WOGK- REKX.P160-D5GH g [PV

ServicePlus

e%ervice Delivery Framework

Menu =

:':‘sk‘ S.Gonnm Labour Adt - Contract lsbour registration
vice

1012017 ®

From Date

<5 ServicePlus
INFORMATICS %
CENTRE eSeruu:e Delivery Framework
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5.3 You will get following screen which contains the list of Applications. Now,
perform an Action (Pull and Take Action). “Pull” action will pull the application for
your action and you can take action on pulled application by “Take Action”.

Sgowa ¥ ) [ Servce Plus. = =] kS

5 c En ;9rvica_on|.n=_-;-_pu..n!-;-;..l oM e L R YECIWASP CSRFTOREN=0RPA-2103-BROM-VYL4-55IR-0O00-CR42.975 {13 B o :

ServicePlus

Menu =

Please Select Service® | Shaps and i Act - Apglication far Registration Fomm 1 (nils 3) 7| Select Task * T1 - Applicalian Varifier 7 |

From Dote 8 i) To Date 20T ]

TUDRIT

Application Rel. No.

Showing 1 ta 2 of 2 entries

Sl.No. Application Number Status Action
jie | 1425686 Forwarded Take Action
1427452 ul

5.4  After choosing an action you will get following screen, if you are Verifier. Now,
if you want to verify, click on the radio button in front of “Verify True” or “Verify
False” and click on [Submit].

[ @govin % ¢ [ ServcePlus - 2 - a %

welcome doBicapichauccess = YBCWASF CIRFTOREN - GBPA-2103-EREM-VYL4-5393R-0500-CR4Z-97FT

< € | D servceonline.govin/home o

ServicePlus

Menu =

Service Name Shops and Establishment Adt

Application Rr Registration Form
1nle 3}
Current Task- T1 - Application Verfier

Application Reference Number. 1445585

Applcation Received Date. 21-02-2007

& ¥iew Frocessing History

Application verification

Decision After Verification: * Verfied Verified i
{Trug) (False}

Remarks ! Query:
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5.5  You will get following screen, if you are Approver and Issuer. Now, if you want
to approve, click on the radio button in front of “Approve and Issue” and click on
[Submit].

Frmeirmamt XS w2 0wV mmen <\

“ C '} | @D sewviceoniineigovinmome dotcantroliartiama=welooms doficantchaSuccess = YACAWASP_CSRFTOKEN = OMOC-TYMD-\IS4-MOPF-WOOK -RSEK-FIALIDEGH Sl R

Apphcation Reference Number. CLRZ01TO0018

Appication Recetvad Data- 12042007

© View Processing History

application Approval

Action to be taken: Refed
= Approve &
1ssue
Remarks approved

Running License No. ' [—r

Note: - Depending on the Service and your Role, you may get slightly different
“Action Form” explained above.

5.6  After [Submit], you will find the following Screen: -

[ Servce Plus. *

< C | (@ serviceonine.gov.in/home dotcontrallerName = webcore doficapichabuccess =Y BOWASP CSAFTOREN=Y3DT-LUMM-FOEE-G5 | 5-THOS-TERK-55HE-3CDN | i

ServicePlus

sSarvice Delfuary Framework

Menu =

List ol Decuments

D50 I3 cotinnal, How would yeu ik o procssd? = 0 Digitally Sign Decument © Unsigned Doctrner! - Uplaad bk Signed Document
Document Name View Document

Conlac Labour Regisraton
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Here, you will get following Options / Actions: -

e DSC is optional. How you like to proceed? (i) Digitally Sign Document, (ii)
Unsigned Document, and (iii) Upload Ink Signed Document. Select here
suitable method for Service Delivery.

View Document will show you the PDF of the Certificate to be issued by you.
If you click on [Submit], Certificate will go to the Applicant.

If you click [View Form], you can view the Applicant’s Form.

If you click on [Cancel], the whole process will be cancelled.

If you click on [Back to Inbox], you will be redirected on your Inbox.

(@) View Document Screen - It will show you the Certificate online. You may
download is in your local computer for printing.

D ol d
Document Name View Document

Contract Labour Regiztration 2

showCertificates.do - Google Chrome a2

@ senviceonline.govin/showCerpficaies dolOWASP CIAFTOKEN=Y3DT-LUMM-FOEK-6515 &

FORM VI
[See Rule 25(1))
Government of Bihar
Office of the Licensing Officer

Licence no-/ GLR2017.00055 Date- 170052017

Licenos is hereby granted © RANJEET KUMAR JHA, VILL-KHARL,PO+PS-CHORAUT.WARD
NO-14 for doing e wark i LOCAL
AREA ENGINEERING ORGANISATION WORK DIVISION ONE SITAMARHI at urder he
principal empioyer, EXCUTIVE ENGINEER LOCAL AREA ENGINEERING ORGANISATION
'WORK DIVISION ONE SITAMARHI undar secton 12{1) ol the Contact Labour (Regulation and
Abolitan) Act. 1870, sunect 10 Be conditions specified in Annexure.

(b) Issue of Certificate - In the screen of Section 5.6, you will get message: DSC
Is optional. How would you like to proceed? You will get 3 options: “Digitally Sign
Document, “Unsigned Document” and “Upload Ink Signed Document”.

(i)  Digitally Signed Document option will digitally sign the Certificate online.

(i)  Unsigned Document option will issue system generated Certificate without
Digital Sign or Ink Sign.

(ili) Upload Ink-Signed Document option will give you interface to upload Ink
Signed Document. For this, first download Certificate in PDF format. Take its printout,
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ink-sign it, put your official seal and scan it in PDF format. Now, you must upload this
Certificate to complete the process.

(¢) Upload Ink-Signed Document option will give you interface to upload Ink
Slgned Certlflcate in PDF Format.

........... = - o IEN

& = [ @ serviceoniine govinviome tioToontollemiame - whicome doBcaptchaSusaess= Y EOWASE. CSRFTOREN=Y307-LUMM 515 THOS-TCKK-55HD-3GDM |t

peumant ® Upload Ink Signed Documsnt
View Decument

=]

(d) After [Submit], you will find the foIIowmg Screen with success message.

Hw-m-hu—-s—- R NG T At et ST [ Service Plis S T
P O [ saricooais gom s o Teoniroies i w336 -

“Verify” and “Approve & Issue” action may be taken by Designated Officer (DO)
in Bulk in case of some services (like GAD services under RTPS Act).

However, it is suggested to take Bulk “Verify” action on up to 25 Applications
and Bulk “Approve &Issue” action on up to 5 Applications at a time only.
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5.7 To Call Back an Application, Login to ServicePlus using your Login
Credentials. You will get Welcome page. Select the “Message Box” and go to “Sent
Application”.

Ss ServicePlus

Metadata-based Integrated eService Delivery Framewark

F Themec Language ¥ wEPrD-GAD-Danapur

ABOUT SERVICEPLUS

B Message Box

Welcome to Service Plus

© sentApplica

3.De ela;m=rtal Sen ‘evelopmental Services are services or schemes proudeub Government rcrtl"e G_I"Eflt ofcmz°r5 |k: NREGS, 14Y, Old age Pension ete.

The following are the salient features of the software -

1 will be crezted online

2 will be submitting applications online
3 ice units will be able to receive application online

4, Service units will be able to verify do vfee anline

wents and app
tion to somes

5. Service units will be able toes
ncwill be monitoring Application status onling
7. Private Service Access Providars will be participating in the application receipt/submizsion and service defivery process onling

2r person, in the caze of absence of dealing autharity, online
6. Ci

5.8 You will find the following screen. Select Service for which you want to callback
an application. Select task on which you want to callback. Select date and check the
checkbox named “View only the application available for callback” and click on
[Get Data].

Ss ServicePlus

Metadata-based Integrated eServce Delivery Framework

FiThemes  Language % WFP-CO-GAD-Danapur

Message Box = Sent Applications

Please select Service Select Task

Issuance of Cagte Certificate 20 00 lavel W1 A Approval of Genzral Application v
From Date 01/01/2015 E To Date 30/01/2010 =
App Ref No.
View only the applications available for callback /
Bl Get Data
Applicant Application Application Application Received in Application Due Cument Cancel Your Last
Name |d/Number Applisd On System Date Status Action
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5.9 Now, you will find the following screen with the list of application which is
available for call back. Click the arrow infront of the application which you want to
call back.

Message Box  Sent Applications

Please select Service issuance of Caste Certificate at C0 level V1 Select Task Approval of Genersl Application ki
FromBate! | 51 misnis = ToBate! | snmipnig =
H Repoits
App RefNo.
View only the applications available for callback el
ElGat Data
Showing 1to 2 of 2 enfries !
Applicant Application Applied Application Received Application current Cancel Your
‘Name Application Id/Number an in System Due Date Status Last Action
APPLICANT BCCCO/2019/00075 25/01/2015 29/01/2019 09/02/2015 Delivered @
APPLICANT BCCCO/2019/00078 25/01/2019 29/01/201% 00/02/2015 Delivered - |

5.10 You will find the following screen with message “The last action performed
by you will be cancelled, and the application will be moved back to your inbox.
Would you like to continue?”. Click on [Yes].

Confirm

The last action performed by you will be cancelied, and the zpplication will be moved back to

n

your inbox. Would you like to continue?
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5.11 You will find the following screen. Fill a valid reason, attach document if any
available, and [Submit].

Confirm

The last acbion performed by you will be cancelled, and the spplicaoon will be moved back 1o
your Inbome Would you like ta continue?

|test|

Provide reason for canceling”

Upload Supporting Documents Cnoose Fiile | No fitz chosen

5.12 You will get success message as ”Application Called Back Successfully”. Click
on [OK]. Now the application will show in your inbox as a fresh application and last
action taken by Work Flow Player is canceled.

#i Apps M D= [J v

serviceonline.gov.in says

pplication Called Back Succastully
Confirm n

The last action performed by you will be cancelled, and the application will be moved backte
wour inbo, Would you fiks to continue?
test

Provide reasen for cancelling”

Upload Supporting Documents | Choose File | Mo file chosen
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6. Helpdesk / Technical Support

For any type of Technical Support, please contact following in order: -

(i)  Block IT Assistant,

(i)  District IT Manager through Block IT Assistant,

(iti) DIO / ADIO of NIC District Centre though District IT Manager, and

(iv) ServicePlus Group of NIC Bihar through DIO / ADIO of NIC District Centre.

7. Abbreviation used

ADIO Addition District Information Officer
Admin Administrator

CDPO Child Development Project Officer
CFC Citizen Facilitation Centre

CO Circle Officer

CSC Common Service Centre

DIO District Information Officer

DIT Department of Information Technology
DM District Magistrate

DO Designated Officer

DSC Digital Signature Certificate

EA Executive Assistant

KC/CI Karamchari / Circle Inspector

MIS Management Information System
NIC Nation Informatics Center

0S Operating System

OTP One-Time Password

PDF Portable Document Format

RDO Rural Development Officer

RTPS Right To Public Service Act

SDO Sub-Division Officer

SMS Short Message Service

USB Universal Serial Bus

VO Verification Officer

WFP Work Flow Player
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