Legal Metrology User Manual — Office

1. Packer/Importer Application

After successful fee payment of the Packer/importer Application, the application gets
submitted in the Office. The flow through which the application passes is as follows:

. Flying Squad Office [Inspector]
. Flying Squad Office [Assistant Controller]

. Controller Office [Concerned Sectional Clerk]
. Controller Office [Assistant Controller]
. Controller Office [Controller]

A detailed description of the application flow is provided below:
Flying Squad Office (Inspector)

The concerned officer has to login by entering the respective PEN number, password and a
security captcha.

PEN Number | Login Screen for Legal Metrology - Office

Enter the below text

~
EBDYMF o
Forgot Password? Forgot Password

When a fresh application is submitted it is received first in the Flying Squad Office. Each district
has their own individual District Wise offices. The person who receives the application first is



the Inspector of the Flying Squad Office. The login dashboard for the Inspector of the Flying
Squad is provided below:

METRIS OFFICE APPLICATION (Assistant Controller(FS)TVM) &0thers - [JOffice Details +  GJlastlogin & Chandrababu 5
[ New Applications (1)
nufacture ufacture
INBOX u DRAFTS |
bler ) sler [ ]
# Inbox 66 airer o 0 airer B
Ker / Importer B Ker | Importer [ ]
& Sent ltems
DApplications Inbox Q seArcH
# Drafts List
B Reports = Applications Inbox
& Search Firm K - Senton
ID”” Applicant Name Firm Address App Status Sentfor ;" Sent By office (Days
v pending)
janani golden pure coconut o TC 90/225(1), JANANI,MADHAVAPURAM, TITANIUM PO 695021 Application returned to applicant for editing
F A ‘ 15/05/2019
A 12/405| A MA Al WP or ~ Ssistant /05/2019
DURJA FOODS 2/495D DURJA FOODS,MANANAKKU,PERUMKULAM P O ey ins Controller(FSITVM  (8) m
DURJA FOODS 495/12/D DURJA FOODS, MANANAKKU, PERUMKULAM P O Application returned to applicant for editing
agasthya preducts 8/154-4 Krishna Bhavan, Vembannaar, Aruviikkara,PO, Application returned to applicant for editing
RANICHANDRA ENTERPRISES TC 39/1018-5, 6, ATTAKULANGARA BYPASS ROAD, CHALAI CHALAI PO Application returned to applicant for editing

Here, the Inspector can see the number of applications received in each tab such as
Manufacturer, Dealer, Repairer, and Packer etc. The renewal tab is for applications put in for
renewal under various categories.

The left panel consists of a set of menus such as New
Application, Inbox, Sent Items, Drafts list, Advanced
Search, Reports and Search firm.,

I New Applicatons (0)

# Inbox

New Applications shows the number of new
applications received since last login. Inbox consists of
all the applications received by the officer. Sent items
gives information on the applications already viewed by

& Sent ltemis

o« Drafis List the Inspector and forwarded to other offices, Draft List
includes applications in the draft stage and Reports
Q, Advanced Search option can be used to store reports related to the

applications. There are two Search options provided at
the site:

& Reports

e Advanced Search

& Search Firm e Search Firm

Further details on this is nrovided below.

There are dedicated individual tabs for searching Manufacturer, Dealer, Repairer and Packer.



The top panel also has options such as Others, Office Details and Last Login along with the
name of the designated officer. The details of each option are provided below:

& Others - & Office Details ~ & Last Login & Chandrababu 5 S

& Others - &= Office Details —

Office Details

Office ACZ2Z2
Designation ins

User Name Chandrababu s s
Pen NMumber 377046

& Others ~ = Office Details ~ & Last Login

aLast Successful Login :21/05/2019 10:03:11 AM
@accessed IP address:10.162.0.44

Fee Details

Docurment

Certificate From Panchayat Secretary/Self Declaration

ApplD: 2258
App Fee 750
Penality™ 5000
Paid by User= o
Balance Amount ta Pay™® 5750
Please pay the fee at the time of physic
Enter your Message ON

14M10/2019

& Archives Others is a drop down menu consisting of
& Black Listed options such as Archives, Black Listed,
& Approve/Rejection Approve/Rejection, Camp Allotment, Non-
£ Camp Allotment Accepted Application etc.

K Non-Accepted App

Office Details drop down menu
consists of the details of current
logged in office. It includes Code
of office, Designation of officer,
and Username of the Officer along
with the PEN number of the

officer.

Last Login option gives details
of last successful login along
with the IP address attached with
the login.

Verified *

Mo b



Before calculating fees, the documents attached by the applicant need to be wverified for
eligibility ofr exemption. 1f exempted, penalty need not be paid by the applicant.

The sent items option enables the officer to view the forwarded files from the Inspector to the

other offices.

¢ Sent Iltems

 —
| =Repatrer = Packer

Packer Sent ltems

v
?;P Applicant Name Firm Address SentDate  SentTo Sent To office Sent For
204 P&V AGENCIES P&V AGENCIES, KOIPURATHU BUILDING, PALLITHAZHE, MUTHOLI P O, MUTHOLI 29/12/2018  AC-Curl Controller Office ;:rpmval
462 KKT FARM NOXITT6, ANATHANAM, KAMJIRAPRALLY PO 20/04/2019  AC-Col Controller Office ;\;rc':al
.735 SARAS TRADERS XIII/340, SARAS TRADERS, SHINS NIVAS, TV PURAM P.Q., VAIKOM 29/04/2019  AC-Cul Controller Office :}rnroval -
The packer window for Advanced Search is as provided below. To search for a packer

application, the officer is required to enter the details of the application such as Company/Firm
Type, Name, Address, and Village where it is situated, District where it is situated, Application
ID, License Number, Date of application and the office where the application is belonging to.

2, Search Applications

= Repairer

= Packer

Company/Firm Type

Address

Firm District

From Date

Applied Between

—-select—

To Date

Packer Applications
T Name

Firm Village

Application Belonging to *

-Select Office Type--

Q, Search Application

Search with all Conditions below ®

The Search Firm window looks like this —

It requires a user to enter the Local Body where the firm is located, the Ward Number, Building
Number etc. This window is similar to all services.




LocalBody -seec- V| WadNomber  Bulding Number Building M. | Bulding N

Another function in the left panel is the Drafts List. Applications not yet forwarded or kept for
verification etc. can be filed as a draft and accessed from this panel by clicking on the Drafts list
button.

Packer Drafts

ApplD Draft Date Sentto Sent for Remark

Draft is Empty

Once the inspector receives the application, he can view it and accept it and forward to the
Assistant Controller if he is satisfied with the application. If he is not satisfied, he can duly return
the application. Each application can be opened and verified. He also has the option to send an
alert to the applicant regarding the status of the application by simply clicking onthe Send Alert
button on the top right corner of the dash board. Other dedicated buttons in the top right corner
includes a Forward button for further processing of the application, a Download Application
button and a Return to Applicant button for returning the application back to the applicant for
corrections and a button named View Attachments to view the attached documents.

m Download Application Return to Applicant

View Attachments

When the user clicks the Send Alert button, a pop up similar to the one below is displayed:



Send Alert

Application Id: 1535

Alert Type: * —-select-- -
—-select--

Message: ¥ Clarification

Remarks(Optional):

There are 2 types ofalerts - Clarification & Intimation. The officer has also got an option to
add any remarks regarding the same.

The Reports option facilitates in accessing reports from various offices. A screens preformat is
provided below:

Complete Report Details

' Manufacturer Licence ' DealerLicence ' Repairerlicence . Packer/Importer Registration Certificate  * Firm

@ Application Received ® Application Rejected ® Applications Closed @ Registration Certificate Issued

From Date To Date

The user can select from the appropriate option — manufacturer License, Dealer license, Repairer
License, Packer/importer Registration, Firm. The status of the applciaiton be selected between
applicatino received, application rejected, application closed, registration certificate issued. After
entering the appropriate dates, the officer can click on the Display button to get the report.



Complete Report Details

--Select Office Type--

Assistant Controllen(F5s), KOZ
Assistant Controllen(FS)KOL
Assistant Controller(FS)TVM
Assistant Controller Office (FS)PAT
Assistant Controller{FS)KOT
Assistant Controller (FS)ALA
Assistant Controller{FS)ERM
Assistant Controller Office (FS)WAY
Assistant Controller Office{G)TVM i
Assistant Controller (FS)KAM
Assistant Controller (FS)PAL
Assistant Controller (FS)KSR
Assistant Controller{Fs), IDU
Assistant Controller{Fs), THR
--Select Office Type--

Manufacturer Licence Dealer Licence

The user can select the Office to which the application belongs to from the list box
provided.Against each office, the place of location is also provided in code for ease of access.
While entering the date, the appropriate option — Application received, Application rejected,
Application Closed, Registration Certificate Issued — and estimated date - From and To should
be entered. The type of report to be sreached for, whether Manufacturer, Dealer, Repairer etc
need to be specified using option buttons.

To receive anapplication in inbox, the Inspector first has to accept the application from the New
Application option in the left panel. On clicking Accept, the application moves to the inbox
section. To view each application, the Inspector has to click on the View button, on which details
on each application is displayed. The middel panel consists of details on each application such as
Application ID, Applicant Name, Firm Address, Current Application Status, Purpose for Sending
the Application, Designation of officer sending the application, the office from where the
applicatio has been sent and the date odf sendinig the application. Along with the date of
sending, the number of days the applicatio has been pending in th einbox is aslo provided within
brackets.

D Applicant Name Firm Address App Status Sent for

App Sent  SentBy
By office

Senton
(Days
pending)

When the Officer clicks on the view button in an application, the screen similar to the real one is
displayed below:




. . . 1, Accept & 2. App Fee 3. Evaluation 2, Approval 5. Close Ay
b\.pplication form for Registration as Packer/ Importer eneree f)p PP 2]

AppID: [T | Arrived for: File isCurrently with:

m Download Application Return to Applicant
Eetieral Detals e

(1] Company/Firm Type Packer
ABC Associat
(2] Name of the establishment/shopperson seeking the licence soriates
Trivandrum
e Complete address of the establishment exc. «erala )
= Mobile Numnber
(4] Firm village Sasthamangalam
PARTNERSHIP
5 Mame of the establishment/shopfperson seeking the licence M

Details of Propricter (s)/ Pariners / Managing Director (s)

Name * Designation * Age * Address * Relation Type * Relation Name * Effect From *
user Partner 45 Trivandrum SI0 xyz 10122018
test Managing Partner 56 Trivandrum H/O asd 171212018

Old Details{Before Ammendmen)

On the top panel the application 1D, the purpose for which the application has been sent and the
current officer in possession of the application is provided.

App D : Arrived for: File isCurrently with:

Return To Applicant - There is a Return to Applicant window for retuning the application back
to the applicant. When the inspector clicks on the Return to Applicant button, a small pop up
window which looks like the one below

Return File to applicant The Return File to Applicant is a window

where there is a data field to enter the

details of returning the file back to the

applicant. Once an adequate reason is

et TR furnished, the file can be returned back to
4 the applicant.




+ Application ID:

Enter your note (Below text

f any, enter note ...

Sent Based On

Packer - File Forwared Details

Arrived FO’

will appear in the note file)

Task Based ®'Normal Order

SentTo*
(Within Office)

N

Asst.Controller{AC22) v

Sent For*

Asst.Controller{AC22)

~-Select from Within Office List-—-

Inspector Assistami(lA22)
Inspector(ING22)

Sent Date

Remark(Text here will
appear in the file
movement details)

77U Z0TY -

When the Inspector is satisfied and he accepts the
application, it is then forwarded to the Assistant
Controller. She/he has an option to write any
reference notes regarding the application. In the
forward window also details of the application
such as Application ID, Purpose of sending the
Application are provided. The Sent based on
satisfies the basis of sending the application. The
choice can be made between Task Based or
Normal Order. The Sent To option is for assigning
the designated office for receiving the application.
It can be either within the office or outside office,
the selection of which can be made up toggling
the IN/OUT button. A list box provides the
details of all offices. The Sent For option is for
selecting the purpose of sending the application. It
can selected from the list box. The date of sending
the application is filled by the system itself. The
Inspector also has the option to add further

remarks on the file in Remarks section.

Sent For®

Sent Date

appear in the file
movement details)

Remark(Text here will

For Approval

or Rejection
For Scrutiny

For Fee Caluclation/Payment ¥

For Closing After Approval/Rejection
For Fee Caluclation/Payment
For Document Rejection

The Sent For

list

includes purposes such as For Approval,

For Closing after

Approval/Rejection, For Fee Calculation/Payment, For Document Rejection, For Rejection, and

For Scrutiny.

After choosing the receiver and the purpose for the forward, the inspector can forward the

application to the

concerned person.



Flying Squad Office (Assistant Controller)

Once the application is accepted by the Inspector, it is forwarded to the Assistant Controller.

i New Applications (0)

nufacture
hler

H

ker | Importer

Bripplications Inbox m

# Inbax

@ Sentltems

o Drafs List
VRV [ o) ey ey ) p——"p—
Reparts = Applicatins Inbox
& Search Firm . - -
lDPP Applicant Name Firm Address App Status Sent for By SentByoffice  (Days
{ Fee Payment pendig
WO bencinres I For Fee 1710372019
AEChssecs Trrdrum e Calucletion/Payment ’ STV (0)
. . Assistant 16/0212019
M I F ARKAL BB i c
LUMIERE LEDS LUMIERE LEDS,CHERUNNIYOOR P O VARKALA or Serutiny in Comoler ST 2
& R ENTERPRISES & R ENTERPRISES THAZHE ELAMPA ELAMPA P O ATTINGAL Application returned to applicant for editing
FLUSTRE TECHNOLOGY FLUSTRE TECHNOLOGY PRIVATE LIMITED, RACHANA VALIYAKUNNU, KIZHUVILAM P O, Apalcton retumed toapplcant fr ediing
PRVATE LIMITED ATTINGAL

The dash board is shown above. The items in the left panel are same as that of Inspector.
However there is an extra menu called Fee Payment . The status of various applications and the
purpose for sending them are specified against each application in the dashboard. The officer has
the option to lick on the View button to view the application and move forward with the
necessary actions.

Once the Assistant Controller receives the application, he can open it and the application window
looks similar to the one provided below:




T . . 1. Accept A 2, App Fee 3, Evaluation £, Appraval 5. Close Ay
Application form for Registration as Packer/ Importer j ee g’ R PP

AppID:[FES] | Arrived for: [0 o] | FileisCurrently with: [[=5)

Vicvement ‘ Fee Payment m Download Application | Return to Applicant

(1] Company/Firm Type Packer

ABC Associates
@ Name of the establishment/shop/person seeking the licence

) Trivandrum
e Complete address of the establishment etc. Kerala J
- Mabile Number
(4] Firm village Sasthamangalam
PARTNERSHIP v
(5] Name of the establishment/shop/person seeking the licence
Details of Praprietor (s)/ Partners / Managing Director (s)
Name * Designation * Age ® Address * Relation Type * Relation Name * Effect From *
user Partner 43 Trivandrum 5/0 Xz 10/12/2018
(6]
test Managing Partner 56 Trivandrum H/O asd 17112/2018

(0ld Detzils[Before Ammendment)

The middle panel has instructions such as Accept Application, Application Fee, Evaluation,
Approval, and Close Application.

1. Accept App 2 App Fee 3. Bvaluation 4, Approval 5. Close App
o o

The current status of the application is indicated by a blue tick mark and the instruction itself is
highlighted in blue. The phases of the application which has already been completed is denoted
by a green tick mark.

The buttons on the top right corner includes:

Fee Payment Download Application Return to Applicant

Fee Paymentis the only addition to the panel with regards to the Inspectors panel. This button
provides the Officer with the option of assessing the fee payment status. The officer is required
to enter the receipt number and ancillary details as well. It includes details such as Application
ID, Application fee, Compounding Fee, Total Amount Paid, Date of Receipt of Payment, Receipt




Number and the name/designation of the person who receives it.

Fee Payment Details
Application ID 1535
Application Fee 750
Compounding Fee 15000
Total Amount Paid 15750
Receipt No 123
Paid On 17/05/2019
Received By AC22

On the left is the Fee Payment window.
Details such as Application ID, Application
Fee paid, Compounded Fee, Total Fee paid,
The Receipt Number, Date of Payment and
Payment Received by (Denotation of
Concerned Officer) are provided. The
receipt number needs to be entered by the
Officer.

Once fees have been calculated, the
Assistant Controller will have to ‘Evaluate’
the application and forward it to the
concerned authority for Approval.

On Evaluation, if the application comes
across as unsatisfactory or if the application
doesn’t meet the required standards, it can
be reverted back to the applicant using the
Return Application button.

A window for the same is given as follows-

Suitable reason for returning the application should be provided before returning the application.

Return File to applicant

Reason for returning
application

In the Return File to Applicant
window, there is a space
provided for entering the reason
for returning the application
back to the applicant. After
entering the details, the Assistant
# Controller can click on the
Return button to return the

application back to the applicant.




The Evaluation window is as provided below:

Checklist for Inspection
o0 ] | Cument Task: ) | e ()
el

SI.No Description Applicant's data Comments by Inspecting officer

1, Name of the establishment/shop/person seeking the license | ABC Associates | ‘ verified ‘ ]

2, Complete address of the establishment vanduy verified ‘ 72

Kerala
£
3, Village in which the firm is located | Sasthamangalam | ‘ verified ‘ v
4. Firm Type Packer ‘ verified ‘ 72
PARTMERSHIP v .

5. Company Type | ‘ verified ‘ ¥
5. Dexails of Proprietor (s)f Partners / Managing Director (s) ‘ verified ‘ v
Name Type Relation Relation Name Address

user Partner Father * Husband XyzZ Trivandrum
‘ test | | Managing Partner | ! Father - Husband | asd | ‘ Trivandrum ‘

When the Assistant Controller clicks on the Evaluate button, the application is displayed along
with a separate data field against every information supplied by the applicant. The Assistant
Controller can add their comments against each information added by the applicant and in the
final section there is an option to post his final comments in the form of a list box which includes
two options as follows:

! Final Cormments Accepted for further Processing v

~seleqt-

e Accepted for further Processing
Submit Evaluation .
May be Rejectad

The choices can be made between Accepted for further Proceedingor Maybe Rejected. Then
evaluation can be submitted using the Submit Evaluation button.

The application after evaluation is sent outside the office to the Controller Office for scrutiny and
approval. The evaluation done by the Assistant Controller can be also viewed by the succeeding
officers by clicking on the Evaluate button on the top right panel.



If any, enter note ...

Sent Based On

Sent For*

Sent Date

Remark({Text here will
appear in the file
movement details)

+ Application ID:

SentTo* @
(Outside Office)

Packer - File Forwared Details

Enter your note (Below text will appear in the note file)

Task Based ' Normal Order

--Select from Cutside Office List-- A
--select-- v
—select--

or Approval

For Closing After Approval/Rejection

For Fee Caluclation/Payment
For Document Rejection
For Rejection

For Scrutiny

From the Assistant Controller the file is forwarded to Controller Office. File notes regarding the
file can be added in the notes section. Sent based on requires a choice to be made regarding Task
Based or Normal Order. Here the destination of forwarding is from within the office to outside
the office. The same can be changed by using the IN/OUT toggle buttons. The purpose of the
application can be selected from the list box provided. The date of sending the application will
be filled automatically by the system itself. Any remarks concerning the application in hand can
be added in the remarks section. There is an option to save the details as a draft as well as to

forward it back to the next office in the hierarchy.




Controller Office —Clerk

The first person to receive the application in the controller office is the clerk. There is a
dedicated clerk to handle applications related to Packer.

The dashboard of the concerned clerk in the Controller Office looks like this —

Inbox includes the number of applications received for further processing.

B ew pplicaons (] nufacture [ | ufacture [ |
INBOX

bler [ | Jer [ |
# Inbox 86 Dailer B aer [ |

Ker  Importer | fer | Importer [ |
& Sent ltems

Bpplications Inbox Q searcH
o Drafts List
Q Advanced Search E Packer.
& Reports Z Applications Inbax
& Search Firm . Gt Senton
IDPP Applicant Name Firm Address App Status Sent for Een Sent By office (Days
/ pending)
Asgiztant 171512019
Associates i r Serutiny c
ABC Assodi Trivandrum Kersla For Scrutiny T ool ST (0 m

Controller(FSTVM  (0)

ssistant 30/03720°
Coconut compe CGCC-\JUTCO!-,PEX,VALWATH»N!-ACC‘JmmmJ For foprova I Ve m

NEW STAR FOOD PRODUCT 27317, NARUKARA, MANJER, MALABPURAM, 676122 Far doprovs L el
Controller(FSIMAL | (0)

N

Drafts section also contains a list of pending applications

|i5 Drafts

Packer Drafts

AppID Draft Date Sent to Sent for Remark

Draftis Empty

The left panel is similar to other officers. Only Packer Application Tab is present in the
dashboard. The status of every application is provided adjacent to the application. The officer
can view the application, the purpose of sending the application and forward to the other officers



for scrutiny or approval as the case maybe. The status of the application can also be viewed from
the status bar on the top of each individual application.

1. Accept App 2 App Fee 3. Bvaluation 4, Approval 5. Close App
- ' - L]

The green tick mark indicates the processes already completed and the blue indicates the current
status/stage of the application i.e. in this case — Approval.

On closing an application, the respective application is transferred to the archives section. Under
archives section, details of all application can be accessed, along with the status of the
application.

|DArchive ltems

=Manufacture
@ Applications Process Completed Packer

=Packer

:pTF;L[: Applicant Name Firm Address ?;Fl.us E: i:;g ;:;m ::n[ Sent By office STHEEH i

(Days pending)
ﬂﬂ KEERTHY QIL AND FLOUR MILL fgﬁ;;gg‘;“’gm%ﬂmmm NEOLERO, f;f”g;‘;; el al g;”‘;:’”er ML 81 m
ﬂﬂ THANKLS FOOD PRODUCTS ELAMPA PO ATTINGAL TRVANDAUM 1(;;3;;;; sl i g;f”‘;:’”er e 165) m
ﬂﬂ PADDYS TC 311522:5, 5N KAGAR, PETTAH PO, TRVANDRUM f;f”g;‘;; sl i g;f”;:’”er G 151) m




The forward window looks like this:

Packer - File Forwared Details

+ Application ID: Arrived For [GEERR

Enter your note (Below text will appear in the note file)

Sent Bazed On Task Based ' Normal Order
SentTo* @ |unior Superintendent()5-Ctrl1) A
(Within Office) =
~Select from Within Office List--
Sant For* Asst.Controller(AC-Ctrl)
Controller{Ctrl)

Junior Superintendent()S-Ctrl1)

sentDate Junior Superintendent{]S-Ctrl2)
Senior Clerk{sr.Clk)
Remark(Text here will
appear in the file

movernent details)

Senior Clerk{sr.Clk2)
Administrator{admin)
Joint Controller(jcim)

e

Controller Office — Junior Superintendent

The application moves within the Controller
Office under a specified hierarchy of scrutiny
and approval system. The officers in the
Controller Office include-

- Assistant Controller

- Controller

- Junior Superintendent
- Senior Clerk

- Administrator

- Joint Controller

There is also a space provided for entering
specific details about the application in the form
of notes which can accessed by the succeeding
officer by clicking on the File Note button in
the top right panel of the application window.

The sender also has the option to specify the
date of sending the application, and further
remarks about the application before forwarding
the application. The remarks added on the
application can be accessed by the next officer
on clicking the Movement button on the top
right panel of the respective application

window.

From the clerk, the application is forwarded to the Junior Superintendent for scrutiny and

approval.



nufacture DRAFTS ufacture
faler aler
airer 0 airer
ker | Importer ker | Importer
DApplications Inbox Q, SEARCH
& File Call Up

SExisting Dealers SExisting Repairers = Packer

Q Advanced Search

= Applications Inbox

& Reports

& Search Firm

A Sent  SentB S
I[fp Applicant Name Firm Address App Status Sentfor 2 d (Days
¥ pending)
MORNING FOODS MORNING FOODS, VELLAKULANGARA, MANAKALAP.O,ADOOR er sr.clerk | Controller | 08/04/2018
Approvs Officz 1)
For er | 2710372019
NEW REGAL BAKERY 20/488, OPP BUS STAND, SHORNUR, PALAKKAD oy | STdlerk g;”f”" “’, perzote m
Scrutiny )
VIAYA JYOTHI AGENCIES SATHRAPPADI, NEAR GANAPATHI TEMPLE, KAN|IKKODE, PALAKKAD oy | STl ‘E,:frfmuf ;f”mw u
Serutiny (1)
TINY FAMILY MARGIN FREE P —— For L, Controller  27/0372018 o -

The dashboard of the Junior Superintendent is provided above. The left panel of the dashboard
has further addition called File Call Up.

& Sent ltems

& Drafis List

&& File Call Up

Q) Advanced Search

& Reports

& Search Firm

The File Call Up provides the option to the junior Superintendent to call up the files in the hands
of the clerk. When the Officer clicks the File Call Up button, a window similar to the one
provided below is opened:

Here a list of applications are displayed with details such as Application 1D, Name of the
applicant, Status of the application and the Office from where the application has been forwarded
is provided. There is button named Call File to call up the file from the Clerk. On clicking the




Call File option, the file is called up from the Controller Office — Clerk and is transferred back to
the Inbox of the Junior Superintendent. The Call File menu has indicators such as Application
ID, Applicant Name, Firm Address, Application Status, and Officer who has sent the application,
the office from where the application has been sent etc. The same data can be used for searching

the files as well.

f‘DPP Applicant Name Firm Address

09 SKYROCKSMICES Skyrack Spices Vellayamkudy, Katrappana ldukki Kerdla

665 PADDYS TC31/562-5, 5N NAGAR, PETTAR PO, TRIVANDRUM

889 | GRAND SUPERSHOP (GRAND SUPER SHOP INMANLIEL COMPLEX, CHALAKKLDY ROAD VELLANGALLUR PO

Aep

Status

Approved

Appraved (el

Appraved | Cul

Sent

B Sent By office
Compfaller ' ‘

(rd o >
Controller
(ffice
Contraller ‘ ‘
(ffice

Foon

From the applications received, the Junior Superintendent can select each individual application
and take any action such as forward or approve as required to do so by him.

The application screen on opening is provided above.

Anplication form for Registration as Packer/ Importer

AppiD:[53 | Arived for: File isCurrently with: 7]

DL Commodity Details

(@ Name Of the commodity ar commadity prepacked by the
applicant

Address of packing unit
building number
streetfroad
village/panchayat

consumables perishables Posiofce

Taluk

district

pin code

1. Accept App LhAppfee

o

121452

sastamangalam

trivandrum

693001

3, Bvaluation

5 Close App

Branch/Firm

ABC Associates

i ] i

View Atachments




On the top left panel are information on Application ID, Purpose of arrival of application, file
currently in possession with etc. The right panel has function buttons as discussed previously
such as Forward, Movement, Evaluation, File Note, Send Alert, Download Application and
View Attachments. Movement buttons helps to track the movement of the file from its original
source to the current destination. Moreover the Movement button also displays remarks attached
with the file from the immediate source of the file. File Note consists of additional information
on the file in hand, and Send Alert button helps in communicating with the applicant regarding
Clarifications and Intimations if any, along with a message field to convey the message if any.

From there the applicant can use the Forward button to forward the application to the desired
officer. The forward screens are provided below

Packer - File Forwared Details Packer - File Forwared Details
« Application 1D : Arrived For [EEEar « Application ID: Arrived For R
Enter your note (Below text will appear in the note file) Enter your note (Below text will appear in the note file)
£ y
Sent Bazed On TaskBased — @hormal Order Sent Based On Task Based ' Normal Order
Sent To * ‘i;) C r(jclm) v )
(Wei;inuiiifflce} E SR I SentTo * @ Joint Controller(jcim) v
—Select from Within Office List-- (Within Office)
Sent Far* Asst.Controller{AC-Ctrl)
Controller{Ctrl) SentFars For Scrutiny v
Junior Superintendent{]5-Ctrl1)
Sent Date ior Superintend {15-Ctrl2)
Junior Superintendent{]5-Ctrl2) Sent Date oval
. Senior Clerk(Sr.Clk) For Closing After Approval/Rejection
Remark!Text here will Senior Clerk{Sr.Clk2) " h il For Fee Caluclation/Payment
appear in the file | o X o Remark(Text here wi 0 C /Pay
Administrator{admin) in the fil or Do iacti
movement details) appear in the file For Document Rejection
| Joint Contral ler{jclm) | movement details) For Rejection
For Scrutiny
|
=

The officer can choose to send the application within or outside the office by just clicking on the
IN/OUT swap button. The IN button includes Officers such as the Assistant Controller,
Controller, Junior Superintendent, Senior Clerk, Administrator, Junior Controller. The purpose
of forwarding the application needs to be selected from the list box, the options include —

Approval, Closing After Approval/Rejection, Fee Calculation/Payment, Document Rejection,
Rejection, Scrutiny.

The hierarchy of forwarding here is from Junior Superintendent to Junior Controller.
Junior Controller

The application is received from Junior Superintendent for scrutiny/approval as required by the
Junior Superintendent. The dashboard is provided below:



AppID : Arrived for: File isCurrently with:

General Details | IEL WO IIVEE]S

o v ot

View Attachments

Company/Firm Type Packer
ABC Associates
@ Name of the establishment/shop/person seeking the licence
— Trivandrum
€) Complete zddress of the establishment etc. Kerala
Vi
= Maobile Number
(4] Firm village Sasthamangalam
PARTNERSHIP v
(5] Name of the establishment/shop/person seeking the licence

Details of Proprietor (s)f Parmners / Managing Director (s)

Name* Designation * Age* Address* Relation Type * Relation Name * Effect From *
user Partner 45 Trivandrum S0 xyz 101212018
test Managing Partner 56 Trivandrum H/O asd 17122018

0ld Detzil={Before Ammendment)

The top and right panels are same as discussed previously.

An overall verification is done and the file is forwarded to Controller for approval. The forward
screen is provided below.

The File Forward window provides Packer - File Forwared Details
details such as Application ID, Purpose
arrived for etc. Any notes concerning the
file can be entered in the field provided
which the other officer can access from
the Note Field button. The Sent Based
On option provides a choice between
Task BasedorNormal Order. The officer

* Application ID: Arrived For [EEETY

Enter your note (Below text will appear in the note filg)

to whom the application is being sent and ’
the purpose for sending the application e esedOn feskased = Normal order

can be selected from the respective list sentTo* @ Controller(Ctr) v
boxes. The Sent date is automatically ——

entered by the system and any remarks e orhepror ’

on the file in question can be entered in
the remarks section which will appear in ekt here i
the File Movement details of the S
recipient Officer.

Sent Date 18/05/2019

s




Once the application is forwarded, it is received with the Controller and further proceedings are

initiated there.

Controller Office - Controller

The Controller is the final destination in the flow hierarchy. The dash board is provided as
follows:

Inufacture
INBOX
Bler
q .
ker / Importer

DApplications Inbox

ufacture
DRAFTS
aler
0 o
ker / Importer

Seisting Manufactures | Sdsting Dealers | =existing Repairers

= Applications Inbox For Approval

For Rejection

AppID Firm Name

Senton

Firm Address App Type App Status Sent for Sent By Sent By office P

Inbox is Empty

K Mew Applications (0)

# Inbox

& Sent ltems

# Drafts List

Q, Advanced Search

& Admin Panel

& Reports

& Search Firm

There are individual tabs for each application under Manufacturer,
repairer, Dealer, renewal, existing manufacturer, existing dealer,
existing repairer, packer, branch, firm etc. On the left panel, there are
certain additions such as the New Application and the Admin Panel

New Application indicates the list of new applications received. The
Controller has to accept each application in order to take an action on
it. On accepting it, the application is transferred to the Inbox of the
Controller. There is also a new option called Admin Panel where the
Controller can create and edit officers, offices, designations, ranks,
and access list of retired employees, App status, Public User Status,
License Status, Office User Status, Premise Status, Codes and types
used for Weights & Measures etc. Details and specific codes related to
the terms used are provided in the admin panel.

All other menu functions are same as discussed previously.




Task

Office Type
Region

Submit App-To
Configuration

Countries
App Type
Firm Type Village
Association Type Panchayath

TaxType l\cﬂ:nidpality
Attachment Type rporation

Weight/Measure Type imnd::lrd

A sample of admin panel is provided above. On clicking each item, a separate window is opened
highlighing the contents of each. Few screens on admin panel are provided below:

. . The Submit  Application
Admlnlstratlon Pane' panel provides information
on where each application
needs to be submitted. By
clicking on the Edit button,
existing data can be modified

Submit Application

Select Application Type Office Type and by clicking on the ‘New’
Repairer Licence Flying Squad-Assistant Controller butto n, new information can
be added to the panel.
Dealer Licence Flying Squad-Assistant Controller

Packer/Importer Registration Certificate  Flying Squad-Assistant Conwroller
Firm Flying Squad-Assistant Controller

Manufacturer Licence Flying Squad-Assistant Controller

@ & ao



The create/edit office option has facilities for adding new office, viewing all the existing offices
and editing them. The data provided include information on office code, office name, office
address, abbreviation used to identify the office, and the description of the office. From the
Admin Panel it is easy to sort these offices using preset filters and view only those offices as
required. Filters include Assistant Controller, Government, Directorate- controller, Inspector
Office etc.

Create/Edit Office Add New Office € BACK |®)
Filter By :
“All Government Directorate - Controller Regional - DY.Controller
Assistant Controller Flying Squad-Assistant Controller Taluk Office Inspector Office
g:;[: Office Name Office Address R‘J’::Ereviatinn Office Type Description
3 Controller Office O/o. The Controller Legal Metrology, Ground Floor, Vikas Bhavan, Vikas Bhavan P.O., Thiruvananthapuram - 33 Crrl.office Directorate - Cantroller m
101 Assistant Controller Office{G)TVIM "Thushara",Mangalassery Line,Kaimanam,Pappanamcode P.Q. Thiruvananthapuram ACY Assistant Controller ml.
501 Assistant Controller Office{D)JALA O/a. The Assistant Controller, Legal Metrclogy AcCtrl2 Assistant Controller mﬂ
1001 Assistant Controller (GMAL Legal Metrology, Malappuram Manjeri, 676121 ACG)MAL Assistant Controller ml.
1002 Senior Inspector (TVM) Thiruvananthapuram Inspector Office
1003 Senior Inspector (Auta) (TVM) Thiruvananthapuram Inspector Office
1004 Inspectar (Circle Il) (TVM) Thiruvananthapuram Inspector Office
1005 Inspector (Attingal) Artingal Inspector Office mﬂ

The Designation Details are
yet another menu option in the
menu panel which provides
the designation of each officer
in the flow hierarchy along

Administration Panel

Designation Detail

Select Designation Code Designation Description

il coreroler with their designation code for
> Jepuy Comealer easy identification. There are
* fesscomele options for adding new ones
and editing the existing
‘MW designations.

clerk Clerk

de Deputy Cantraller

Els Azzt.Controller

js Junior Superintendent

derkaype Clerk Typist

asins Inspector Assistamt

T &5 aro




On receipt of an application, the Controller can open the application by using the view button,
verify the application and approve it if it is to his satisfaction.

AppID:[[55 | Arrived for: File isCurrently with: [Z]

[ View Payment ][ Movement M Evaluation ][ File Nota ] Download Application
General Details Commodity Details

(1] CompanyfFirm Type Packer

ABC Associates
9 Name of the establishment/shop/person seeking the licence

Trivandrum
e Complete address of the establishment etc. Kerala p

4

- Mobile Number
(4] Firm village Sasthamangalam

PARTNERSHIP v
6 Name of the establishment/shop/persen secking the licence

Details of Proprietor (s)/ Partners / Managing Director (5]

Name * Designation * Age* Address* Relation Type * Relation Name * Effect From*
user Partner 45 Trivandrum S/0 7 10/12/2018
o
test Managing Partner 56 Trivandrum H/C asd 1712/2018

(Qld Details{Before Ammendment)

On the top right corner are the function buttons such as approve, send alert, forward etc. When
the Controller clicks the Approve button the following window pops up-

File Approve/Rejection Details

Application ID :E

Approved ® Rejected U

Enter Your commnets ...

Forward to the sender
The data will be signed using DSC. Please make sure the DSC token is connected with the machine




The Controller can either Approve/Reject the application but choosing the appropriate option.
There is also a field provided for adding any additional comments about the approval/rejection.
The option to forward the same to the sender is selected automatically by Default. The Controller

is required to have his DSC and the same should be connected to make a successful
Approval/Rejection.

2. Manufacturer License
The flow here is provided below

. Flying Squad Office [Inspector]
. Flying Squad Office [Assistant Controller]

. Controller Office [Concerned Sectional Clerk]
. Controller Office [Junior Superintendent]
. Controller Office [Junior Controller]

. Controller Office[ Controller]

Inspector

When the user/applicant submits an application for procuring manufacturers’ license, the
application is first received with the Inspector for acceptance. The inspectors’ dashboard is as
follows:

| New Applications (0)

nufacture ufacture

INBOX | B v H
bler . Dealer .

# Inbox 66 pairer . ‘Repairer .
Ker | Importer @A Patier [ mporter B

& Sentltems

BApplications Inbox m
# Drafts List
QAdvanced Search SManufacture SoistingManufactures | SBisting Dealers [f] | SBusting Repairers

& Reports

= Applications Inbox

& Search Firm

- . Sentan
AppID  Firm Name Firm Address AppStatus  Sentfor  SentBy  SentBy office (Days pending)
40 royal indian foods ROYAL INDIAN FOODS PP/14/684 VELLANCHIRA PANAVOOR NEDUMANGAD ‘Application returned to applicant for editing

410 royal indian foods ROYAL INDIAN FOODS PP/14/68A VELLANCHIRA PANAVOOR NEDUMANGAD Application returned to applicant for editing

403 ARUDIYIL CIL AND FLOUR MILL CHERUVALAM ROAD, KALLARAP O Application returned to applicant for editing

403 ARUDIYIL CIL AND FLOUR MILL CHERUVALAM ROAD, KALLARAP O Application returned to applicant for editing
105 Manikandan firms Mani building vattiyoarkavu trivandrum Application returned to applicant for editing

105 Manikandan firms Mani building vattiyoorkavu trivandrum

HAHAEA :

Application returned to applicant for editing




The new applications need to be accepted to move them into the inbox folder for further
processing. The left panel provide similar operations as discussed previously.

The draft list consists of application saved as a draft and for which further proceedings are yet to
be taken.

Manufacture Drafts

ApplD Draft Date Sentto Sent for Remark

Oraftis Empty

The middle panel consists of details on the files such as Application ID, Firm Name, Firm
Address, Application Type, current Status of the Application, Purpose of sending the application,
Sender of the application and the date on which the application has been sent, along with the
number of days the application has been pending in the inbox. Applications are categorized
according to their nature, with individual tabs listing out the applications under each head.

The Sent items provides a list of applications already sent by the officer. Applications are listed
on the basis of Application ID, Firm Name, Firm Address, Sent Date, Sent To (designated code
of the officer) Sent to (recipient office), Sent For (purpose of sending). By clicking on the View
Sent Item button, application that have been sent from the office can be viewed.

4 Sent Items
=Manufacture
Manufacture Sent tems vX

AppID  Firm Name Firm Address Sent Date SentTo  SentTooffice Sent For =

404 BPL MEDICAL TECHNOLOGIES PVTLTD BPL WORKS, KOOTUPATHA N, CHANDRANAGAR PO, PALAKKAD 120032019 ACCol  Comroller Office For Approval

408 EMINENT TECHNOLOGIES 24/350MARKET ROAD TRIPUNITHURA 130052019 ACIS Assistant Contraller(FS)ERN For Sarutiny

404 BPL MEDICAL TECHNOLOGIES PVTLTD BPL WORKS, KOOTUPATHA N, CHANDRANAGAR PO, PALAKKAD 120032019 ACCol  Comroller Office For Approval

408 EMINENT TECHNOLOGIES 24/350MARKET ROAD TRIPUNITHURA 130052019 ACIS Assistant Contraller(FS)ERN For Sarutiny
——

The Advanced Search option for manufacturer looks like the one provided below:



R Search Applications

E—
= Manufacturer

Manufacture Applications
Search with all Conditions below ®

1. Name of the Manufacturing concern for which license is

2. Complete address of the concern
desired

3Village 3. 5tatus of the premises --select- v

5. Company/Firm Type 7. Trade Licence No/ Reg. No

11. The program cr trademark intended to be imported cn

8. Nature of Manufacturing activities .
weights and measures 1o be manufactured

at present
Application Belonging to Assistant Controller(FS)TVIV v
P i TliaE No.Skilled Labors No.Skilled Labors
9 a Established Date Between Semi Skilled Between
Unskilled Between

Trade License Date Between

Skilled Between Trained Between

The Advanced Search window for manufacturer requires information regarding the Name of the
manufacturing concern, complete address of the concern, village where the firm is situated,
Status of the premise, Company/Firm type, Trade License Number/Registration Number, Nature
of present manufacturing activities, program/trademark intended to be imported on the weights
& measures manufactured, estimates of establishment dates, estimates of trade license dates, and
the quantity of skilled, semi-skilled, unskilled and trained employees.

The Search Firm option can be used to search for firms by only entering details such as the
Local Body where the firm is situated, the ward number and the Building Number only.

Search Firm

Local Body ~select- v Ward Number Building Number

The Inspector has options for viewing the application- returning it back to the applicant or
accepting it for further proceedings, as the case maybe.



I New Applications (1) 1. Accept App 2. App Fee 3. Evaluation

Application form for Manufacturer License

# Inbox

App D File Number : (742222 | Arrived for: | File isCurrently with:
@ Sent ltems
G
# Drafts List
Application ID 427-Currently With

Q Advanced Search
ABC Associates
1. Name of the Manufacturing concern for which license is desired

@ Reports
. ) Trivandrum
Lzl 2. Complete address of the concern Kerala
Mobile Number
Owned

3. Status of the premises

A village in which the firm is located Sasthamangalam

01/02/2019
4, Date of the Establishment of workshop/factory

5. Company/Firm Type Partnership

6. Details of Proprietor (s)/ Partners / Managing Director (s)

Name Type Relation

4 Approval 5. Close App
Download Application | Return to Applicant

Click Here to see the uploaded photo

| I

Relation Name Address

The buttons on the top right corners are provided as follows:

Download Application Return to Applicant

Click Here to see the uploaded photo

send alert Forward

Each button has its own unique functions. The Download Application button directly
downloads the application, the Return to Applicant button helps to revert the applicant back to
the applicant, the Send Alert button facilitates in sending timely alerts regarding the application
to the applicant. The Forward button is for forwarding the application to other offices, View
Attachment button can be used do view the uploaded documents and unlike in the Packer
window, there is a special button named click here to see the uploaded photo to view the photo

uploaded by the applicant.

After accepting the application, the Inspector can forward the application to the Assistant

Controller. The forward window looks like this:




Manufacture - File Forwared Details

= Application D : [E Arrived For [

Enter your note (Below text will appear in the note file)

f any, enter note ...

Remark(Text here will E oo
appear in the file o
movement details)

Sent Bazed On Task Based ' MNormal Order

Sent To * @ Asst.Controller{AC22) v
(Within Office)

Sent For* | For Fee Caluclation/Payment v

Sent Dats 17/05/2019

The file Forward Details window
of Manufacturer includes
Application ID and Purpose of
Arrival on the Top Panel, followed
by a data field for entering notes
on the file. The sender also has to
select between the basis of sending
the application — Task based or
Normal Order. The destination can
be swapped between within the
office or outside by using the
IN/OUT swap button and the
appropriate office can be selected
from the list. The purpose for
sending the application can also be
selected from the list box
available. The date of sending the
application is entered
automatically by the system. Any
additional notes on the application
can be entered in the Remarks
section before forwarding.

If the Inspector is dissatisfied with the application, he can promptly return the same back to the
applicant. For this purpose, the Return to Applicant button on the top right panel is used. On
clicking the button, the following window is displayed on the screen-

i

Return to Applicant

Click Here to see the uploaded photo

When the Return to Applicant
button is clicked, a small pop
up window is opened like the
one on the left.

Return File to applicant

o . The reason for returning the
Reason for returning A i )
application application should be entered in
the field provided before
returning the application.




Assistant Controller

The assistant controller receives the application from the inspector. The dashboard of the
Assistant Controller upon login looks similar to the one provided below:

& New Applications (0) nufacture [ ] T Ehutacture ]
ler B Dealer ]
# Inbox airer B 'Repairer ]
ker | Importer - [Patker [ Imparter .

@ Sent ltems

DApplications Inbox Q SEARCH
e ey ey P T Y -

= Applications Inbox

# Drafts List

Q Advanced Search

@ Reporss

o .
@ Search Firm Senton

ﬁfp Applicant Name Firm Address App Status Sentfor 2‘;“‘ SentByoffice (Days
@ Fee Payment pending)
o For Fee | Assistan: 17/05/2019
ABC Associates Trivandrum Kerala Caluclation/Payment | "> | Contraller(FS)TVM | (0} m
. Assiszant 16/0212019
LUMIERE LEDS LUMIERE LEDS,CHERUNNIYCOR P O.VARKALA For Scrutiny ins | e | @) m
ARENTERPRISES /4 RENTERPRISES THAZHE ELANPA ELAMPA P O ATTINGAL Application returned to applicant for editing
[E5  FLUSTRETECHNOLOGY FLUSTRE TECHNOLOGY PRIVATE LIVITED, RACHANAVALYAKUNNU, KIZHUVILAM PO, aonication returmed to applicant for editing
PRIVATE LIMITED ATTINGAL

There are dedicated tabs for each service — Manufacturer, Dealer, Repairer, Packer, Renewal,
existing Manufacturer, Existing Dealer etc. under which applications are categorized as per their
purpose. The screen includes list of applications including their Application ID, Firm Name,
Firm Address, Application type, Application Status, Sent By, Sent For, and the Source of
Sending the application along with the date of sending. Along with the date of sending, the
number of days the application has been pending in the inbox is provided within brackets.

On clicking the View button, the user can open the application and do the necessary actions.

‘ : Senton
ApplD  FirmName  Firm Address App Type App Status Sent for SentBy  SentByoffice Days ending)
47 ABCAssocizies  Trivandrum Kerala m For Fee Caluclation/Payment ~ ins hssizzant ControllerFSTVM . 17/05/2019 (1) ma
M0 KKAGENCY  TCO3/756-1VALIASALA CHALAI PO, RVANDRUM [T Applicatn returned to applicant orediing '

The purpose of sending the application is displayed in the Sent For section. When the user clicks
on the Fee button, a pop up window such as the one below is opened-



Fee Details - Manufacture Licence Fee Details inClUde information

suich as  Application D,
e i Application Fee, WM Fee, Paid
App Fee® 5515 by User, Balance Amount to Pay,
e ) Calculated By (code  of

designated officer), Calculate On
e ’ (Date of calculation of fee),
RS et 551 Receipt Number, Date of
Calculaced By - ac22 payment of fee, and the actual
L O amount pa_id by the _applicant.

These details are required to be
e e = entered by the  Assistant
Paid On * 17/05/2019 Controller. After entering the
e — details, it is updated and

o ] o | submitted.

The Assistant Controller has another function — Evaluation. After calculating the fee payment
details, the next process for the Assistant Controller is Evaluation of the application of the
application received.

The Evaluate button can be accessed from the top right corner of each application menu.

Evaluation is an inspection of the details entered. If the Officer is satisfied by the details entered,
the application is approved otherwise it is rejected by selecting the appropriate item from the list
box provided. There is also an option in the evaluation page to save the evaluation as a Draft so
that evaluation can be continued at a later time.



App ID Currrent Task : X
SINo Description Applicant's data Comments by Inspecting officer
10. Type Of TAX
GST G5TIN4231310
1. Trade license Number 98650 | comments|
12 Trade license Date 12/04/2018
13. Building Mumber Issued by local body 23
14, Area in which you wish to operate
15. Details of machinery tools or accessories available
16. Have you sufficient Stack of loan or test weights.Give Details
17 Availability of electric energy
Availability of electric energy Deatails No v
18. Have you applied previously for a repairer's license, either in this State or elsewhere?
Haye vou soplied previgushy for 3 repairer's license No hJ
2 Final Comments Accepted for further Processing v
~select-
Accepted for further Processing
May be Rejected

Draft Evaluation

While evaluating, there are provisions for entering the comments of the Assistant Controller
against each information provided by the applicant. Notes can be made regarding each individual
entry of the application. As a final comment, the Controller can select from two options —
Accepted for Further Processing or Maybe Rejected. After making a choice the Assistant
Controller can either Forward it or save it as a draft.

After evaluation, if the application is accepted for further processing, it can be forwarded to the
Controllers” Office. If it is rejected, it is reverted back to the applicant.



Manufacture - File Forwared Details

+ Application 1D Arrived For [y

Enter your note (Below text will appear in the note file)

any, enter note

Sent Based On Task Based '®Normal Order

SentTo * @ Controller Office v
(Outside Office)

Sent For* For Scrutiny v

Sent Dare 17/05/2019

Remark{Text here will
appear in the file

e

maovement details) P

Controller Office — Clerk

The Application ID and Arrived For
are provided in the window itself.
There is a section to add notes
attached with the file for reference of
the receiving officer. The sent based
on consists of two options — Task
Based and Normal Order. The
destination of the file can be selected
from the list box and within or outside
office can be selected by toggling the
IN/OUT button. The purpose for
which the application is being
forwarded can be selected from the
list box adjacent to it. The date of
sending the application is entered
automatically by the system. Any
remarks on the application can be
added in the remarks section and is
viewed by the recipient when he
clicks on the Movement button on the
application window.

The Controller Office Clerk receives the application from the Assistant Controller. The

dashboard is provided below:



# Inbox

nufacture ufacture

INBOX
ler ler

& Sent ltems airer

19 =

Ker | Importer

Bpplications Inbox

ker ! Importer
o Drafts List

Q Advanced Search

aﬁepons Sanifaue Mng Vendacures Eﬂﬂjng Dedkes Eﬂﬂjng Repa“ﬂs

g Search Firm = Applications Inbox

:BPP Firm Name Firm Address AppType App Status Sent for é;nt Sent By office [5;:;:”

pending)
427 ABC Assodiates Trivandrum Kerala m For Serutiny a é;i:;:ﬂ;r“:w W ['J\’s’GSIZGiQ m
0 EPFIE !L\lEjD\CALTECHNOLCG =] 325\([25{[()5 KOOTUPATHA N, CHANDRANAGAR PO, m m E:P Elosa PE :f;ron wl ol Offce [‘5313’]12&018 m
o EF# !'éE]D\C#LTECHN-QLCG 53 izt\gR[()S KOOTUPATHA N, CHANDRANAGAR PO, m m al Corsraller Chfce ‘ 531"‘]i2c'2Ci2 m

The dashboard home page displays a list of applications received, including the name of the firm,
Application ID, Address of the firm, Status of the application, Purpose of sending the
application, source from where the application is sent and date on which it is sent. All
applications are categorized under different heads such as Manufacturer, Dealer, Repairer,
Renewal, Packer, Existing Packer, Existing Manufacturer, Existing Dealer, Existing Repairer etc.
Applications can be viewed by clicking on each respective tab. The Clerk can view details of
each application by clicking on the View button next to each application.

Senton
J:BPP Firm Name Firm Address App Type App Status Sent for :enl Sent By office (Days 1
/ pending)
Assistant 1710512019
7 ABC Associates i i r Scrutiny c
427 ABC Associ Trivandrum Kerala m Application Under Processing RN T"ai Ty 8 Contralr{FS)TVM 0 m

On clicking View the application is opened, a reference screen is provided below:



— 1. Accept App
Application form for Manufacturer License ?

ApplD: File Number : E Arrived for: File isCurrently with:

| Page 4

23, Details of previously applied Manufacturer's license

none
16. Details of loan received from Gaovernment or Financial Institution, If so, five
details

nil
17. Name of Bankers if any
18, Type OF TAX GSTY
20, Have you applied previously for a Manufacturer's license No
21, Do you intend to import weight or measure frem cutside the state No
22, Do you intend to import weight or measure from cutside the country No

2 AppFee

GSTIN798951455

3, Evaluation £, Agproval 5, Close App

0

Forward

View Attachments |  Click Here to see the uploaded photo

Type W/M Details Appoval Mark Gazette Notification No: Gazette Notification Date Issuedto Region of state Inspection Date
BW il 12 03/05/2019 With in & outside State
y BV il 12 03/05/2019 Outside State
BW oil 12 030372019 With in State

The procedure is same as that of repairer. On the left is a set of information pertaining to
Application ID, File Number, Arrived For, and office where file is currently held. Top right
panel consists of buttons such as Download Applications, Evaluation(for verifying or reviewing
the verification already completed), Movement (for tracking the movement of the file from its
original source and for viewing the remarks attached with each file), File Note( for viewing
notes attached with the file), View Payment (for viewing the payment details received), Send
Alert (for communicating with the applicant regarding clarifications required with the
application or intimations concerning the application), Forward (for sending the application to
various other Officers both within and outside the office), View Attachments (for viewing the
attachments added with the application) and an option to see the uploaded photo.




Manufacture - File Forwared Details

+ Appiication D ] Arrved For SR

Enter your note (Below text will appear in the note file)

m
m

Sent Based On Task Based '®'Mormal Order
Sent To * @ Junior Superintendent{]S-Ctrl1)
(Within Office}

Sent For* For Scrutiny

Sent Date 8/05/2019

Remark(Text here will
appear in the file
movement details)

The File Forward details consists of
Application ID and Purpose of sending the
application in the top panel. There is a
space provided for providing details of
text in the form of a note file. The
recipient office can be swapped between
within office or outside office using the
IN/OUT swap buttons and the purpose of
sending the application can be selected
from the list box provided. The date of
sending the application is filled by the
system itself. Any remarks regarding the
application can be entered in the data field
next to the remarks option. The remarks
are displayed in the File Movement
section of each application in the recipient
account. After filling up the details, the
officer can save the application as a draft

or forward it to the respective office.

Controller Office — Junior Superintendent

The junior Superintendent receives the application from the Clerk. On logging in, the dashboard
looks like this:

METRIS OFFICE APPLICATION (Controller Office) &Others - DOffice Details ~  Gllastlogin & EDWIN PRASAI]

ol INBOX inufacture . ufacture .
fler B ler [ |
@ Sent ltems aler . ﬂamr .
ker | Importer - ker [ Importer .
# Drafts List
_ DApplications Inbox
@ File Call Up

@ Reports = Applications Inbox
& Search Firm Sent
) ' enton
App ID Firm Name Firm Address App Type App Status Sent for Sent By Sent By office (Days pending)
47 ABC Associates Trivandrum Kerala  Mew Appicaton | | Applcaton Under Processin | For Scruting sr.clerk Contraller Office 17/05/2019 (0) m

The left panel is the same as discussed previously. The dashboard homepage consists of list of
applications received under various tabs —There are individual tabs for manufacturer, dealer,



repairer, Packer, existing manufacture, existing dealer, existing repairer. The applications
belonging to each category can be viewed by clicking on the respective tabs. When the
manufacturer tab is selected, a list of applications belonging under Manufacturer License is
displayed. Each application can be viewed in detail by clicking on the View button next to each
application.

On clicking the View button, the screen opens up to this:

T 0 1. Accept A 2 AppFes 3, Bvaluation 4 Approval 5. Close A
Application form for Manufacturer License _,P e F_’f ) po "
App D :m File Number: [z} Arrived for: File isCurrently wim:

Download Application send alert
| X e

12343
7. Trade Licence No/ Reg. No
01/01/2019
8. Lecal Body Trade Trade issue date
manufacturing
9. Nature of Manufacturing actvities at present
12
10 Building Number lssued by local body
Types of weights and measures praposed to be manufactured
(i) Weights BULLION WEIGHTS,STANDARD WEIGHTS FOR TESTING OF HIGH CAPACITY WEIGHING MACHINES

(i LIQUID CAPACITY MEASURES,LENGTH MEASURES, TAPES FOR USE IN MEASUREMENT QF OIL QUANTITIES
iilMeasures

(i) Weighing Insiruments BEAM SCALES,COUNTER MACHINES, GRAVIMETRIC FILLING INSTRUMENT
gl 1t

(iv) M el VOLUMETRIC CONTAINER FILLING MACHINES, BULK METERS, TAXI METER DIGITAL
iv) Measuring Instruments

From here, using the buttons on the top right corner, actions such as Send Alert, Forward,
Download Applicationsetc. can be done.

On clicking the forward button, the application pops up to a new window:



Manufacture - File Forwared Details From Junior Superintendent the application is

« Application ID : [ Arrved For [EEERR] forwarded to the Junior Controller and the
purpose of sending the application is selected
Enter your note (Below text will appear in the note file) from the ||St bOX pr0V|ded There |S a f||e note

section for entering the notes related with the file
in hand. The sent based on provides options
between Task Based & Normal Order. The

A destination of sending the application can be
Sent Bosed O TaskBased  ©Normal Order selected from the list box provided. The
_ @ pe—— . destination_o!c the application can be togged
(Within Office) between within the office or outside the office
sent fort For Scrutiny v using IN/OUT button. The purpose of sending

the application can also be selected from its
respective list box. Date of sending the

Sent Date 1870572019

Remark(Text here will

sl G application is auto-filled by the system. Any
. remarks regarding the application can be added in
Forward the remarks section and then the file can be either

Controller Office- Joint Controller

The Joint Controllers’ dash board is provided below:

¥
Eg:x— METRIS OFFICE APPLICATION (Contraller Office) &0thers~  CJOfice Details - Gllastlogin & Reena Gops
il [ | ufacture B
B ler B
i Sent lrems . airer .
- ker ! Importer .

icati SEARCH
Q Advanced Search mpp“catlons mbox Q
P R m

& Search Firm = Applications Inbox

Senton

AppID Firm Name Firm Address App Type App Status Sent for Sent By Sent By office (Days pending)

Inbox is Empty




All the panel items are as discussed previously.

The home page of the dashboard consists of |
verify each application, the officer needs
application so as to open the application.

ist of applications received under various heads. To
to click on the view button adjacent to every

Wi Application form for Manufacturer License

& Sent ltems

App\D:E Fi\ENumber: Arrived for: File isCurrently with

Agplication ID

# Drafts List

Q Advanced Search

& Reports

1. Name of the Manufacturing concern for which license is desired

& Search Firm

2, Complete address of the concern

Wobile Number

3. Status of the premises

A, village in which the firm is locared

£, Date of the Establishment of workshop/factary

5. CompanyfFirm Type

6, Details of Proprietor () Partners / Managing Dirzctor (5)

1. Accept App
v

3, Evalustion

0

2 AppFee £ Approval 5. Close App
v

Download Application

(lick Here to see the uploaded photo

477-Currently With jcim

ABC Assodiates

Trivandrum
Kerala

Owned

Sasthamangzlam

01/0212019

Partnership

The application window is displayed above. By clicking on the Movement button, the file
movement from its origin to its current destination can be obtained along with any remarks

added by the various senders at various tiias.

View Attachments Click Here to see the uploaded photo




3012 Caluclation/Payrnent

File Movement Details
z;"d Send Date  Send to Send For
)5 -

Crrl2 1a/05/2019 | 15T

5

;r.CIkZ 18/05/2019 | JS-CriZ
P —_—
! _‘CA12 18/05/2010 gtr’|.l:ﬁ'lc:
2012

INS22 AC22
S 17/05/2019

INS22 R INS22
2012 17/05/2019 | 3512

Remark

(Auto Remark])
Application
Accepted by ins
with user id INS22

For Scorutiny

The File Note button pops open a window where details attached with the file are displayed.

File Notes |Appicsisningz]

Forward To : AC22

Forward To : jclm

Forward To : INS22

Forward To : Crrl.office

Forward To @ J5-Corl2

Entered By : INS22 on (17/05/2015)
Entered By : INS22 on (17/05/20159)
Entered By : AC22 on (18/05/2019)

Entered By : 5r.Clk2 on (12/05/2019)

Entered By : J5-Curl2 on (18/05/2019)

After scrutiny, the application is to be forwarded to the Controller for Approval.

If any, enter note ...

Sent Based On

Sent To* @
(Within Office)
Sent For*

Sent Date

Remark(Text here will
appear in the file
movement details)

Manufacture - File Forwared Details

* Application ID : [[E] Arrived For [EEEE

Enter your note (Below text will appear in the note file)

Task Based = Normal Order

Controller{Ctrl)

| For Approval

18/05/2019

The File Forward window is similar to the one on
the left. Application ID and Purpose of arrival of
application is provided already. There is a data field
for entering note files attached with the system. Sent
based on can be selected between task based and
normal order. The recipient can be either within the
office or outside the office. The selection can be
made from the list box provided. The purpose of
forwarding the application can be selected from a
list box adjacent to the Sent For option. Date of
sending the application is filled in by the system
itseIf. Remarks on the application can be provided in
the remarks section which will be attached with the
file and can be viewed by the recipient when he
clicks on the Movement button in the application




Controller Office — Controller

From the Joint Controller, the file moves to the controller. The Controller, on logging in will
receive a dashboard as the one below:

&% METRIS OFFICE APPLICATION (Controller Office) | Issued Certificates -

Inufacture ufacture
INBOX
l ler
120 N 0 =
ker / Importer ker / Importer
A pplications Inbox Q SEARCH

& DR P SureshBabu IAS ~

&Others - (JOffice Details ~ Gl LastLogin

There is an option to view the Issued Certificates — New license Issued, Renewed License Issued,
Packer/importer Certificate.Various applications are listed out under specific heads -
Manufacturer, Dealer, Repairer, Renewal, Existing Manufacturer, Existing Dealers, Existing
Repairers, Packer, firm, Branch etc. To view applications under various heads, the user only
need to choose the appropriate tab to display the list of applications belonging in that head.
Applications can be viewed on the basis of their Application ID, Firm Name, Firm Address,
Application Type, Application Status, Purpose of sending the application, office from where the
application has been sent, designated officer who has sent the application and the date of sending
the application along with the number of days it has been pending in the inbox.

Senton
(Days pending)

For Approva JC Controller Office 17/0572019 (0) @)

On clicking the view button, the following page is opened:

Sent for Sent By Sent By office

The Controller can browse through the pages and verify the details of the application before
forwarding it.



_— . 1. Accept A 2 AppFee 3, Evaluation 4, Approval 5 Close A
pplication form for Manufacturer License _,p e pj ) e PP
AppID:[Z] | File Number : Arrived for: [0 | File isCurrently with: [5)
aoiaopicoon | R . | o | v |
o e
none
16. Details of loan received from Government or Finandial Institution. If o, five
details 4
nil
17. Name of Bankers if any y
18, Type Of TAX GST¥ | GSTIN7S8951455
20. Have you applied previously for  Manufacturer's license No v
21, Do you intend to import weight or measure from cutside the state No \
22. Do you intend ta import weight or measure from cutside the country No '
23, Details of previously applied Manufacturer's license
Type WIM Details Appoval Mark Gazette Notification No: ~ Gazette Notification Date  Issued to Region of state Inspection Date
W BW nil 122 03/05/2019 With in & outside State
W BW nil 122 03/05/2019 Outside State

On clicking the View Attachments button on the top right corner, a pop up window is displayed,
showing the attachments uploaded in connection with the file.

Download Application

‘ View Attachments Click Here to see the uploaded photo

All the documents attached with the application at various stages can be viewed from the View
Attachme nts window. The application ID is provided at the top of the Attachments window.

The following window is opened when the View Attachment Button is clicked-



Attachment

AppID @ 427
Attachment Type View Attachment
1 :
Local Body Trade Licence
2
Ownership Certificate of the
Building/Rent/Lease Agreement
3 :
Building Tax Receipt S
4 :
Certificate of model approwval View
Bl :
1d Proof S
(3]
Photos of Other
Partners/Directors/Secrateries
(Al Photos should be scanned
into one fil
7
Werification Certificate of Test
Weight
8
Partnership Deed s
9
MonogramsTrademark Image

On verifying everything, the Controller can move forward with the Approval of the application.

The Approval window is provided below:

File Approve/Rejection Details

Application 1D : E

Approved ® Rejected

COMMENTS

valid upto 31122019

Forward to the sender
The data will be signed using D5C. Please make sure the D5C token is connected with the machine




In the approval window, the Application ID is provided and choices for Approval/Rejection as
the case maybe, can be made. The Controller can add comments regarding the file in the
comments section. There is a valid up to clause specifying a date till which it will be valid. In
order to successfully submit the approval or rejection, a valid DSC signature is also required.

3. Dealer License

The dealer license flow is as follows:

e Flying Squad Office [Inspector]

e Flying Squad Office [Assistant Controller]

e Controller Office [Concerned Sectional Clerk]
e Controller Office [Assistant Controller]

e Controller Office [Controller]

Flying Squad Office — Inspector

The Inspector is the first person who receives the application from the applicant. The dashboard
on log in is provided below:

Mgglg METRIS OFFICE APPLICATION (assistant Controller(FSjTViv) AOters - (H0fice Dewals - (llastlogin & Chandrababu 5 -

Sl 1 A\ ccept Applications From Public

# Inbax —
= Degler =bxisting Manufactures | = Existing Dealers | = Existing Repairer
@ Sent ltems

AppID Dealer Name Firm Address Applied Date Firm Type: App Type

# Drafs List
Q Advanced Search 30 ABC Associates Trivandrum Kerala 18/05/20190319 Partnership  Newgpcatin m
@ Reports

@ Search Firm

New dealer applications can be accessed from the Dealer tab and View button can be used to
view the application and the Accept button can be used to accept the application. On clicking
Accept, the application is transferred to the inbox section.

The Drafts list provides a list of applications saved as draft.



Dealer Drafts

Draft Date Sent to Sent for Remark

ApID

Draftis Empty

The sent items is an option on the left panel that provides information on the list of items sent out
of the current office. The details include Application 1D, Dealer name, Firm Address, Sent Date,
Sent To, Sent to Office. The sent applications can be viewed by clicking on the View Sent Item
button. The Sent Items window looks like the one as provided below:

4 Sent Items

—
EManufacture  [ES; P

= Repairer

Dealer Sent ltems v
g:p DealerName Fitm Address Sent Date :E“t SentToofice  Senthor
Lulu express Nishad M Lulu Express Y Mall, ¥/349-B14, 15, D20, E16, E17 atY Mall NH 17, Signal Junction, Triprayar, Nattika P.0 a division of LULU AC- Far View Sant It
M ) Direcor INTERNATIONAL SHOPPING MALL PVT, LTD. having Reg ofe 341000 NH-47 Edappally 24 1Dy ComrollrOfice el
3120 DIGITEK SCALES NEDUMKANDAM KALKOONTHAL IDUKKI KERALA 2810212019 ?tcrl Controller Office ;‘E’:u_w View Sent ftem
gig CHOCESCALESAND 750 pM ROAD KATTAKKADA PO TVPM 008009 Conroller e ™ View Sent ftem
METERS ol Approval
E1Va] ACHVIVMEGHNG OPPOSITE DHANALAKSHMI BANK KOPPAM PALAKKAD 00/04/2019 i« Controller Office i View Sent [tem [
WORLD Crrl Aporoval

If there are duplicate copies of the application present, then “Duplicate Application” message
will be shown.

4 Accept Applications From Public

= Manufacture m Eﬁepa\rer. E Renewal

= Existing Repairer

= Existing Dealers

AppID  Firm Name Firm Address Applied Date App Type

9031 SANTOSHGP. INDIRA Jn, NEAR CHITRA HOSPITAL PANDALAM, PATHNAMTHTTAKERALA 2019-04-15 17:i7:5i.1823
8844 SANTHOSH KUMAR MK MAILAMANNIL SCALES AND SYSTEMS, MUTTITHOTTATHIL BUILDING, MALLAPPALLY, PATHANAMTHITTA 2019-01-23 15:31:02.49981 m
8558 Ravindra Hardwares And Tools PERUMPUZHA RANNI RANNIP O 2018-12-31 07:08:21.303297 m
8557 RAVINDRAHARDWARESANDTOOLS  PERUMPUZHA RANNIRANNIP O 2018-12-31 06:49:55.719583 m




On verification of an application, there is a dedicated button to “Mark as Duplicate” a particular
application

Download Application Mark Duplicate

View Attachments iiick Here to see the uploaded photo

[OR EMPLOYEES CO-OPERATIVE SOCIETY

The Search Firm window is similar to other applications. However, there are minor changes in
the Advanced Search option. The advanced search option gives a screen as provided below. The
details required to be entered include name of the manufacturing concern, complete address of
the concern, village where the firm is situated, status of the premise (owned, leased or rented),
company/firm type, the office where the application belongs to, estimate of date of establishment
and estimate of date of trade license issued between etc.

2 Search Applications

=Deaer Sfepairer

Dealer Applications
All Condition (AND) '®

1. Name of the Manufacturing concern for which license ABC

PR 2. Complete address of the concern Triavndrum
is desired

3Village sastamangalam 3. Status of the premises 7. Trade Licence No/ Reg, No

5. Company/Firm Type Partnership ¥ Application Belonging to Assistant Controller(FS)TVM v
Name From T0
9 a.Established Date Benween 08/05/2019 26/05/201%
Trade License Date Between 01/06/2019 12105/201%

Q Search Application

By accessing the Dealer tab, the list of applications related to it can be found, and by clicking on
the view button, individual applications can be opened. A sample of the application window is
provided below:



e

W Trade Licence No/ Reg. No

8Ylssued On

PWeighes
D easures
i Weighing Instruments

D Veasuring Instruments

M Type Of TAX

JApplication form for Dealer License

App ID File Number

@D Building Number Issued by local body

1. Accept App 2. App Fe= 2. Evaluation

Arrived for: | File isCurrently with:

123456

25/12/2018

140

{8 Types of weights and measures proposed to be sold

5. Close App

g

SHEET METAL WEIGHTS,STANDARD WEIGHTS FOR TESTING OF HIGH CAPACITY WEIGHING MACHINES,IRON WEIGHTS

PARALLELOPIPED

STEEL TAPE MEASURES, TAPES FOR USE IN MEASUREMENT OF OIL QUANTITIES,LIQUOR MEASURES

COUNTER MACHINES,DISCONTINOUS TOTALIZING WEIGHING INSTRUMENTS, RAIL WEIGH BRIDGES

BULK METERS,CLINICAL THERMOMETER, TAXI METER MECHANICAL

Profession tax « 1200255

Certain functionality buttons are provided such as Download Application, Movement, Send
Alert, Forward, View Attachments etc.

On clicking the Send Alert button, the follow pop up window is opened:

Send Alert

Application 1d:

Alert Type: *

Message: *

Remarks(Optional):

—-zelect- v

—select--

Clarification

The send alert button facilitates as a
medium of messenger to the applicant
to pass an intimation or to arrive at
any clarifications regarding the
application received. The Inspector
also has the option to add any message
of his own in the alert system as well
as remarks on the application received.

The Movement button helps in
tracking the path of origin of the
application. It also entails any details
regarding the remarks added by the

previous senders of the application.

After accepting the application, it is forwarded to the Assistant Controller for Fee Calculation.




Dealer - File Forwared Detalls In the Forward window, the application

* Application ID: [0 Arrived For [CEEET ID, purpose of sending etc. are specified.

The file note section provides a provision

Enter your note (Below text will appear in the note file) for addlng any notes relatlng to the flle in
hand.

The destination Officer and the purpose
of forwarding the application can be
p; selected from their respective list boxes

Sent Based On TaskBased ®Normal Order provided in the menu. Date of sending

the application is auto filled by the

Ty (@) FeCoToler " | system itself. The basis of sending the

Sonit For® For Fee Cahuckation/Payment . application can be selected between Task

Based or Normal Order. Any remarks to

sent D be added to the file can be added in the
Remark(Text here will remarks section of the forward window.

appear in the file
movement details) P

Flying Squad Office — Assistant Controller

The Assistant Controller receives the applications from the Inspector after the Inspector Accepts
the application. The purpose of sending the application to the Assistant Controller Is for Fee
Calculation & Evaluation of the application.

The Assistant Controllers’ dashboard is as provided below:



) METRIS OFFICE APPLICATION (assistant ontroler{FTAl) AOthers - COfficeDewls - Gllastlogn  djayas

AR

I New Applications (0) hufacture l ufacture l
INBOX

bler [ | ler [ |

#Inbax 34 pairer l airer l

ker / Importer . ker / Importer l

@ Sent ltems

BApplications Inbox

o Drafts List

8 Reports = Applications Inbox

@ Search Firm — ApprovallRejection Tontrallen .

e §158 REINLALRY P 3/302 B RAJASILPI KARIYOTTUVILAKAM ANAPPARA VELLARADA C=a 3 F;Pfl"sarp:f‘cfon a gﬂ:ﬁ:ﬂérwyrw B m
§156 IKAMAL 121538, MARKET JUNCTION, NEDUMANGAD NEDUMANGAD P O C=3 =3 F‘;Pfl"sarp:ﬁcfon x Esn‘tsr:gﬁér[FS)WM m m
B30 ASULEKHARERV  NAZGENTRADERS, AMCHA/SZS, THULESI BUIDING Man ok aTne. [ ) For Aoprovs ins é;ﬂfﬁ:;;ﬁ,mw ) m
3300 ABC Associates Trivandrum Kerala m :LFCE\::iom'Paymert ins éj:;::};r\,mw ) m
3258 ;E&:;;.QI\QQZCRESCALES ;;?’Ez’\\hg%;%@'@BU\_J\NG,CI-OOA]UP%L*\@.,K»‘«]TAK»DA‘ m Application returned to applicant for editing

New applications are arrived at the New Applications menu of the left panel. The Assistant
controller has to accept the application from the New Application menu on the left panel, upon
which the application is transferred to the Inbox section. From the application menu, individual
applications can be accessed by clicking on their respective heads.

By clicking on the dealers tab, applications received for Dealers license can be accessed. Each
application is listed out separately and can be viewed by clicking on the View button.

On clicking the View button, the application window opens to this:



. R B 1. Accept App . App Fee . bvaluation T Foproval . Close A
Application form for Dealer License = Ap PR Te =

AppID File Number Arrived for: File isCurrently with:

Download Application Fee Payment Return to Applicant
| Page 2 Click Here to see the uploaded photo

123456

W Trade Licence No/ Reg. No

, 40 25/12/2018
8)l=sued On

140
89 Building Number |ssued by local body

10 Types of weights and measures proposed to be sold.

SHEET METAL WEIGHTS,5TANDARD WEIGHTS FOR TESTING OF HIGH CAPACITY WEIGHING MACHINES,IRON WEIGHTS

PWeights PARALLELOPIPED

D STEEL TAPE MEASURES,TAPES FOR USE IN MEASUREMENT OF OIL QUANTITIES,LIQUOR MEASURES
easures

" COUNTER MACHINES,DISCONTINOUS TOTALIZING WEIGHING INSTRUMENTS, RAIL WEIGH BRIDGES
eighing Instruments

W e BULK METERS, CLINICAL THERMOMETER, TAX] METER MECHANICAL
Measuring Instruments

A Type OF TAX Profession tax ¢ 1200255

The next step is to click the Fee Payment button which will redirect the user to a pop up window
like the one below:

Fee Payment Details o
The application fee and the

amount to be paid are
calculated by the system itself

Application Fee 5515
as well as the date of payment.
) The Assistant Controller is
Total Amount to Pay 5515 . ;
required to enter the details
. regarding the fee payment in
e the form of a message and then
Enter your Message ON .
’ click OK button.
18/05/2019

After approval of Fee Payment, the Assistant Controller is required to evaluate the application
and enter a verification comment — whether it can be accepted for further processing or need to
be rejected. The evaluation screen can be accessed by clicking onthe Evaluate button on the top
right panel. The inspection window is provided:



E&;ﬂ METRIS OFFICE APPLICATION (Assistant Contraller(FSTVM)

I New Applications (0)
9. Building Number Issued by local body

# Inbox
10. Types of weights and measures proposed to be sold.

& Sent Items
) Weichts
i) Weights

# Drafis List
(i)Measures

Q Advanced Search
[ii)Weighing Instruments

& Reports
{iv) Measuring Instruments

& Search Firm
M. Type OF TAX

& Fee Payment

Profession tax 1200255

12. Have you applied previously for a dealer's license

Have you applied previously for a dealer's license, either in this State or elsewhere?

13 Final Comments

Draft Evaluation

Submit Evaluation

&Others - CHOffice Details +  Gllastlogin~ MlayaS~

140

SHEET METAL WEIGHTS, STANDARD WEIGHTS FOR TESTING OF HIGH CAPACITY WEIGHING MA!

STEEL TAPE MEASURES, TAPES FOR USE IN MEASUREMENT OF OIL QUANTITIES, LIQUOR MEASU

COUNTER MACHINES, DISCONTINOUS TOTALIZING WEIGHING INSTRUMENTS, RAIL WEIGH BRIC

BULK METERS, CLINICAL THERMOMETER, TAXI METER MECHANICAL,

No T

‘ Accepted for further Processing A\

On inspection, the Assistant Controller can opt to accept or reject the application by making the
appropriate selection from the list box. Moreover there are options to add the evaluative
comments against each entry by the applicant the officer only need to type in the details in the

data fields adjacent to the
comments/Suggestions there.

information provided by the applicant.

He can add his

Have you applied previously for a dealer's lizense, either in this State or elsewhere!

13 Final Comments

Submit Evaluation

Accepted for further Processing '
-select-

Accepted for further Processing

May be Rejected

After making the selection, Final Submission can be made. At the same time an alert is sent to

the applicant notifying him of the same.

On Final Submission, the application can be forwarded to the next office in the flow hierarchy to
the Controller Office. The Forward window is similar to the one below:




Dealer - File Forwared Details As per hierarchical flow, the application is
« Application ID : 5T Arrived For T forwarded outside the District Office to the
Controller’s Office. A text field is provided
to attach any notes related to the
application. The basis of sending can be
fany, enter note .. selected between Task Based and Normal
Order. The recipient office can be selected
from within the office or out of the office
p by using the IN/OUT toggle button and the
required office can be selected from the list
box provided. Similarly, the purpose of
téinst;i;mce; @ Controller Office v sending the application can also be selected
from a similar list box. The date of sending

the application is auto filled by the system.
Any remarks regarding the application can
be added in the remarks option. After that

i the file can be either saved as a draft or

P e % forwarded to the next office.

Enter your note {Below text will appear in the note file)

Sent Based On Task Based '®Normal Order

Sent For* For Scrutiny v

Sent Date 18/05/2019

Controller Office — Clerk
Fromthe District Office, the application is sent to the Controller Office.

The controller Office Clerk receives the application from the Assistant Controller. The Clerk is
the first recipient in the Controller Office.

The dashboard upon login looks like the one provided below. The left panel has no new
additions and the functions are similar to the one discussed previously. The list of dealer
applications can be accessed from the Dealers tab on the dashboard. Applications are categorized
under different heads such as Manufacturers, Repairers, and Packers etc. All applications are
categorized on the nature of the application under each head. The Clerk can access the
applications by clicking on the respective tabs.



&0thers - OfficeDetals - Glastlogn & Rema

b [ | ufacture [ |
[ | lor [ |
b Sent Items l aiter l
. ker | Importer l
# Drafts List
_ RAnplications Inbox Q seancH
Q Advanced Search
|
@ Reports SDedler «fj Shiisting Manufactures | Ssting Dealers |  SPisting Repalrers
 Search Firm = Applications Inbox
A - Senton
IDPP Firm Name Firm Address App Type App Status Sent for B Sent By office (Days
d pending)
3300 ABCAssociates  Trivandrum Kerala For Scruting ac ?an‘:r::ﬂeir[FS]WM 0) M
PULARI POWER L ) Assistant
I o AREEKCJER&«M&FH@N&L‘ KENBATTY P, ool e @ M
66 SKTRADERS  TC32751, MUGOLA NETTAYAM PO, THRUVANANTRARLRAN e opicton [ soroe | F:;ﬁ%:&“fon @ ConrolerOfice (2 m
) Application
. RAIDCOKERALA  RAIDCO KERALA LTD, KASARAGOD BRANCH, RLY STATION ROAD, THAYALANGADI,  Newlowkctin = ’ Bssistant
0 ARAGIN oot I pkatn s oo [ R S| M'

The clerk can access individual files by clicking onthe View button next to each application. On
clicking, the following window opens:



Roeri q 1. Accept A 2. App Fee 3. Evaluation 4, Approval 5. Close &
Fpplication form for Dealer License e PP Py - i
AppID :m File Number:m Arrived for: File isCurrenlIy\M‘th:m
Download Application
Page2 Click Here to see the uploaded phate
ABC Associates
@ Name of the zpplicant
Trivandrum
(@ Complets address of the establishment Kerala y
Mabile Number et
@rirmilsge Sasthamangalam
18/05/2019
@ Date of the Establishment
8 Company/Firm Type Partnership
{B)0etails of Proprietor (s)/ Partners / Managing Director (5)
Name Type Relation Relation Name Address
user Partner 5/0 XyZ Trivandrum
test Managing Partner H/O asd Trivandrum

The current status of the application is displayed in a progress bar in the top panel as shown
below:

1. Accept App 2. App Fee 3. Bvaluation 4, Approval 5. Close App
v > v

The clerk can check the evaluation details, file notes attached, file movement etc. from the top
right panel buttons.

Download Application send alert | Forward

Click Here to see the uploaded photo

Movement shows the file movement from its origin to its current destination. It also facilitates in
providing file remarks associated with the file. File Note button provides notes attached with the
file from the source where the application is received or forwarded from.

After scrutiny, the application is forwarded to the Junior Superintendent for verification.



The File Forward window is
provided to the right:

The application ID and Purpose of
arrival is specified in the top panel.
There is a text field provided for
entering notes related to the file. The
basis of sending the application can
be opted from between Task Based
and Normal Order. The sent to option
has the provision for selecting the
recipient officer. The sent for has the
option to select the purpose of
sending the application. The sent
date is entered by the system itself.
Any remarks on the application can
be entered in the text filed provided
and then application can Dbe
forwarded. There is also an option to
save itas a draftas well.

Dealer - File Forwared Details

+ Applicaton ID: Arrived For [ZE el

Enter your note (Below text will appear in the note file)

Sent Based On Task Based ' Normal Order

Sent To*
(Within Office)

Junior Superintendent()5-Ctrl2)

N

Sent For* For Scrutiny

Sent Date 21/

L

/2019

Remark(Text here will S N P
appear in the file o B :
movement details)

Controller Office — Junior Superintendent

The Junior Superintendent receives the application from the Clerk who sends it for verification &
further processing.

The dashboard is provided below-

METRIS OFFICE APPLICATION (Contraller Office)

&Others - JOffice Details - Gllastlogin - & EDWIN PRASAD -

# Inbox

nufacture ufacture
INBOX
faler ler
& Sent ltems 28 hairer airer
ker / Importer ker [ Importer

# Drafts List
BApplications Inbox Q searcH

& File Call Up

Q Advanced Search W = Desler SExistingManufactures | SExisting Dealers | SExisting Repalrers

@ Reports = Applications Inbox

& Search Firm Grr
AppID  Firm Name Firm Address App Type App Status Sent for SentBy Sent By office T
3300 ABC Assaciates Trivandrum Kerala CEE) e forScrutny | srcerk | Controller Office | (0)

3293 SREEGANESH TRADERS  SREE GANESH TRADERS SREE & SREE HEIGHTS,TC.54/2927(2), THALIYAL KARAMANA [l For Approval  sr.derk  Controller Office  (3)
3198 NEW SCALES LAND POOZHIKUNNELBULDING 202, PEUMPAIKADUI(P. ) SANKRANTHY, KOTTAYAM  New Appicaion | For Approval | sr.derk | Controller Office | (3)




From the dashboard, individual applications can be viewed by selecting from the View button,
on which the following window is displayed-

The function of buttons on the top right corner are the same as in other applications.

Download Application send alert Forward

View Attachments Click Here to see the uploaded photo

Evaluation provides details on evaluation status of the application. Movementfacilitates in
showing the file movement from the initial source to the current destination. It also contains
remarks added at different stages of the file. File Note provides details on notes attached with the
files forwarded. View Payment button can be used to view the payment details, send alert button
has its utility in sending alerts in the form of clarification or intimation to the applicant, Forward
button to forward the applicationand View Attachments button to view the attached documents.

L — = LR ~——

——
@ Sentltems Page1 Click Here ta see the uploaded phato

ABC Assaciates
# Drafis List (@Name of the applicant

@ File Call Up Trivandrum

@Cump\e{e address of the establishment Kerala
Q Advanced Search

@ Reports Mabile Number

@Fimyilage Sasthamangalam
@ Search Firm

18/05/2019
(@)Date of the Establishment

@ Company/Firm Type Partnership

@De{ails of Proprieter (s)f Partners / Managing Director (5)

Name Type Relation Relation Name Address

user Partner S0 Xz Trivandrum

test Managing Partner HIO asd Trivandrum

After verifying the application, the application is forwarded to the next officer — Junior
Controller —as per the flow.



Dealer - File Forwared Details

Arrived For m

» Applicatdon ID:

Enter your note (Below text will appear in the note file)

Sent Based On Task Based ' Normal Order

Sent To * @
(Within Office)

Sent For*

Joint Controller(jcim)

For Scrutiny

o
[
o
[N
=1
1]

Sent Dare

Remark(Text here will
appear in the file
movement details)

Controller Office — Junior Controller

The Dealer — Forward Screen is provided
on the left. The destination of the
application is to be specified from the list
box - Controller, Assistant Controller,
Joint Controller, Clerk, Superintendent
etc. It can be swapped between IN/OUT
within office or outside office. The
purpose of sending the application can be
selected from the list box attached with
the Sent For option. The basis of sending
the application can be selected among two
options — Task Based and Normal Order.
Any notes regarding the file can be added
in the note file field. Remarks can be
added to the file by entering it in the
remarks section. The date of sending the
application is entered by the system

automatically.

The Junior Controller receives the application from the Junior Superintendent. The Junior
Controller’s dashboard is similar to the image provided below:

#t Inbax l
i
& Sentltems l
B

o Drafts List

Ryipplications Inbox

Q Advanced Search

ufacture
ler
airer

ker / Importer

aﬂepons =Deaer @ Eﬂﬁngmm E"ﬁ"SRePi"ﬂs

@ Search Firm = Applications Inbox

AppID Firm Name Firm Address

300 ABC Assodiates Trivandrum Kerala

AppType

v IR i |

Senton
(Days pending)

For Serutiny s Controller Office [2) m

Sent for Sent By Sent By office




The left panel functions are similar to the ones discussed previously. As in other offices, there
are dedicated tabs for viewing applications such as Manufacturer, Dealer, Repairer, Renewal,
Existing Manufacturer, Existing Dealer, Existing Repairer, Packer etc. Applications belonging to
each category can be viewed by clicking on the specific tabs.

= Applications Inbox

The officer can click on the View button on each application, to view the details on each
application. On clicking the View button, the following screen appears:

1. Accept App 2. App Fee 3, Evaluation 4, Approval 5. Close App

Application form for Dealer License ®

AppID File Number : Arrived for: File isCurrently with:

Page1 Click Here to see the uploaded photo

ABC Associates

iName of the applicant

Trivandrum
2)Complete address of the establishmant Kerala y
4

Mobile Number

SFirm village Sasthamangalam

18/05/2019
@)Date of the Establishment

8)Company/Firm Type Partnership

69 Details of Proprietor (s)/ Partners / Managing Director (s)

Name Type Relation Relation Name Address

user Partner 510 Xy1 Trivandrum

test Managing Partner H/0 asd Trivandrum

Here also, in the top right panel, functional buttons are provided, by clicking the Evaluation
button, the officer can check the evaluation details of the application if needed. Next to each list
of information provided by the applicant, there is a data field to add comments by the inspecting
officer, after full inspection, the officer is required to make a choice from the list box on whether
the application be forwarded for further proceedings or rejected. On approval, it is forwarded to
the officer next in line. On rejection it is then reverted back to the applicant.



Dealer License Evaluations Details

AppID: Evaluation Date :

Page

Sl.No Description

1. Name of the establishment/shop/person seeking the license

(]

Complete address of the establishment

[¥]

Village in which the firm is located

4, Date of the Establishment

5. Company Type

Applicant’s data

Comments by Inspecting officer

ABC Associates

Trivandrum
Kerala

Sasthamangalam

18/05/2019

Partnership

After scrutinizing the application, he can forward the application to the Controller for approval.

The forward screen is shown below for reference:

Dealer - File Forwared Details

s Application ID: UGIELRTY For Scrutiny |

Enter your note (Below text will appear in the note file)

Sent Based On Task Based '® Normal Order
Sent To * @ Controller{Ctrl)
(Within Office)

Sent For* For Approval

Sent Date 20/05/2019

Remark(Text here will
appear in the file
movement details)

remarks|

=

In the Forward window, like in other
applications, the Dealer also has options
for entering a file note — regarding the
application in hand. The forward options
include Within Office & outside Office
which can be swapped by using the button
given. As per hierarchy, the application is
forwarded within the Controller Office - to
the Controller. The purpose of forwarding
the application can be selected from the
list box, choices include For Approval, For
Rejection, Closing after  Approval,
Document Rejection, Fee Calculation,
Scrutiny, etc.

The date of sending the application is
automatically filled by the system itself.
Any remarks regarding the application can
be entered in the Remarks field provided
and then proceed to Forward the
application. There is also an option to save
it as a draft.




Controller Office — Controller

From the junior controller, the file is moved to the Controller for Approval. The Controller is the
final stop in the flow hierarchy. The dashboard of the Controller is provided below. In addition to
the regular tabs such as manufacturer, dealer, repairer, renewal, packer, firm, branch, existing
repairer, existing manufacturer, existing dealer, there are 2 additional tabs — for Approval and
For Rejection.

E#;:.“ METRIS OFFICE APPLICATION (Controller Office) A0thers - C0ficeDetals Glastlogn  DRP SureshBabulls.

[ New Applications ({) ufacture

ler

# Inbox airer

ker | Importer

o Bpplications Inbox Q search
raits List

At Wi”“‘” =gl | Soistbeies | SDisrgfepare:

& Sentltems

& Admin Panel = Applications Inbox For Approval  For Rejection
& Reports ‘ ‘ Senton
AppID Firm Name Firm Address App Type App Status Sent for Sent By Sent By office (Dayspending)
& Search Firm o
3300 ABC AssodiateFor Approvat, s Relerien m For Approva I Controller Office 0) m

As like in the Manufacturer, the Controller has an addition to the left panel — Admin Panel. The
contents of office controls which are listed below:

Create/Edit Office, Create/Edit Office Users, Head Office details, Office Jurisdiction, Office
Seat Details, designation, Rank, retired Employees List, Task, Office Type, Region, Submit
Application To, Configuration, App Status, Public User Status,, License Status, Office User
Status, Premise Status, Application Type, Firm Type, Association Type, Tax Type, Attachment
Type, Weight/measure Type, Countries, Village, Municipality, Corporation, Sent For, Item Sold,
App Fee, Application Scrutiny, Weight/measure Details etc.



A screen for reference is provided below:

ﬁWeIcome To Administration

Task

Office Type
Region
Submit App-To
Configuration

Countries
App Type
Firm Type Vilage
Association Type ::"d'ayalﬂ'
Tax Type C:mupa ity
Attachment Type rporation

Weight/Measure Type zmm;)lrd

The Controller dashboard sample screen is displayed as follows:



g}:’éﬁ}ﬁ METRIS OFFICE APPLICATION (Contraller Office)

& Others -

& Office Details ~

SLastLogin

& DR P SureshBabu IAS

[ New Applications (0)

# Inbox

& Sent lrems

Inufacture
INBOX
hler
8 pairer
ker | Importer

DBApplications Inbox

ufacture

ler

airer

ker / Importer

# Drafts List

Q Advanced Search

ma‘” =Heseanacnres | =g Deakrs | Soising feparers

@ Admin Panel = Applications Inbox For Approval  For Rejection
@ Reports ) ) Sent on
AppID Firm Name Firm Address App Type App Status Sent for Sent By Sent By office R
@ Search Firm
3300 ABC Associate£or Approvatydios Referteds === For Approva I Controller Office O] m

The controller also has a New Application button for receiving new applications. On clicking
the Accept button, the application is transferred from the New Application menu to the
Application Inbox. There are individual tabs for categorizing each application by classifying
them under Manufacturer, Dealer, Repairer, Renewal, Existing Manufacturer, Existing Dealer,
Existing Repairer, Packer, Firm, Branch and special tabs for applications sent for Approval,
Rejection.

On clicking View button next to each application, the application window opens to this-



1. Accept App 2 App Fee 3. Evaluation 4, Appraoval 5. Close App
/ / ()

P\pplication form for Dealer License °

AppID File Number : B = Arrived for: File isCurrently with:

soriss o e

123456
@ Trade Licence No/ Reg. No

25/12/2018
8)ssued On

140

8D Building Number Issued by local body

{8 Types of weights and measures proposed to be sald

SHEET METAL WEIGHTS,5TANDARD WEIGHTS FOR TESTING OF HIGH CAPACITY WEIGHING MACHINES,IRON WEIGHTS

DWeights PARALLELOPIPED

Beasures STEEL TAPE MEASURES, TAPES FOR USE IN MEASUREMENT OF OIL QUANTITIES,LIQUOR MEASURES

§DWeighing | COUNTER MACHINES,DISCONTINOUS TOTALIZING WEIGHING INSTRUMENTS, RAIL WEIGH BRIDGES
eighing Instruments

BULK METERS,CLINICAL THERMOMETER, TAX| METER MECHANICAL

WD Measuring Instruments

W Type OF TAX Professiontax® | 1200255

On the top left panel, the Application ID, File Number, Purpose of Arrival of Application, and
the Current Possession of File can be viewed as shown below

AppID: File Mumber : Arrived for: File isCurrently with:

The top right corner has a set of function buttons using which the Controller can access the file
movement, fee payment details, any notes attached with the file, send alert to the applicant,
download the application, view attachments etc. The file history can be accessed by clicking on
the Movement button. Evaluation details can be verified by clicking on the Evaluation button,
notes attached with the file can be viewed through the File Note button etc. For better
understanding, the File Movement Screen is provided below to track the movement of the file.



Send Date

[aN
=3
3
)

o

- 20/05/2019

Crrl2 18/05/2019

L 3

srllkZ 9052010
]

AC2Z 052019
3012 o
INS2Z 4 50512019
3012

INS22 e
a01p | 18/05/2019

Send to

Ctrl

jcm

J5-Curl2
5

Ctrl.office

INS22
32

File Movement Details

Send For

For Approva

For Scrutny

For Scrutiny

For Scrutiny

For Fee

Caluclation/Payment

For Scrudny

Remark

(Auto Remark)
Application
Accepted by ins
with user id IN522

The File Movement is a pop up
window where application ID is
provided on the top. The Source
of the application, date of sending
the application, destination of the
application and remarks regarding
the file if any, are provided in the
window. The viewer is able to
understand the movement of file
from its source to this current
destination using the File
Movement function provided.
Using the File Movement button,
the user is able to track the source
and the flow of the application
including information of origin
and destinations passed through.

Fee Payment Details

Application ID
Total Amount Paid
Receipt No

Paid On

Received By

On clicking the View Payment button, the following screen pops up-

The Fee Payment pop up window
provides details such as Application
ID, Total amount paid, Receipt
Number, Date of Payment and the
code of designated officer who

receives the application.

On verification of everything, the Controller can Approve/Reject the application as he deems fit.

On clicking the Approve button, the following window opens:



File Approve/Rejection Details

Application 1D : m
Approved ® Rejected
Enter Your commnets ..
I
valid upto 31122019

Forward to the sender
The data will be signed using DSC. Please make sure the DSC token is connected with the machine

|

In the file Approve/Reject window, the Controller has options for Approving or Rejecting the
application by simply selecting the appropriate option. Any comments regarding the application
can be entered in the comments section. The validity of the same is auto-filled by the system. For
a successful approval or rejection, there need to be DSC connected. After signing by DSC only
can the Controller go ahead with approval. The proper procedure for an Approval/Rejection is to
first sign the file using DSC and then clicking Submit. For a valid approval or rejection, there
should be a DSC token connected to the system. After signing only the file can be

approved/rejected.

4. Repairer License

After successful fee payment of the Repairer License Application, the application gets submitted

in the Office. The flow through which the application passes is as follows:

. Flying Squad Office [Inspector]
. Flying Squad Office [Assistant Controller]

. Controller Office [Concerned Sectional Clerk]
. Controller Office [Junior Superintendent]
. Controller Office [Junior Controller]

. Controller office [Controller]



A detailed description of the application flow is provided below:
Flying Squad Office — Inspector

The inspector is the first one in the flow hierarchy who receives the application from the
applicant.

After logging in, the inspector will view a dashboard as provided below:

METRIS OFFICE APPLICATION (Assistant Controller(FS)TVM) &Others - (JOffice Details -  CJlastlogin & Chandrababu S5 ~

-l 7 /\ccept Applications From Public

=Manufacture SR = fepairer =Esisting Manufacures | = Existing Dealers | = Existing Repairer
Repairer Applications

AppID Firm Name Firm Address Applied Date App Type

# Inbox

@ Sent lrems
# Drafts List
Q Advanced Search 266 ABC Associates Trivandrum Kerala 20/05/2019 10:16  NewApplicaton | m

@ Reports

@ Search Firm

The left panel is no different from the ones discussed already. New Applications received are
denoted by the appropriate number in the New Applications button. By clicking on that, the
inspector can straight away access the latest applications. On accepting the application by
clicking the Accept button, the Application is transferred to the Inbox section of the dashboard.
Similarly, the application status changes to Application Received in Office. The applications
remains in the New Application section until an action to accept/return is taken.

The Drafts section is as provided below:

Repairer Drafts

ApplD Draft Date Sentto Sent for Remark

Draftis Empty

The Sent Items window gives a list of applications forwarded from out of the office. The
window is as given below:



o Sent Items

Repairer Sent ltems

App

—
= Repairer = Focker

Sent

v
D Dealer Name Firm Address Sent Date To Sent To office Sent For
211 MOHAMED HASSAN KP DOCR NO 35 ASAMA TOWER NEAR CO-OPERATIVE HOSPITAL PARAPPUR ROAD KOTTAKKAL 00/04/2019 éf” Cantroller Office ;\‘;’me_l View Sent Item
231 LEGAL SCALES AND SERVICES THOTTINGAL HOUSE, VALIYAKUNNU PO, VALANCHERY VIA, TIRUR, MALAPPURAM 28/0212019 éfr‘ Cantraller Office Sl View Sent Item
|
202 DIGITEK SCALES NEDUMKANDAM KALKOONTHAL IDUKK] KERALA 00/04/2019 é‘f“ Cantraller Office ﬁ-\i’prc | View Sent Item
Va
201 SREERAG SCALES SERVICE 34 KARAKKUNNU THRIKKALANGODE MANJERI MALAPPURAM 1042013 ACT ?Zﬂfﬁﬂérm o STl View Sentltem [
The Advanced Search menu is as provided:
= Manufacturer = Dealer = Repairer
Repairer Applications

Search with all Conditions below '®
1. Name of the Manufacturing concern for which @ ! dd i
[y oy . Complete address of the concern
3.Village 3. Status of the premises --select— v

5. Company/Firm Type

9 a.Established Date Between

Trade License Date Between

Skilled Between

9. Nature of Manufacturing activities at present

From Date

To Date

7. Trade Licence Nof Reg, No

11. The program or trademark intended to be
imported on weights and measures to be
manufactured

Semi Skilled Between

Unskilled Between

Trained Benween

Q search Application

Application
Belonging "
=]

The search window asks information such as — Name of the manufacturing concern for which
license is requested, complete address of the concern, village where the firm is located, status of
the premise (owned, leased, and rented), company/firm type, trade license number/registration
number, a list box consisting of offices where the application belongs to, the nature of present
manufacturing activities, program or trademark intended to be imported on weights and
measures to be manufactured, estimate of date established between, estimate of trade license
between and the number of skilled, semi-skilled, unskilled and trained employees.

The dashboard on accepting is —




& Chandrababu S S =

Pﬂgﬁ METRIS OFFICE APPLICATION (Assistant Controller(FS)TVM) &Others - (JOffice Details »  GdLast Login

[ New Applications (0) INBOK ufacture . ufacture .
h . ler .

# Inbox 66 hairer 8] airer B
ker / Importer . ker / Importer .

@ Sent ltems

ot MApplications Inbox Q SEARCH
rafts List

@ Reports = Applications Inbox

@ Search Firm Sent on
AppID  Firm Name Firm Address App Type App Status Sent for Sent By Sent By office (Days pending)

266 ABC Associates Trivandrum Kerala m For Serutiny ins Assistant Controller{FS)TVM 20/05/2019 (0) m

Like in other applications, there are separate tabs for accessing applications received under each
section. By clicking the Repairer tab, the Inspector can view the applications received under the
Repairer License Section. To open each specific application, the Inspector need to click the View
button to go into the application, on which the following screen is displayed-

ﬁ ‘}3 METRIS OFFICE APPLICATION (assistant Controller(FS)TViM) &Others - (JOffice Details ~  GJlastlogin & Chandrababu 55 ~

New Applications (0) I R 1. Accept App 2. App Fee 3. Evaluarion 4 Approva 5. Close A
8 New Applications (0) Application form for Repairer License e P4 i
App ID File Number : [E[J] = Arrived for: File isCurrently with:

— Ao o pppcan
e [ e —

7. Types of weights and measures proposed to be repaired

0 Weish SHEET METAL WEIGHTS,IRON WEIGHTS PARALLELOPIPED,IRON WEIGHTS HEXAGONAL
(i) Weights
4

M DISPENSING MEASURES,STEEL TAPE MEASURES, TAPES FOR USE IN MEASUREMENT OF OIL QUANTITIES
ilMeasures
4

i Weighing Ins ) COUNTER MACHINES,NON AUTOMATIC WEIGHING INSTRUMENT DIGITAL ACCURACY CLASS |,NON AUTOMATIC
) Weighing Instruments WEIGHING INSTRUMENT DIGITAL ACCURACY CLASS | y

: VOLUMETRIC CONTAINER FILLING MACHINES,CLINICAL THERMOMETERVERTICAL OIL STORAGE TANK.TAXI METER
i) Measuring Instruments L
y:

2 Previous Experience

Exam Passed Board Reg.No Year Passed Equivalency Cetificate
Graduation ] 2 013 ye!

9.Total Number of Skilled Staff Employed / propased details

Skilled Semi Skilled Unskilled Trained
0 . - B

The application page opens to the original application submitted by the applicant. The top left
panel has information regarding the application ID, File Number, Purpose of arrival of
application, and the current location of the application.

ApplD: File Mumber : m Arrived for: File isCurrently with:




The top right panel has a set of functional buttons, the purpose of which is already discussed.

The main body is the application itself.

On viewing the application, the Inspector can either Forwardthe application to the next in
hierarchy or Return to Applicantthe application back to the applicant.

Return to Applicant

On clicking forward, the following pop up window opens:

Repairer - File Forwared Details

* Application D : Arrived :o’m

Enter your note (Below text will appear in the note file)

Sent Based On Task Based '®'Normal Order

Sent To * @ Asst.Controller(AC22)
{(Within Office)

Sent Date 20/05/2019

Remark(Text here will
appear in the file
movement details)

oo

Sent For* For Fee Caluclation/Payment

Flying Squad Office — Assistant Controller

The Repairer file forward window has
Application ID and Purpose of Arrival in
the top panel. Any notes regarding the file
in hand can be added in the text filed
provided. Whether the forwarding is based
on any task or a normal order can be
specified using option buttons.  The
destination of the forward can selected
froma list box by choosing the appropriate
selection. The purpose of sending the same
can also be selected from the options
provided in the list box. The date of
sending the Application is filled by the
system, itself. Any remarks on the file can
be added in the remarks section and then
the Inspector can forward the file to the
Assistant Controller.

The Assistant Controller receives the application from the inspector. The dashboard of the

Assistant Controller on logging in is as follows-



) }'\ METRIS OFFICE APPLICATION (assistant Contraller(FSTVM}

& Others -

office Deails +  Jlastlogin -~ &Jayas,

B New Applications (0)
nufacture
INBOX [
fler .
# Inbox 34 hairer .
ker / Importer -

@ Sent ltems

DApplications Inbox

# Drafts List
Q Advanced Search
@ Reports = Applications Inbox

ufacture
ler

airer

ker / Importer

=feparet

TV

@ Search Firm

Digital Trade Links, AMC-X)X%/523(1) Gowri Complex, Marker Road,

220 .
20 | ALFI Aringal.p.o Thiruvananthapuram m m For Rejection
@ Fee Payment
PADMANABHA METER SEET a - - 5
20 TC 26/590/1 OOTTUKUZHY JN TVPN  New Appicaton [l Approved | For Rejection
266 ABC Associates Trivandrum Kerala  New Appication [l Appicaton Recehe inhe Off Forfee Iy
Calucla

CHOICE SCALES AND

VII/750 P AD KATTA VPM Application returned to applicant for editin;

28 KP XVII/750 PNM ROAD KATTAKKADA P O TVPM  New pplication Y2 ppl [
CHOICE SCALES AND - ) "

213 VII/750 P AD KATTA WPM Application returned to applicant for editing

FIE R KP XV11/750 PN ROAD KATTAKKADA PO TVPM  New Applicaion I PP 2

T OTer T TV TT7 —

-

Assistant

161212018
Controller(FSJTVM  (154)
Assistant 111272018
Controller(FS)TVM  (157)
Assistant 20/05/2019 m
Controllen(FS)TVM  (0)

ins

ins

As in other dashboards of officers, there are separate tabs for accessing the applications received
under different heads. Details of the application such as Application 1D, Firm Name, Address,
Application Type, Application Status, and Sent by, Sent For, Office of origin etc. are provided.

The Repairer tab is provided above with a list of applications. The Assistant Controller only need
to click on the View button to access the details on each individual application. On clicking the
View button, the following window is displayed:

\ METRIS OFFICE APPLICATION (assistant Controller(FS)TVM)

lApplication form for Repairer License

# Inbox App 1D File Number : [E[Z) | Arrived for:

Foge!

1.Name of the concern seeking the licence

@ Sent ltems
# Drafis List
Q Advanced Search
& Reports 2.Camplete Address of the Workshop

@ Search Firm
Mobile Number

& Fee Payment

3.Whether Premises are Owned/rented/taken on lease

4 village in which the firm is located

5 .Date Of Establishment of Workshop

6.Details of Proprietar (s Partners / Managing Director (<)

Name Type

user Partner

test Managing Partner

1. Accept App

& Others ~

3, Evaluation 4, Approval

5. Close App

2 App Fee
]

File isCurrently with:

Download Application

ABC Associates

Trivandrum
Kerala

Owned

Sasthamangalam

01/05/2018

Relation Relation Name

S/0 0z
SO yz

H/O asd

Fee Payment Return to Applicant
i =

Olastlogin ~ &jayas

[ Office Details -

View Attachments.

Address

Trivandrum

Trivandrum




Details of the application can be viewed from here. As per the purpose of the application, the
Assistant Controller moves forward with fee calculation and payment using the Fee Payment

button on the top right screen.

Fee Payment Details

Application Fee 5515

Total Amount to Pay 5515
received

Enter your Message ON
20/05/201%

On clicking Fee Details, the
window as provided below is
displayed. It contains details of
Application ID, Application fee
details, amount paid by user,
balance amount left to pay,
designated officer calculating
the fees, date of fee calculation,
receipt number of fee already
received, date of receipt of fees
and the amount paid the
applicant are provided in the
fee details window.

Fee Details - Repairer Licence

App ID > 266

App Fee* 3315

W Fee™ ¥]

Paid by User® ¥]

Balance Amount to Pay™ 5515
Calculaved By = AC22
Calculaved On * 20/05/2019
Receipt Mumber * 2358

Paid On * 17/05/2018
Enter Amount Paid * 5515

After Fee Payment, the Assistant Controller has to evaluate the application by clicking on the

Evaluate button on which the following screen appears-



AppID Currrent Task : [EEE
SINo Description Applicant's data Comments by Inspecting officer
10. Type Of TAX
GST GSTIN4231310
1. Trade license Number 48650 ‘ comments|
12. Trade license Date 12/04/2018
13. Building Number Issued by lacal body 23
14. Area in which you wish to operate
15. Deails of machinery tools or accessories available
16. Have you sufficient Stock of loan or test weights.Give Details
17 Availability of electric energy
Availability of electric energy Deatails No v
18. Have you applied previously for a repairer's license, either in this State or elsewhere?
Have wou zoplisd orevigusly fora renaicers license No X

The Assistant Controller has to carry out the evaluation and enter his comments in the data fields
provided next to each information. At the end of the page, the Assistant Controller has to select
froma list box - to accept the application for further processing or Reject the Application.

18, Have you applied previously for a repairer's license, either in this State or elsewhere?
Have you applied previously for a repairer's license No v
19 final Comments Accepted for further Processing v
—select-
Accepted for further Processing

May be Rejected

Draft Evaluation

After making the appropriate selection, he can submit the application. If Accepted for further
processing is selected, the application can be forwarded out of the Flying Squad Office to the
Controller Office. If it is Rejected it is reverted back to the applicant.

The forward screen is provided below:



Repairer - File Forwared Details Fromthe Assistant Controller, the file is
- Application ID : [ Arrived For I forwarded outside the Flying Squad
Office to the Controller Office. It can be
Enter your note (Below text will appear in the note file) selected by swapping between the
IN/OUT bDbutton and selecting the
Appropriate Office & the purpose of
sending the application can be chosen
from the list box next to the Sent For
option. Notes concerning the file can be
entered in the note file section. There is
SentTo* @ Controller Office . another option — Sent Based On. It can
el be selected between Task Based or
sentFort For Scrutiny Y Normal Order. The purpose of sending
the application can be selected from the
list box provided. Any additional

appearinthefle || Enter File Forwad Remari remarks can be added to the remarks
movement deiall) 4 section in the forward window and

m saved as a draft or forwarded.

If any, enter note ...

Sent Based On Task Based *'Normal Order

Sent Date 20/05/2019

Controller Office — Clerk

The clerk from controller office is the first recipient in the controller Office. On logging in, the
dashboard looks like the one provided below:

\ METRIS OFFICE APPLICATION (Controller Office) &Cthers ~  GJOffice Details - Gllastlogin & Rema

#Inbox ulacture O Eumlu re [ ]
Gler ) ler [
@ Sent ltems 1 9 bairer . sirer .
ker | Importer - ker [ Importer .
# Drafts List
e senh BApplications Inbox

—
@ Reports = Repairer SHdsting Manufactures | SBxisting Dealers | SExisting Repalrers

& Search Firm = Applications Inbax
N cont Sent on
I;P Firm Name Firm Address App Type App Status Sent for B Sent By office (Days
Y pending)
26 AEChssocates Trvandrum Keraa = For sentiny a | foitont Rl - |
B o Controller(FS)TVM  (0)
; : Assistant

VAISHNAVI VAISHNAVI ENTERPRISES BUILDING NO.PTA.22/8 KIZHEKKEDETH ELSA . 11/0472019
53 ENTERPRISES BUILDING MAKKAMKUNNU PATHANAMTHITTA- 689645  ow ptaton i oo i roasve By o (CFDSJ";:THE' Offce 15) m
244 GCINTERNATIONAL G CINTERNATIONAL PALLIMON  ew Appicarion I Approved | For Closing Afier | Conproller Office | 0032018 m

Approval/Rejection (18)

STANDARD 22/207-B22, PRINCE TOWER, RAILWAY STATION ROAD, MAIN JUNCTION For Closing After 2500212019 m

29 ElEcTRONICS UPPALA, KASARAGOD, KERALA- 671322 Rtk oot e o SEEEIEE g .




The application received for repairer license can be viewed by clicking the repairer tab, on which
a list of applications as the one shown in the dashboard appears. Each application can be viewed
in detail by clicking on the View button upon which the following screen appears-

tpplication form for Repairer License

AppID: File Number : ETT) | Arrived for

=

7. Types of weights and measures proposed to be repaired

(i) Weights
(i) Weights

[iiMeasures

iii) Weighing Instruments

iv) Measuring Instruments

8.Previous Experience
Exam Passed Board

Graduation KU

9.Total Number of Skilled Staff Employed / proposed details

Skilled
10

1. Accept App 2, App Fee 3. Evaluation 4, Approval 5. Close App
/ /

]

File isCurrently with:

Semi Skilled

12

SHEET METAL WEIGHTS,IRON WEIGHTS PARALLELOPIPED,IRON WEIGHTS HEXAGONAL

DISPENSING MEASURES,STEEL TAPE MEASURES, TAPES FOR USE IN MEASUREMENT OF OIL QUANTITIES

COUNTER MACHINES,NON AUTOMATIC WEIGHING INSTRUMENT DIGITAL ACCURACY CLASS |,NON AUTOMATIC
WEIGHING INSTRUMENT DIGITAL ACCURACY CLASS |

VOLUMETRIC CONTAINER FILLING MACHINES, CLINICAL THERMOMETER, VERTICAL OIL STORAGE TANK, TAXI METER
MECHANICAL

Reg.No Year Passed Equivalency Cetificate

12345 2013 yes

Unskilled Trained

15 3

EEE=

View Arachments.

Onthe top left panel is a set of information regarding the application in hand such as Application
ID, File Number, Arrived For, and the current Location/possession of File.

In the middle panel is a status bar indicating the progress of the file and the current status of the
file. The stages already completely are indicated by green tick marks. The current stage of
application is indicated by a blue tick mark. By clicking on various functionality buttons on the
top right panel the Clerk can download the Application, View the status of Evaluation, the File
movement, Payment details, Send alerts to the applicant, forward the application etc.using the
respective buttons. By clicking the forward button, the following screen is displayed-



Repairer - File Forwared Details The file forward window of repairer

« Applicstion 1D : [E] Arrived For [EREEEd License looks like the one shown in
the left. Any notes regarding the file
can be entered in the data field which
can be viewed by clicking on the Note
File button in the application menu.
The destination of the file can be
selected from the list box adjoining
the Sent To option. The sent date is

Enter your note (Below text will appear in the note file)

m
=
m
o
it

s

entered automatically by the system
Sent Based On Task Based '®Normal Order i i

and any remarks regarding the file
Sent To * @ Junior Superintendent(j5-Ctrl2) v can be entered in the remarks section-
(Within Office) . . . .

which can be viewed by clicking on
sent For® For Scrutiny Y the File Movement button in the

Application menu.

[
=}
&
Il
I
&
o

Sent Dats

Remark(Text here will e N
appear in the file T
movement details) e

Controller Office — Junior Superintendent

The Junior Superintendent receives the application from the Clerk who forwards the application
for scrutiny. When the Junior Superintendent logs in, the following screen is displayed-

METRIS OFFICE APPLICATION (Controller Office) A&Others~  JOffice Details ~  Llastlogin & EDWIN PRASAD)
i nufacture ufacture
Bler ler
& Sent ltems pairer airer
ker / Importer ker [ Importer
& Drafts List
] Dpplications Inbox Q sEArcH
@ File Call Up

Qe m— E—— — —

& Reports = Applications Inbox

& Search Firm et o

AppID Firm Name Firm Address App Type App Status Sent for Sent By Sent By office (Days pending)

266 ABC Associates Trivandrum Kerzla  Mew Applicatin | For Serutiny sr.alerk Controller Office 20/0572019 (0) m




From the dash board, applications can be viewed on the basis of their Application ID, Firm
Name, Firm Address, Application Type, Application Type, Purpose of sending the Application,
Office from where the Application has been received, and the date of sending the application.
Along with the date of sending the application, the number of days the application has been
pending in the inbox will be provided within brackets against each application. The applications
received under the Repairer License section can be viewed by clicking on the Repairer tab. To
view the details of each application, the View button adjacent to every application be clicked
upon which each application can be viewed in detailed as follows:

Application form for Repairer License

App ID File Number : 7] Arived for:

=

1.Name of the concern seeking the licence

2.Complete Address of the Workshop

Mobile Number

3.Whether Premises are Owned/rented/taken on lease
4 village in which the firm is located

5 .Date Of Establishment of Workshop

6.Details of Proprietor (s)/ Partners / Managing Director (s)

Name Type

user Partner

1. Accept App 2 App
/

s

File isCurrently with:

test Managing Partner

ABC Associates

Trivandrum
Kerala

Owned

Sasthamangalam

01/05/2018

Fee 3. Evaluation

4, Approval 5. Close App

Relation

S/10

H/O

Relation Name

vz
Xyz

asd

ores
View Attachments

Address

Trivandrum

Trivandrum

From each application window, the Junior Superintendent has options for Downloading the
Applications, Evaluation, Movement of File, Payment Details, Send Alert to Applicant,
Forward the Application, view attachmentsetc. by clicking on the appropriate buttons on the top

right corner of the screen.

View Attachments

The progress of the application can be tracked using the status bar displayed on top of the

application menu as shown below:

1. Accept App
o’

. App Fe

-

3. Evaluation

o

4, Approval

5. Close App




The junior superintendent also has the option to send alerts to the applicant regarding any
intimation or clarifications required on the application. The sending alert option can be exercised
at any stage of the application process — but before approval. A proforma of Alert window is

provided below:

Send Alert

Application Id:

Alert Type: *

Message: *

Remarks(Optional):

—==

£00

--select- v

M

—select--

Clarification

Intimation

=

Alerts are of 2 types-

1. Clarification
2. Intimation

The Alert window has details of
Application ID, Type of alert to
be sent, message regarding the
clarification required or the
intimation to be communicated,
and further remarks on the
application if any. After filling
up the details the officer can
click on Proceed button.

After verification of the application, the application is forwarded to the Junior Controller. The
forward window is provided below:

Repairer - File Forwared Details

s Application ID : Arrived :o'

Enter your note (Below text will appear in the note file)

Sent Based On Task Based '®Normal Order
Sent To * @ Joint Controller(jcim)
(Within Office)

Sent For* For Scrutiny

Sent Date 20/05/2019

Remark(Text here will
appear in the file
movemnent details)

o

From the Junior Superintendent the
application is forwarded to the Joint
Controller — within the office.

Notes regarding the file can be entered in the
data field provided. The file note can be
accessed by the recipient by clicking on the
File Note button on the top right panel. The
basis of sending the application — whether
Task Based or Normal Order need to be
selected. The destination office can be
selected by swapping between IN/OUT and
selecting the appropriate officer from the list
box. In this case, the application is forwarded
to the Junior Controller within office. The
purpose of sending the application also need
to be selected from the list i.e. here Scrutiny.
The date of sending the application is
automatically entered by the system. Any
remarks on the application can be provided
which the recipient can access from the File
Movement details.



Controller Office — Joint Controller

The Joint Controller receives the application from the Junior Superinte ndent. The dashboard of
the Junior Controller looks like the one below:

){3 METRIS OFFICE APPLICATION (Contraller Office) &Others - GJOffice Details - Gllastlogin & Reena Gopal

e INBOX nufacture . ufacture .
bler B ler [ ]
ker | Importer - ker / Importer .
o Drafts List
BApplications Inbox

Q Advanced Search

& Reports

& Search Firm = Applications Inbox

Sent on

App ID Firm Name Firm Address App Type App Status Sent for Sent By Sent By office (Days pending)
266 ABC Associates Trivandrum Kerala = Far Scrutiny Js Controller Office 20/05/2019(0) m

The items in the left panel include Inbox, Sent Items, Drafts List, Advanced Search, Reports, and
Search Firm. The contents of each are as discussed previously.

The applications belonging to Repairer License can be viewed by clicking the Repairer tab in the
dashboard. Each application can be viewed in detail by clicking on the View button adjacent to
each application. Details of application such as Application ID, Firm Name, Firm Address,
Application Type, Status of the Application, Purpose of sending the application, Source of the
application etc. can also be viewed from the dashboard.

On clicking the View button the application opens up to this:

The application window is similar to the ones discussed and there is no new additions to it.



1. Accept Aop 2. App Fee 2. Evaluation
7 s (]

Jpplication form for Repairer License ®

ApplD: File Number : [E] | Arrived for File isCurrently with:

RS

1.Name of the concern seeking the licence

ABC Associates

Trivandrum
2.Complete Address of the Workshop Kerala
Mobile Number
Owned
3 Whether Premises are Owned/rented/taken on lease
4 village in which the firm is located Sasthamangalam

01/05/2018

5 .Date Of Establishment of Workshop

6.Details of Proprieter (s)/ Partners / Managing Director (s)

Name Type Relation
user Partner S/0
test Managing Partner H/O

Download Application Forward

4 Agoraval 5. Close App

View Attachments.

Relation Name Address
Trivandrum
asd Trivandrum

After viewing the application, it is forwarded to the next office in the hierarchical flow —

Controller. The Forward Window is displayed below:

Repairer - File Forwared Details

» Application ID: Arrived For [EEETY

Enter your note (Below text will appear in the note file)

P
Sent Based On Task Based ®'Normal Order
SentTo* @ Controller(Ctrl) r
(Within Office)
Sent Far® For Approval v
Sent Date 20/05/2019

Remark(Text here will
appear in the file
movement details) y

o

The Forward window is similar in process like
others. Notes on the file can be added in the
note field and accessed from the Note file
button in the application menu of the recipient.

Similarly, remarks can be added in the data
field and accessed by clicking the File
Movement button in the individual application
screen. The basis of sending of the application
— Task Based or Normal Order need to be
chosen. The destination office for forwarding
can be selected from the list box. Similarly, the
purpose of forwarding the application can also
be selected from the choices given in the list
box. The date of sending is entered by the
system like other applications. On clicking
forward, the application is sent to the
Controller for Approval.



Controller Office — Controller

The Controller receives the application from the Joint Controller. The Controller is the final
destination for the application in the flow hierarchy. To view the application, the controller needs
to login on which the following dashboard is provided:

ETRIS OFFICE APPLICATION (Controller Office) &Others - CJOffice Details -~ GJlastlogin & DRP SureshBabu IAS

ENew ations {0) INBOX Inufacture B ufacture ]
ler B ler ]
o am H ﬂaim H
ker / Importer B Ker / Importer [ ]
@&
DApplications Inbox

onmiws [ ot | =-n [ E——— p—p—

& Admin Panel = Applications Inbox For Approval For Rejection

@ Reports Senton
App D Firm Name Firm Address App Type App Status Sent for Sent By Sent By office (Days pending)

@ Search Firm
266 ABC AssociateFOr Approvals, fissReiertesa [ Hew Appiication | For Approval I Controller Office 20/05/2018 (0) m

There is a new application menu on the left panel where pending applications are displayed. The
Controller need to accept them up on which it is transferred to the Inbox section for further
proceeding.

The Controller has an additional item in the left panel — Admin Panel. The functions of Admin
Panel include Create/Edit Office, Create/Edit Office Users, Head Office details, Office
Jurisdiction, Office Seat Details, designation, Rank, retired Employees List, Task, Office Type,
Region, Submit Application To, Configuration, App Status, Public User Status,, License Status,
Office User Status, Premise Status, Application Type, Firm Type, Association Type, Tax Type,
Attachment Type, Weight/measure Type, Countries, Village, Municipality, Corporation, Sent
For, Item Sold, App Fee, Application Scrutiny, Weight/measure Details etc.

In the middle panel, along with the individual tabs, there are 2 special tabs in the Controller
dashboard — For Approval &For Rejection. The application ID, Firm Name, Firm Address,
Application type, Application Status, Information related to - sent for, sent by, Office of origin,
date of sending etc. are provided there. The Controller can view each individual application by
clicking on the View button on which the following screen



: \ METRIS OFFICE APPLICATION (Controller Office) &0thers~  GJOfficeDetails +  Gllastlogin DR P SureshBabu IAS -

New Applications (0) I 1. Accept App 2 AppFee 3, Evaluation 4 Approval 5. Close Ay
B New Appiicaions (0} Application form for Repairer License e e o
# Inbox App D File Number : [EIT] | Arrived for. File isCurrently with:
Download Application Forward
& Sent ltems
# Drafts List
ABC Associates
1.Name of the concern seeking the licence
Q Advanced Search
- Trivandrum
e e 2.Complets Address of the Workshop Kerala y
@ Reports
Mabile Number
& Search Firm
Owned
3 Whether Premises are Owned/rented/taken on lease
4 willage in which the firm is located Sasthamangalam
01/05/2018
5 .Date Of Establishment of Workshop
&.Detalls of Proprietor (=)/ Parmers [ Managing Director (<)
Name Type Relation Relation Name Address
user Partner 5/0 XyZ Trivandrum
test Managing Partner H/O asd Trivandrum

In the top middle panel, the application progress bar is provided indicating the stages of
application already completed by the indicator of a tick mark and the current status of the
application is indicated by the blue tick. In the left panel also information related to the
application such as Application ID, File Number, and Purpose for Sending, Current Possession
of Application etc. can be obtained.

" T 1, Accept App 2 App Fee 3 Evaluation 4 hpprovl 5 Oose A
Application form for Repairer License e " 0 *
AppD: File Number : m Arrived for: File isCurrently with:

On the top right panel are a set of functional buttons —

View Attachments

Its functions include:

Download Application, Evaluation of application, Movement of file which indicates the origin of
the file and the destinations it passes through along with remarks added at various stages
including the present stage, file note regarding any notes added by the previous officer, payment
details, send alert option to send alerts on clarification and intimation of details concerning the



application, Forward the application to another office and an option to view attachments related
with the applications and Approve button to approve the application.

Onclicking Approve the following pop up screen is opened:

File Approve/Rejection Details X

Application 1D : m
Approved = Rejected
Enter Your commnets ..
valid upto 3229

Forward to the sender
The data will be signed using DSC. Please make sure the DSC token is connected with the machine

There are two steps to either approve or reject an application - Signing and Submit.

The screen includes Application ID, Status of Approval/Rejection — to be indicated by the use of
choice buttons, (the Controller can select between either Accept or Reject depending on the
status of the application). The Controller has the option to enter some comments regarding the
approval/rejection of application in the comments data field so provided. For submitting the
approval/rejection, the Controller needs to sign the application using DSC. The Controller needs
to have a DSC token connected to the machinein order to successfully Approve the application.
The intimation of Approval or Rejection, whichever the case maybe, can be intimated to the
sender of the application i.e. the applicant. The same can be chosen by sing the check box titled
as “forward to the Sender’. After signing the application, the Controller can submit the
application upon which the status of the application will be either Approved or Rejected.



