User Manual for Trade Union Registration

Login

All applicants who want to obtain registration certificate or license from Labour department need to
first register on this portal. Once applicant has registered on this portal, he is not required to register
again to obtain registration certificate or license from Labour department in any other Act. He can just
login on this portal and apply for registration certificate or license in other acts.

After opening the portal, Applicant need to click the Login button on Shramadhan Portal from the below
screen:

Click on login link present at the right side.
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Login Screen

Click Login button to login into the application. User can see a popup as shown below:

User Login X

Username : * Enter your username!

Password : *

Captcha : * Please enter the captcha text!

Verify OTP Mot Registered? Register here Forgot Password

For new user registration, the applicant needs to click on link- “Not Registered? Register here”.

After clicking on this link, following popup opens:

User Registration X
First Name : * Please enter your first name!
Last Name : * Please enter your last name!
Email : * email@xyz.com
Mobile : *
Username : * username
Password :* | wewses
Confirm Password : * | 77
Captcha Text: * Enter captcha text here!
9
0o axa C
RESET REGISTER YOURSELF
Verify OTP Already Registered? Login here Forgot Password

Note:a) Applicants cannot use same mobile no for registering more than once on this portal.

b) Same User Name cannot be used for registering more than once on this portal.



When user clicks on “Register Yourself”, following popup comes to verify the OTP:

OTP Verification X

OTP has been sent to your registered mobile no. please verify OTP to get login details.

OTP Code - *
VERIFY OTP
Have not received yet?
Verify OTP Already Registered? Login here Forgot Password

After entering the OTP code received on the mobile, following popup comes up:
Now, user can login with their credentials to access the features of this portal.

1. If due to any reason, user has received OTP but the screen where OTP needs to be entered does not

come, Applicant can use the link “Verify OTP” from the Login page.
When applicant clicks on “Verify OTP” link, following message comes:

Please login using your user name and password to verify OTP.

Now, when applicant logins with his user id and password and if his OTP is not verified, he will be re-
directed to “Verify OTP” screen to complete the registration process

User Login X

OTP Verification successful. Please continue to Login...

Username : * Enter your username
Password : *

Capticha : * Flease enter the captcha text

AsimMo - (x
RESET

Venfy OTP Mot Registered? Register here Forgot Password




2. If applicant forgot his password any time after completion of registration, he/she can use the link
“Forgot password” to retrieve it. When applicant clicks on this link, following popup opens:

Retrieve Your Password

I Know My : ® Username ) Email

Username : * enter your usermame Mobile No : * | Enter your Mobile Mo

Capicha Text: * = Enter captcha text

captcha text here 1 7 UK c

Verify OTP Mot Registered? Register here

User Login

There are 2 options:

a) If applicant knows his username, then he can use the above screen and when he clicks on Submit, he

will be re-directed to “Verify OTP” page. Here applicant needs to enter the OTP code received on his
mobile.

OTP Verification

OTP has been sent to your registered mobile no. please verify OTP to get login details.
OTP Code : *
VERIFY OTP
Have not received yet?

Verify OTP Already Registered? Login here Forgot Password

After applicant enters his OTP, following screen (shown in next page) comes:



User Login X

OTP Verification completed successfully. Please change your password after login!!!

Username : * | Enter your usernamel

Password : *

Captcha : * Please enter the captcha text!
toTss O
RESET LOGIN
Verfy OTP Mot Registered? Register here Forgot Password

Applicant will receive temporary password on his mobile which needs to be used to login and thereafter
he needs to change his password.

b) If applicant has entered his email, then he can use the below screen to reset his password:

Retrieve Your Password X
I Know My : O Usermname 8! Email
Email ID: * enter your email id! Mobile No : = | Enter your Maobile Mal
Captcha Text: * | Enter captcha text here! L (o g = 1) c
RESET
Verify OTP Mot Registered? Register here User Login

When he clicks on Submit, he will be re-directed to “Verify OTP” page. Here applicant needs to enter the

OTP code received on his mobile.

OTP Verification X

OTP has been sent to your registered mobile no. please verify OTP to get login details.

OTP Code - "
VERIFY OTP
Have not received yet?
Verify OTP Already Registered? Login here Forgot Password




After applicant enters his OTP, following screen comes:

User Login X

OTP Verification completed successfully. Please change your password after login!!!

Username : * ‘ Enter your username!
Password - * = e
Captcha : * Please enter the captcha text!

oTes C

Verify OTP Mot Registered? Register here Forgot Password

Applicant will receive temporary password on his mobile which needs to be used to login and thereafter
he needs to change his password.

3. If the applicant is a registered user, he needs to enter his Username, Password and Captcha to login
to this portal and access its services.

User Legin .
Username : * Enter your username!
Password - = | s
Captcha : * Please enter the captcha text!

toreu. (C
RESET

Verify OTP Mot Registered? Register here Forgot Password

When applicant clicks on “LOGIN” button, he is re-directed to his home page.



Trade Union Registration Process

Applicant Process
For online registration under this act; go to Services-->Trade Union -->Registration=>New Registration
as shown below:

& oo
COMPREHENSIVE LABOUR MANAGEMENT SYSTEM el

Department of Labour Employment & Training, Govt. of Jharkhand —

m

Shops & Establishments Act

Juest printoul ated 25th May 2016 .
Factories Act
8 Building & Construction workers . € 0 Comprehensive Labour Management System
0
F Workers Registration CLMS offers the following services
o
- " F.
i Contract Labour Act * Registration
£ * Amendment
o Boiler Act « Renewal
; . . e Generate License
Sl « Online Payment
Boc Scheme Benefit « Verification of Registration/License

Trade Union » Registration  » New Registration

Pay Application Fee | New Registration of Trade Union
Check Application Status

Step-1:

Fill the form as shown below:
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When applicant clicks on “SUBMIT” button, following message comes-

"1 F

COMPREHENSIVE LABOUR MANAGEMENT SYSTEM

Department of Labour Employment & Training, Govt. of Jharkhand

Online Return =

Downloads Know Your Act

Generate Ticket

Your application form for Trade Union Registration has been saved successfully

Your SLIN no : 16364000095

Your Application ID : TUR16062200011.

Please proceed to make payment.

MAKE PAYMENT

Copyright @ 2016 - @ JAP-T - All Rights Reserved



Step-2:
Pay the Fees

a) Click on Make Payment_button shown in the message.
b) Or Go to Services-->Trade Union -->Registration—> Pay Application Fee

G e =N

COMPREHENSIVE LABOUR MANAGEMENT SYSTEM

Department of Labour Employment & Training, Govt. of Jharkhand

I i e s e T

Shops & Establishments Act

It is not required to upload signed copy of Application / Request printout. This ste

Factories Act
5 @
Building & Construction workers ct. *lcome to Compr ve Labour M g t System
Workers Registration ’ CLMS offers the following services
Contract Labour Act * Registration
* Amendment
Boiler Act « Rariewal

* Generate License
« Online Payment
Boc Scheme Benefit ’ « Verification of i ion/License

Payment Receipts

Trade Union Registration

New Registration

Pay Application Fee

Check Application Status

pay fee for trade union registration

Login IP:-

Copynght © 2016 - @ JAP-IT - All Rights Reserved

Following screen opens up-

| T [ = |-

COMPREHENSIVE LABOUR MANAGEMENT SYSTEM

Department of Labour Employment & Training, Govt. of Jharkhand

Pay Due Registration Fee

3

=

2 Payment Option(s) Registration Fes: 50 /- LateFes: 0 /- Gross Total Fee: 50 /-

1}

5 add more treasury details

o
Amount : * 50 Select Treasury Name : * | --select Treasury Name-- v
Challan Date : * Vide Challan No. : * Challan No:

Select Scanned Copy of Challan : * No file select.

Copyright © 2016 - @ JAP-IT - All Rights Reserved

When applicant clicks on “PROCEED” button, following message comes up-



- R
COMPREHENSIVE LABOUR MANAGEMENT SYSTEM

Department of Labour Employment & Training, Govt. of Jharkhand

-

Generate Ticket

Thanks for payment
Application ID: TUR16062200011 under Trade Union Registration has been submitted
Application is now under process, further action will be intimated. - Labour Dept., GoJ

Step-3:
Check Application Status:

Go to Services--> Trade Union -->Registration—> Check Application Status

37 v
COMPREHENSIVE LABOUR MANAGEMENT SYSTEM

Department of Labour Employment & Training, Govt. of Jharkhand

“ psenal o Seeet EEReRTn =

Shops & Establishments Act

Downloads Know Your Act FAQ Help Desk

It is not required to upload signed copy of Application / Request printout. Thi

Factories Act
g Building & Construction workers 4ct . *lcOme to Comprehensive Labour Management System
= Workers Registration ’ CLMS offers the following services
©
E Contract Labour Act Registration
- Amendment
8 Boiler Act Renewal

Generate License
Online Payment
Boc Scheme Benefit Verification of i ion/License

Trade Union ’ Registration  * New Registration

Pay Application Fee

Payment Receipts

Check Application Status

check status

Login IP:- 125.22.111.13

Copynght © 2016 - @ JAP-IT - All Rights Rese:

Following screen comes up-

©

COMPREHENSIVE LABOUR MANAGEMENT SYSTEM

Department of Labour Employment & Training, Govt. of Jharkhand

Seniess - pownioads SnowiouEAet

Application for Registration of the Trade Union:

SL# Application ID Name of the Union Application  Application Status of Application
Date Time

1 TUR16052600011 Trade Buildcon 26/05/2016 10:27:59
2 | TORieocainolt urien name Z0G/2016) 14:96:10
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When applicant clicks on “View Remarks”, following screen opens up-



Trade Union Remarks:
Select file(if any) No file selected. Remarks m

SL# TRANSFERED BY TRANSFERED TO REMARK TRANSFER DATE & TIME ~ ATTACHMENT
1 Ibrcomm (Labour Commissionerate)  Applicant content is not visible ..please re upload file 27/06/2016 Attachment
10:48:52

If application registration is approved and, and applicant checks his application status, following screen
will come-

7 e T =

COMPREHENSIVE LABOUR MANAGEMENT SYSTEM 5o

Department of Labour Employment & Training, Govt. of Jharkhand

“ il i o

Application for Registration of the Trade Union:

SL# Application ID Name of the Union Application Application Status of Application
Date Time
1 TUR16062200011 test and test 22/06/2016 13:56:33 m SO ARG D]
REMARKS FOUR AP [ON IS APPROVE]

Applicant can print his Trade Union Registration Details once the application has been approved by
Labour Commissioner.



User Manual for Trade Union Registration-Office Process

Department Process
Department processes the application at Labour Commissionerate Level.

Note: The applicant will be able to see the comment of the LC, on his application.
Step-1:

Once application has been submitted by the applicant, the LC will login with his user ID and password
already provided to them.
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Home Application - Trade Union Returs. Inspection Allocation Reports

Welcome to Comprehensive Labour Management System
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To check new applications received, the LC goes to “Unverified Applications” in the menu
Application>Trade Union Establishment—> Unverified Applications.

Skip to main content  A- A A+
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Application .

v
Verified Application ive Labour Management System
Rejected Application

Generate Ticket

Following list of applications will be displayed-



Skip to main content A~ A A+ 2 : Wielcome Labour Commissionerate

3

Application - Trade Union Returs. Inspection Allocation

TRADE UNION REGISTRATION UNVERIFIED LIST

. [ — m MoBILE NO ADDRESS ReQUESTD AcTion

TUR16062200011 test and test 9999999999 22/06/2016
13:56:32

Block:-Ranchi(CR)
Post office:-ranchi
Police Station:-ranchi

Email 1d:-abc@xyz.com
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Step-2:
If LC clicks on “APPLICATION ID”, the complete application form should open up-

HASIC INFORMATION

PERMANENT ADDRESS

FEE DETALLS

Sal: oS

UPLOADED DOCUMENTS

Here, LC can perform following functions-



a. Verify the complete details of the applicant
View the documents uploaded by the applicant

c. If LC clicks on “VALIDATE” button in fee information block, the details are fetched from the
treasury and clerk can check if challan has been correctly deposited or not.

d. After verifying the complete data, LC can close this form from the CLOSE button.

Step-3:

a) Approve the application: If LC finds all details correct in application. LC can click on below button to
approve the application.

All the approved applications are visible in Verified Applications List which can be accessed from the
below menu-

Application>Trade Union Applications=> Verified Appllcatlons

Skip to main content A- A A+ For best view, use Welcome Labour Commissionerate

Application » Trade Union Returr, Inspection Allocation

TRADE UNION REGISTRATION VERIFIED LIST

1 TUR16050500024 Trade Union 8797749468 Address:-Test 05/05/2016
State :-Jharkhand 17:31:42
District:-Ranchi
Block:-Ranchi(CR)
Post office:-Test
Police Station:-Test

Even after verification of Trade Union registration, the LC can send his comments or any file directly
to the applicant which will be visible in applicant login under “Check Status” menu.

b) Reject the Application: If LC finds any such detail incorrect in application and clerk has also given
same recommendation; LC can click on below button to reject the application.

Such applications will be visible in Rejected Applications List from the below menu-
Applications>Trade Union Applications—> Rejected Applications

c) Send Remarks/File Upload: If LC needs to communicate with the applicant, he can send his remarks
via this button. In case of any wrong file upload, he can inform the applicant through this. For this, LC
needs to click on the below button.

O
Following screen opens up-



Trade Union Remarks:
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Select file(if any) | Choose File | No file chosen Remarks ‘ | m

e e “ aNg
TO TIME

1 Ibrcomm (Labour Applicant content is not visible _please re 27/06/2016 Attachment
Commissionerate) upload file 10:48:52

Once applicant replies to the comment for LC or uploads the required file, such applications will again
be visible in Unverified Application List.
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