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1 INTRODUCTION   

 

This manual describes how to use the Central Application of Online Single Window 

Clearance System from a departmental user’s point of view. This guide is intended for 

users who are responsible for using the Central Application of Online Single Window 

Clearance System. Users of this guide should be familiar with the functionality of the 

Central Application. 
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2 HOW TO ACCESS CENTRAL APPLICATION 

 

The following URL need to be accessed to access the Central Application of Online 

Single Window Clearance System: 

https://eservices.wb.gov.in/centralsp/login.seam  

https://eservices.wb.gov.in/centralsp/login.seam
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3 LEVEL WISE DISTRIBUTION OF ALL DEPARTMENTAL USERS 

 

Department wise use categories are as follows: 

Department Role 

Pollution Control Board Chief Engineer 

  

Permission of water use State wise State Nodal Officer 

  

Fire & Emergency Services Director-General of WB Fire Service 

  

WBSEDCL State Nodal Officer Chief Engineer Commercial 

  

LR (Mutation of land) Block Land & Land Reforms Officer 

State Nodal Officer 

LR (Conversion of land) District Land & Land Reforms Officer 

State Nodal Officer 

Directorate of Factories Chief Inspector of Factories 

  

SWID Superintending Geologist 

  

Irrigation & Waterways Department Secretary, Irrigation & Waterways  
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4 PROCESSING OF APPLICATION AS A DEPARTMENTAL USER 

4.1 LOGIN SCREEN 

On accessing the Central Application using the specified URL in Section 2, the following 

Login screen appears: 

 

4.1.1 STEPS 

1. Provided username needs to be entered in “Username” field correctly 

2. Provided password needs to be entered in “Password” field correctly 

3. After providing specific user id and password user needs to click on “Login” button to 

access his/her account 

4. If user does not want to login after entering user id and password then the “Cancel” 

button needs to clicked and after that “Username” and “Password” fields will be 

blanked. 

4.1.2 FIELD DETAILS 

Fields Remarks 

Username Enter the provided Username 

Password Enter the provided Password 

4.1.3 ACTION ITEMS 

Items Remarks 

Login Click this button to login through entered “Username” and “Password”   

Cancel Click this to clear the entered “Username” and  “Password” 

4.1.4 VALIDATIONS 

Not applicable for this screen 
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5 DASH BOARD SCREEN 

5.1 DASHBOARD VIEW 

On successful Login to Central Application, the following Dashboard is viewed which 

enables the Departmental User to view/process any application from the list of 

applications: 

 

5.1.1 STEPS 

1. To access the particular application user needs to clicked on corresponding 

“View/Process” 

2. User can navigate one page to another by clicking on respective page number or by 

clicking on next/previous arrow. 

3. User can come to first or last page by clicking on double arrow at left and right hand 

sight respectively. 

4. Required application is needs to be entered into “Search Application by Unique App-

Id” field 

5. After entering the application id user needs to be clicked on the “Search” icon for 

getting the expected result. 

6. To clear the entered application id from “Search Application by Unique App-Id” field 

user needs to click on brush icon beside of search icon. 

7. If user wants to access “Transaction Details” then user needs to hover on 

“Transaction Details” and then clicks on “Daily Transaction” link 

8. To access the list of applications those were activated by the user, he/she needs to 

click on “User History” link. 

9. User can logout from his/her account by clicking on “Logout” link. 
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5.1.2 FIELD DETAILS 

Fields Remarks 

Search Application by 
Unique App-Id 

Required application id needs to be entered 

5.1.3 ACTION ITEMS 

Items Remarks 

View/Process To access the details of the corresponding application  

Search Icon For searching the particular application 

Brash Icon For clearing the app id from “Search Application by Unique App-
Id” field 

5.1.4 VALIDATIONS 

Not applicable for this screen 
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6 APPLICATION PROCESSING SCREEN 

6.1 VIEW 

The following view appears when any application is opened using the View/Process link 

on the Dashboard list: 
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6.1.1 STEPS 

6.1.1.1 UPDATE STATUS 

1. Check the Update Status check box on the screen 

2. Needful comments should be written into the field “Processing Status” 

3. “Update Status” button needs to be clicked 

4. Confirmation should be given by clicking “OK” button in the alert massage 

5. Status updates will be listed on the screen. 

6.1.1.2 NOTIFYING APPLICANT 

1. Check the Notify Applicant check box on the screen 

2. Needful information need to be written into the field “Massage for Applicant” 

3. “Notify Applicant” button needs to be clicked. 

4. Confirmation should be given by clicking “OK” button in the alert massage 

5. Notification details will be listed on the screen. 

6.1.1.3 BACK TO DASHBOARD PAGE 

1. User can go to the “Dash Board” page by clicking on “Back” button 

6.1.1.4 PRINT BASIC INFORMATION 

1. User can take a print out of the Basic Information Form by clicking on “Print Basic 

Info” button 

2. Print version of the filled up Basic Information form will be viewed or downloaded. 

6.1.1.5 UPLOADED DOCUMENT VIEW 

1. Uploaded documents can be viewed or saved by clicking on corresponding “View” 

button in the “Document Enclosed Details” section. 

6.1.1.6 ATTACH ANY DOCUMENT 

1. User can upload any document via the Document Details section. 

2. User needs to fill up the following entries: 

a. Document Details 

b. Document Date 

c. Upload by selection a file from the browser window 

3. Use needs to click the Add Attachment button to complete the uploading of any 

relevant document for future reference. 

4. Any uploaded document will be listed under the “Document Details” section. 
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6.1.1.7 APPROVE APPLICATION 

1. User can approve an application by clicking the “Approve” button 

2. Any approval will require uploading the scan copy of the approval document for the 

benefit of the applicant. 

6.1.1.8 REJECT APPLICATION 

1. User can reject an application by clicking the “Reject” button. 

6.1.1.9 LOGOUT 

1. User can logout from his/her account by clicking on “Logout” link 

6.1.1.10 GO TO DASH BOARD 

1. User can go to directly “Dash Board” page by clicking on “Dash Board” link at the top 

left side 

 

6.1.2 FIELD DETAILS 

Fields Remarks 

Update Status The feedback/comments need to be written in this field.  

Massage for Applicant Needful information/massage should be written in this field 

Document Details Details of the document to be uploaded are to be written in this 
field 

Document Date Document Date needs to be written in this field 

6.1.3 ACTION ITEMS 

Items Remarks 

View To access the respective uploaded document by the applicant 
user needs to clicked on the corresponding “View” button  

Whether physical 
form is received 

User needs to checked this to ensure that physical form has been 
received 

Forward “Forward” button needs to be clicked for forwarding his/her 
comments to the next higher level 

Update Status “Update Status” button needs to clicked for registering the 
processing status written in the “Processing Status” field 

Notify Applicant “Notify Applicant” button needs to be clicked for send the 
message to the applicant  

Back Back button needs to be clicked for going to the “Dash Board” 
screen 

Print Basic Info For printing/downloading the Basic Information form 

Overall Status To view the overall summary status of all the applications 
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Items Remarks 

submitted by the applicant 

Approve “Approve” button needs to be clicked to approve the application 

Reject “Reject” button needs to be clicked to reject the application 

Dash Board User can directly access the Dash Board page by clicking on 
“Dash Board” link 

Logout By clicking this link user log out from his/her account 

6.1.4 VALIDATIONS 

Not applicable for this screen 
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7 UPDATE STATUS 

On the application view page, the following set of screens help to update the processing 

status of that application can be updated using the following screens: 

1) Click the Update Status check box: 

 

2) Enter the required status in the text box for Processing Status & click Update 

Status: 

 

3) Updated status will be listed in the table as shown below: 
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8 NOTIFYING APPLICANT 

On the application view page, the following set of screens help to notify a 

status/information to the applicant: 

1) Click the Notify Applicant check box: 

 

2) Enter the required status in the text box for Message for Applicant & click Notify 

Applicant: 

 

3) Applicant will be notified & the notification text will be listed in the table as shown 

below: 
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9 BACK TO DASHBOARD PAGE 

On the application view page, click the Back button to go back to the Dash Board page: 
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10 PRINT BASIC INFORMATION 

On the application view page, click the Print Basic Info button to preview the Basic 

Information entered by the applicant: 
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11 UPLOADED DOCUMENT VIEW 

1) Any document or set of documents uploaded by the Applicant can be viewed in 

the Document Enclosed Details section. This applicable for those forms where 

applicant can upload the scan copy of any document: 
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12 ATTACH ANY DOCUMENT 

1) On the application view page, use the Document Details section to upload the 

softcopy of any document for further reference during Departmental processing: 

 

2) Enter the details about the document, select a Document Date & use the Choose 

File button to select the scan copy of the document from the required location of 

the Hard Disk. 

 

3) Click the Add Attachment button to upload the document & the preview of the 

same would be available from the list below the Add Attachment section: 
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13 ATTACH APPROVAL CERTIFICATE 

1) On the application view page, use the Approval Certificate section to upload the 

softcopy of an approval document for applicant’s reference: 

 

2) Use the Choose File button to select the scan copy of the document from the 

required location of the Hard Disk/drive. 

 

3) Click the Submit button to upload the document. 
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14 APPROVE APPLICATION 

Approve any application by clicking the Approve button. Approval of any application will 

require uploading of the scan copy of the Approval Document. The steps for approval 

are as follows: 

1) Upload Approval Certificate by selecting the scanned file from the file location: 

 

2) Click Update Status, to enter text for approval in Processing Status: 

 

3) Click Approve button. 

4) Confirm the alert “Are you sure to Approve the application?” by clicking the OK 

button. 

5) On successful approval, application will be removed from the Dash Board view. 

6) Applicant will be notified via SMS & Email. The Approval Certificate will be 

available to the applicant via the Applicant’s Dash Board. 
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15 REJECT APPLICATION  

Reject any application by clicking the Reject button at any point of time. The steps for 

rejection are as follows: 

1) Click Update Status, enter the reason for rejection in Processing Status and click 

Reject button: 

 

2) On successful rejection, application will be removed from the Dash Board view. 

3) Applicant will be notified via SMS & Email. 
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16 PRINT FORM FOR LAND MUTATION 

To print a hard copy of the Land Mutation form, use the Print Mutation Form button at 

the bottom of the page: 
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17 PRINTED FROM FOR LAND CONVERSION  

To print a hard copy of the Land Conversion form, use the Print Land Conversion Form 

button at the bottom of the page: 

 


