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E-DISTRICTTAMIL NADU USER MANUAL
(Government of Tamil Nadu)

1. Project Overview
Districts are the de facto front-end of government where most Government-to-Consumer or G2C interaction

takes place.

The e-District project was conceptualized to improve this experience by creating an automated workflow
system for the district administration and help in providing the citizen efficient department services through
Common Service Centers (CSCs), the primary front end channels envisaged under the National e-Governance
Plan by Department of Information Technology (DIT), Ministry of Communication and Information Technology

(MCIT), Government of India.

2. General Information

2.1.Tools Required

You will be provided with the following basic infrastructure:

e Computer (CPU, Monitor, Keyboard & Mouse)
e Network Connection (as per requirement)

e Peripherals (as per requirement)

e Browser (Google chrome, Version 37)

e Uninterrupted Power Supply (UPS)

2.2.Starting your Computer

Steps
Ensure all cables are connected between the computer, network connection, peripherals & UPS

1
2. Plug the UPS to the electrical socket
3. Switch ‘ON’ the electrical socket
4. Switch ‘ON’ the UPS
€
5. Press the " (power button) on the computer
6. Allow the system to boot up.

1. Switch ‘ON’ the UPS only after you have switched ‘ON’ the power socket
e 2. Switch ‘ON’ the computer only after you have switched “ON’ the UPS
3. Switch ‘OFF’ the power socket in there is an electrical spark in the socket
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4. Do not start the computer in case the UPS is not fully charged
o 5. Do not start the computer in case any of the wires are in contact with water sources /
moisture

6. In case you are not sure whether the computer is connected in the right way — please
contact the system engineer

3. Purpose

This document is an integral part of e-District application user manuals. The objective of this document is to
provide step-by-step assistance to the user on how to apply for Obtaining Duplicate Licencethrough the e-District

Portal.

4. Scope

The scope of this document is to cover the‘Obtain Duplicate Licence’ service offered under Drugs Department.

5. Getting Started

Following points and guidelines may be referred while accessing the e-Sevai/e-District application:
e User must have valid username and password

e Make relevant and correct entries only

e Recheck the entries before clicking on Submit button

e Mandatory fields cannot be left blank

e Mandatory/Optional documents should be attached as per requirement

e Do not make false entries

6. Services Offered under Drugs Department

Following services areoffered under the Drugs Department:

DCA-401: Licence to Grant or Renewal Allopathic Drugs

DCA-402: Licence to Grant or Renewal Homeopathic Medicines

DCA-403: Licence to Grant or Renewal Restricted Licence (allopathic drugs)

DCA-404: Licence to Grant or Renewal Specified in Schedule X Drugs

AR

DCA-405: Obtain Duplicate Licence
7. Obtain Duplicate Licence
Following steps describe how to use the‘Obtain Duplicate Licence’ service through the e-District Portal:

STEP1: Go to the e-Sevai(Government of Tamil Nadu) Web Portal.

© 2017. Government of Tamil Nadu. All rights reserved.
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STEP 2:Enter the login credentials.
Make sure ‘Operator’ is selected in the Operator Typefield.
STEP 3:Enter Captcha code.

STEP 4:Click on Login.

@
=

TNeGA Government of Tamil Nadu

- C— —

Job Opportunities

Govemment Orders Locate your near by e-Sevas
e ' telcchn010.01
Tenders List of Services Offered in e-Sevai Centres R T
ZNR T2,
Documents List of Services offered through Institution cha ks fictcane

8 Operator v

I ZNRJZ
Maps

Welcome to eSevai

, eSevai — SLOLDBITH TF60T @)-CF 656l GUEMEVHETLD 2 HIGH 606l A

e-Sevai Dashboard will appear.

STEP 5:Click on Serviceson the left panel.

TNeGA Government of Tamil Nadu

e-Sevai

fensmnn Coseney el Coencu

Current Week Current Last Week

19 Jun 2016 fo 23 Jun 2016 Month 12 Jun 2016 fo 18 Jun 2016
O Jun 2016 fo 23 Jun 2016
K SERVICES

Today

=% WALLET RECHARGE 23 Jun 2016 fo 23 un 2016

N — “ “ —
7 REPORTS >

= WALLET RECHARGE
RECEIPT REPRINT | =

= ANNA UNIVERSITY
GENRATE RECEIPT

OPERATOR1 & @&

==

Last Month

01 May 2016 fo 31 May 2016

Department Wise service listing will appear.

STEP 6:Click on Drugs Department.
© 2017. Government of Tamil Nadu. All rights reserved.
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You can also switch to the Service Wise listing, or switch to Search and search a particular service using keywords.

TNeGA Government of Tamil Nadu

e-Sevai

Bememny Ceanen @eiiu Caaney

SUGANYA TNELCCHNO0O203 & &

¥ pashboard

Services

(¥ Reports

K services DEPARTMENT WISE Hame: s
@ Anna University
= @ Chennai Metro Water Supply & Sewerage Board Center: Perambur Taluk
= UV E T s SERVICE WISE @ Civil Supplies & Consumer Protection Department Office - ELCOT
Genrate Receipt @ Commercial Tax Center Code: ELCCHMOD02
@ Commissionerate of Municipal Administration
= Reprint Receipt sheRbl ® Directorate of Bollers Counter: o
@ Directorate of Fire & Rescue
= Electricity Connection © Drugs Deparimen Wallet Type: Prepaid
Recaipt @© EMPLOYMENT an

@ Greater Chennai Corpo
@ Labour Department
@ Revenue Department
@ TANGEDCO

@ T Registration

@ T Transport

Wallet Amount: 10010.00

Share: 0.00

STEP 7:Click onDCA-4050btain Duplicate Licence.

e-Sevai
Qememn Geemen Get Ceemeu

TNeGA Government of Tamil Nadu

= SUGANYA TNELCCHMNO0203 & @&

M Dashboard

Services

‘71 Reports

= Name: Suganya
BEFiIEeS DEPARTMENT WISE Diugs Department
; Center: Perambur Taluk

Office - ELCOT

Center Code: ELCCHMNOOZ

Anna University- SERVICE WISE 10 ¥ |records per page Search:
enrate Receipt

© DCAADT Licence to Grant or Renewal Allopathic Drugs
SEARCH

£ Reprint Receipt © DCAAD? Licence to Grant or Renewal Homeopathic Medicines

© DCA403 Licence to Grant or Renewal Restricted Licence (allopathic drugs)
© DCA4D4 Licence to Grant or Renewal Specified in Schedule x Drugs

© DCA-405 Obtain Duplicate Licepce

Showing 1 to 5 of 5 entries — Previous - Next — Wallet Amount: 10010.00

Counter: 3

Electricity Connection
eceipt

Wallet Type: Prepaid

Share: 0.00

You will be redirected to the service page on the Tamil Nadu e-District Web Portal.

Application form will appear.

STEP 8:Select a License Type (Allopathic Drugs/ Homeopathic Drugs/ Restricted License/ Schedule X Drugs).

© 2017. Government of Tamil Nadu. All rights reserved.
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STEP 9:Enter License No.
STEP 10:Enter Applicant Details.
STEP 11:Enter Contact Details.

STEP 12:Click on Submit.

Application Chedk Status Collection Amount Reprint Receipt TNEB Recheck

Application to obtain duplicate licence
Licence Details

Licence Type * Schedule X Drugs v Enter the Licence No. * TMN-£920171009106

View Your Application

Applicant Detail

Appellation * Shri f @f v Applicant Name * A Maniratnam

Contact Detail

Phone / Landline Mo. Mabile Number * 9654940607

Email-ld *

Submit | Cancel

Note: You may view the original application using the View Your Application link.

Below figure shows a preview of the application form.

© 2017. Government of Tamil Nadu. All rights reserved.
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[M 14.102.1536/tneda/common/Vi \um=TN-4920171009106 - Google Chrome =|E] & n User Name:Kiask-01
@ 14.102.15.36/tneda/common/ViewRenewalScheduleXdrugs.xhtm|?appnum=TN-4920171009106 | Last Login | 09-0ct-2017 16:22:42
Application for licence to grant or specified in Schedule X drugs = () Logout
(Sales)
Application for licence to grant or renewal specified in Schedule X drugs (Sales) _
License Type © Grant Renewal
Apply for * Fresh Licence Change of Pramises Change in Constitution
el e ol b20171009106
Business License Type Retail Licence (Form 18 -C) ‘Wholesale Licence (Form 19 -C)  © Both Retail and Wholesale Licence (Form 18 -C)
REV-111 Certific atef " .
Records due to Digf| Constitutian / Dwnership Type Propristorship  Partnership * Private Limited(Pvt. Ltd.) © PublicLtd. ~ LLP * Trust = Others = HUF
Are you an authorised person * Yes Mo

REV-101 Communi

REV-108 Deserted | - applicant Details

REV-107 Family Mi Sr. No. Appellation Applicant Name Designation Aadhaar NumberiAadhaar Enrollement Number View Bio Data
REV-103 Income Cf| | 1 Shri Radharaman K Director ABCD1234 [
REV-113 Inter-cast:

Appeliation --Select-- v Applicant Name
REV-114 Legal Hei Aadh Number / Aadh

Designation --Select-- v aar Number 3ar

REV-401 License u Enroliment Mumber / Other ID Proof

REV-402 M L - o
"9 Firm and Address Details

REV-102 Nativity C

Name of tha Firm ABC Medicos Type of Firm Cwn v
REV-104 First Grad - E . -

State AMIL NADU v District Perambalur / QILITLOLISITIT *
REV-119 No Male B - - -

Taluk Perambalur / GlUITLDLISITT ¥ Zone hiruchirappal v

REV-18CBCcerty _. ... ... Naor / Flat No (Provide all tha donr e M
a4 L3
REV-116 Residenc

Once you click on the Submit button, you will be shown a list of required documents.

Attach the documents in prescribed file size and file type. Uploaded documents will be shown at the bottom. You
may remove any uploaded document using the cross sign.

| Application Check Status Collection Amount Reprint Receipt TNEB Recheck

Upload Docs for Application No. TN-5020171009106

List of Documents
1. Copy of a Licence
2. Other Documents

Mandatory
Optional

Select Document * Other Documents Document No.

& 4dd..  f Upload

Supported files types : pdf,jiped;
Supported file size of document : 200 K
Supported file size of photo : 50 KB

Serial No. Documen

1 Copy of a Licence Col icence_1

Make Payment m

After uploading the documents, click on ‘Make Payment’.

© 2017. Government of Tamil Nadu. All rights reserved.
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Supported files types : pdf jpeg.jpg,png
Supported file size of document : 200 KB
Supported file size of photo : 50 KB

Serial No. Document Name Docume Delete
1 Copy of a Licence 1 x
2 Other Decuments Other Dotuments_2 X

Make Payment

Payments page will appear. Amount payable (Total Fees) will be shown on screen. Click on Confirm Payment.

Application Check Status Collection Amount Reprint Receipt TNEB Recheck
Confirm
Application Number TN-5020171009106
Applicant Name A Maniratnam
Date of Application 09-Oct-2017
Service Name Obtain Duplicate Licence
Government Fees 150.00
Service Charge 2.00
Total 152.00

Confirm payment

Acknowledgement receipt will be shown.

Click on Print Receipt to download/print the receipt.

© 2017. Government of Tamil Nadu. All rights reserved.
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Application Check Status Collection Amount Reprint Receipt TNEB Recheck

Acknowledgement Receipt

Application Number TN-5020171009106

Applicant Name A Maniratnam

Service Name DCA-405 Obtain Duplicate Licence
Government Fees 150.00

Service Charge 2.00

Total 152.00

Print receipt

The below figure shows the preview of the acknowledgement receipt.

S
D

sBlpsr® S / Government of Tamil Nadu

9 -Coramas wowd / e-Sevai Centre

guyems / ACKNOWLEDGEMENT

vfgy aww |/ Receipt No. TN-5020171025102 cdiigmewiu eww [ Application No. TN-5020171025102
dismesriugryy / Applicant Name radha diegmersdgs S / Application date 25n02017
prnpdies Quad | Department Name sy s (e Boampres | Drug dlaweriSigs Cemas [/ Applied for Service - DCA-<405 Obtan Dupbkcate Liconce

Control Administration

uewnd Qogigfu b / Payment Details

dleugrinss / Particulars Qeguspnis penp / Payment Mode Qegnppinn i CQarena (w / Amount Paid (R«

chladremmin &l Lserib [

Application Fees 300.00
Cash
8-Cravas oW aLewnd /
e-Seval Centre Charges 2.00

wunl agigiadis / Amount in words (R®): Three Hundred and Two Rupees

Only Quegas / Total : 302.00

moul Quad & @S @ aer / Centre Code & Type : TACCHNOOS - TACTV waluriud / Signature of the Centre Operator

Cule @AM B smapsy darbamerupd sflurisa Qamderaph. siad dereriu Doy Cafide Qasdier Sdraxsib
Seaerugag i vefhsaph 110.172.171.189/tneda/VerifyCerti.xhtml. psiad diswesriugeag e wi sflarfl glugd sefigs
Spe gafiiis emalumanflcié sranfigemy CQuppatlardsesms / Kindly check correctness of all the details furnished |
above. To Check the Application Status see the URL 110.172.171.189/tmeda/VerifyCertl.xhtml. After your
application is approved by the approving authority, you can obtain the digitally signed certificate.
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Please Note:

After submission (clicking on the Submit button), the application will be saved as draft. You can find draft
applications under the Saved Application section and upload documents or make payment as required.

| Application Chedk Status Collection Amount Reprint Receipt TNEB Recheck
HSaved Application
L]
Application Number Service Name Applicant Name Date of Document
TN-5020171009106 Request NS stays
) TN-5020171009106 DCA-405 Obtsin Duplicate Licence A Maniratnam 09-0ct-2017 Saved | Pending

Application Mo. TN-5020171009106

All Mandatory Document not uploaded

View Application Upload Documents

Submitted applications can be viewed under the Submitted Application section.

Application Chedk Status Collection Amount Reprint Receipt TNEBR Recheck

[¥ submitted Application

Sr. Application Number Service Mame Applicant Name Date of )
No. TN-5020171009106 Request Status  Certificate
1 TH-5020171009106 OCA-405 Obtsin Duplicate Licence A Maniratnam 08-Cet-2017 3{532 MA

The current status of an application can be checked from the Check Status section.

© 2017. Government of Tamil Nadu. All rights reserved.
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Application Chedk Status Collection Amount Reprint Receipt TNEB Recheck

(d check status

Application Number TN-5020171009106
From date * i To date * m
Applicant Name District --Select- v
Application Mumber TN-5020171009106
Applicant Name A Maniratnam
Service Name DCA-405 Obtain Duplicate Licence
View Application View Application
Current Status Application Submitted to Assistant Director
Comment Submitted
Serial No. Document Name Document Number File Name View Document
1 Copy of a Licence 1 Copy of a Licence_1 “iew Document
2 Other Documents 2 Other Documents_2 “iew Document

Acknowledgement receipts can be re-printed from the Reprint Receipt section.

| Application Check Status Collection Amount Reprint Receipt TNEB Recheck
E/Reprint Receipt
SI Application Number Service Name Applicant Name Date of Print
No. TN-5020171009106 Request Receipt
1 TH-5020171009106 DCA-405 Obtain Duplicate Licence A Maniratnam 09-0ct-2017 Print Receipt

7.1.Downloading Certificate

Once the application is approved and digitally signed, Duplicate Licensecan be downloaded from the Operator’s
desk and handed over to the applicant.

STEP 1:Click on Check Status.
STEP 2:Enter Application Number.

STEP 3:Click on Search.

© 2017. Government of Tamil Nadu. All rights reserved.
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1 Application Chedk Status Collection Amount Reprint Receipt TNEB Recheck

@ Check Status

Application Number

® —

From date * To date

Applicant Name District -Select— v

— i

The application will show up.

STEP 4:Click on Download certificate link.

Application Number TN-5020171009106

Applicant Mame A Maniratnam

Service Name DCA-405 Obtain Duplicate Licence
View Application View Application

Current Status Application Approved

Comment Approved.

Certificate Download certificate

Uploaded Documents:

Serial No. Document Name Document Number File Name View Document
1 Copy of a Licence 1 Copy of a Licence_1 “iew Document
2 Other Documents 2 Other Documents_2 “Wiew Document

The certificate will be downloaded.

Depending upon the license requirement, the downloaded file may contain one or more of forms. Here’s a preview
of the forms:

© 2017. Government of Tamil Nadu. All rights reserved.
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Duplicate
FORM 20F
[See rule 61(3)]
i &
Licence No. : TN-0820F00001 Date: 09/10/2017

Licence fo sell, stock or exhibit for sale or distribute by retail drugs specified in Schedule X

1. M/S ABC Medicos is hereby licensed to sell, stock or exhibit for sale or distribute by retail drugs specified in
Schedule X to the Drugs and Cosmetics rules, 1945 on the premises situated at 201, Perambalur, Perambalur,
600001.

2. Mames of drugs. Drugs Specified in Schedule X to the drugs and cosmetics rules, 1945

3. The licence shall be in force from 09/10/2017 to 08/10/2022.

4. Name(s) of qualified person in-charge.

Rajamani M : ABCD1234

5. The licence is subject to the conditions stated below and the provisions of the Drugs and Cosmetics Act, 1940
and the Rules made thereunder.

TN-5020171009106 Dated : 09/10/2017

Date : 09/10/2017
Place : Thiruchirappalli

TN-4920171009106 Dated : 09/10/2017

Licensing Authority - Assistant Director
Conditions of Licence

This licence shall be displayed in @ prominent placs in a part of the premises open to the public.
The licensee shall report to the licensing authority any change in the qualified staff in charge within one month of such change.
No drug shall be stocked or sold unless such drug has been purchased under cashicredit memao from a duly licensed dealer or a duly licensed manufacturer.

The licensas shall inform the licensing authority in writing in the event of any change in the constitution of the firm operating under the licence. Whare any change
in the constitution of the firm takes place, the current licence shall be deemed to be valid for 8 maximum period of three months from the date on which the
change takes place unless in the meantime, a fresh licence has been taken from the licensing authority in the name of the firm with the changed constitution.

oo

Genuineness of the certificate can be verified by.

E E (a) Keying in the unique certificate number TN-0920F00001 in the URL
= 110.172.171.189/nedaNerifyCerti_xhtml.

- {or)

1
E {b) Reading the QR Code with mobile barcode reader and verify through online.
Certificate validity period : 09/10/2017 to 08/10/2022

© 2017. Government of Tamil Nadu. All rights reserved.
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Duplicate
FORM 20G
[See rule 61(3)]
. B
Licence No. ; TN-0920G00001 Date: 09/10/2017

Licence to sell, stock or exhibit or offer for sale, or distribute by wholesale drugs specified in Schedule X

1. M/S ABC Medicos is hereby licensed to sell, stock or exhibit or offer for sale, or distribute by wholesale drugs
specified in Schedule X to the Brugs-and-Cosmetiesrutes, Drugs and Cosmetics rules, 1945 on the premises
situated at 201, ZDT2-Shoolagiri-Uddanapalli, Perambalur, Perambalur, 600001.

2. Mames of drugs: Drugs specified in Schedule X to the drugs and cosmetics Rule, 1945

3. The licence shall be in force from 09/10/2017 to 08/10/2022.

4. The licence is subject to the conditions stated below and the provisions of the Drugs and Cosmetics Act, 1940
and the Rules made thereunder.

TN-5020171009106 Dated : 09/10/2017

Date : 09/10/2017
Place : Thiruchirappalli

Licensing Authority - Assistant Director
TN-4920171009106 Dated : 09/10/2017

Conditions of Licence

1. This licence shall be displayed in a prominent place in a part of the premises open to the public.
2. The licensee shall comply with the provisions of the Drugs and Cosmetics Act, 1940 and the rules made thereunder.
3. No drug shall be stocked or sold unless such drug has been purchased under a cash or credit mema from a duly licensed dealer or a duly licensed manufacturer.

4. The licensee shall forward to the licensing authority copies of the invoices of sales made to the retail dealers.

5. No sale of any drug by wholesale shall be made to a person not possessing the requisite licence to sell, stock or exhibit for sale, or distribute drugs specified in
Schedule X

Provided that this condition shall not apply to the sale of any drug to:-
{8) An officer or authority purchasing on behalf of Gowernment

{b) A hospital, medical, educational or research institution, nursing home, Registered Medical Practiioner for the purpose of supply to its/his
patients or manufacturer holding a bicence in Form 25-E or 28-B to manufacture the drugs containing drugs included in Schedule X.
The licenses shall inform the licensing authority in writing in the event of any change in the constitution of the firm operating under the licence, where any
change in the constitution of the firm takes place, the current licence shall be deemed to be valid for @ maximum pericd of three months from the date on
which the change takes place unless in the meantime, a fresh licence has been taken from the licensing authority in the name of the firm with the changed
constitution.

Genuineness of the certificate can be verified by.

E ol E {a) Keying in the unique certificate number TN-0920G00001 in the URL
o ld 110.172.171 188tneda/VerifyCerti xhtml.
o, et

lor)
(b) Reading the QR Code with mobile barcode reader and verify through online.
Certificate validity period : 09/10/2017 to 08/10/2022

© 2017. Government of Tamil Nadu. All rights reserved.
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8. Disclaimer

This User manual is prepared as per the existing application; however actual screen shots may vary for few cases.
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