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Head Clerk Login (Step-1) 

o The Head Clerk logs into 

the e-Registration 

software using their 

credentials. 
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Navigate to Encumbrance 

Certificate (Step-2) 

o Upon logging in, the 

dashboard will appear. 

 

 

 

 

o Verifies the request details for 

accuracy and completeness. 
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Head Clerk Login (Step-3) 

A list of pending online EC 

Certificate (EC) applications will be 

displayed. 
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Head Clerk Login (Step-4) 

Review Application Details 

o The application details will 

be displayed. 

o Add any necessary remarks 

in the designated field. 

o Upon confirmation, 

forwards the application to the 

respective DSR/SR for 

approval. 
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DSR/SR Login (Step-5) 

o   The designated 

officer (DSR/SR) logs 

into their account 

using their credentials. 

o Enter the login ID to 

proceed. 
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Biometric Authentication 

(Step-6) 

o Enter the login ID to 

proceed. 

o Complete the biometric 

verification for secure access. 
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Account Access (Step-7) 

o After successful biometric 

verification, click 

the Login option to access 

the account. 
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Navigate to Encumbrance 

Certificate (Step-8) 

o Upon logging in, the 

dashboard will appear. 

 

o Click the “Approve Online 

EC” option from the menu. 
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  Approve Online Copy 

(Step-9) 

o Select the Approve 

Online Copy option to 

proceed with the approval 

process. 
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View Pending Applications 

(Step-10) 

o A list of pending online 

Encumbrance Certificate 

(EC) applications will be 

displayed. 

o Choose the relevant CC 

ID from the list to review the 

application. 
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Review Application Details 

(Step-11) 

o The application details will 

be displayed. 

 

o Add any necessary remarks 

in the designated field. 
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Digital Signature Setup (Step-12) 

o Ensure the digital signature 

device is installed on the DSR/SR's 

computer. 

o Enter the required PIN to 

authorize the digital signature. 
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  Sign the Document (Step-13) 

o Click the Sign Now option 

to apply the digital signature. 

o A confirmation page will 

appear upon successful signing. 
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View and Print the Certified 

Copy (Step-14) 

o The digitally signed PDF 

document will be available 

for viewing. 

o Proceed to print or 

save the Encumbrance 

Certificate as needed. 

 


