LDMS USER MANUAL/3931erehdr qiecent
STANDING ORDER MODULE/ ¥f3e 3iTST ATgge

Citizen User/ aARTRE 39A3Thdl

Page 1




Contents

Workflow for Standing Order — CItiZEN USEI .......ceiiuiieeeciiee ettt ette e e eettee e e etee e e seateeeesbaeeesnteeesenreeaeennes
3 10 1 1\ PP TP TP

R - [ [o 1oV -8 e T o [o] o V=T o =R
3.  Click on Standing Order APPlICAtION ......cuviii it e e e e b e e e e araeeeeaaeeeeas

4. Click on “Owner/Employer” sSUb MENU IEEM ....c.uiiiiiiiiieciee ettt et e e etee e ereeeteeeeaee e
4.1 FOPM DELAIIS ..eeeteeeee ettt ettt s bt e s bt e sbeessbteesabeesabeesabeesabeesbaessaeeas

5. Recheck the filled fOrmi......oo i

6. SUbMIt the filled fOrmM ... .o et

7. Store the Information/Application NUMDBEI ........ccuviiiiiiieee ettt et e eanes

Page 2




Workflow for Standing Order - Citizen User

1. LOGIN
Upon login through the SSO, the citizen is redirected to his/her main page of the LDMS system.

SSO # WAl el & AU AR IUARThAT TASITHATH & 39 HET Y6 W
2. Landing on Home Page

Main Page offers different menu items for different acts or modules at the left hand side of the
screen as visible in the figure below.

A ITSCH Ul & ST BT ol 3N W IETITE S T & goeifehd §.

DEPARTMENT OF LLABOUR

GOVERNMENT OF RAJASTHAN

Home Edit Profile Change Password Shyoraj Singh 3/18/2014 3:13:35 AM LOGOUT
Registration / Amendment / Renewal Application No. Date Act Name Service Type Application Status
) ) 49201320 14-02-2014 The Shops and Commercial Establishments Act, 1958 Amendment  Fresh
Register Complaint o . -
53/2013/152786 14-02-2014 The Building and Other Construction Workers (RE&CS) Act, 1996 Amendment  Payment Required
Claim Filing CLPE/2014149/273048  14-D2-2014 | 1 Contract Labour (Regulation and Abalition] Act, 1970 Amendment  Fresh

(Principal Employer)

The Confract Labour (Regulation and Abelition) Act, 1970

Standing Order Application 49/2014/490153 15-02-2014 (Princips Employer) Temporary Amendment  Accept
Retum F ling TL/2014/49/978061 15-02-2014 The Trade Unions Act, 1926 Amendment Fresh
65/2014/913528 14-02-2014 The Motor Transport Workers Act, 1961 Amendment Fresh
BOCW Welfare Board 57/2014/423108 14-02-2014 The Inter-State Migrant Workmen (RE&CS) Act, 1979 (Contractor) Amendment Fresh
BOCW Welfare Cess Delails 25/2014/267095 04-02-2014 The Minimum Wages Act Grp, 1948 Claims Pending at the level of LDC/UDC
16/275689 04-02-2014 The Payment of Gratuity Act Emp, 1937 Claims Motice Issued by Administrator(P B)
Cause List 16/170469 04-02-2014 The Payment of Gratuity Act Emp, 1937 Claims Recovery Notice Issued by Administrator(P B)
16/281607 10-02-2014 The Payment of Gratuity Act Emp, 1937 Claims
16258309 05-02-2014 The Payment of Gratuity Act Nominee, 1937 Claims Motice Issued by Administrator(P B)
25/601742 05-02-2014 The Payment of Gratuity Act Legal Heir, 1937 Claims Pending at the level of LDC/UDC
16/934820 05-02-2014 The Payment of Gratuity Act Legal Heir, 1937 Claims Recovery Notice Issued by Administrator(P B)
24/342658 06-D2-2014 The Payment of Gratuity Act Legal Heir, 1937 Claims Case In Court- Calcutta court
271390678 24-01-2014  Industrial Dispute '[’,‘g‘;frtga' Closed Cases
201850172 26-01-2014  Industrial Dispute i Closed Cases
161837492 16-02-2014  Industrial Dispute '[’,‘I‘:‘;ma' Closed Cases

3. Click on Standing Order Application
Upon clicking “Standing Order Application”, a sub-link menu item “Owner/Employer “appears.

AR YU U Folh e & 9, U 39-foieh 371 § "Alfees / @@ Sa &
M geeifra &
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Government of Rajasthan

Department of Labour

Home Edit Profile Change Password Welcome, Ajmer Citizen (Citizen) 07/10/2014 1:21:14 PM LOGOUT
BOCW Welfare Board Application No. Date Act Name Service Type Application Status Duration
SCA2014M14/580134 23 5ep 2014 The Shops and Commercial Establishments Act, 1958 Registration  Pending atthe level of Citizen 14 (Days)
BOCW Welfare Cess Details . : .
SCA2014M1/547831 08 Sep 2014 The Shops and Commercial Establishments Act, 1958 Registration  Pending at the level of LDC/UDC 29 (Days)

Cause List

Register Complaint

Registration / Amendment / Renewal
Return Filing

Standing Order Application

+ Owner/ Employer

4. Click on “Owner/Employer” sub menu item
When user clicks on “Owner/Employer”, below form appears.

"Hifeh / Terar O el aley U o1 fg @I aram Wiy 3TTa.
Easic Details of Establishment S

1. Name of Owner / Employer ‘ = 2. Name of Industrial Establishment l"

f

BOCW Welfare Cess Details

Cause List

3. Name of Manager / Authorized ‘ ‘ 4. Email 1D

Signatory, if any

5. Mobile No

+91 |

10. Total No. of employees ‘

12. No. of temporary workmen ‘

14. No. of probationers ‘

[* 15. No. of apprentices

16. No. of trade union(s) if any, to which workmen belong

KN KN

11. No. of permanent workmen

i 13. No. of Badlies or Substitutes

Address of Industrial Establishment

6. House No. / Plot No. f Name ‘ = 7. Street / Locality / Mohalla ‘ r
8. Village / Town { City ‘ - 9. District ‘ _- Select District —- v+
ANNEXURE B

r
r
f
|

17. Attach authority letter | Browse.. |*
18. Attach copy of draft standing orders *
19. Attach copy of application H
20. Aftach copy of receipt of standing order given to trade union

Attach Supporting Documents (Max Size : 450KB)

Copynght @ 2013 Al
bsite is best vi i
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4.1 Form Details
ygy faaor

Name of Owner/Employer: In this field name of owner/employer of the organization has to be filled. For example if the name
of the owner/employer is “Shashank Sharma” then enter Shashank Sharma in this field.

AfAF / TG dT &1 A19: 59 &7 7 Afclss /[AASFdT T T8 STelaT &, 3C8RUT & &9 H, Iie, ATfoleh o1 119 2ARATh AT, aF
S &1 1207 AT STl

Name of Industrial Establishment: In this field name of the Industrial Establishment has to be filled for example if the name of
the establishment is “E&Y” then enter E&Y in this field.

IEANANTF TFASSIT FT ATH: $H &1 H 3¢ AN ek FTASSIeT T FTH STelell §. IGERUT o §9 H, FTe 3eAITNh TSI & ATH
“EY” §, AT ST 81T H “E&Y” ST,

Name of Manager/Authorized Signatory, if any: Enter the name of the manager of the Industrial Establishment or the
authorized signatory.

YaUF [ HAFA gEAEREHAT 1 AR 37 817 H U / 3 gEARRSAT 1 AT STl . 3GERUT & &9 H, ARG I e
AT & EaRT # SIT TGT & ol S8 &7F H HeloR o1 oATH 3HTTaT

Email-ID: Mention the email ID of the person applying for standing order. It can be a combination of alphabet, numbers and
symbols. It is not a mandatory field

A IMEL: TARN 3112 & FAT 3T FXeT aTel cTTFd T SIS TSI 3Tel. TG 376N, HEAT 31T Tcliehl T Teh TSI &1

Mobile No.: Mention the 10 digit mobile number. Country code of India “+91” is already prefixed to the number so no need to
add a “0”. Only Numbers allowed. Not a mandatory field.

AGTSA SAaT: 10 37T o AAISH Ja DT Soold H. +91 Tgel T o1a} o AT 39T T a1 37137 § 3afarv o forgsy fir s

House No. /Plot No. /Name: In this field, enter the first line of the establishment address, for e.g., if
your address is “116A, Civil Lines, Jaipur”, then enter “116A” in this field

W FT AGY/CAlC T&AY AT: 5T &9 A G 9aT T Igall a5 STel | 3GT8I0T: I
ITIHT IR 9aqT "116A, RAfder A, AR a9 AT 116A STEN

Street/Locality/Mohalla: In this field, enter the second line of the address. For e.g., if your address is “116A, Civil Lines, Jaipur”,
then enter "Civil Lines" in this field.

Fe/AgedT | SATHT /- SHA Y= AT Tl @l oMgeT STl | 3&TgR0T: Afe 3TTeh MR T
"116A, TRfdel STgeq, S8 dF 3T "RATA ASFE" SreldT

Village/Town/City: In this field, enter the last line of the address. For e.g., if your address is “116A, Civil Lines, Jaipur”, then
enter "Jaipur" in this field.

A/ AT / TR /- A 379 JEAT 93 Y dedd TS STl | 3TeI0r: JfE 3TYehr AR qdr
"116A, RISl TS+, SR a0 AT "SGR STl
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10.

11.

12.

13.

14.

15.

16.

District: This field has a drop down list. When you click on this field, list of all the districts in Rajasthan comes up in alphabetical
order. User can select the appropriate district. In order to select a district, click on the district which is appearing in the list.

ST 5TR 39H! el &7 319 33T fG@rT & 3R 39 59 s W Fad FA &, T F Tl foat &r
g Uil & 3Tl | PR 3uged e & a0 R T § | 389 AU 37 O & @A A 319 33
W fFreh e g

Total no. of employees: Enter the total number of employees in the establishment, for example, if the total number of
employees in the establishment is 200 then enter “200” in this field.

FHATRGY Y Fo HEAT: TSI H FHAMRGT hT ot HEAT oI, SEGROT 6§ H, I e T ool TEAT 200 8, AT 5H
&7 & “200” Q.

No. of permanent workmen: Enter the number of permanent workmen working in the establishment for example the number
of the permanent workmen in the establishment is 180 than enter “180” in this field

Wmﬁmzqﬁwﬁw@w@r@mﬁ@.mimﬁ,uﬁmwﬁwm 180
g drsa e & “180” for.

No. of temporary workmen: Enter the number of temporary workmen working in the establishment for example the number
of temporary workmen working in the establishment is 20 than enter “20” in this field.

AT FTHAIMR AT FEAT: FIASSIeT H IEYTRA HIHIR Y ool TET . 3EEROT & T H, e, IEUR AR T ol T
208, ArsE T H 20" o .

No. of Badlies or Substitutes: Enter the total number of badlies or substitutes in the establishment, for example, the total
number of badlies occurred in the establishment is 20 than enter “20” in the field.

T ell HIAIMR Y TEAT: FTASSTeT 7 Teell HIHIR T ol T&T foId. 3EgROT & §9 H, Ife; Ferell HIHINR T ol HEAT 208, at
s aT # 20 o,

No. of probationers: Total number of probationers working in the establishment for example the total number of the
probationers working in the establishment are 10 than enter “10” in the field.

RGN FIHIMR Y TEAT: TicTsaTe 7 TR HIHIR HT ol TEAT Tord. 3gROT o &9 #, Ffe; IRAETeN= e
I el TEAT 10§, A 50 &1 & “10” forg.

No. of apprentices: Enter total number of apprentices working in the establishment for example the total number of
apprentices working in the establishment is 12 than enter “12” in the field

TR FTHIR Ay HEAT: Tisalet 3 TRIGIHT HHIR h ol T ToId. 3RO oh & #, Ffe; TRIGI3HT HHR 6 el
FEAT 12 §, AT sq 8T &7 “12” forw,

No. of trade union(s) if any, to which workmen belong: Enter the number of trade union to which the workmen belong

&= gfaaa fr o wE&wT, Al § A 57 817 7 g3 Fforaet 1 ool HEAT ST

Details for Field no. 17 t0 20 /17 & 20 o & &1 &l fdatur

With every application form it is mandatory to attach certain supporting documents.
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User needs to attach these documents along with this application form. In order to attach a file, click on Browse, select the path
of the file, select the file from the selected path and click on save. The required file gets attached with the application.

B JHTAET T & W1 T HO TAL SISt HoraeT el Hfovard 3

5. Recheck the filled form

After all the fields are filled and attachments are added, re-check the form.
81T ITT Wl Y YeT: ST of

6. Submit the filled form
If you are satisfied with the entries made, then click on SUBMIT.

I 37T ¥R 7T fIROT & HISC &, AT FEAC Fed W fFereh A

User clicks on “Submit” and an acknowledgment gets displayed with a Unique Application
Number as shown in figure below.

SATSFT " FafAT" OX feleh idT & 3R Ueh TG Uah 31 A 31dcsT §&aT & ArY @
SATE ST Fr T g §

DEPARTMENT OF LABOUR

GOVERNMENT OF RAJASTHAN

Home Edit Profile Change Password Shyoraj Singh 3/18/2014 3:45:57 AM

LoGoUT

Registration / Amendment / Renewal Dear Megha

Register Complaint

Claim Filing Unigue Application Number: S0/16/745930
Standing Order Application Name of Owner Megha
Return Filing
Name of Establishment Megha Ltd.
BOCW Welfare Board
Date of lication: 18/03/2014
BOCW Welfare Cess Details ale of Application
Cause List Description Trade Union does not exists.
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7. Store the Information/Application Number
Applicant is advised to remember/store the application number for future reference in the
system/department

HTdGH Ig HG[AAT 3MTdc F&dT Hi dfasy &7 Fedf & fow W@ o

USER MANUAL END/393)rdl Ji¥deT HaTed
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