
1  

USER MANUAL FOR REGISTRATION PROCESS OF NEW OPERATOR 

USER/ AGENT 
 
 

 

1 Portal Login 

For accessing the ONGC application please follow below steps. 

 Enter the Url: ecs.ongc.co.in in the Address bar of Internet Browser 

 ONGC Login Page displays 

 Before Logging In the users need to fill the Captcha code as displayed in the 

above image. 
 

 

 
Note: 

The Operator User/ Agent cannot Login directly for the first time & need to 

perform registration first as described below. 



2  

2 New User Registration and Approval of Operator User/Agent 

2.1 New Registration by Operator User 

If the Agent/ Operator User is visiting the ECMS for first time, the Agent 

Operator User cannot log in directly. The Agent/ Operator User needs to 

register themselves in the User Login page 

 Click on the “hyperlink – Click here” adjacent to New Registration 

 A page of Registration details displays 
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 Select Registration type from the “drop down” list adjacent to it 

 Enter the data in the fields First Name, Middle Name, Last Name, etc. as 
per the Registration Details in the application. Make sure all relevant fields 
are filled or not. 

 Enter User Credentials 

 Enter data in the field User Name 

 Enter data in the Field Password 

 Select Document Name from the dropdown list adjacent to it 

 Click on “browse” button 

 A ”Pop-up” search window displays 

 Select the File to be attached 

 Click on Add “button” adjacent to browse button 

 The Selected Document name and the attached file is added in grid. 

 To add more Documents the “add” button is used 

 Multiple Documents can be attached at one time 

 Click on “submit” button .Once user submit his details an auto 

generated Registration number is displayed in pop-up along with 

success message. 

 User need to remember the “Registration number” for further 

interaction. The details send to given “Email Id”. 

 After successful submission of Registration application, once the EC 

Cell approves the request the user will get an email confirmation along 

with the access credentials. 
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2.2 New Registration by Agent 

 
 

Purpose : 

This screen will be used by Agent to submit the registration requests. 

 In login page agent will click the New Registration hyper link and it 

redirects to the User Registration Page below. 
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 The user will select the registration type as “Agent”. A pop-up displays 

a dropdown with Agent Registration Type, with values “New 

Registration” or “Already Registered”. If agent selects “New 

Registration then below screen is displayed. 

 

 
 
 

 If the agent is already registered, and if the agent want to get 

registered with another Operator User, agent will select “Already 

Registered” and enters the existing registration no, as displayed 

below: 
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 On click of Submit button on the pop-up, the main screen will be 

displayed. 

 The list of approved Operator Users will be displayed & the Agent will 

select the desired Operator User. 

 Country details will be populated in Country dropdown list 

 State details will be populated in the state dropdown list on selecting 

one country from the country dropdown list 

 On enter user name by user, if user name is already exists in the 

ECMS systems an alert will be displayed User Name already exists 

and will displays 3 suggestible user names. 

 Security details will be available in list box for Security Question to be 

selected from drop down for user. 

 Mandatory Document details with additional option as others will be 

populated in the document name dropdown list as defined by 

Administration in the document master screen. 

 He will fill up his Personal Details and Address details, credentials for 

accessing the application in case he is a new agent. 

 In case of existing agent, the Personal Details , address details ,and 

security details will be auto - populated, and the user will not be 

allowed to edit these details. 

 In case of new agent, he will provide a unique “User Name”. 

 After successful submission of Registration application, the Operator 

User that was selected during registration will received the request 

from the agent for recommendation. 

 The operator user needs to select the hyperlink of the application from 

the dashboard the view the details and recommend the application, if 

all details are verified. 
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 After successful recommedation by the Operator User the application 

gets forwarded to the EC Cell for review & approval. 

 Once the EC Cell approves the application the agent shall receive 

email notifiation with the access details. 

 

 
2.3 EC Officer Approval process for Operator User/ Agent registration 

When the ONGC Official login they can view the registrations of --Operator 

Users/ Agents. 
 

 

 
The screen is used by EC Officer to update the status of Hard Copies 

reviewed, Raise Queries, Recommend the Registration or Forward the 

registration to Issuing Authority. 

1. EC Officer will see a list of User Registration Requests in his Home page. 

Please refer above 

2. For each tab list of requests i.e. “Documents not Verified” is displayed 

3. On Clicking the clicking the hyperlink page redirects to View details, the 

complete registration form as shown below will be displayed to the EC 

Officer, which he can review. 
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After reviewing the above form, the EC officer can do one of the following: 
 

Click on “Verify Documents” button 

Popup is displayed as shown below and the user can select the 

documents with complete check or partial check and click “ Submit” 

button as per his requirement. 
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Click on “Recommend” button 

a) The Registration status will be updated as “Recommended” & request 

will be forwarded to Issuing Authority. 

b) A popup will open as shown below, where Approval Status will be 

displayed as “Recommended”, and “Approved Date” will be displayed 

as current date. He can update his comments in Remarks field, if 

required. 

 

 
 

Click on “Forward to IA” button 

a) Here EC Officer will forward the Registration form to IA. A popup will 

open, where Approval Status will be displayed as “Forward to IA”, and 

“Approved Date” will be displayed as current date. He can update his 

comments in Remarks field, if required. 
 

 
  Click on “Raise Query” button 

c) If the EC Officer wants any clarifications from the Operator User user/ 

Agent then he will raise a query as mentioned In pop –up below. The 

Query can be checked and responded to by Operator User 
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User/Agent from ECMS. 

d) The Operator User User/Agent has to answer the corresponding 

query by using the “Check Registration Status” link in the login 

page.Issuing Authority can raise any number of queries and the 

Operator User User/Agent has to answer all the queries without fail. 

 

 
2.4 IA Approval process for Operator User/Agent registration 

 When a ONGC Official login as IA, he can view the registrations of 

Operator Users/Agents which are confirmed by Issuer. 

 Once IA log in, he can view the grid of registrations along with 

“hyperlink” for each Operator User/Agent. 
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 When IA clicks on hyperlink he is redirected to another page where he can 

view the all details of registration. 
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 If all the details provided by Operator User/Agent are satisfactory to IA, he 

can click on “Approve” button for approving Operator User/ Agent 

registration. 

 If any queries are present related to registration, IA can raise Queries by 

clicking on “Raise Query”. 

 

 

 By clicking on “Raise Query” button a pop-up will display showing 

Registration Number, User Name. IA writes each query on Query Text and 

click on “Add” button, they are added to grid. 

 IA can raise any number of Queries on single registration. 
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 All queries showing as a grid which are raised by IA along with “Delete” link. 

IA can remove raised query by click on “Delete” link. 
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 Once raising the all queries the IA must click on “Submit” for saving those 

queries. 
 

 

 

 After click on “Submit” a pop-up will display for confirmation of Queries 

submitting. If IA click on “OK” then queries saved into database. 

 If IA clicks “Cancel” then data not saved into database. 

 Once IA raises queries Operator User/Agent must give answers for those 

queries, otherwise the IA has no permission for approving registration. 
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2.5 Approve or Reject Operator User/ Agent by IA 
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 If all queries answered by Operator User/Agent are proper then IA approves 

Operator User/Agent registration, if queries answered by Operator 

User/Agent are improper then, IA may reject by clicking on “Not Approve” 

button. IA can reject the application by entering the reason in remarks text 

box as given below. 
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 Once IA press the “Approve” button, a pop-up will open with Registration Id 

as shown above. 

 Once IA press the Submit button, the Registration status will be updated as 

“Recommended” and the user credentials along with a 16 digit unique code 

for the Operator User user/Agent will be generated and informed to the 

corresponding Operator User/Agent through mail. 
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2.6 Operator User / Agent verifies his credentials 

 
 

Purpose : 

Operator User User or Agent will verify the credentials received in email after 

successful registration 

Screen Layout : 
 

1. The user will login into the application for the first time. Initially after 

logging in system will prompt the user for resetting the password once 

logged in. 

2. A provision to change the password will be displayed. After changing the 

password the screen will show successfully updated as shown below 
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3 Forget Password 

 

 At the login page, Operator User/ Agents can click on hyperlink – 

“Click here” adjacent to Forget Password. In case they need to reset 

the password. 

 After clicking a window will open where they need to enter the 

username along with the registered email-id. Along with that they 

need to select the Security Question from list box. Password hint 
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which was provided at the time of registration also need to be entered 

for resetting the password. 

 Password reset link will be sent to their email –id’s after clicking on 

change password as per the screen shown below. 
 


