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 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

e Click on the “hyperlink — Click here” adjacent to New Registration

e 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.




2.2 New Registration by Agent

Purpose:

This screen will be used by Agent to submit the registration requests.
e In login page agent will click the New Registration hyper link and it
redirects to the User Registration Page below.
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e 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.

Registration Details

Registration Type Ager

-

First Name

Agent Type

Legal Name Agent Type New Agent v

Submit | Cancel
Telephone

Mobile No

Fax

Registration Place

Address Details
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e |f 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:

Registration Details

Reqgistration Type Ager

sl Agent information

First Name

Agent Type

Legal Name Agent Type  Already Registered Agent Registration No

Submit | Cancel
Telephone

Mobile No

Fax

Registration Place




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.




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.

Registration Details

BELSGENGLER EC  NOC | PAC

DOCUMENTS NOT VERIFIED

Reasiton o Applicantame feasiered Date “ Hobie Humber

REGN20160713000 Ashok Kur Oil & Natural Gas Corp. Ltd. 13/07/2016 12:50:53 9856889599

ADDITION & SURRENDER OF BLOCK REQUESTS

B3 Raea By Operator User PI— [—— [— Query Count

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

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

. 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.

Document Verification

Request No. REGN201606200002

Documents Verified Date 20/06/2016

Verification Code

Status
Document Name

Letter from Operator

Partial Submit




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.

Recommend Registration

Recommend Registration

Registration No REGN201606200002 User Name  SHANKAR.CHHABRA1989

Status Recommend Date 20/06/2016

Remarks

Verification Code

Submit Cancel

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.

EC Forward to TA

EC Application Status

EC No ECRN201606230001 User Name  marm_shankar

Status Forward To IA Date 13/07/2016

Remarks

Verification Code

Submit  Cancel

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.lssuing Authority can raise any number of queries and the

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

Raise Query Against Registration Request

Reqguest No  REGN201606200002 User Mame  shankar.chhabra1989

Maximum Length: 800 characters

Query Text

Add

Nuare Paicad

2.4 |A Approval process for Operator User/Agent registration
e 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.




HOME ADMINISTRATION

Registration Details

RELEEOEN EC | NOC | PAC

REGISTRATIONS IN PROCESS Reg No.
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No data available
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e When IA clicks on hyperlink he is redirected to another page where he can
view the all details of registration.

T. DeclaradonUndertaking
Eigriatory Mams = Signatary Decignation
Cparator THephone SEH ‘Oparator Fax il

Operaior Addmso aignadory Eiting Flse gesymsn
Viaw Eignature

8. Other Info

Epzaified Dectination : Unicading Fort AHEMDABAD AR ACS INAMD4
It impaort 1o undar Negative Lict a I Urgent EC

Wiathar s for Re-Expont

Ic High B2a Bale Opereior in Indhvidusl capacity

Ic dosumant clgnsd

List of Documents

Cocoment Marme

Annsre-BFECPEL-ML Detalk)

W E Buriget Cerfficats by Project Head or Executhve Director
EC Appiston
FOILOACanract Comument
Details of EC aleady ksusd against present Confract

Technical Wrie-up & Justicatan

Verity Documents Ralzs Quary Recommend Foward to 1a




e 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”.

Foneae

Raise Query Against Registration Request

Request No REGN201602010005 User Name agent

Please enter your darification needed here

Query Text

Query Raised

Submit Cancel

4

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.

¢ |A can raise any number of Queries on single registration.

~

Raise Query Against Registration Request

Request No REGN201602010005 User Name agent

Please enter your darification needed here

Query Text

Query Raised
S.No. Query Raised On

1 Please enter your darifications here 06/02/2016




e 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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e Once raising the all queries the 1A must click on “Submit” for saving those
gueries.

Raise Query
Request No REGN201602010005 User Nam e agent

Please enter your darification needed here

Query Text

- Final Confirmation '
Add

Are you sure to Submit?
Query Raised

OK ‘ Cancel ‘
o}

S.No. n

1 Please enter your darifications here 06/02/2016

Submit Cancel

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
gueries, otherwise the IA has no permission for approving registration.




2.5 Approve or Reject Operator User/ Agent by IA
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e |[f 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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Not Recommend

Recommend Registration

Registration No REGNZ01602010005 User Name  AGENT

Status Not Recomm end E| Date 06/02/2016

Verification Code

Submit Cancel

&
Recommend Registration

Recommend Registration

Registraton Mo REGMN201602010005 User Nam e AGENT

Status Recommend Vl Date 06/02/2016

Verificaton Code

Submit Cancel

e 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.




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




' Change Password

Change Password

ser Mame BDP3

Current Password

Mew Password

Re-Enter New Password

Change Password Cancel

Change Password

change Password
User Name BDP2

Current Password

Update confirmation

Successfully Updated.

3 Forget Password

e 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.

e 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




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.

Forgot Passsword

Forgot Password

User Mame

Email

Security Question | --Select--

Password Hint

Change Password Cancel




