
User Manual 

1) Login screen: - All User can login from same login screen after successfully 

registration. For registration user have to click on ‘New User Click To Register’ 

link. After registration filling correct information in login screen it will 

automatically redirect to dashboard according to user role. 

 

 
 

2) Register:- Click on ‘New User Click to Register’ for new user registration. Fill 

details then click Register button. 

 



Fill complete details and click login button.  

 
 

NOTE: - After the successful registration, user needs to login with registered 

mobile number and password will be the registered mobile number. After 

logging in user has to change the password as a mandatory step. 

 

3) Dashboard Screen:- After filling right information into login page it will redirect to 

dashboard. Dashboard option will be displayed to user according to user role. 

 

For Users: - These options are visible for users. 

a) Apply Copy 

b) Apply Inspection 

c) View Copy 

d) View Inspection 

e) Copy Requirements 

f) Change Password 

g) Change Profile 

 



a) Apply Copy:- The Apply Copy tab redirect to copy page for apply copy for 

case using case type, case number and case year with copy type and then 

click on Submit Request button for apply. 

 

After clicking ‘Submit Request’ button user gets the online petition number as 

shown below. This is receipt of applied copy. In this section user can also submit 

the requirement of copy by clicking on ‘Online Petition No’.  

 



After submitting the requirement form user gets redirected to this page that 

shows the online receipt of online certified copy request. Now user needs to 

make payment using ‘Proceed to Pay’ button.  

b) Apply Inspection:- The Apply Inspection tab redirect to inspection page for 

apply inspection for case using case type, case number and case year with 

copy type and then click on Submit Request button for apply. 

   

 

After clicking ‘Receive Filing’ button user gets the online petition number as 

shown below. This is online receipt of applied inspection. Now user needs to 

make payment using ‘Proceed to Pay’ button.  



 

When user clicks on ‘Proceed to Pay’ button then user gets redirected to this 

page. In this page user needs to click on ‘Pay’ button. When user clicks the ‘Pay’ 

button then user gets redirected to SBI net banking page(As above described). 

 

c) View Copy:- The View Copy tab redirect to list copy page that shows the list 

of online certified copies applied. In this listing user can view the applied 

case status and take required actions. If copy payment is pending then user 

first  needs to make payment by clicking ‘Make Payment’ button.  



 

When user clicks on ‘Make Payment’ button then user gets redirected to this 

page. In this page user needs to click on ‘Pay’ button. When user clicks the ‘Pay’ 

button then user gets redirected to SBI net banking page. 

 

After Payment has been done user gets redirected to view copy page and this 

page shows the status field with different status and action. If user wants 

additional copy then click the ’Give Additional Copy Requirement’  button and  

‘Submit to Central Copy’  button If additional copy is not required.  



 

d) View Inspection:- The View Inspection tab redirect to list inspection page 

that shows the list of online Inspection requests applied. In this listing user 

can view the applied case status and take required actions. If inspection 

payment is pending then user first needs to make payment by clicking 

‘Make Payment’ button. When user clicks on ‘Make Payment’ button then 

user gets redirected to this page. In this page user needs to click on ‘Pay’ 

button. When user clicks the ‘Pay’ button then user gets redirected to SBI 

net banking page. 

 



e) Copy Requirements:- The Copy Requirements tab provide the window 

where user using online token number for apply required copy. 

 

This is copy requirement window where user selects the copy of requirements 

with no of copies and then submits.  

 

f) Change Password: - If user wants to change password of his/her account 

then click on change password link in left sidebar.  



 

a) Change Profile: - If user wants to change profile of his/her account then 

click on change profile link in left sidebar.  

 

 


