Regarding Implementation of e-Sign and e-Seal
service for the various eGovernance Applications
of the Government of Gujarat.

Government of Gujarat
Science & Technology Department
Block No.7, 5% Floor, Sachivalaya,
G.R. No. EGV/10/2021/1594/I1T
Date: 6™ September 2021

Department of Science and Technology has developed e-sign and e-Seal solution for
various Government of Gujarat applications hosted at Gujarat State Data Centre. e-Sign means
an online electronic signature service that can facilitate to digitally sign a document without
any physical digital signature dongle/Digital Signature Certificate. eSign is an online service that
can be integrated within various service delivery applications to facilitate digitally signing of
documents. In this regard, On behalf of Department of Science and Technology, Gujarat
Informatics Limited (GIL) would be the Application Service Provider (ASP) for all applications of
Government of Gujarat. For this, a standalone application has been developed for
implementation of eSign and eSeal service for the various offices & Departments of the
Government of Gujarat. This web based application which will work as a middle ware between
GoG applications and eSign Service Provider (ESP) will also work as ASP for GoG and further
communicate with (Controller of Certifying Authorities) CCA empanelled ESPs (eSign Service
Provider). All GoG’s application will be integrated with the proposed standalone application
and the integration would be API based. Application needs to consume the API of other system
and develop the API of proposed system. The following are the indicative list of applications
that needs to be integrated with standalone application by the developer, but not limited to:

i. Digital Gujarat Portal: DST’s flagship program for providing eservices at citizens’ door
step. Currently 100+ online Citizen Centric services are running.

ii. IWDMS 2.0, IFMS2.0, e-Dhara, SATHI, iORA, VISWAS, iKhedut, e-Nagar, IFPS, etc.

2. "electronic signature(e-Sign)" as defined under section 2(ta) of the IT Act, 2000 and
as inserted by Information Technology Amendment Act 2008, (ITAA) means authentication of
any electronic record by a subscriber by means of the electronic technique specified in the

second schedule and includes digital signature.
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2.1 Sub-section (4) of section 1 under chapter | of IT Act, 2000 states that the Act shall not
apply to the following DOCUMENTS OR TRANSACTIONS

1.

A negotiable instrument (other than a cheque) as defined in section 13 of the Negotiable
Instruments Act, 1881 (26 of 1881).

A power-of-attorney as defined in section 1A of the Powers-of-Attorney Act, 1882 (7 of
1882).

A trust as defined in section 3 of the Indian Trust Act, 1882.

A will as defined in clause (h) of section 2 of the Indian Succession Act, 1925 (39 of 1925),
including any other testamentary disposition by whatever name called.

Any contract for the sale or conveyance of immovable property or any interest in such
property.

Any such class of documents or transactions as may be notified by the Central
Government in the official Gazette.

2.2 Sub-section (2) of Section 3A of IT Act, 2000 as amended vide the IT (Amendment) Act,

2.3
2.4

2.5

2.6

3.

2008, provides that any electronic signature or electronic authentication technique shall
be considered reliable if -

1. the signature creation data or the authentication data are, within the context in
which they are used, linked to the signatory or, as the case may be, the authenticator
and to no other person;

2. the signature creation data or the authentication data were, at the time of signing,
under the control of the signatory or, as the case may be, the authenticator and of
no other person;

3. any alteration to the electronic signature made after affixing such signature is
detectable;

4. any alteration to the information made after its authentication by electronic
signature is detectable; and

5. it fulfils such other conditions which may be prescribed.

Section 5 the IT Act, 2000 provides for the Legal recognition of digital signature.

Section 6 IT Act, 2000 provides for the Use of electronic records and digital signatures in
Government and its agencies.

Section 10A the IT Act 2000 recognises the Validity of contracts formed through electronic
means.

Sections 35, 36, 37, 38 & 39 of IT Act, 2000 provides for the issuance, Representations
upon issuance, Suspension, Revocation & Notice of Suspension or Revocation of Digital
Signature Certificate by certifying authority respectively.

After integration, the users in the applications shall be able to electronically sign a form

/ document anytime, anywhere from any browsers/ web application/mobile app and from any

device (Laptop, iPad, MOBILE etc.), without requiring any extra software/plugin to be installed

in device. Also, the system have the capability to e-sign multiple documents in bulk, as per

latest guidelines issued by CCA.
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4, In this regard, Standard Operating Procedure (SOP) of e-Sign for Nodal officer and
Employees in English and Gujarati Language is enclosed as Annexure A and B respectively and
the Standard Operating Procedure (SOP) for e-Seal in English and Gujarati Language is enclosed

as Annexure C.

5. All the Administrative Departments of Sachivalaya and District Administration including
various Boards/Corporations of Govt. of Gujarat are hereby directed for enrolment of their
organisation and signing authorities with this facility for the implementation of e-Sign and e-

Seal services for the various eGovernance Applications of the Government of Gujarat.

6. If user Department has any query with respect to e-Sign and e-Seal procedure and SOP

or if needs further guidance or has any grievance with respect to e-Sign and e-Seal procedure

and SOP, user department may kindly contact below mentioned office;

The Gujarat Informatics Limited

Block No. 2, 2" Floor,

C & D Wing, Karmayogi Bhavan

Sector - 10 A, Gandhinagar — 382010, Gujarat.

Helpdesk Number: 079- 23258604/8980048174
Support Email ID:

v eseal-support@gujarat.gov.in

v esign-support@gujarat.gov.in

Level - 1:
Name: Amit Patel (Team Leader)
Contact: Mobile — 8980048174

Landline — 079- 23258604

Email ID: amit.patel@xtranetindia.com
Level - 2:
Name: Sanjaykumar Prajapati (ICT Officer)
Contact: Landline — 079- 23258389

Email ID: icto5-dict-gnr@guijarat.gov.in

By order and in the name of the Governor of Gujarat.

(Jayraj havda),
Section Officer (IT),
Science & Technology Department,

Government of Gujarat.
Attach: Annexure A, B &C as above.
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*Principal Secretary to Hon’ble Governor Shri, Raj Bhavan, Gandhinagar.
Chief Principal Secretary to Hon’ble Chief Minister.

Principal Secretary to Hon’ble Chief Minister.

Secretary to Hon’ble Chief Minister.

Personal Secretary to Hon’ble Deputy Chief Minister

Personal Secretary to Hon’ble Ministers, Government of Gujarat.
Personal Secretary to Hon’ble Ministers of States, Govt of Gujarat.

O NO A WDNPRE

*Personal Secretary to the Leader of Opposition Party in Gujarat Legislative Assembly,
Gandhinagar

9. *Personal Assistant to all Hon’ble Parliamentary Secretaries

10. Deputy Secretary to Chief Secretary, Government of Gujarat

11. ACS/PS/Secretary to all Secretarial Departments, Govt of Gujarat
12.*Registrar, Hon’ble Gujarat High Court, Ahmedabad.

13. *Secretary, Gujarat Vigilance Commission, Gandhinagar.
14.*Secretary, Gujarat Public Service Commission, Ahmedabad.

15. *Secretary, Gujarat Legislature Secretariat, Gandhinagar.

16. *Secretary, Gujarat Civil Service Tribunal, Gandhinagar.

17. All Collectors, Gujarat State

18. Managing Director, Gujarat Informatics Limited, Gandhinagar
19.The Director, Directorate of ICT & e-Governance, Gandhinagar
20.Head, SeMT, Block No. 7, 5% Floor, New Sachivalaya, Gandhinagar
21.DDG and SIO, NIC, Gujarat

22.All Head of Departments

23. All Autonomous bodies and Public Sector Undertakings

24. All Universities of Gujarat

25.Pay & Account Offices, Ahmedabad/Gandhinagar

26.Account General (A&E) Gujarat, Post Box No. 2201, Rajkot.
27.Account General (A&E) Gujarat, Ahmedabad Branch, Ahmedabad.
28.Account General (Audit-1) Gujarat, MS Building, Ahmedabad.

29. Director, Account & Treasuries, Gujarat State, Gandhinagar

30. Resident Audit Officer, Ahmedabad/Gandhinagar

31.Select File.

*By Letter
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Annexure-A

Document Name
Standard Operating Procedure (SOP) for KYC and Enroliment for e-Signing

of Gujarat Government department/corporation/Nigam’s officers

Document Version 7.0
Document Type SoP

© eMudhra. All rights reserved. This document is confidential and not a public document. No part of this document may be
photocopied, reproduced, distributed or otherwise made available in any form/manner to any third party without the prior
written permission of eMudhra. The client herewith understands that the contents of this document are strictly confidential.
In choosing to read the contents of this document, the client undertakes not to disclose the information contained herein to
any third party. Usage of client logo is for this document purposes only.
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1. Introduction

Government Organization enrollment helps to organize the signed documents and
eliminates the need for physical document signing. Organization employees can be then
created as user by such authorized person, who can use the eKYC/eSign account in any

of the eMudhra eSign enabled application.

2. Authorized  Signatory/  Department  Nodal  Officer/

Organizational Head enrollment

The Department/HODs'/Boards/Organization needs to send request to Gujarat Informatics
Limited (GIL) for onboarding of Authorized Signatory/Department Nodal Officer for e-sign.
Further, GIL will share a link to authorized signatory for registration.

Once the Nodal Officer (Authorized Signatory) receives the above link, they can click on it
and enroll as Authorized Signatory. Once the link is clicked, the eMudhra enrollment page

will open (Image 1.1).

You need to fill in the following details: ‘Organization Information’, ‘Authorized Signatory/
Department Nodal Officer/Organizational Head Information’ and ‘Document Attachments’.
While filling in the ‘Organization Information’, do not forget to check the box for

‘government/PU organization’ (Image 1.1).

Image 1.1

Once done with the section, click on ‘Next’ (Image 1.2).
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Image 1.2

The next sets of details to be fulfilled are ‘Authorized Signatory’ (Read: Nodal officer).
The details needed are ‘Full Name’, ‘Employee ID’, ‘Mobile Number’, ‘Email ID’, ‘Gender’,

‘Date of Birth’ and ‘Signatory PAN’. Once done, click on ‘Next’ (Image 1.3).

Image 1.3

After filling in all the details go ahead and click on ‘proceed to Verify’ (Image 1.4).
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Image 1.4

When clicked on ‘Proceed to Verify’, the new dashboard where a username and pin can
be set will open. Enter the OTP that would be sent to your mobile number and e-mail. Do

not forget to check the consent box before proceeding to click on ‘Submit for Verification’
(Image 1.5).

Image 1.5

The individual can then ‘Continue to Video Recording’ (Image 1.6).
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Image 1.6
The video recording page will open where the instruction are given. Once the instructions

are read, click on ‘Continue’ (Image 1.7).

Image 1.7

Click on ‘Start Recording’ next to complete the process (Image 1.8).
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Image 1.8

After the video recording is completed, you can preview the video and if satisfied, you

can click on ‘Submit’ (Image 1.9).

Image 1.9

If not, you can click on ‘Record Again’ and re-record the video. After you are satisfied and

video is submitted, you'd see the below Image (Image 2.0).
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Image 2.0

Now sit back and relax. The eMudhra team will take ten to fifteen minutes to authenticate
your account and then you will receive an email from where you can log into your account

and start signing documents.

For further reference, please refer to the eMudhra video:

https://www.youtube.com/watch?v=s8bEFGaqpY]|

2.1. Organization KYC Login

The Organization enrolment is completed and is pending for CA approval. Once the CA
approval is completed Authorized Signatory/ Nodal Officer/Organizational Head will
receive a confirmation mail along with URL to login for logging in to Organization KYC

portal.
On clicking the URL sent, the below page displays. Enter the ‘username’ and ‘PIN’ and

click on Get OTP. Enter the OTP received at the registered mobile number. Click on
‘LOGIN’ (Image 2.1).
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Image 2.1

As you login, the main dashboard will open (Image 2.2).

Image 2.2
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3. Employee/End User/Applicant Enrollment

Under the same tab Authorized signatory/ Nodal Officer/Organizational Head can create a new
KYC account.

Image 2.3

Authorized Signatory/ Nodal Officer can share the URL to their employees/applicant so that
they create a new account. He/ She can send to the user email ID.

To create user account/ employee/applicant account click on ‘Open URL’ (Image 2.3).

3.1. Manage KYC account

Under ‘manage KYC account’ (Image 3.0), Authorized Signatory/ Nodal Officer can deactivate
or activate the user.

Image 3.0
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Image 3.1

To view these details the user can click on ‘View' (Image 3.1). It displays the user details along
with ‘deactivate’ option (Image 3.2).

Image 3.2
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Image 3.3

Deactivate: To deactivate an account, Authorized Signatory/ Nodal Officer/ Nodal Officer shall
click on Deactivate, enter the remarks, and click on ‘Deactivate’ and Sign with eSign. Once
the account is deactivated user cannot login to eSign portal.

Activate: To activate the account authorized Signatory/ Nodal Officer/ Nodal Officer shall

click on ‘Activate’ and enter the remarks sign with eSign. Once the account is activated user
can able to login to eSign Portal.
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[ssuance of Certificate

Assign Plan 'ﬂ

# License Plan Quantity Utilized Balance

One Month 30
One Month - Unlimited Signing 1 13
eSign Premium

eSign Basic

premium

Subscription Plan

dsc plan

eSign Annual Subscription

eSign Unlimited One Year

emudhra Org

ke
=}
=

esign gold

Mo more records to display

Image 3.4

Authorized Signatory/ Nodal Officer can assign the Certificate by clicking on Assign button, than
Employee can do the esign on file. Image (3.4)

Image 3.5
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When Authorized Signatory/ Nodal Officer will click on “Assign” Button, Above message system
will show. (Image 3.5)

[ssue DSC

Image 3.6

Here Authorized Signatory/ Nodal Officer can Issue DSC Certificate but In our system DSC is not
required. So custom message will be shown by the system.

3.2. Process PendingKYC

Once the End Users/Employee/ applicant successfully completes the process, Authorized
Signatory/ Nodal Officer/ Organizational Head should approve the account under ‘Process’
Pending KYC (Image 3.7).

Image 3.7
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Authorized Signatory/ Nodal Officer/Nodal Officer shall click on ‘Process’. It will then
display the details of the KYC User. Under the tab, ‘Approve Bulk’ (Image 3.8) is also
available.

Image 3.8

It will prompt for a eSign sign. Select the Signature and Click on ‘Sign’. The KYC New
user/applicant/End User is then approved by the Authorized Signatory/ Nodal
Officer/Organizational Head and Pending for CA Approval.

3.3. Manage Organization

The user can manage and oversee the organizations under the ‘manage organization’ tab
(Image 3.9).

Image 3.9
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To create a new organization, click on the ‘Create Organization Unit’ (Image 3.10). A new
window will open.

Image 3.10

Image 3.11

In the above window, the user can make a new organization. Enter the organization unit name which you
wish to create and click on ‘save’ (Image 3.11).
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3.4. Authorized Signatories/ Nodal Officer/Organizational
Head

The registered signatories and their status can be viewed under the tab ‘Authorized Signatories/ Nodal
Officer’ (Image 3.12).

Image 3.12

Image 3.13
There will a list of signatories displayed. You can view their information by clicking on ‘view’ (Image 3.14).
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3.5 License Management

Image 3.14

Here Authorized Signatory/ Nodal Officer can manage the licenses assign to the employees. In
above window Authorized Signatory/ Nodal Officer can see the currently assigned licenses.

Image 3.15

Here Authorized Signatory/ Nodal Officer can manage the requests come from the employees
for license and issue the license. (Image 3.15)
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Image 3.16

From here Authorized Signatory/ Nodal Officer can see the requests came but license is not
issued. (Image 3.16)

Image 3.17

From here Authorized Signatory/ Nodal Officer can see the requests came and license is issued.
(Image 3.17)
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3.6 Reports

Image 3.18

From here Authorized Signatory/ Nodal Officer can see the actual status of esign users in terms
of Transaction MIS Reports. (Image 3.18)

Image 3.19

From here Authorized Signatory/ Nodal Officer can see the esign allocation reports. (Image 3.19)
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E-Sign portal

eSign helps you to sign documents online, reducing the hassle of taking out a physical copy,
signing it and then submitting it through scanning the copies. You simply need to register with
the eMudhra signing portal and start using on all documents. eMudhra is recognized by the
government of India and thus, eSigns are eligible for government as well as personal
document signings.

KYC users can login to e-Sign Portal through this direct link- https://esign.e-mudhra.com

Image 4.0

Click on ‘Login’ on page 4.0 and the login page will open.

Provide the ‘username’ and ‘PIN’, and click on ‘Authenticate’ (Image 4.1).
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Image 4.1

Once you are logged in, find the New Signature and click on it (Image 4.2).

Image 4.2

As seen, the pdf file can be dragged and dropped or uploaded in the page that is opened (Image
4.3).
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Image 4.3

In the new page, place the signature field with the Place/Location and reason and select

the signature Position as per your choice and click on ‘Continue with eSign’ (Image 4.4).

Image 4.4
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Image 4.5

On the next step, enter the PIN and click on Get OTP. Once the OTP is received enter the

OTP and click on the check box to show the consent for eSign (Image 4.5).

Image 4.6

Click on ‘Perform eSign’ (Image 4.6). The document will be eSigned and ready to download.

Click on ‘Download’ and verify the Signature.
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4. Hierarchical division for enrollment

The image below explains the hierarchical division according to the eSigning acceptance of the
Authorized Signatory/ Nodal officers.

Organisation
Adminitrator

Organisation gets registered by it's
administrator authorised signatory e I

administrator authorised signatory
; Department | Department I
adds different departments partmen partmen

administrator authorised signatory

. ) Authorised Authorised Authorised
adds authorised signatory/nodal Signatory/Nodal Signatory/Nodal Signatory/Nodal
officers for corresponding Officer | for Officer Ilfor Officer | for
departments Department | Department | Department 11

Employee 1 of

department 1 added
by department nodal
officers

For any technical guidance/clarifications/suggestions related to Esign
users may reach out to Esign team. The contact details are as follows:

Helpdesk Number: 079- 23258604/8980048174

Support Email ID: esign-support@gujarat.gov.in

Level - 1:

Name: Amit Patel (Team Leader)
Contact: Mobile — 8980048174
Landline — 079- 23258604

Email ID: amit.patel@xtranetindia.com

Level - 2:

Name: Sanjaykumar Prajapati (ICT Officer)
Contact: Landline — 079- 23258389
Email ID: icto5-dict-gnr@gujarat.gov.in
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5. Template to be submitted for registration

To be used if the Organizational ID card is not available for theeSign Applicant / Signatory.

Letter of Identity Proof by Organization

(To be printed on organization letter head / Office seal. To be signed by HRD of Organization / Authorized

Signatory / Government Department in-charge)

To:
eMudhra Limited

Bangalore

Subject: Organizational ID Proof

Organization Name:

Name of the Individual

Org ID Number (if available)

PAN Photograph

Designation

Department

| hereby confirm the Identity of the above Individual. I’'m having suitable authority/authorization to

certify the Identity on behalf of the Organization.

For the Organization,

(Seal & Signature)

Name:

Designation:
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1. uRua

U3 AraUlell el Ul AL ExcLAAA N6 HL HEE 53 © U £3cllAy U sHURA scl
Uscll &cller scloll 3Rada g2 52 8. AreUlell AEEA 5 Ul F-Yal S-UBat U&H
AMAZAAHL s5cuaf 7 8 Ul AsLGo2all BUAL 53 23 B.

2. @5 U8l 522 / Bwene alset uAsie{l Al

Budee / AL / ll§ / BINsRaAA Wclloll AR5 US| 52012 / [SWENoe llsct BUHUR
A B-UBel oll AURAA M2 oll WA HR YA SoBHRsU [ARRS (HUEAA) A WR%Y)
Hsccloll 8. RUR g, . S A, alluell H2 WEsd U8l 5eUR / BUeAoe dlsd AM(FURaA
@s sl

AscllR WS Ul 5612 / BUueNoe allset WFUR A GURAAS ([As Ul UL %12l Ul Al
Aol UR 5As 531 A3 B el AAgct US| 50UR / BUdNo allsct M(5AR dA3F ol allucll 2d
B.AscR vl Ugl, AN ‘Enroll as Organization’ (Image 1.1) ol [AscU e A5 Ol dell UR
5As s2A.

LA (AL WA >l AR ol Aol (Aotdl eRalloll 3R B: ‘dreloll HEA, u@sd Ul 56U
/ [Qewotetl AU@s1El HBEA WA ‘Excttady sl relell WA ardl awa, ‘Is your
organization a Government/PSU?’ (Image 1.1) Hi2ell ocllsUa 2ls s:cllof ¢l olgl.

Image 1.7

uel, olA Yosol 'NEXT' UR (5&s 5. (Image 1.2).

3|Page



Image 1.2

330 (Aatcdl ‘WA A8l 5eUR” ([Aewdletl w@s3]) iRl eRallall 3. %331 [Qotdl Bl ¥ “yul
o, ‘sHAUARNe WL, AoUSAH odu?’, ‘SASA WSS, (Ao, Bt AW’ wal ‘UGl $0t1Rell
Ulel oled?’, AscllR U 2L, ugdl ‘NEXT’ (Image 1.3) UR (5As 53,

Image 1.3

oltll (Qotdl el ugl AL atll AUal “PROCEED TO VERIFY” teel UR (5A5 53 (Image 1.4).
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Image 1.4

%2/} PROCEED TO VERIFY' UR (5As Ul 8, R old 3AcS %l culasdie] ol ual ot
A2 531 As2A B A YA AHRL HIOUSEH oloR Wl §-Aet US| UR HlseaHl uUad A 20E

ELME 52 ‘SUBMIT FOR VERIFICATION’ (Image 1.5) UR (5Q5 5l Udcl AH[A Asollsua RAse
sclle] ocall gl

Image 1.5
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Aoll Ul wBgct UGl 50127 (([Aewotstl @ s131)A ‘Continue to Video Recording’ UR (5A1s s:clloj

&3 (Image 1.6).

Image 1.6

(AR WSt H2ef Vo WA BUL WYS YA BUUHL wcl § Al AscR ciaul Ul %,
‘Continue’ ®aal UR (5&s $3. (Image 1.7).

Image 1.7
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(@20 282t ulsa yul sal W2 "'START RECORDING' ¢l2ol UR (55 3 (Image 1.8).

Image 1.8

(@20 28USat Yol a2 ugdl, dA (Q3xllef yaladlset 531 25l 6l wal %l AAN AL, Al dA
‘SUBMIT’ (Image 1.9) UR (5As 53l a5l .

Image 1.9

Ul Al AAM ol UL, Al AN ‘RECORD AGAIN” ¢eot UR (5A5 531 wal (A3 g3lell 2818 53l
ASL L. AR Adre Ul Ul Aol (A3 AcPe dal ugl, dR ol Al woll 20 (Image 2.0).
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Image 2.0

8-Yal M dHRL AslBoal YHIRlA sl euell UeR Mz A ual ugl dHal As sAsA
Uit U el dR ARl AsBoHl A(lot 531 A5 WA xclA%S UR A&l 5clle] YR 531

SJEAE ay  deel  we,  sw sl s-yal (@QBMeA deed A
https://www.youtube.com/watch?v=s8bEFGqqpY!

2.9 [Qewdll/s\aRatell/(Ro1le] Sl Aot

drelell lugll Yol aef 8 ua cAsll 1Rl Hacllell alisl 8. sk CAsll Hog3l el Ul AR gd
A&l 50UR / ollset AUFUR / &ALl aAslal AUl Satafl WA UR Aot sall MR YAURAA
AU sogHalol SAA HOA,

HsAG URL A 6As sl UR, olAe] U 2wl B. ‘Username’ Aol ‘PIN’ ELHA 5 Aol ‘Get
OTP’ WR (5A5 5. olltllAcl HABA ololR UR Yl UL el 5. ‘Sign In’ (Image 2.1) UR
5As 3.
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Image 2.1

BU dR Aot $A O, @i ugl Yua 326l WAt (Image 2.2).

Image 2.2

3 5RARL 7 AU auRiesdl /7 WRwER luell

“New KYC Account” 26l 3601 w@gd U8l s06UR / ollsct s/ Analscd u@sid /
(Qewoll/sluR Al /o letl ast ol Sl wig eaticll ok .
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Image 2.3

U A8l $RwUR / allset A5 Aol sHUWIRA / WRAERA URL AR 531 a3 B el Al
As old WslBo2 olollcll 2F WUl A WAFA U8l $0UR / oAsA WUESII] Axell s{URRA /
VRAWERA URL 8RBA tallRl Ul Hscl ak .

3.9 sciA| As1Goe A% N o

‘Manage KYC Account’ (Image 3.0) 2 860, UEsd U8l 52012 / sllsct UAs3] / Uolallsc
W@ qurpnasdial Deactive Wl Active 531 A3 B

Image 3.0
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Image 3.1

Ul (Aotdl Sl 12 s U8l 56UR / allscd UAsA / Uolallse @SR ‘View wl2et
(Image 3.1) UR (A5 531 A3 B. A 'Deactivate’ (AscU (Image 3.3) ol WA aunAsdl QoA
gala B.

Image 3.2
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Image 3.3
SlRARAR: wild P sal 1R, AR UGl 5R6UR / olse W(EAR / Acallsd ABAR

Deactive U (5As $23\, dluurll el 529, Aol ‘Deactive’ UR (5As 529, Ascllk A5G

QA U s Ul aulasdl 8 Al WecdAHl AN 53 Asdl ool

Asdlde: AslBo2al UBA sl U2 AUREA UGl 5R6UR / ollsc WS / Uolollset W(FUR
‘active’ UR (5As 53 el SlAMAl A BHLd ASel el 53 AscllR AsGoe UBA AL ULl
AURLASAL 8 ABet WeAHL A0t 53 s

UGl scll H2o] YMIRIUA AUG

Assign Plan &8

MNo.of
License Plan o N Quantity Utilized
Transactions

#
B
g
]
]

One Month 10 30

o
E
i,
a
3

One Month - Unlimited Signing 10 15

i
:

eSign Premium [0} =

]
i

eSign Basic (o} =

i
:

premium

i
:

Subscription Plan

dsc plan

i
:

eSign Annual Subscription

]
i

1
2
3
4
5
&
7
8
9

eSign Unlimited One Year

i
:

emudhra Org

[ i [ i (U [ (U Is L -
i,
(]
3

O 0O 0O 0o o o o = O N

esign gold

o

Image 3.4
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URsA US| 526U / ollsel @sIE / Astallsct Es1F 511213 s U (e R 3l
A% A HE@ 33 URGEe “Assign” weet UR sclls s3] &) 531 A¥ B. (Image 3.4)

Image 3.5

R U[gd UGl 5eUR / ollscd WESIZL / Axtallset w@ESIZ “Assign” weat UR sclls s3|
URGYe 8 U 1A B RUR olle QUR Yool AAY WA 8. (Image 3.5)

8] Sl ul3(%3e

Image 3.6

UGl AR5 UL 5etR / olsA WEASIZ / Anallsd wW@sE s3{uRA SlRAUA wCRZ3e 2udl

AP B, U L UR(Ede 8 sclloll 3R oll A, Ws NAY RR2H LellRl UMl adl. (Image
3.6)
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3.2 oltsl Faualo(l ulsau

AsAR YA AN AYCSs Yl Yol 52 B, R B A8l $R6R / ollsct wU[ s3] / Uolsllsc
U@ s13], ‘Process Pending KYC (ol yoxat) $601 wlctial vl 2l 23 B. (Image 3.7).

Image 3.7

s US| 56UR / dllsct AR / UnalsA A3 ‘Process’ UR (5AS 5. A Ul
Yool Faual (Aatdl Bull 2tsdl. 20t 3601, ‘Approve Bulk’ (Image 3.8) UBL Gudou B.

Image 3.8
A SRR et HER Yo UEl Ude 5 Bl ‘UBt’ UR A 5. ARGE Sl olal

AuRlAsAlA R US| 5R6UR / olsc WS/ ActallsAH RS gl HR AUl wd
8 Ud el 2yl Al usal.
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3.3 ARl AAUlAa

alsct WS/ Uolallsct W@ s3] ‘Manage Organization * 264 (Image 3.9) $601 UrAURAA
Aol 53| U Aoj [A3lewel 831 23 B. (Image 3.10).

Image 3.9

otc{l reUL clellalcll HI2, ‘Create Organization Unit’ (Image 3.10) UR (5As sclell otcl (s
Uy

Image 3.10
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Image 3.11

GUAsd (ASML, (Qetdtetl u@sIZ olcll el coticll A3 B, dR slotictal Hidldl 8l A Adlsetd]
ollH ELHA 53 ol ‘Save’ ot (Image 3.11) UR (5As $3.

3.% WAsd U8l 526lR / Uolallsc wWAs(3l

‘U UGl 5R0UR / Aolallset USSR 20t domn ABRE WA UEL 5R6UR Ul AMe] R
(Image 3.12) %1& asl2l 8.

Image 3.12
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Image 3.13

UEl sR01Rell YR Yeld U AN AMoll MRl View' (Image 3.13) UR (5As 531 1 28 &\.

3.U AUt RS2

Image 3.14

WSl wEsct U8l s26UR 7 ollsc AEsIE, Uolallset w@sZl sHAIRAA JUeHl vl
ABAUA Ay 531 AF B, QU Yol WA gl UEl 5oUR / olsA @S/ Unallsc u@ s3]

SlAHl sHURRAA WAAHL MAA AU A U3 B. (Image 3.14)
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Image 3.15

UGl g Ul 5eUR 7 ollscd WA/ Anallset wWEsEl sHARMA 53t gl

HOWRRA 15 A3 B Ual clsdid vl 2¥ B. (Image 3.15)

Image 3.16

WSl st U8l 526UR / ollsA A/ Uotallsct W@ Al sHUERAA L€l R w3 B,
FHO clgddoll 1ol 53¢ Sl URq AlsUU WA ofl 8lal. Wl @5 U8l 56UR / ollsA

@513/ Uotallsd AEsIZ wEl vital sHURRAA Ralo 531 2¥ . (Image 3.16)
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Image 3.17

UGl st U8l 526UR / ollsc A/ Uotallsct RS Al sHUERAA L€l R w3 B,
FUA sl HOWI s fla U s AUAA dlal. Ul U@sd Ul 56UR / llsc

@513/ Uotallsd AEsIZ wEl vital sHURRAA Ralo 531 2¥ B. (Image 3.17)

3.6 Reports

Image 3.18

UGl AR Ul 5eUR / olsA AUEASIE/ Unallsd WS s11UNMNA sl 2leBs2Uatoll

U@l Transaction MIS Reports tell2l %18 2% B. (Image 3.18)
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Image 3.19

UGl s U8l 50UR / ollsd U@ASIAl/ Astellsd wEAsI[ sHUZNA WA S-A1eatoll
URclletdlell RWE ¢ 23 B. (Image 3.19)
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¥ 8-Ulgel Wed

8-Sl AU WAAUSl EXALAR UR dcllER sl HEE 52 B, alllds otsA staclil, Asll UR
A&l sall Aol Ul atsAlal ol 53 AcMe sclloll Yl valsl 52 8. AR vl 8-yal
ABEL WA WA ollurll sclloll %32 B Ual sl ExcllABIeN GUAL 5:clle] UlRE 53A. &-Yal
AUl UBBIR GlRL HloAdl Yltdd B ol e-Sign USIR AHY UG E2cllA% UR UG HI2
Adlud B.

Satal Jud v Al @s gl st Weet U ALt 531 a3 B-

https://e-Sign.e-mudhra.com

Image 4.0

GURell U UR ‘Login’ UR sclls sal olte Aot Uy Wil (Image 4.0)
‘User Name’ Aol ‘PIN’ slluall Ugdl ‘AUthenticate’ tleet (Image 4.1) U (5As $3.
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Image 4.1

AsaAlR AR Aot U ot UL, ‘New Signature’ 2Ll AHA Aol UR (5AS $3 (Image 4.2)

Image 4.2

AUR Yool dl Al SLIETAHL SISl sl HIZ “New Signature” sleet UR 5clls 5. (Image 4.2)
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Image 4.3

AUR Yol i UlSIAg slScdal 301 Aos LU wUcll HUAS UlslAg Slsgie gl HUAlS 531
sl 9. (Image 4.3)

Image 4.4
slell UHE, B UGl AU UYL &l $cll flal A WAL ol Aol $1R[L AU Y5l B Ulell
AuR U8l s2alefl 8, A Ay RAs2 53, AMIFl Uieall Yool Uloll ol UriE 5A U
Continue with e-Sign' (vﬂa Hog0l) tleol UR (5As 2. (Image 4.4).
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Image 4.5

AP, [QAet el 5A Aa ‘Get OTP ¢leel UR (5AS5 5. Ascalir AU yiid v uel
WU el 5A U B-UBet (BLUR Yaral) ofl AHA slctictal H2 A5 st UR (5As 5.
(Image 4.5).

Image 4.6

‘Perform E-Sign’ (Image 4.6) UR (5As $A. €3cllA% UR &xcllel scllHl wdd Al SIGalAlS

5l HIZ dAR 8. ‘Download’ tlael UR (A 5 ol USlell GUR Yoot usURl 53
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Y AetAAAHe Hzell slellwatet stauzisl
oA AAA 9o{l WA Ul 512 / ollsA WAsF1A{l & UBllot ells(A MafuR slauAS

(Qewol ¥Hesa B.

Organisation gets registered by it's
administrator authorised signatory

administrator authorised signatory
adds different departments

administrator authorised signatory

. ) Authorised Authorised Authorised
adds authorised signatory/nodal Signatory/Nodal Signatory/Nodal Signatory/Nodal
officers for corresponding Officer | for Officer llfor Officer | for
depa rtments Department | Department | Department 11

Employee 1 of
department 1 added
by department nodal

officers

AT AUAASATAA ALl AEURL dsellsl Hdledot / Ul /7 YR HIZ BULEat
Al Yell sl o 8. Aus (Aol oA Yoot ©:

dculds olelR: 079- 23258604/8980048174

YUE SR WSl : esign-support@gujarat.gov.in

Level - 1:

Name: Amit Patel (Team Leader)
Contact: Mobile — 8980048174
Landline — 079- 23258604

Email ID: amit.patel@xtranetindia.com

Level - 2:

Name: Sanjaykumar Prajapati (ICT Officer)
Contact: Landline — 079- 23258389
Email ID: icto5-dict-gnr@gujarat.gov.in
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2. Template to be submitted for registration

To be used if the Organizational ID card is not available for thee-Sign Applicant /
Signatory.
Letter of Identity Proof by Organization

(To be printed on organization letter head / Office seal. To be signed by HRD of Organization / Authorized

Signatory / Government Department in-charge.)

To:
eMudhra Limited

Bangalore

Subject: Organizational ID Proof

Organization Name:

Name of the Individual

Org ID Number (if available)

PAN Photograph

De-Signation

Department

| hereby confirm the Identity of the above Individual. I'm having suitable authority/authorization to

certify the Identity on behalf of the Organization.

For the Organization,

(Seal & Signature)

Name:

De-Signation:
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1. Introduction

Government Organization enrollment helps to organize the signed documents and
eliminates the need for physical document signing. Organization employees can be then
created as user by such authorized person, who can use the eKYC/eSign account in any

of the eMudhra eSign enabled application.

2. Employee/End User/Applicant Enrollment

Under the same tab Authorized signatory/ Nodal Officer/Organizational Head can create a new
KYC account.

Image 2.3

Authorized Signatory/ Nodal Officer can share the URL to their employees/applicant so that
they create a new account. He/ She can send to the user email ID.

To create user account/ employee/applicant account click on ‘Open URL’ (Image 2.3), a new
browser window will open (Image 2.4).
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Image 2.4

Once you fill the details as per above Screenshot, Click on “NEXT” Button. Now you need to
enter your mobile number and email ID. Click on get OTP and enter the OTP that you received in
your registered mobile number and email ID.as per Image 2.5.

Image 2.5

Now you see the Document Attachment section as below (Image 2.6), you need to upload
your photo, pan card and Organization employee ID card. Click on Next as per image 2.6.
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Image 2.6

At last you need to enter your desired user credentials username and PIN. Click on “Proceed
To Verify” button Image 2.7. Don not forgot to click on Check box.

Image 2.7

Now you need to verify the information that you entered, see image 2.8.

5|Page



Image 2.8

This is the last step and that is to submit your request. As you submit one new window will be
open for stating video recording as Image 2.9.

Image 2.9

You need to read the instruction carefully, than you need to click on “CONTINUE” button for
start video recording Image 3.0.
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Image 3.0

Click on “START RECORDING” button to start the video recording. (Image 3.1).

Image 3.1

Once you complete your video recording, if you are satisfied than click on “SUBMIT” Button
(Image 3.2).
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Image 3.2

If you are not satisfied with your previously recorded Video, click on “RECORD AGAIN" button to
start recording.(Image 3.3).

Image 3.3

Now e-mudra team will verify your account and within 10 to 15 minutes, you will get email from
e-mudra and you can do login for esign the document. Refer below link
https://www.youtube.com/watch?v=s8bEFGqqpY!
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3. E-Sign portal

eSign helps you to sign documents online, reducing the hassle of taking out a physical copy,
signing it and then submitting it through scanning the copies. You simply need to register with
the eMudhra signing portal and start using on all documents. eMudhra is recognized by the
government of India and thus, eSigns are eligible for government as well as personal
document signings.

KYC users can login to e-Sign Portal through this direct link- https://esign.e-mudhra.com

Image 3.7

Click on ‘Login’ on page 3.7 and the login page will open.

Provide the ‘username’ and ‘PIN’, and click on ‘Authenticate’ (Image 3.8).

9|Page


https://esign.e-mudhra.com/

Image 3.8

Once you are logged in, find the New Signature and click on it (Image 3.9).

Image 3.9

As seen, the pdf file can be dragged and dropped or uploaded in the page that is opened (Image
4.0).
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Image 4.0

In the new page, place the signature field with the Place/Location and reason and select

the signature Position as per your choice and click on ‘Continue with eSign’ (Image 4.1).

Image 4.1
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Image 4.2

On the next step, enter the PIN and click on Get OTP. Once the OTP is received enter the

OTP and click on the check box to show the consent for eSign (Image 4.2).

Image 4.3

Click on ‘Perform eSign’ (Image 4.2). The document will be eSigned and ready to download.

Click on ‘Download’ and verify the Signature (Image 4.3).
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4. Hierarchical division for enrollment

The image below explains the hierarchical division according to the eSigning acceptance of the
Authorized Signatory/ Nodal officers.

Organisation gets registered by it's Eﬁ:::—:ﬂﬁ
administrator authorised signatory authorised signatory

administrator authorised signatory
; Department | Department I
adds different departments partmen partmen

administrator authorised signatory

Authorised Authorised Authorised

adds authorised signatory/nodal Signatory/Nodal Signatory/Nodal Signatory/Nodal
officers for corresponding Officer | for Officer llfor Officer | for
departments Department| Department| Department 11

Employee 1 of

department 1 added
by department nodal
officers

For any technical guidance/clarifications/suggestions related to eSign
users may reach out to eSign team. The contact details are as follows:

Helpdesk Number: 079- 23258604/8980048174

Support Email ID: esign-support@gujarat.gov.in

Level - 1:

Name: Amit Patel (Team Leader)
Contact: Mobile — 8980048174
Landline — 079- 23258604

Email ID: amit.patel@xtranetindia.com

Level — 2:

Name: Sanjaykumar Prajapati (ICT Officer)
Contact: Landline — 079- 23258389
Email ID: icto5-dict-gnr@gujarat.gov.in
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5. Template to be submitted for registration

Letter of Identity Proof by Organization

(To be printed on organization letter head / Office seal. To be signed by HRD of Organization / Authorized
Signatory / Government Department in-charge. To be used if the Organizational ID card is not available for the

eSign Applicant / Signatory.)

To:
eMudhra Limited

Bangalore

Subject: Organizational ID Proof

Organization Name:

Name of the Individual

Org ID Number (if available)

PAN Photograph

Designation

Department

| hereby confirm the Identity of the above Individual. I’'m having suitable authority/authorization to

certify the Identity on behalf of the Organization.

For the Organization,

(Seal & Signature)

Name:

Designation:
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2olet Als sS2

o], oo Y (Aeilal Yloll ol6R
1 yRua 3
R sHARL/Aos YR AeAcNR 3
3 8 ALl Uled ¢
¥ ARl Hizell (Qewdlla slatusl 3
Y ARl sl HI2 ol sal Usdi 21Ae ¥
U], o dau
1 AS Authorized Signatory
2 CA Certifying Authority
3 PSU Private Sector Undertaking
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. uRua

U513 AraUlell ARl US| 5 ExclABLA dsclcllHl HEE 52 & el £3cllAY UR sHURLA
sl UScll sclletR sclloll 3Rl £ 52 B, A&l A SlE5 UQL S-Yal B-AULSel UM
A@AFAoAHL s3ct2§l / 8 Wt AslBoeall GUAL 531 A3 B.

2 sHAURL / dilAn auriasdl 7 wRwelR «luell

A % 20t 360 ARG UGl 5UR / llsA WS / Areetl ast otq Fauall wid olotcll a3
8.

Image 2.3

URsA A8l 5R6UR / ollsct ARSI Aol sHURRA / WRAERA URL AR 531 a3 & el
A As otq AsLGo2 olollcll 2. Ay UEl 50UR / dllsc wUAsI dAuRASHA BASA UR
Wsdl a 8.

YR WslBle2 / sHAURL / WRAER Ul setlaall M2 ‘Open URL’ (Image 2.3) UR (As $3,
olcll stGR (ASl Wl (Image 2.4).
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Image 2.4

AsclR A (Aol GRS U, Ul N NEXT sleet UR (5As 531 25l 6l Aol MRl Holse
iR Wl BABEA AV scll M2 AL atll A5 Bl A U, ol ol UR ‘Get OTP” UR
(5As 5. dMal AU HOUSAH olrR Wal SASA UR WUl HAO. Anetl Aol 20U &R
W ‘NEXT’ (Image 2.5) UR (5As 3.

Image 2.5

UL WA ® ‘Document Attachment’. ugl, sHARA dxeall 52|, Wel ua
‘@ewdt/saRAet/[AotHetl sHURe] WAHUAT HUUAS Sclle] VA B AU 6lRL %
WUCUHL wLeR] 8ld HSA. ‘NEXT’ (Image 2.6) UR (5As 5.

4|Page



Image 2.6

BCA ‘User Credential’ 8 %l dR dH(3 8RB YoM Aal Aot Urle 531 28 Ol sUl 53l
ool ol (Aot AlE AW ‘Proceed to Verify’ (Image 2.7) UR (5As sl udatl Al
UUAL AscllsUal 8ls sclle] el o8l

Image 2.7

B3 Ax, olcll (Al dxdl eREAl [QoLAl tdld B. RN ‘Submit’ (Image 2.8) UR (A5 A A
WAl HURAA 31l dwd. 24 A HBAl & & AsaR st ugdl Eu 11 audl,
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Image 2.8

AU uatg A (A3 ustell B. L sall M2, »AUR dA Submit UR (5AS 5 6\, RAUR olg
W WA (Image 2.9) ‘Continue cl Video Recording’ (Image 2.9) UR (5As 53,

Image 2.9

oy lot UR Yl YE[Qld 52 8, auRiasdl / suRlA Aodi Sldl dvtd yslletl scioll 2 uuclis(l
%32 8. WAL $A 3 HIZl WA Uot 518 ol AJU Yg Ball %33 £xclAR] Slall KA.

YR UMl vl © @l (A3 WUSIL Vo WA, AsclR YuUetA il ugdl, ‘Continue’
oleel UR (5As 5. (Image 3.0).
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Image 3.0

ylBau yul sal MR 'Start Recording' ¢leet UR (5&s 53 (Image 3.1).

Image 3.7

(A0 28USat Yl aau ugdl, R (Al3e] yalaclset s31 A8l 6l wa %) AAN UL, dl R
‘Submit’ (Image 3.2) U (5As 53l sl Ol
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Image 3.2

%l ol8l, Al AN ‘Record Again’ UR (5As 53| ua [ABUA g3lell 288 531 28l Ol AR A
gl ugdl wal (ASU submit &2t Ugdl, AR (1Al Image 120 (Image 3.3).

Image 3.3

8-Yal lH AHRL A5Gl YHIBLA sl ededl Ve Rl A ual Ul dual As sABc

Uit U Al dA duRl AsiBoeHi Aot 531 252 A EAUAX UR U8l $Rcllo] YIRE
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531 asell. ay Aeel U2, sul s3a 8-Yal (A5l eel AL
https://www.youtube.com/watch?v=s8bEFGqqgpY!I

3 B-AUBel Wed

8-ABot dAHA WoAESot EXALAR] UR S¥clleR scllMl HEE 52 B, alllds atsc stec, Aol
UR UGl scll Wal Ul olsAlal ot 530al UUMe scllell YBAH dalsl 52 B, MR vl ¢-
Yal Aol Wed A Alugll sclloll %32 B el tltll ExcllABlell GUADL scllo] YIREL 53,
S-Yal MR URSIR GlRL HloAdl Yl 8 Al eSign AR AU S0l £l UR AERA
R Adlyud 8.

Satall yud w A [@s sl et Wed uR At s31 243 B- https://esign.e-

mudhra.com

Image 4.1

GURell U UR ‘Login’ UR (5As sl sile Aot U WAA. (Image 4.1)
‘Username’ Wal ‘PIN’ Ao sl Ugdl ‘Authenticate’ oleet (Image 4.2) UR (A5 3.
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Image 4.2

AsaAlR AR A(let U ot UL, ‘New Signature’ A Ml Aell U (5AS 5 (Image 4.3)

Image 4.3

AUR Yol il UlslAg slfcal 3oL Aos Flu weal AUUAlSs ISl slsie glRl HUAlS 531
sl @.(Image 4.4)
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Image 4.4

AUR Yol A UlSlAs slefctal 301 Aos QLU waal AHUALS UlslAs Slsgie gl |UALS
531 a8l ol

Image 4.5
stall UHl, B UGl UN UYL A&l 8cll Sl A WU ol ol 510 WA YSl. B Ulsll

AU U8l sl 8, A Ay RAse 5, Al urleoll Yosor Udlell el e 53 wal
‘Continue with Esign ' (sl Yxa) sieet UR (5As 5. (Image 4.6).
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Image 4.6
WL, Aot ELHUA $A Ao ‘Get OTP’ ¢eel UR (A5 3. Ascalr UL Yt v ugdl
WU et 5A U B-ABat (BLUR Yosol) ofl AM(Q cldlaal 1R As s U (A
52, (Image 4.6).

Image 4.7

‘Perform Esign’ (Image 4.7) UR (5A5 5. £3cllA% UR Sxcllelrk $cllHl A W SIGaACS

scll HIZ dAR 8. ‘Download’ tlael UR (A 5 ol USlell GUR Yoot ustURll 53
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¥ AolAcdNe Hzell slllogeatcd L8l
oA WUA ©90ll WA U8l 526U / ollsct UAsIAAl & Wellol es(A W12

slRAS[ [Qewol uuend B.

erartment wise authorized TR Department - Ii
Signatory

]
v

Division -
1

authorized Sub Signatories (Sub
Nodle Officer) authorized by
the Department authorized
signatory

S AURAASARAR ALl SEURL dsellsl Hdledlot / UL /7 YUl
HE2 sl SlH Yl uslll ad 8. Aus (Aot o{lA You B:

dcuds olol2: 079- 23258604/8980048174

AUE SAA S| : esign-support@gujarat.gov.in

Level - 1:

Name: Amit Patel (Team Leader)
Contact: Mobile — 8980048174
Landline — 079- 23258604

Email ID: amit.patel@xtranetindia.com

Level - 2:

Name: Sanjaykumar Prajapati (ICT Officer)
Contact: Landline — 079- 23258389
Email ID: icto5-dict-gnr@gujarat.gov.in
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5 Template to be submitted for registration

.To be used if the Organizational ID card is not available for the eSign Applicant / Signatory.

Letter of Identity Proof by Organization

(To be printed on organization letter head / Office seal. To be signed by HRD of Organization / Authorized

Signatory / Government Department in-charge)

To:
eMudhra Limited

Bangalore

Subject: Organizational ID Proof

Organization Name:

Name of the Individual

Org ID Number (if available)

PAN Photograph

Designation

Department

| hereby confirm the Identity of the above Individual. I’'m having suitable authority/authorization to

certify the Identity on behalf of the Organization.

For the Organization,

(Seal & Signature)

Name:

Designation:
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1. Selecting the Certificate
The Department/HODs'/Boards/Organization needs to send request to Gujarat
Informatics Limited (GIL) for onboarding of Authorized Signatory/Department Nodal
Officer for e-sign. Further, GIL will share a link to authorized signatory for
registration.
Once the Nodal Officer (Authorized Signatory) receives the above link, they can
click on it and enroll as Authorized Signatory.
a. Select the type of Certificate and provide other Certificate related information.
Image 1.1
2. Initiating Organization information:
a. Provide the Organization name and Postal code.
b. System will identify and tell you if organization is already registered with
eMudhra.
c. Ifitis already registered with eMudhra, no need for extra information.
d. Ifit not registered with eMudhra, provide the organization name, address, etc
information.

3 | Page




Image 1.2

e. Organization details filled according to the mandatory fields.

Image 1.3

3. Authorized Signatory information (Nodal Officer):

a.
b.

Provide the PAN of the Signatory and Continue.

System will identify and tell you if this Signatory is already registered with
eMudhra, against thisOrganization.

If it is already registered with eMudhra, no need for extra information.

If it not registered with eMudhra, provide the Signatory name, PAN, Employee
ID (Optional), Date of Birth, Mobile and Email information. (Additionally, Login
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username, PIN, and OTP arerequired, which can be skipped and then done
through URL sent to their email.)

Image 1.4
e. Authorized signatory details filled according to the mandatory fields.
f. Login username, and PIN has to be created for Authorized signatory.
Image 1.5
g. Click on Get OTP to receive the OTP on provided email of Authorized signatory

for email ID verification.
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Image 1.6

h. Enter the OTP received on email and click on NEXT.

Image 1.7

4. Eseal Applicant Information:

a. Select the check box “Signatory is the DSC Applicant” if Signatory and
applicant is the sameperson”. If so, no additional information required.
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Image 1.8

Image 1.9

b. If Signatory and applicant are same documents are to be uploaded as per
below.
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Image 2.0

c. If Signatory and applicant are different then provide the PAN of the DSC
Applicant andContinue.

Image 2.1

d. System will identify and tell you if this DSC Applicant is already
registered with eMudhra,against this Organization.
If it is already registered with eMudhra, no need for extra information.

f. If it not registered with eMudhra, provide the DSC Applicant name, PAN,
Employee ID (Optional), Date of Birth, Mobile and Email information.
(Additionally, Login username, PIN, andOTP are required, which can be skipped
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and then done through URL sent to their email.)

Image 2.2

Applicant details to be filled according to the mandatory fields.

Login username, and PIN has to be created for Authorized signatory.

i. Click on Get OTP to receive the OTP on provided eMail of Applicant for email ID
verification.

= o

Image 2.3
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Image 2.4
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Image 2.5

Image 2.6

5. Upload Documents:
Organization Documents:

a.

1.
2.

w

If DGFT Certificate, IEC Document are required.

If Organization is already registered with eMudhra, no other
documents forOrganization are required.

If GST Number is available, no documents for Organization are required.
If GST Number is not available, upload of Bank statement,

Incorporation Document,Organization PAN Card are required.
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b. Signatory Documents:
1. If Signatory is already registered with eMudhra, no other documents for

Signatory arerequired. Else.

2. Signatory Photograph

3. Copy of ID Proof of Signatory (Organization ID Card, PAN Card, Passport,
Voter ID, OrDriving License)

4. Authorization Letter of Signatory (Template letters are not accepted. Board
resolution, POA, Government Appointment Letter, Government Election
Letter, List of Partners orList of Directors can be given.)

c. Eseal Applicant Documents:

1. If Eseal Applicant is already registered with eMudhra, no other

documents for Signatoryare required. Else,
Eseal Applicant Photograph

Copy of PAN Card of Eseal Applicant

4. Copy of Organization ID Card of Eseal Applicant. (If Organization ID

Card is not there, an Organization Letter on Identity Confirmation can
be given. For Proprietor, copy of business registration certificate, or
other government registration document containingbusiness name and
person name can be given.)

d. Singed HSM declaration form

e. Upload all scanned original documents and click on Submit to proceed.

Image 2.7

f. Click on Continue to Eseal Applicant eSign for completing eSign mobile

verification of Applicant.
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Image 2.8

ii. Enter the PIN created by applicant at the time of enrollment and click GET
OTP

Image 2.9

iii. In the next step Click on Continue to Video recording to record the video of
applicant
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Image 3.0

iv.  Select the Comfortable Language to complete the video recording and click
on continue

Image 3.1

v.  Click on Start Recording and follow the instructions as provided on the right
hand side of the screen.
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Image 3.2

vi.  Once recording is completed, click on Stop recording, Preview the video and
Submit to complete thevideo recording.

Image 3.3
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Image 3.4

Image 3.5
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Image 3.6

» Authorized Signatory will receive an email on the provided eMail ID to complete
the eSign mobileverification and video recording.

Image 3.7

I. Enter the PIN created by applicant at the time of enrollment and click GET OTP.
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Image 3.8

In the next step Click on Continue to Video recording to record the video of Authorized
Signatory.

Image 3.9

Click on Start Recording and follow the instructions as provided on the right hand side of
the screen.
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Image 4.0

Once recording is completed, click on Stop recording, Preview the video and Submit to
complete the video recording.

Image 4.1
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Image 4.2

Further the CSR file needs to be generated from the HSM device
(Using IT person’s help) and shared to eMudhra team for the
certificate issuance.

For any technical guidance/clarifications/suggestions related to
E-seal users may reach out to E-seal team. The contact details are
as follows:

Helpdesk Number: 079- 23258604/8980048174
Support Email ID: eseal-support@gujarat.gov.in
Level - 1:
Name: Amit Patel (Team Leader)
Contact: Mobile — 8980048174
Landline — 079- 23258604
Email ID: amit.patel@xtranetindia.com
Level - 2:
Name: Sanjaykumar Prajapati (ICT Officer)
Contact: Landline — 079- 23258389
Email ID: icto5-dict-gnr@gujarat.gov.in
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Image 2.4
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Image 2.5

Image 2.6
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Image 3.3
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Image 3.4

Image 3.5
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Image 3.6

o UM Ul 520U/ dllsct WESII /uRHERA SASAH HASAH UsUQ( wWal
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Image 3.7
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Image 3.8

WAL WILALHL AR s USlell (A3 2818 scll M2 “CONTINUE TO VIDEO RECORDING”
ol2el UR (5As 53

Image 3.9
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Image 4.0
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Image 4.1
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Image 4.2

WL Y AAUR S8R AANUAH GUsWQUHIYL o2 scllell
%32 B (AU callscloll HEEA GUAL 53a) el YHIRIUA AUl
HER syal SlHul AR 53 ©.

8-AA duRgASARAA AdLAl SLETURL dAso(l$l Hdlelet / AUl /
Yol 1R s-Alet Sl Yl uslAl ad 8. dus (Qoatcdl olA Yool B:

dculs ololR: 079- 23258604/8980048174

AU A WBSL : eseal-support@gujarat.gov.in

Level — 1:
Name: Amit Patel (Team Leader)
Contact: Mobile — 8980048174
Landline — 079- 23258604
Email ID: amit.patel@xtranetindia.com

Level — 2:
Name: Sanjaykumar Prajapati (ICT Officer)
Contact: Landline — 079- 23258389

Email ID: icto5-dict-gnr@gujarat.gov.in
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