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1. Introduction 

1.1 Background 

Himachal Pradesh has been endowed with diverse climatic conditions due to variation in the elevation 

and aspect of the slope. Due to its diverse climate, Himachal Pradesh displays strong comparative 

advantage & potential for producing & supplying high value horticulture commodities. The state’s 

agriculture is dominated by high value horticulture commodities, which account for about 44% of the 

cropped area and contribute about 48 percent of agricultural gross state domestic product. Horticulture 

in HP has been responsible for many of the positive outcomes in employment, wages, and in turn, 

poverty reduction. Notwithstanding the significant potential of horticulture production in HP to 

contribute to higher economic growth and poverty reduction objectives, the state also faces a number 

of sectoral, institutional and policy challenges which need to be addressed systematically, if the 

potential is to be realized and translated into a sustainable development impact. In consideration of the 

scenario, the development of horticulture in HP is envisaged with assistance of World Bank funded 

Himachal Pradesh Horticulture Development Project (HPHDP) “to support small farmers and agro-

entrepreneurs in Himachal Pradesh, to increase the productivity, quality, and market access of selected 

horticulture commodities”. 

To achieve the vision, HPHDS has envisaged implementation of Integrated Horticulture Sector 

Management & Monitoring System (IHSMS) under HPHDP.  

The objective of IHSMS Project is as below; 

 ICT based platforms for Electronic Delivery of Horticulture Department Services 

 Implementation of MIS integrated with the workflow of Special Purpose Vehicle created for 

implementation of HPHDP project 

 Implementation of Multi-Channel, cloud based integrated Horticulture Sector Management and 

Monitoring System 

 Automation of all the administrative/business  functions of the Horticulture Department 

 Modernization of Existing Infrastructure to improve the business process/ function of 

department 

 Centralized hosting and management of application system from State Data Centre (SDC), 

backup by DR and also accessible from all offices 

 Developing a single and integrated view of IHSMS’s information system across all functions and 

locations 

 Improve in cross functional communications channels and protocols 

 Implementation of an electronic workflow system to improve internal administrative efficiency 

and transparency 

 To train the stakeholders to utilize the ICT automation infrastructure 

 To Provide cutting edge technology to Department field level official for providing efficient and 

effective advisory support to farmers in a time frame 
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 Integration of core activities of Department 

 To full-fill emerging needs of farmers through the use of technologies 

 Increased Work Force Productivity of the Horticulture Department  

 Citizen Engagement and Grievance Redressal 

The envisaged outcomes of the project are as highlighted below; 

 Improvement in efficiency of working staff of horticulture department by automation of 

reporting system and financial transaction by use of ICT infrastructure 

 Delivery of citizen centric services by the Horticulture Department 

 Streamlined operation processes of Horticulture Department & HPHDP and associate offices 

with help of the centralized application system 

 Increase in overall operational efficiency of the Department & HPHDP & their associated offices 

by removing redundancy and duplication of work efforts from the system 

 Centralized data to facilitate decision making 

 Fast, secure and efficient communication system for effective decision-making 

 Dissemination of information and online services to the farmers 

 Completely automated system for service delivery and administrative functions 

 Secure environment for carrying out DoH& HPHDP operations 

 Ease of accessibility for services through multiple channels 

 Transparency and effectiveness of service delivery 

 Effective grievance redressal mechanism 

1.2 Purpose of the Document 

Goal of this document is that of communicating to the users, designers, project managers, developers 

and the application maintenance staff a clear view of system functions and process, views constitutes 

IHSMS application for the training of Department Officials. This will also give fair idea to Database 

Architect to design the database tables and define the linkages. 

1.3 Intended Audiences of the Document 

This Training document is intended for: 

• HPHDP/DoH Users who are core user and are involved in processing of various service request and 

approvals 

• TTL Users would refer this document for training and capacity building of the HPHDP/DoH Users 

1.4 References 

To prepare the Training document following document is considered as a reference document 
• IHSMS RFP 
• Solution Document Submitted 
• Approved SRS 
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2. Training Manual 

The main screen of the IHSMS Application, as displayed below, has provision for the user to ‘Login’ into 

the IHSMS. User will have access to various other open content and links like, About Project, project 

Component, tenders, media, Recruitment, service list, News & Events etc. There is also a provision for 

the new user to ‘Register’ on to the HPHDP Portal, reset password. HPHDP Portal has been designed in 

English & Hindi both. Other operations that could be performed include: 

• Language Selection 

• Access Information related to HPHDP Project Component & Various Services related to farmers and 

Agri-entrepreneur  

• View in different font size 

You can access the IHSMS application by URL: https://eudyan.hp.gov.in/ 

 

 

https://eudyan.hp.gov.in/
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Once user clicked on login button, he/she is directed to login screen as shown below; 

 

Once the user logs into the IHSMS application, the user is navigated to the below screen. On login, user 

will be able to submit ‘New Request’, see status of ‘Submitted Application’, ‘Modify Application’ and 

download certificate/final approval of the service requests submitted by him/her. The dashboard will be 
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available to user of all submitted application at their login. The user also has access to their profile and 

he/she may update their demographic details. Below is the dashboard of Citizen/Farmer; 

 

After selection of new request, module/service wise list shall be available and user/applicant may select 

the relevant application form and process for apply;  
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Once selected respective service to apply, application forms shall be opened and user may fill the 

desired information to avail service. Tabular view of Form is provided for user convenience and auto 

save facility is also enabled to avoid any data loss. Only registered user has access to the service list for 

apply and all the personal information will be prefilled. User has only to fill service specific data while 

applying for respective service. 
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2.1 Horticulture Specific Services 

2.1.1 Subsidy in Beekeeping 

 Applicant login to IHSMS Application using his/her login credentials and reaches homepage of the 
portal. 

 Applicant clicks on the new service link and is directed to page where list of services is displayed. 
Applicant click on the service “Subsidy in Beekeeping” in order to avail the said service. 

 Once the service link is clicked, Application form of said service is displayed and Applicant fill in the 
application form as per the details desired and attaches copy of documents which are desired to 
avail this service.  

 Details which are to be filled in order to apply for the service are; 
o Beneficiary details 
o Applicant Address 
o Land & Orchard details 
o Scheme & Project details 
o Other details  
o Bank details 
o Documents 
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Beneficiary details: Personnel details of the Applicant/farmer are updated form and unique Farmer ID is 

generated for the said farmer for future reference. 
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Applicant Address: Applicant fill in the address details (Correspondence & Permanent Address) as 

desired to apply for the Application request. 
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Land/Orchard Details: Based on criteria, whether Applicant is farmer or not, Applicant fills in the details 

of the Land/ Orchard as per the application request format. 
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Scheme & Project Details: Applicant selects the component under which subsidy in Beekeeping would 

be availed from the list of available scheme options. 

 

 



                                                                                                                           
 

Document No: IHSMS-DD-TRAINING-A        Training Manual for IHSMS | Confidential | Page 16 of 594 
 

 

Other Details: If Applicant has undergone any training then Training details are updated as per the 

format for the Application request. 

 

 

Bank details: Applicant updates bank details in the application request form in order to avail subsidy 

directly in the mentioned bank details. 
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Document: Once the application details are filled by the Applicant, documents which are required in 

order to apply for the service request are uploaded. There is list of document (mandatory or non-

mandatory) which are mentioned in this tab and applicant encloses soft copy of these document and 

select the HDO concerned to whom Application request is to be raised. Post that application request is 

submitted and unique Application ID is allocated to each application.  
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IHSMS System routes the Application request to concerned HDO base on area based jurisdiction. HDO 

login to IHSMS Application based on login credentials and reached home page of the Application. HDO 

review the application dashboard, select the service, check the Application details, checks budget under 

the head, review attached document and forwards the request to SMS for further processing.  
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After submission by HDO, IHSMS System routes the Application request to concerned SMS. SMS login to 

IHSMS Application based on login credentials and reached home page of the Application. SMS review 

the application request and forward it to DDH for Technical Approval against the subsidy request.  

 



                                                                                                                           
 

Document No: IHSMS-DD-TRAINING-A        Training Manual for IHSMS | Confidential | Page 24 of 594 
 

 

 

 

 



                                                                                                                           
 

Document No: IHSMS-DD-TRAINING-A        Training Manual for IHSMS | Confidential | Page 25 of 594 
 

 

 

 

 

 

 



                                                                                                                           
 

Document No: IHSMS-DD-TRAINING-A        Training Manual for IHSMS | Confidential | Page 26 of 594 
 

 

 

 

 

IHSMS System routes the Application request to concerned DDH. DDH login to IHSMS Application based 

on login credentials and reached home page of the Application. DDH review the application request and 

budget availability under the said head. DDH accord approval for Technical Approval against the service 

request and technical Approval letter is generated and enclosed with application request for further 

processing for subsidy under Beekeeping. 
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Once Technical Approval is given by DDH, IHSMS System routes the Application request to concerned 

applicant/Farmer. Applicant/Farmer login to IHSMS Application based on login credentials and reached 

home page of the Application. Applicant upload the scan copy of the original bills along with necessary 

document and route the request to concern authority for processing. Application request is routed to 

HDO with remarks to submit all the Bills in Original, which were enclosed with the Application request 

within 7 days ainal bill t the Office of HDO. 
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`  

IHSMS System routes the Application request to concerned HDO and the request is put on hold till 

Applicant submits the original Bills at his Office. HDO login to IHSMS Application based on login 

credentials and reached home page of the Application. HDO review the application request which is on 

hold till the time Applicant does not submits the original Bills.  
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Applicant submits the original bills (of equipments procured) at the Office of HDO for further processing, 

post submission HDO un-holds the application request. On inspection of the submitted bills, HDO review 
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the application request and does Physical Inspection of the land area and prepares Inspection Report 

and enclose the same with the Application request. 

 

 

 

Application request are reviewed one after another based on FIFO. HDO click and view application 

request for further processing.  
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HDO enclosed Inspection Report along with the application request and forward request for subsidy 

under the scheme.  
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IHSMS System routes the Application request to selected SMS. SMS login to IHSMS Application based on 

login credentials and reached home page of the Application. SMS review the Application request and 

request for formal approval for release of Subsidy under Beekeeping from DDH. 
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IHSMS System routes the Application request to concerned DDH for final Approval for release of Subsidy 

for Beekeeping. 
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DDH accords final approval for release of Subsidy for Beekeeping for request raised by Applicant. 
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After approval of DDH, RTGS letter is prepared for release of Subsidy to the Applicant. Bank details 

which were captured in the Application request are mapped and subsidy of the Applicant is release in 

the said account. Hereby, service request for Subsidy in Beekeeping is closed post payment of subsidy. 
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After successful confirmation from Bank regarding payment disbursement, DDH will update UTR details 

into the system and applicant will notified about the submit amount has been successfully transferred in 

the bank account given during application request 
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Concern Authority also can view the generated RTGS letter for his concern District and Block by clink 

submenu named View Generated RTGS Letter under menu name RTGS Letter 
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2.1.2 Registration of Fruit Nursery 

 Applicant login to IHSMS Application using his/her login credentials and reaches homepage of the 
portal. 

 Applicant clicks on the new service link and is directed to page where list of services is displayed. 
Applicant click on the service “Registration of Fruit Nursery” in order to avail the said service. 

 Once the service link is clicked, Application form of said service is displayed and Applicant fill in the 
application form as per the details desired and attaches copy of documents which are desired to 
avail this service.  

 Details which are to be filled in order to apply for the service are; 
o Personnel Details 
o Applicant Address 
o Nursery Details 
o Progeny Tree details 
o Propagated Fruit Plant details 
o Existing Plant material details 
o Upload Document 

  

Personnel details: Personnel details of the Applicant/farmer are updated form and unique Farmer ID is 

generated for the said farmer for future reference. 

 

Applicant Address: Applicant fill in the correspondence / permanent address in the application request 

form.  
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Nursery Details: Applicant fills in the details of nursery for which the request for license is raised.  

This application provides option to applicant to search and upload copy of land records (Shajra and 

Jamabandi) which is desired to review validate land record of Nursery. Applicant has option to search 

land record details based on search criteria provided for assistance of the user. 
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Progeny Tree Details: Applicant to fill in the progeny details in the application form based on the details 

desired to apply for service request. Applicant has option to add multiple progeny tree details. 
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Propagated Fruit Plant details: Applicant fill in propagated fruit plan details for the service request, here 

in applicant has option to add multiple details. 
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Existing plant material details: Applicant fill in the details of the existing plant material in the application 

request for registration of fruit nursery.  

 

Document: Once the application details are filled by the Applicant, documents which are required in 

order to apply for the service request are uploaded. There is list of document (mandatory or non-

mandatory) which are mentioned in this tab and applicant encloses soft copy of these document and 

submit the application. Post submission, unique Application ID is allocated to each application.  
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IHSMS System automatically routes the Application request to concerned HDO based on area based 

jurisdiction. HDO login to IHSMS Application based on login credentials and reached home page of the 

Application. HDO review the application dashboard and check the application which is to be processed 

as his end.  
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Application request are reviewed one after another based on FIFO. HDO click and view application 

request for further processing.  
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HDO concerned review the application request, application details and documents attached. Post which 

physical inspection is done and accordingly inspection report is enclosed by HDO along with the 

Application request. 
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Once the inspection report is enclosed with the application request it is routed to Application for 

payment of fee. There are two option for fee payment; a) Online Mode where Application makes 

payment online b) Offline Mode, where fee is paid at the Office of HDO  

Post fee payment, HDO routes the Application to DDH concerned with recommendation for approval of 

application request. 
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After receiving successful offline payment HDO route the application request to concern authority for 

further recommendations. 

 

 

 

 

Application request is routed to DDH Concerned for further processing, who login to portal using login 

credentials and check the dashboard to review the application requests received at their end for further 

processing. DDH login and review the application request, documents attached, inspection report and 

payment receipt. Based on assessment, DDH recommends the application request for approval of 

Competent Authority and application request is automatically routed to competent authority for 

approval.  
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Competent Authority login to portal using login credentials and reviewed application request. Approval/ 

rejection against the application request are provided at this level. Application request if approved, then 

applicant/ farmer may download copy of License after login to online portal. 
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For the Application request which is approved by competent authority, Applicant may view and 

download copy of License, which is valid for a period of 3 years. 
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2.1.3 Application for Renewal of License for Registration of Fruit Nursery 

 Applicant login to IHSMS Application using his/her login credentials and reaches homepage of the 
portal. 

 Applicant clicks on the new service link and is directed to page where list of services is displayed. 
Applicant click on the service “Application for renewal of License for Registration of Fruit Nursery” in 
order to avail the said service. 

 Once the service link for renewal of License is clicked prefilled previous Application form of the 
service is displayed along with documents attached.  

 Details of the Application form which pre-filled are; 
o Personnel Details 
o Applicant Address 
o Nursery Details 
o Progeny Tree details 
o Propagated Fruit Plant details 
o Existing Plant material details 
o Upload Document 
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Application request is submitted by the applicant and it is routed to the concerned officials (HDO) for 

further processing. 

IHSMS System automatically routes the Application request to concerned HDO based on area based 

jurisdiction. HDO login to IHSMS Application based on login credentials and reached home page of the 

Application. HDO review the application dashboard and check the application which are to be processed 

as his end.  
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Application request are reviewed one after another based on FIFO. HDO click and view application 

request for further processing.  
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HDO concerned review the application request, application details and documents attached. Post which 

physical inspection is done and accordingly inspection report is enclosed by HDO along with the 

Application request. 

 

 



                                                                                                                           
 

Document No: IHSMS-DD-TRAINING-A        Training Manual for IHSMS | Confidential | Page 89 of 594 
 

 

 



                                                                                                                           
 

Document No: IHSMS-DD-TRAINING-A        Training Manual for IHSMS | Confidential | Page 90 of 594 
 

 

 

 



                                                                                                                           
 

Document No: IHSMS-DD-TRAINING-A        Training Manual for IHSMS | Confidential | Page 91 of 594 
 

 

 

 



                                                                                                                           
 

Document No: IHSMS-DD-TRAINING-A        Training Manual for IHSMS | Confidential | Page 92 of 594 
 

Once the inspection report is enclosed with the application request it is routed to Application for 

payment of fee. There are two option for fee payment; a) Online Mode where Application makes 

payment online b) Offline Mode, where fee is paid at the Office of HDO  

Post fee payment, HDO routes the Application to DDH concerned with recommendation for approval of 

application request. 
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After receiving successful offline payment, HDO route the application to concern authority for further 

processing  
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Application request is routed to DDH Concerned for further processing, who login to portal using login 

credentials and check the dashboard to review the application requests received at their end for further 

processing. DDH login and review the application request, documents attached, inspection report and 

payment receipt. Based on assessment, DDH recommends the application request for approval of 

Competent Authority and application request is automatically routed to competent authority for 

approval.  
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Competent Authority login to portal using login credentials and reviewed application request. Approval/ 

rejection against the application request is provided at this level. Application request if approved, then 

applicant/ farmer may download copy of License after login to online portal. 
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For the Application request which is approved by competent authority, Applicant may view and 

download copy of License. 
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2.1.4 Application for Addition of variety/ fruit crop in License of Registered Fruit Nursery 

 

 Applicant login to IHSMS Application using his/her login credentials and reaches homepage of the 
portal. 

 Applicant clicks on the new service link and is directed to page where list of services is displayed. 
Applicant click on the service “Application for Addition of variety/ fruit crop in License of Registered 
Fruit” in order to avail the said service. 

 Once the service link is clicked, Application form of said service is displayed. Applicant to update the 
field related to addition of variety and rest of the field would are non-editable. Application request 
with unique ID is edited by the Applicant with necessary addition of variety/fruit crop. 

 Fields in order to apply for the service are; 
o Personnel Details 
o Applicant Address 
o Nursery Details 
o Progeny Tree details 
o Propagated Fruit Plant details 
o Existing Plant material details 
o Upload Document 

  

Personnel details: Personnel details of the Applicant/farmer are auto-populated based on the unique 

Farmer ID. 
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Progeny Tree details: Applicant would add variety/ fruit crop based on the feature available in the 

Application. 
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Propagated Fruit Plant details: Applicant would add variety/ fruit crop based on the feature available in 

the Application and same would processed for further. 

 

 

Document: Applicant would upload copy of documents if required 
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IHSMS System automatically routes the Application request to concerned HDO based on area based 

jurisdiction. HDO login to IHSMS Application based on login credentials and reached home page of the 

Application. HDO review the application dashboard and check the application which is to be processed 

as his end.  
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Application request are reviewed one after another based on FIFO. HDO click and view application 

request for further processing.  

HDO concerned review the application request, application details and documents attached. Post which 

physical inspection is done and accordingly inspection report is enclosed by HDO along with the 

Application request. 
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Once the inspection report is enclosed with the application request it is routed to concerned DDH with 

recommendation for approval of application request. 
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Application request is routed to DDH Concerned for further processing, who login to portal using login 

credentials and check the dashboard to review the application requests received at their end for further 

processing. DDH login and review the application request and inspection report. Based on assessment, 

DDH recommends the application request for approval of Competent Authority and application request 

is automatically routed to competent authority for approval.  
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Competent Authority login to portal using login credentials and reviewed application request. Approval/ 

rejection against the application request is provided at this level. Application request if approved, then 

applicant/ farmer may download copy of License after login to online portal. 
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For the Application request which is approved by competent authority, Applicant may view and 

download copy of License. 
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2.1.5 Registration a Mushroom Grower 

 Applicant login to IHSMS Application using his/her login credentials and reaches homepage of the 
portal. 

 Applicant clicks on the new service link and is directed to page where list of services is displayed. 
Applicant click on the service “Registration of Fruit Nursery” in order to avail the said service. 

 Once the service link is clicked, Application form of said service is displayed and Applicant fill in the 
application form as per the details desired and attaches copy of documents which are desired to 
avail this service.  

 Details which are to be filled in order to apply for the service are; 
o Training details 
o Personnel details 
o Applicant address 
o Address details of mushroom building 
o Upload documents 
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Training Details: Applicant fills in details of the trainings/ Certification completed relevant to service 

request.  
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Personnel details: Personnel details of the Applicant/farmer are updated form and unique Farmer ID is 

generated for the said farmer for future reference. 

 

Applicant Address: Applicant fills in the correspondence / permanent address in the application request 

form.  
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Address details of Mushroom Building: Applicant updates the address details of the Mushroom building. 

 

Upload Document: Once the application details are filled by the Applicant, documents which are 

required in order to apply for the service request are uploaded. There is list of document (mandatory or 

non-mandatory) which are mentioned in this tab and applicant encloses soft copy of these document 

and submit the application. Post submission, unique Application ID is allocated to each application.  
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Once the application request is submitted by applicant, IHSMS System automatically routes the 

Application request to concerned HDO (Mushroom) based on area based jurisdiction. HDO (Mushroom) 

login to IHSMS Application based on login credentials and reached home page of the Application. HDO 

(Mushroom) review the application dashboard and check the application which is to be processed as his 

end.  
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Application request are reviewed one after another based on FIFO. HDO (Mushroom) click and view 

application request for further processing.  
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HDO (Mushroom) recommends the application request and post submission of Application request, it is 

routed to SMS (Mushroom) for further processing.  

IHSMS System routes the Application request to concerned SMS (Mushroom). SMS (Mushroom) login to 

IHSMS Application based on login credentials and reached home page of the Application. SMS 

(Mushroom) review the application dashboard and accord approval for the same.  
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Application request are reviewed one after another based on FIFO. SMS (Mushroom) click and view 

application request for further processing.  
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SMS (Mushroom) accord approval against the Application request and accordingly application request is 

routed to Applicant. Herein, login to online portal and download the certificate. 
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2.1.6 Supply of Mushroom Compost 

 Applicant login to IHSMS Application using his/her login credentials and reaches homepage of the 
portal. 

 Applicant clicks on the new service link and is directed to page where list of services is displayed. 
Applicant click on the service “Supply of Mushroom Compost” in order to avail the said service. 

 Once the service link is clicked, Application form of said service is displayed and Applicant fill in the 
application form as per the details desired and attaches copy of documents which are desired to 
avail this service.  

 Details which are to be filled in order to apply for the service are; 
o Personnel details 
o Applicant address 
o Address details of mushroom building 
o Upload documents 

 

 

Personal Details: Applicant fills in personal details as per the details desired to avail the service. These 

details would be auto-populated from the prefilled application request. 
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Applicant Address: Address details are auto-populated in the application request form.  
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Address details of Mushroom Building: Applicant updates the address details of the Mushroom building. 
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Upload Document: Once the application details are filled by the Applicant, documents which are 

required in order to apply for the service request are uploaded. There is list of document (mandatory or 

non-mandatory) which are mentioned in this tab and applicant encloses soft copy of these document 

and submit the application. Post submission, unique Application ID is allocated to each application.  

 

 

 

 

Once the application request is submitted by applicant, IHSMS System automatically routes the 

Application request to concerned SMS (Mushroom) based on area based jurisdiction. SMS (Mushroom) 
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login to IHSMS Application based on login credentials and reached home page of the Application. SMS 

(Mushroom) review the application dashboard and check the application which is to be processed as his 

end.  
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Application request are reviewed one after another based on FIFO. SMS (Mushroom) click and view 

application request for further processing.  
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SMS (Mushroom) review the application request and post that approve the application request for 

further processing. 

 

Competent authority review the details as mentioned in the application request along with the 

documents attached. 
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Once the application request is submitted by applicant, IHSMS System automatically routes the 

Application request to concerned HDO (Mushroom) based on area based jurisdiction. HDO (Mushroom) 

login to IHSMS Application based on login credentials and reached home page of the Application. HDO 

(Mushroom) review the application dashboard and check the application which is to be processed as his 

end. 
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HDO (Mushroom) approve the application request and same is routed to Application for payment 

against application request.  

Applicant is notified to make necessary payment against the service request.  Applicant has two options 

for fee payment against the demand note;  

a. Online Mode where Application makes payment online  

b. Offline Mode, where fee is paid at the Office of HDO  

Post fee payment, payment receipt is enclosed with the Application request for further processing. 
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Once payment is made by the Applicant, Application request is routed to HDO (Mushroom), where the 

status of the application request is changed to “Pending for delivery”. HDO (Mushroom) login to IHSMS 

Application and review the payment receipt enclosed with Application request. HDO (Mushroom) 

update the application request with the date of delivery of mushroom compost.  

Once applicant receives mushroom compost, delivery receipt is enclosed with the Application request 

and the status of service is closed. 
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Citizen consent letter is enclosed with the Application request confirming that mushroom compost has 

been received by Applicant. 
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2.1.7 Issuance of Pesticide License 

 Applicant login to IHSMS Application using his/her login credentials and reaches homepage of the 
portal. 

 Applicant clicks on the new service link and is directed to page where list of services is displayed. 
Applicant click on the service “Issuance of Pesticide License” in order to avail the said service. 

 Once the service link is clicked, Application form of said service is displayed and Applicant fill in the 
application form as per the details desired and attaches copy of documents which are desired to 
avail this service.  

 Details which are to be filled in order to apply for the service are; 
o Personnel details 

o Applicant address 

o Qualification and Training 

o Details of Principal Certificate 

o Address of Store or warehouse 

o License issued by other State Government 

o Upload documents 
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Personnel details: Personnel details of the Applicant/farmer are updated form and unique Farmer ID is 

generated for the said farmer for future reference. 
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Applicant Address: Applicant fill in the address details as desired to apply for the Application request. 
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Qualification & Training: In order to avail this service, Applicant needs to submit his Qualification 

document along with training conducted. In case, Applicant has deputed any technical person at his 

store then same documents are desired for the person concerned.  

 

Details of Principal Certificate: Here the Applicant would fill in the details of pesticide and manufacture 

making the said pesticide for which license is sorted along with validity of the certificate. Copy of this 

certificate is to be enclosed with the Application request. Applicant may add any number of the 

certificate and accordingly would pay fee. 

 

Address of Store or Warehouse: Applicant to fill in the Address details of the Store or warehouse as per 

the format desired. 
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License issued by other State Government: Applicant may fill in details of the License (if issued to 

Applicant) issued by other State Government, which is for information purpose only. 

 

 

Upload Document: Once the application details are filled by the Applicant, documents which are 

required in order to apply for the service request are uploaded. There is list of document (mandatory or 

non-mandatory) which are mentioned in this tab and applicant encloses soft copy of these document 

and submit the application. Post submission, unique Application ID is allocated to each application. 
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Once the details of the application request are filled along with the documents uploaded, applicant 

needs to make payment against the service request. There is provision to make payment through both 

online and offline mode. 
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IHSMS System automatically routes the Application request to concerned HDO based on area based 

jurisdiction. HDO login to IHSMS Application based on login credentials and reached home page of the 

Application. HDO review the application dashboard and check the application which is to be processed 

as his end. 
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Application request are reviewed one after another based on FIFO. HDO click and view application 

request for further processing. HDO concerned review the application request, application details and 

documents attached.  
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IHSMS System automatically routes the Application request to concerned SMS based on area based 

jurisdiction. SMS login to IHSMS Application based on login credentials and reached home page of the 

Application. SMS review the application dashboard and check the application which are to be processed 

as his end.  
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Application request are reviewed one after another based on FIFO. SMS click and view application 

request for further processing.  
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Once approved by SMS, Application request is routed to DDH for further processing, who login to portal 

using login credentials and check the dashboard to review the application requests received at their end 

for further processing. DDH login and review the application request, documents attached and payment 

receipt. Based on recommendation, DDH recommends approval of the application request.  
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For the Application request which is approved by concerned DDH, Applicant may view and download 

copy of License. 
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2.1.8 Renewal of Pesticide License 

 Applicant login to IHSMS Application using his/her login credentials and reaches homepage of the 
portal. 

 Applicant clicks on the service link and is directed to page where list of services is displayed. 
Applicant click on the service “Renewal of Pesticide License” in order to avail the said service. 

 Applicant raises request for Renewal of Pesticide License based on Application ID against which 
Pesticide License was issued.  

 Against the previously filled application request Applicant have to make payment first then then 
updating in the Application form is done. 

 Applicants details are auto-populated in the Application request form  

 Once the Application request is submitted by the applicant, application request is routed to 
concerned HDO for further processing. 
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Applicant needs to make payment as per the rates fixed for the service and applicant has 2 options to 

make payment which is either through online or offline mode. Once payment is made payment receipt 

is enclosed with application request and it is routed for further processing post submission. 

 

 



                                                                                                                           
 

Document No: IHSMS-DD-TRAINING-A        Training Manual for IHSMS | Confidential | Page 198 of 594 
 

 

 

 

 



                                                                                                                           
 

Document No: IHSMS-DD-TRAINING-A        Training Manual for IHSMS | Confidential | Page 199 of 594 
 

 

Details of the Application request raised for Issuance of Pesticide License would be auto-populated for 

service request raised by the Applicant for renewal of License. Here in application request would be 

viewed as per the screens mentioned below; 

Applicant would have to update the fields in the following tabs, if required; 

 Details of Principal Certificate 

 Upload documents 
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Upload Document: Application request retrieve the documents which were previously enclosed for the 

service. In case there are any modifications required, applicant would review and update documents to 

be enclosed with the service request. 
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Once submitted, IHSMS System automatically routes the Application request to concerned HDO based 

on area based jurisdiction. HDO login to IHSMS Application based on login credentials and reached 

home page of the Application. HDO review the application dashboard and check the application which is 

to be processed as his end. 
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Application request are reviewed one after another based on FIFO. HDO click and view application 

request for further processing. HDO concerned review the application request, application details and 

documents attached.  
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Once submitted by HDO, IHSMS System automatically routes the Application request to concerned SMS 

based on area based jurisdiction. SMS login to IHSMS Application based on login credentials and reached 

home page of the Application. SMS review the application dashboard and check the application which 

are to be processed as his end.  
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Application request are reviewed one after another based on FIFO. SMS click and view application 

request for further processing.  
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Once approved by SMS, Application request is routed to DDH for final approval, who login to portal 

using login credentials and check the dashboard to review the application requests received at their end 

for further processing. DDH login and review the application request, documents attached and payment 

receipt. Based on recommendation received from SMS/HDO, DDH accords approval against the 

application request.  
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For the Application request which is approved by concerned DDH, Applicant may view and download 

copy of License. 
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2.1.9 Application for Addition of Pesticide License 

 Applicant login to IHSMS Application using his/her login credentials and reaches homepage of the 
portal. 

 Applicant clicks on the service link and is directed to page where list of services is displayed. 
Applicant click on the service “Application for Addition of Pesticide License” in order to avail the said 
service. 

 Applicant raises request for Addition of Pesticide License based on Application ID against which 
Pesticide License was issued.  

 Applicant’s details are auto-populated as per the Application request form based on the details 
previously filled. The applicable for the said service is based on the number of principal certificate to 
be added with the application request.  

 Once the Application request is submitted by the applicant, application request is routed to 
concerned HDO for further processing. 
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Applicant clicks on the previously filled application request and raises request for addition of pesticide 

license. The service request which is raise retrieves all the fields from the request which was previously 

filled. 
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Based on the addition of license to be done, Applicant would have to update the fields in the following 

tabs; 

 Details of Principal Certificate 

 Upload documents 
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Applicant needs to make payment as per the rates fixed for the service and applicant has 2 options to 

make payment which is either through online or offline mode. Once payment is made payment receipt 

is enclosed with application request and it is routed for further processing post submission 

 

Once submitted, IHSMS System automatically routes the Application request to concerned HDO based 

on area based jurisdiction. HDO login to IHSMS Application based on login credentials and reached 

home page of the Application. HDO review the application dashboard and check the application which is 

to be processed as his end. 

HDO recives the offline payment by click menu Make offline payment and further process the 

application request. 
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Application request are reviewed one after another based on FIFO. HDO click and view application 

request for further processing. HDO concerned review the application request, application details and 

documents attached.  



                                                                                                                           
 

Document No: IHSMS-DD-TRAINING-A        Training Manual for IHSMS | Confidential | Page 234 of 594 
 

 

 

 

 



                                                                                                                           
 

Document No: IHSMS-DD-TRAINING-A        Training Manual for IHSMS | Confidential | Page 235 of 594 
 

 

 

 

 

 

 

 



                                                                                                                           
 

Document No: IHSMS-DD-TRAINING-A        Training Manual for IHSMS | Confidential | Page 236 of 594 
 

 

 

 

 



                                                                                                                           
 

Document No: IHSMS-DD-TRAINING-A        Training Manual for IHSMS | Confidential | Page 237 of 594 
 

 

 

 

 

 



                                                                                                                           
 

Document No: IHSMS-DD-TRAINING-A        Training Manual for IHSMS | Confidential | Page 238 of 594 
 

 

 

Once submitted by HDO, IHSMS System automatically routes the Application request to concerned SMS 

based on area based jurisdiction. SMS login to IHSMS Application based on login credentials and reached 

home page of the Application. SMS review the application dashboard and check the application which is 

to be processed as his end.  
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Application request are reviewed one after another based on FIFO. SMS click and view application 

request for further processing.  
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Once approved by SMS, Application request is routed to DDH for final approval, who login to portal 

using login credentials and check the dashboard to review the application requests received at their end 

for further processing. DDH login and review the application request, documents attached and payment 

receipt. Based on recommendation, DDH recommends approval of the application request.  
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For the Application request which is approved by concerned DDH, Applicant may view and download 

copy of License. 
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2.1.10 Issuance of Essentially Certificate under section 118 of HP tenancy land reform Act, 

1972 

 Applicant login to IHSMS Application using his/her login credentials and reaches homepage of the 
portal. 

 Applicant clicks on the new service link and is directed to page where list of services is displayed. 
Applicant click on the service “Issuance of Essentially Certificate under section 118 of HP tenancy 
land reform Act, 1972” in order to avail the said service. 

 Once the service link is clicked, Application form of said service is displayed and Applicant fill in the 
application form as per the details desired and attaches copy of documents which are desired to 
avail this service.  

 Details which are to be filled in order to apply for the service are; 
o Personnel details 
o Applicant address 
o Particular of the Land applied for details 
o Upload documents 
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Personnel details: Personnel details of the Applicant/farmer are updated form and unique Farmer ID is 

generated for the said farmer for future reference. 
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Applicant Address: Applicant fill in the address details (Correspondence & Permanent Address) as 

desired to apply for the Application request. 
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Particular of the Land applied for details: Applicant fills in the land details for which Essentially 
Certificate is desired. 
 
This application provides option to applicant to search and upload copy of land records (Khasra No.) 

which is desired to review validate details of land for issuance of the Certificate. Applicant has option to 

search land record details based on search criteria provided for assistance of the user. 
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Upload Document: Once the application details are filled by the Applicant, documents which are 

required in order to apply for the service request are uploaded. There is list of document (mandatory or 

non-mandatory) which are mentioned in this tab and applicant encloses soft copy of these document 

and submit the application. Post submission, unique Application ID is allocated to each application. 
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IHSMS System automatically routes the Application request to concerned HDO based on area based 

jurisdiction. HDO login to IHSMS Application based on login credentials and reached home page of the 

Application. HDO review the application dashboard and check the application which is to be processed 

as his end. HDO needs to inspect the land and upload Spot Inspection Report along with the application 

request for further processing. 
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Application request are reviewed one after another based on FIFO. HDO click and view application 

request for further processing. HDO concerned review the application request, application details and 

documents attached 
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The concerned HDO physically inspects the land area and encloses Spot Inspection Report along with the 

Application request for further processing. Once this is done, HDO recommends the Application request 

for further processing. 
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IHSMS System automatically routes the Application request to concerned DDH based on area based 

jurisdiction. DDH login to IHSMS Application based on login credentials and reached home page of the 

Application. DDH review the application dashboard and check the application request, documents 

attached and Inspection report and approve the request for final approval. 
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Application request are reviewed one after another based on FIFO. DDH click and view application 

request for further processing. DDH concerned review the application request, application details and 

documents attached 
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Once approved by DDH, Application request is routed to Director for final approval, who logs into IHSMS 

portal using login credentials and check the dashboard to review the application requests received at 

their end for further processing. Director login and review the application request, documents attached 

and Inspection Report. Based on recommendation, Director accords approval against the application 

request.  
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For the Application request which is approved by Director, Applicant login to IHSMS Application and 

thereafter view and download copy of Essentially Certificate. 
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2.1.11 Advisory Services on plant nutrition through Leaf Analysis 

 Applicant login to IHSMS Application using his/her login credentials and reaches homepage of the 
portal. 

 Applicant clicks on the new service link and is directed to page where list of services is displayed. 
Applicant click on the service “Advisory Services on plant nutrition through Leaf Analysis” in order to 
avail the said service. 

 Once the service link is clicked, Application form of said service is displayed and Applicant fill in the 
application form as per the details desired and attaches copy of documents which are desired to 
avail this service.  

 Details which are to be filled in order to apply for the service are; 
o Personnel details 
o Applicant Address 
o Land Orchard details 
o Details of Leaf Sample 
o Orchard Management description 
o Annual update on the spray Schedule 
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Personnel details: Personnel details of the Applicant/farmer are updated form and unique Farmer ID is 

generated for the said farmer for future reference. 

 

 

Applicant Address: Applicant fill in the address details (Correspondence & Permanent Address) as 

desired to apply for the Application request. 
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Land/Orchard Details: Applicant fills in the land details of Orchard for which the request is raised.  

This application provides option to applicant to search and upload copy of land records to review & 

validate land detail. Applicant has option to search land record details based on search criteria provided 

for assistance of the user. 
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Details of Leaf Sample: Applicant updates the details of the leaf sample which needs to be analyzed. 3 

Copies each of leaf sample is enclosed with the service request. 
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Orchard Management description: detail of the fruit crop is mentioned as per the application format 

mentioned for the application request. 

 

Annual update of Spray Schedule: Spray schedule of the fruit crop of the updated by the applicant as per 

the details desired for availing the service request. 
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After updating all the details desired in order to apply for the service request, applant submits the 

application request. 

IHSMS System routes the Application request to concerned HDO as per area based jurisdiction. HDO 

login to IHSMS Application based on login credentials and reached home page of the Application. HDO 

review the application dashboard and check the application which is to be processed as his end. 
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IHSMS System routes to application request to concerned Lab In-charge where the leaf sample as 

submitted by Applicant to HDO is tested and Leaf Analysis Report is prepared based on test conducted 

on the samples submitted. 
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Leaf Analysis report is prepared as per the tests conducted on the leaf sample is enclosed by Lab In-

charge with the Application request. Leaf Analysis report can be generated to review and post that it is 

routes by IHSMS Application to concerned SMS for further processing. 
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Once the Lab In-charge submits the application request, IHSMS System routes the Application request to 

concerned SMS. SMS login to IHSMS Application based on login credentials and reached home page of 

the Application. SMS review the application dashboard and check the application request and 

recommends action based on the Leaf Analysis Report.  
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Post recommendation from SMS, application request is routed to Applicant. Applicant logon to online 

IHSMS Application and download the copy of Leaf Analysis Report for further action. 
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2.1.12 Application for Sale of Pesticides 

 Applicant login to IHSMS Application using his/her login credentials and reaches homepage of the 
portal. 

 Applicant clicks on the new service link and is directed to page where list of services is displayed. 
Applicant click on the service “Application for Sale of Pesticides” in order to avail the said service. 

 Once the service link is clicked, Application form of said service is displayed and Applicant fill in the 
application form as per the details desired and attaches copy of documents which are desired to 
avail this service.  

 Details which are to be filled in order to apply for the service are; 
o Personnel details 
o Applicant Address 
o Orchard details 
o Plant & Pesticide details 
o Upload Documents 
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Personnel details: Personnel details of the Applicant/farmer are updated form and unique Farmer ID is 

generated for the said farmer for future reference. 

 



                                                                                                                           
 

Document No: IHSMS-DD-TRAINING-A        Training Manual for IHSMS | Confidential | Page 303 of 594 
 

 

 

Applicant Address: Applicant fill in the address details (Correspondence & Permanent Address) as 

desired to apply for the Application request. 
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Orchard Details: Applicant fills in Orchard details as per the desired format in order to apply for service. 
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Plant & Pesticide Details: Applicant fills in Plant details as per the desired format. 

 

Upload Document: Once the application details are filled by the Applicant, documents which are 

required in order to apply for the service request are uploaded. There is list of document (mandatory or 

non-mandatory) which are mentioned in this tab and applicant encloses soft copy of these document 

and submit the application. Post submission, unique Application ID is allocated to each application. 
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IHSMS System automatically routes the Application request to concerned HEO based on area based 

jurisdiction. HEO login to IHSMS Application based on login credentials and reached home page of the 

Application. HEO review the application dashboard and check the application which is to be processed 

as his end. 
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Application request are reviewed one after another based on FIFO. HEO click and view application 

request for further processing. HEO concerned review the application request, application details and 

documents attached.  
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HEO recommends the Applicant to make payment against the service request. Applicant login to online 

portal and review the application request. Applicant initiates the payment process, where payment is 

made against the service request which is via online or offline mode. 
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Once payment is made, payment receipt is enclosed with the Application request. Hereafter Application 

is routed to HEO for further processing. 
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Application request are reviewed one after another based on FIFO. HEO click and view application 

request for further processing. HEO concerned review the application request, application details and 

documents attached.  

HEO login and review the payment receipt on confirmation of the same, HEO recommends Applicant to 

collect Pesticide from the Office. Application request status is updated to “Pending for delivery”. 
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Applicant collects pesticide from the Office and Citizen Consent letter is enclosed with the Application 

request and application process is closed post that. 
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2.1.13 Sanction and Grant of subsidy on micro irrigation activities (PMKSY) 

 Applicant login to IHSMS Application using his/her login credentials and reaches homepage of the 
portal. 

 Applicant clicks on the new service link and is directed to page where list of services is displayed. 
Applicant click on the service “Sanction and Grant of subsidy on micro irrigation activities (PMKSY)” 
in order to avail the said service. 

 Once the service link is clicked, Application form of said service is displayed and Applicant fill in the 
application form as per the details desired and attaches copy of documents which are desired to 
avail this service.  

 Details which are to be filled in order to apply for the service are 
o Beneficiary details 
o Applicant Address 
o Land Orchard details 
o Scheme & Project details 
o Details of Horticulture Crop grown 
o Bank Details 
o Upload documents 
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Personnel details: Personnel details of the Applicant/farmer are updated form and unique Farmer ID is 

generated for the said farmer for future reference. 
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Applicant Address: Applicant fill in the address details (Correspondence & Permanent Address) as 

desired to apply for the Application request. 

 



                                                                                                                           
 

Document No: IHSMS-DD-TRAINING-A        Training Manual for IHSMS | Confidential | Page 320 of 594 
 

Land Orchard Details: Applicant fill in the Orchard details as desired to apply for the Application request. 

This application provides option to applicant to search and upload copy of land records to review & 

validate land detail. Applicant has option to search land record details based on search criteria provided 

for assistance of the user. 

 

 

Scheme & Project Details: Applicant fills in the Scheme & Project details as per desired form in order to 

apply for Application request. 
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Applicant has provision to add crop using the tab mentioned for the same. 
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Details of Horticulture Crop Grown: Applicant fills in the details of Horticulture Crop grown by the 

Applicant as per the format mentioned in the Application request format of the service request. 

 

 

Bank details: Applicant updates bank details in the application request form in order to avail subsidy 

directly in the mentioned bank details. 

 

 

Document: Once the application details are filled by the Applicant, documents which are required in 

order to apply for the service request are uploaded. There is list of document (mandatory or non-

mandatory) which are mentioned in this tab and applicant encloses soft copy of these document. Post 

that application request is submitted and unique Application ID is allocated to each application 
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After applicant submits the application request, IHSMS System routes the Application request to 

concerned HDO based on area based jurisdiction. HDO login to IHSMS Application based on login 

credentials and reached home page of the Application. HDO review the application request and 

documents attached and recommends for approval of grant of subsidy. HDO checks budget availability 

under the scheme and executes assessment and encloses feasibility analysis report along with 

application request. 
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Application request are reviewed one after another based on FIFO. HDO click and view application 

request for further processing.  

 

 

Application request are reviewed one after another based on FIFO. HDO click and view application 

request for further processing.  
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Post assessment HDO encloses feasibility analysis report along with the application request for further 

processing. 
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Post submission by HDO with recommendation for approval of Application request, IHSMS System 

routes the Application request to concerned SMS base on area based jurisdiction. SMS login to IHSMS 

Application based on login credentials and reached home page of the Application. SMS review the 

application dashboard, select the service, check the Application details along with documents attached 

and feasibility report attached with the Application request. SMS forwards the application request for 

further processing with recommendation for approval. 
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Application request are reviewed one after another based on FIFO. SMS click and view application 

request for further processing.  
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After submission by SMS with recommendation for approval of Application request, IHSMS System 

routes the Application request to concerned DDH. DDH login to IHSMS Application based on login 

credentials and reached home page of the Application. DDH review the application dashboard, select 

the pending service, and check the Application details, attached document, feasibility report and 

recommendation against the application request. Based on the recommendation, DDH accord Technical 

approval to the Application request for grant of subsidy. 
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Application request are reviewed one after another based on FIFO. DDH click and view application 

request for further processing.  
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IHSMS System routes the Application request to the Applicant, who is notified to enclosed copy of the 

Bills and submit the Original Bills at the Office of concerned HDO with 7 days for further processing of 

the Application request.  
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Applicant review the Technical Approval Letter approved by DDH against the Application request. 
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After submission by Applicant, IHSMS System routes the Application request to concerned HDO. HDO 

login to IHSMS Application based on login credentials and reached home page of the Application. HDO 

review the application dashboard, select the service, check the Application details, review bills attached 

with Application request. HDO collects original bills from Applicant and completes Physical Inspection 

and submits the Application request for further processing. 
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Application request are reviewed one after another based on FIFO. HDO click and view application 

request for further processing.  

The application request is automatically put on hold till the time Applicant submits the Original Bills at 

the Office of concerned HDO. Once the Bills are received, application request is updated as “Unhold”  
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Document No: IHSMS-DD-TRAINING-A        Training Manual for IHSMS | Confidential | Page 344 of 594 
 

 

Post Submission of Original Bill by Applicant, physical inspection is done by HDO. Based on inspection 

done, HDO encloses Inspection Report along with application request for further processing. 
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Post submission by HDO, IHSMS System routes the Application request to concerned SMS. SMS login to 

IHSMS Application based on login credentials and reached home page of the Application. SMS review 

the application request and forwards it to DDH with recommendation for approval for disbursement of 

subsidy.  
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Application request are reviewed one after another based on FIFO. SMS click and view application 

request for further processing.  
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Post submission by SMS, IHSMS System routes the Application request to concerned DDH. DDH login to 

IHSMS Application based on login credentials and reached home page of the Application. DDH review 

the application request and based on recommendation accord approval for disbursement of Subsidy. 
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Application request are reviewed one after another based on FIFO. DDH click and view application 

request for further processing.  
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After approval of DDH, RTGS letter is prepared for release of Subsidy to the Applicant. Bank details 

which were captured in the Application request are mapped and subsidy of the Applicant is release in 

the said account. Hereby, service request for subsidy is closed post payment of subsidy. 
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After confirmation from Bank regarding successful transfer of payment in beneficiary account, actor can 

update the payment detail (UTR) by clicking submenu update payment info or UTR details 
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In case of partial payment, DDH/Disbursing Officer Can initiate the request pending for partial payment 

for application which subsidy disbursed is partially by click menu Partial payment at Dashboard  
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2.1.14 Registration for Import of Plant Material by Importer 

 Applicant login to IHSMS Application using his/her login credentials and reaches homepage of the 
portal. 

 Applicant clicks on the new service link and is directed to page where list of services is displayed. 
Applicant click on the service “Registration for Import of Plant Material by Importer” in order to 
avail the said service. 

 Once the service link is clicked, Application form of said service is displayed and Applicant fill in the 
application form as per the details desired and attaches copy of documents which are desired to 
avail this service.  

 Details which are to be filled in order to apply for the service are; 
o Personnel details 
o Applicant Address 
o Details of land holding 
o Others 
o Upload Documents 
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Personnel details: Personnel details of the Applicant/farmer are updated form and unique Farmer ID is 

generated for the said farmer for future reference. 
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Applicant Address: Applicant fill in the address details (Correspondence & Permanent Address) as 

desired to apply for the Application request. 
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Details of Land Holding: Applicant fill in the Land details as desired to apply for the Application request. 

This application provides option to applicant to search and upload copy of land records to review & 

validate land detail. Applicant has option to search land record details based on search criteria provided 

for assistance of the user. 
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Others: Applicant fills in other details desired as per the application request form in order to apply for 

Application request. 
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Document: Once the application details are filled by the Applicant, documents which are required in 

order to apply for the service request are uploaded. There is list of document (mandatory or non-

mandatory) which are mentioned in this tab and applicant encloses soft copy of these document. Post 

that application request is submitted and unique Application ID is allocated to each application. 
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After applicant submits the application request, IHSMS System routes the Application request to 

concerned HDO (O&N) based on area based jurisdiction. HDO (O&N) login to IHSMS Application based 

on login credentials and reached home page of the Application. HDO (O&N) review the application 

request and documents attached and recommends for approval of grant of subsidy 
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Application request are reviewed one after another based on FIFO. HDO (O&N) click and view 

application request for further processing. 
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Post submission by HDO (O&N), IHSMS System routes the Application request to concerned HDO base 

on area based jurisdiction. HDO login to IHSMS Application based on login credentials and reached 

home page of the Application. HDO review the application request and encloses Spot Inspection based 

on inspection.  
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. 
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Application request are reviewed one after another based on FIFO. HDO click and view application 

request for further processing. 
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Based on assessment, HDO prepares Spot Inspection Report and encloses same along with the 

Application request for further processing. 
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Post submission by HDO, IHSMS System routes the Application request to concerned DDH. DDH login to 

IHSMS Application based on login credentials and reached home page of the Application. DDH review 

the application request, documents attached and Spot Inspection Report. DDH forwards the Application 

request to HDO (O&N) for assessment of Spot Inspection Report as completed by HDO. 
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Application request are reviewed one after another based on FIFO. DDH click and view application 

request for further processing. 
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After DDH forwards the Application request, IHSMS System routes the Application request to concerned 

HDO (O&N). HDO (O&N) login to IHSMS Application based on login credentials and reached home page 

of the Application. HDO (O&N) review the Spot Inspection report along the application request and 

forwards it to SMS (O&N) for further processing.  
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Application request are reviewed one after another based on FIFO. HDO (O&N) click and view 

application request for further processing. 
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Post submission by HDO (O&N), IHSMS System routes the Application request to concerned SMS (O&N). 

SMS (O&N) login to IHSMS Application based on login credentials and reached home page of the 

Application. SMS (O&N) review the application request along with Spot Inspection Report and forward it 

to DDH with recommendation for Approval of Application request.  
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Post submission by SMS (O&N), IHSMS System routes the Application request to concerned DDH (P&P) 

base on area based jurisdiction. DDH (P&P) login to IHSMS Application based on login credentials and 

reached home page of the Application. DDH (P&P) review the application dashboard, select the service, 

check the Application details, checks budget under the head, review attached document and forwards 

the request to DDH (P&P) for approval against application request.  
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Application request are reviewed one after another based on FIFO. DDH (P&P) click and view application 

request for further processing. 
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Post submission by DDH (P&P), IHSMS System routes the Application request to concerned Jt. Director 

(P&P) base on area based jurisdiction. Jt. Director (P&P) login to IHSMS Application based on login 

credentials and reached home page of the Application. Jt. Director (P&P) review the application 

dashboard, select the service, check the Application details, review attached document, Inspection 

Report and forwards the request to concerned Director for final approval against application request. 
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Application request are reviewed one after another based on FIFO. Jt. Director (P&P) clicks and view 

application request for further processing. 
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After submission by Jt. Director (P&P), IHSMS System routes the Application request to concerned 

Director for final Approval. Director login to IHSMS Application based on login credentials and reached 
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home page of the Application. Director review the application dashboard, select the service, check the 

Application details and based on recommendation accord approval against the request. 
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After approval; of application request by Director, IHSMS System routes the Application request to 

Applicant, who can download the desired Certificate.  
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2.1.15 Renewal of Registration for Import of Plant Material by Importer 

 Applicant login to IHSMS Application using his/her login credentials and reaches homepage of the 
portal. 

 Applicant clicks on the new service link and is directed to page where list of services is displayed. 
Applicant click on the service “Renewal of Registration for Import of Plant Material by Importer” in 
order to avail the said service. 

 Once the service link is clicked, Application form of said service is displayed and details are retrieved 
and auto-populated Applicant fill in the fields of application request form as per the details desired 
and attaches copy of documents which are desired to avail this service.  

 Details which are to be filled in order to apply for the service are; 
o Personnel details 
o Applicant Address 
o Details of land holding 
o Others 
o Upload Documents 
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Personnel details: Personnel details of the Applicant/farmer are updated form and unique Farmer ID is 

generated for the said farmer for future reference. 

 

 

Applicant Address: Applicant fill in the address details (Correspondence & Permanent Address) as 

desired to apply for the Application request. 
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Details of Land Holding: Applicant fill in the Land details as desired to apply for the Application request. 

 

Others: Applicant fills in other details desired as per the application request form in order to apply for 

Application request. 
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Upload Document: Once the application details are filled by the Applicant, documents which are 

required in order to apply for the service request are uploaded. There is list of document (mandatory or 

non-mandatory) which are mentioned in this tab and applicant encloses soft copy of these document. 

Post that application request is submitted and unique Application ID is allocated to each application. 
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After applicant submits the application request, IHSMS System routes the Application request to 

concerned HDO (O&N) based on area based jurisdiction. HDO (O&N) login to IHSMS Application based 

on login credentials and reached home page of the Application. HDO (O&N) review the application 

request and documents attached and recommends for approval of grant of subsidy 
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Application request are reviewed one after another based on FIFO. HDO (O&N) click and view 

application request for further processing. 
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Post submission by HDO (O&N), IHSMS System routes the Application request to concerned HDO base 

on area based jurisdiction. HDO login to IHSMS Application based on login credentials and reached 

home page of the Application. HDO review the application request and encloses Spot Inspection based 

on inspection.  

 



                                                                                                                           
 

Document No: IHSMS-DD-TRAINING-A        Training Manual for IHSMS | Confidential | Page 407 of 594 
 

 

 

 



                                                                                                                           
 

Document No: IHSMS-DD-TRAINING-A        Training Manual for IHSMS | Confidential | Page 408 of 594 
 

 

Application request are reviewed one after another based on FIFO. HDO click and view application 

request for further processing. 
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Post submission by HDO, IHSMS System routes the Application request to concerned DDH. DDH login to 

IHSMS Application based on login credentials and reached home page of the Application. DDH review 

the application request, documents attached and Spot Inspection Report. DDH forwards the Application 

request to HDO (O&N) for assessment of Spot Inspection Report as completed by HDO. 
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Application request are reviewed one after another based on FIFO. DDH click and view application 

request for further processing. 
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After DDH forwards the Application request, IHSMS System routes the Application request to concerned 

HDO (O&N). HDO (O&N) login to IHSMS Application based on login credentials and reached home page 

of the Application. HDO (O&N) review the Spot Inspection report along the application request and 

forwards it to SMS (O&N) for further processing. 
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Application request are reviewed one after another based on FIFO. HDO (O&N) click and view 

application request for further processing. 
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Post submission by HDO (O&N), IHSMS System routes the Application request to concerned SMS (O&N). 

SMS (O&N) login to IHSMS Application based on login credentials and reached home page of the 

Application. SMS (O&N) review the application request along with Spot Inspection Report and forward it 

to DDH with recommendation for Approval of Application request.  
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Post submission by SMS (O&N), IHSMS System routes the Application request to concerned DDH (P&P) 

base on area based jurisdiction. DDH (P&P) login to IHSMS Application based on login credentials and 

reached home page of the Application. DDH (P&P) review the application dashboard, select the service, 

check the Application details, checks budget under the head, review attached document and forwards 

the request to DDH (P&P) for approval against application request.  
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Application request are reviewed one after another based on FIFO. DDH (P&P) click and view application 

request for further processing. 
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Post submission by DDH (P&P), IHSMS System routes the Application request to concerned Jt. Director 

(P&P) base on area based jurisdiction. Jt. Director (P&P) login to IHSMS Application based on login 

credentials and reached home page of the Application. Jt. Director (P&P) review the application 

dashboard, select the service, check the Application details, review attached document, Inspection 

Report and forwards the request to concerned Director for final approval against application request. 
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Application request are reviewed one after another based on FIFO. Jt. Director (P&P) click and view 

application request for further processing. 
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After submission by Jt. Director (P&P), IHSMS System routes the Application request to concerned 

Director for final Approval. Director login to IHSMS Application based on login credentials and reached 

home page of the Application. Director review the application dashboard, select the service, check the 

Application details and based on recommendation accord approval against the request. 
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Application request are reviewed one after another based on FIFO. Director clicks and view application 

request for further processing. 
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After approval; of application request by Director, IHSMS System routes the Application request to 

Applicant, who can download the desired Certificate.  
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2.1.16 Pollination Support in Bee Keeping 

 Applicant login to IHSMS Application using his/her login credentials and reaches homepage of the 
portal. 

 Applicant clicks on the new service link and is directed to page where list of services is displayed. 
Applicant click on the service “Pollination Support in Beekeeping” in order to avail the said service. 

 The service request is initiated only after SMS (Beekeeping) opens the slot for Pollination Support 
activity; during this slot only applicant would be able to apply for the Service Request.  

 

SMS (Beekeeping) would open the slot for that period only Application request would be accepted, till 

slot opening activity is not approved, applicant won’t be able to apply for application request. During 

this activity delivery from and Delivery to date is updated and same is stored in DB. 
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 After the approval of SMS for Slot Opening activity, Applicant would be able to apply for the service. 

 Applicant login to IHSMS Application using login credentials and reaches dashboard where in apply 
for new service request post which click on the desired service. 

 Applicant fill in the application form as per the details desired to avail this service.  

 Details which are to be filled in order to apply for the service are; 
o Personnel details 
o Applicant Address 
o Orchard details 
o Details of Bearing Plants 
o Details of Bee Colonies required 
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Personnel details: Personnel details of the Applicant/farmer are updated form and unique Farmer ID is 

generated for the said farmer for future reference. 
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Applicant Address: Applicant fill in the address details (Correspondence & Permanent Address) as 

desired to apply for the Application request. 
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Orchard Details: Applicant fill in the Orchard details as desired to apply for the Application request. 

 

 

Details of Bearing Plants: Applicant fill in the details of Bearing Plants where in Applicant can enter 

details of multiple plants in order to apply for the said service. 
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Details of Bee-Colonies Required: Applicant has option select Bee-Colonies on rent/purchase and 

accordingly number of bee-colonies required. Accordingly, system would populate charges associated 

for the same. 
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Applicant updates all the details as desired for the service required and submits the request for further 

processing and IHSMS System routes the Application request to concerned HDO. HDO login to IHSMS 

Application based on login credentials and reached home page of the Application. HDO review the 

application dashboard and check the application which is to be processed as his end.  
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Application request are reviewed one after another based on FIFO. HDO click and view application 

request for further processing.  
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After the application is approved by HDO, IHSMS System routes the Application request to concerned 

SMS (Beekeeping). SMS (Beekeeping) login to IHSMS Application based on login credentials and reach 

home page, review the application dashboard & check application details for further processing. 
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Application request are reviewed one after another based on FIFO. SMS (Beekeeping) click and view 

application request for further processing.  
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SMS (Beekeeping) review the Bee-colonies stock available against the requirement of the Applicant and 

approve the application request for payment against the demand raised by Applicant. 

 

Application request is routed to applicant for payment process. Applicant login to IHSMS Application 

using login credentials to access the service request. Applicant has two options for fee payment against 

demand note;  

a. Online Mode where Application makes payment online  
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b. Offline Mode, where fee is paid at the Office concerned 
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Post fee payment, payment receipt is enclosed with the Application request for further processing. 

Once payment is made, payment receipt is enclosed with the Application request for further processing. 

Post payment process, IHSMS System routes the Application request to concerned SMS (Beekeeping). 

SMS (Beekeeping) login to IHSMS Application based on login credentials and reached home page of the 

Application. SMS (Beekeeping) review the application dashboard and check application for further 

processing, where in offline payment can be made and payment receipt is enclosed with application. 
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SMS (Beekeeping) update the delivery date of the bee-colonies to applicant and delivery of the same is 

also done to Applicant. After applicant receives bee-colonies, delivery receipt is enclosed with 

Application. 
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In case of Bee-colonies taken on rent, Applicant needs to return colonies to SMS (Beekeeping). Applicant 

has to return Bee-colonies as per the stipulated time period. In case of damage or delay in return of Bee-

Colonies, penalty is levied on the Applicant. Applicant has to pay the penalty amount post deduction of 

security deposit. Once the payment is cleared by the Applicant, application request is closed. 
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2.1.17 Community Canning Service 

 Applicant login to IHSMS Application using his/her login credentials and reaches homepage of the 
portal. 

 Applicant clicks on the new service link and is directed to page where list of services is displayed. 
Applicant click on the service “Community Canning Service” in order to avail the said service. 

 Once the service link is clicked, Application form of said service is displayed and Applicant fill in the 
application form as per the details desired to avail this service.  

 Details which are to be filled in order to apply for the service are; 
o Personnel details 
o Applicant Address 
o Details of Fruit Crop 
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Personnel details: Personnel details of the Applicant/farmer are updated form and unique Farmer ID is 

generated for the said farmer for future reference. 



                                                                                                                           
 

Document No: IHSMS-DD-TRAINING-A        Training Manual for IHSMS | Confidential | Page 461 of 594 
 

 

Applicant Address: Applicant fill in the address details (Communication & Permanent address) as desired 

to apply for the Application request. 
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Details of Fruit Crop: As per fields mentioned in the input form, Applicant fill in details of desired 

product for which community canning service is to be raised. Along with the said fruit crop, Applicant 
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fills in the list of ingredients which would be submitted at the nearest SMS Office for processing the 

request. It is to be noted that the quantity of ingredients may increase or decrease as per requirement 

of finished produce. 

 

 

IHSMS System automatically routes the Application request to concerned SMS based on area based 

jurisdiction. SMS login to IHSMS Application based on login credentials and reached home page of the 

Application. The application request is put on hold till the time list of ingredients are not delivered at 

his/her Office. Once the desired ingredients are submitted at the Office of SMS, application request 

details are reviewed and routed for further processing. 
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Application request are reviewed one after another based on FIFO. SMS click and view application 

request for further processing. SMS concerned collect the ingredients and forwards it to Demonstrator 

for preparing finished product.  
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IHSMS System automatically routes the Application request to Demonstrator, who would work on 

produce. Demonstrator login to IHSMS Application based on login credentials and reached home page of 

the Application. The application request is put on hold till the time list of ingredients are not delivered at 

his/her Office. Once the desired ingredients are submitted at the Office of SMS, application request 

details are reviewed and activity is initiated. 

Status of receipt of ingriedents is updated by demonstrator on the IHSMS Application. 
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Demonstrator raises the request for payment against the desired service of community canning when 

the produce is ready. 
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Once the produce is preapred, Applicant is notified to make payment, which may be done online or can 

be done offline at the Office of Demonstrator. Here the payment receipt is enclosed with application 

request for reference. This payment is made once the finished produce is ready for delivery, the date of 

delivery is mentioned in the Application request status by Demonstrator. Once the produce is handed 

over to Applicant, delivery receipt is signed and enclosed with the Application request in order to close 

the Application request. 
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2.1.18 Application for Supply of Quality Horticulture Inputs (Plants, tool & implements) 

 Applicant login to IHSMS Application using his/her login credentials and reaches homepage of the 
portal. 

 Applicant clicks on the new service link and is directed to page where list of services is displayed. 
Applicant click on the service “Application for Supply of Quality Horticulture Inputs (Plants, tool & 
implements)” in order to avail the said service. 

 Once the service link is clicked, Application form of said service is displayed and Applicant fill in the 
application form as per the details desired and attaches copy of documents which are desired to 
avail this service.  

 Details which are to be filled in order to apply for the service are; 
o Personnel details 
o Applicant Address 
o Orchard details 
o Details of Horticulture Inputs 
o Upload Documents 
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Personnel details: Personnel details of the Applicant/farmer are updated form and unique Farmer ID is 

generated for the said farmer for future reference. 

 

Applicant Address: Applicant fill in the address details (Correspondence & Permanent Address) as 

desired to apply for the Application request. 
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Orchard Details: Applicant fill in the Orchard details as desired to apply for the Application request. 

 

Details of Horticulture Inputs required: Applicant fill in the details of Horticulture Inputs required in 

order to apply for the said Application request. 
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Upload Document: Once the application details are filled by the Applicant, documents which are 

required in order to apply for the service request are uploaded. There is list of document (mandatory or 

non-mandatory) which are mentioned in this tab and applicant encloses soft copy of these document 

and select the HEO concerned to whom Application request is to be raised. Post that application request 

is submitted and unique Application ID is allocated to each application.  
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IHSMS System routes the Application request to selected HDO. HEO login to IHSMS Application based on 

login credentials and reached home page of the Application. HEO review the application dashboard and 

check the application which is to be processed as his end.  
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Application request are reviewed one after another based on FIFO. HEO click and view application 

request for further processing.  
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Once the Application request is submitted by HEO, IHSMS System routes the Application request to 

concerned HDO. HDO login to IHSMS Application based on login credentials and reached home page of 

the Application. HDO review the application dashboard and check the application which is to be 

processed as his end.  
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Application request are reviewed one after another based on FIFO. HDO click and view application 

request for further processing.  
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HDO review the Application request and process the request to Applicant to make necessary payment 

against the service request. 

 

 

Applicant is notified to make necessary payment against the service request.  Applicant has two options 

for fee payment against the demand note;  

c. Online Mode where Application makes payment online  

d. Offline Mode, where fee is paid at the Office of HDO  

Post fee payment, payment receipt is enclosed with the Application request for further processing. 

HEO logins to IHSMS Application using their login credentials. Applicant has provision to make offline 

payment at the Office of HEO, once payment is processed; payment receipt is enclosed with the 

Application request. 
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Application request are reviewed one after another based on FIFO. HEO click and view application 

request for further processing.  

Post that HEO update applicant to collect the plant material and accordingly applicant is notified. 
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Applicant collects the plant material from the Office of HEO and signs the delivery receipt and same is 

enclosed with application request and process is closed. 
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2.1.19 Supply of Improved / Quality Plant Material 

 Applicant login to IHSMS Application using his/her login credentials and reaches homepage of the 
portal. 

 Applicant clicks on the new service link and is directed to page where list of services is displayed. 
Applicant click on the service “Supply of Improved / Quality Plant Material” in order to avail the said 
service. 

 Once the service link is clicked, Application form of said service is displayed and Applicant fill in the 
application form as per the details desired and attaches copy of documents which are desired to 
avail this service.  

 Details which are to be filled in order to apply for the service are; 
o Personnel details 
o Applicant Address 
o Orchard Details 
o Details of Horticulture Inputs 
o Upload document 
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Personnel details: Personnel details of the Applicant/farmer are updated form and unique Farmer ID is 

generated for the said farmer for future reference. 
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Applicant Address: Applicant fill in the address details (Correspondence & Permanent Address) as 

desired to apply for the Application request. 
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Orchard Details: Applicant fill in the Orchard details as desired to apply for the Application request. 

 

 

Details of Horticulture Inputs required: Applicant fill in the details of Horticulture Inputs required in 

order applying for the said Application request. 
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Upload Document: Once the application details are filled by the Applicant, documents which are 

required in order to apply for the service request are uploaded. There is list of document (mandatory or 

non-mandatory) which are mentioned in this tab and applicant encloses soft copy of these document 

and select the HEO concerned to whom Application request is to be raised. Post that application request 

is submitted and unique Application ID is allocated to each application. 
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IHSMS System routes the Application request to selected HDO. HEO login to IHSMS Application based on 

login credentials and reached home page of the Application. HEO review the application dashboard and 

check the application which is to be processed as his end. 
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Application request are reviewed one after another based on FIFO. HEO click and view application 

request for further processing.  
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Once the Application request is submitted by HEO, IHSMS System routes the Application request to 

concerned HDO. HDO login to IHSMS Application based on login credentials and reached home page of 
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the Application. HDO review the application dashboard and check the application which is to be 

processed as his end. 
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Application request are reviewed one after another based on FIFO. HDO click and view application 

request for further processing.  
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HDO review the Application request and process the request to Applicant to make necessary payment 

against the service request. 

 

Applicant is notified to make necessary payment against the service request.  Applicant has two options 

for fee payment against the demand note;  

a. Online Mode where Application makes payment online  

b. Offline Mode, where fee is paid at the Office of HEO  

Post fee payment, payment receipt is enclosed with the Application request for further processing. 
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Once the payment is made, payment receipt is enclosed with Application request for further processing. 

Post which Applicant is notified to collect the quality plant material with date of delivery. 
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Delivery receipt is signed and enclosed with the Application request and the service process is closed. 
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2.1.20 Sanction and Grant of subsidy on horticulture inputs and activities (RKVY / MIDH) 

 Applicant login to IHSMS Application using his/her login credentials and reaches homepage of the 
portal. 

 Applicant clicks on the new service link and is directed to page where list of services is displayed. 
Applicant click on the service “Sanction and Grant of subsidy on horticulture inputs and activities 
(RKVY / MIDH)” in order to avail the said service. 

 Once the service link is clicked, Application form of said service is displayed and Applicant fill in the 
application form as per the details desired and attaches copy of documents which are desired to 
avail this service.  

 Details which are to be filled in order to apply for the service are; 
o Personnel details 
o Applicant Address 
o Land Orchard Details 
o Scheme & Project details 
o Details of Horticulture crop grown 
o Bank Details 
o Upload document 
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Personnel details: Personnel details of the Applicant/farmer are updated form and unique Farmer ID is 

generated for the said farmer for future reference. 
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Applicant Address: Applicant fill in the address details (Correspondence & Permanent Address) as 

desired to apply for the Application request. 
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Land Orchard Details: Applicant fill in the Orchard details as desired to apply for the Application request. 

This application provides option to applicant to search and upload copy of land records to review & 

validate land detail. Applicant has option to search land record details based on search criteria provided 

for assistance of the user. 

 

 



                                                                                                                           
 

Document No: IHSMS-DD-TRAINING-A        Training Manual for IHSMS | Confidential | Page 524 of 594 
 

 

 

 

 

Scheme & Project Details: Applicant fills in the Scheme & Project details as per desired form in order to 

apply for Application request. 
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Details of Horticulture Inputs required: Applicant fill in the details of Horticulture Inputs required in 

order to apply for the said Application request. 
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Bank details: Applicant updates bank details in the application request form in order to avail subsidy 

directly in the mentioned bank details. 

 

 

Document: Once the application details are filled by the Applicant, documents which are required in 

order to apply for the service request are uploaded. There is list of document (mandatory or non-

mandatory) which are mentioned in this tab and applicant encloses soft copy of these document. Post 

that application request is submitted and unique Application ID is allocated to each application. 
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After applicant submits the application request, IHSMS System routes the Application request to 

concerned HDO based on area based jurisdiction. HDO login to IHSMS Application based on login 

credentials and reached home page of the Application. HDO review the application request and 

documents attached and recommends for approval of grant of subsidy.  
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Post submission by HDO, IHSMS System routes the Application request to concerned SMS base on area 

based jurisdiction. SMS login to IHSMS Application based on login credentials and reached home page of 

the Application. SMS review the application dashboard, select the service, check the Application details, 

checks budget under the head, review attached document and forwards the request to DDH for 

Technical Approval.  
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After submission by SMS, IHSMS System routes the Application request to concerned DDH. DDH login to 

IHSMS Application based on login credentials and reached home page of the Application. DDH review 

the application dashboard, select the service, check the Application details and based on 

recommendation against the application request Technical Approval is provide against the Application 

request.  
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DDH provides technical approval against the application request and Technical Approval Letter is 

enclosed with the application request for further processing. 

IHSMS System routes the Application request to the Applicant, who is notified to enclosed copy of the 

Bills and submit the Original Bills at the Office of concerned HDO with 7 days for further processing of 

the Application request.  
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After submission by Applicant, IHSMS System routes the Application request to concerned HDO. HDO 

login to IHSMS Application based on login credentials and reached home page of the Application. HDO 

review the application dashboard, select the service, check the Application details, review bills attached 

with Application request. HDO collects original bills from Applicant and completes Physical Inspection 

and submits the Application request for further processing.  
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The application request is automatically put on hold till the time Applicant submits the Original Bills at 

the Office of concerned HDO. Once the Bills are received, application request is updated as “Unhold”  
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Post Submission of Original Bill by Applicant, physical inspection is done by HDO. Based on inspection 

done, HDO encloses Inspection Report along with application request for further processing. 

 

 

 



                                                                                                                           
 

Document No: IHSMS-DD-TRAINING-A        Training Manual for IHSMS | Confidential | Page 544 of 594 
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Inspection Report is enclosed by HDO with the Application request for further processing. 
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Post submission by HDO, IHSMS System routes the Application request to concerned SMS. SMS login to 

IHSMS Application based on login credentials and reached home page of the Application. SMS review 

the application request and forwards it to DDH with recommendation for approval for disbursement of 

subsidy.  
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Post submission by SMS, IHSMS System routes the Application request to concerned DDH. DDH login to 

IHSMS Application based on login credentials and reached home page of the Application. DDH review 

the application request and based on recommendation accord approval for disbursement of Subsidy. 
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After approval of DDH, RTGS letter is prepared for release of Subsidy to the Applicant. Bank details 

which were captured in the Application request are mapped and subsidy of the Applicant is release in 

the said account. Hereby, service request for subsidy is closed post payment of subsidy and by updating 

payment info and UTR details into the system. 
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Competent authority can also view the generated RTGS letter by click on menu name view Generated 

RTGS Letter 
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2.1.21 Right to Information (RTI) 

2.1.21.1.1 Creating Request 

1. Go to the Integrated Horticulture Scheme Management and Monitoring System (IHSMS) home 

 page. 

 

 

 

 

 

 

 

 
Figure 1: IHSMS Login Page 

2. Click Create New Request button and click Yes to accept the citizenship of India. 

 

 

 

 

 

 

 

 

 

 

Figure 2: Creating New Request 

  



                                                                                                                           
 

Document No: IHSMS-DD-TRAINING-A        Training Manual for IHSMS | Confidential | Page 559 of 594 
 

3. Now, it redirects to the Registration page.   

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Figure 3: Registration Page 

Note:   Asterisk mark (*) fields are mandatory to fill. 

(i) Select the mode for receiving information. (Ex: By e-mail) 

(ii) Select the media for receiving information. (Ex: E-mail) 

(iii) Select Department. (Ex: Horticulture) 

(iv) Select Category. (Ex : District Implementation unit ) 

(v) Select District. (Ex: Chamba) 

(vi) Select Submission Office. (Ex: DDH Chamba (DIU)) 

(vii) Select the Poverty line (Yes/No). (Ex: No), if the applicant is of below poverty line, then 

enter the BPL card number and attach the BPL document. (Only PDF) 

(viii) Write the Subject for RTI Request application. 

(ix) Write the RTI Request. 

(x) Enter security code and  Save the details. 

(xi) Make the initial payment. 
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Payment mode:  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Figure 4: Creating Payment 

(xii ) After making the payment, submit the file.  (Refer Figure 3) 
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2.1.21.1.2 DDH Login : (DDH Chamba) 

1. In DDH Login, on the left side, select the drill-down button as RTI : 

(i) Click the Request List. 

(ii) Select your request number. (Ex. HP-HDS/RTI-216) 

 

 

 

 

 

 

 
Figure 5: Selecting Request File 

2. Click Seek Info button to take the information or to take the reply from next officer.  

 

 

 

 

 

 

 

 

 

 

 

 
Figure 6: Seeking Information from Next Officer 
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2.1.21.1.3 DDHSolan1 login:  (B S Guleria) 

1. In DDHSolan1 Login, on the left side, select the drill-down button as RTI : 

(i) Click the Seek Info list. 

(ii) Select your request number. (Ex. HP-HDS/RTI-216) 

 

 

 

 

 

Figure 7: Selecting file from Seek Info List 

2. Click Reply Info button to give the reply on the request raised by DDHChamba officer (Under 

 Seek Information) 

 

 

 

 

 

 

 

 

 

 

 

 

 

Figure 8: Giving Reply to the Seek Information 
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2.1.21.1.4 DDH  login: (DDHChamba) 

1. In DDH Login, on the left side, select the drill-down button as RTI : 

(i) Click the Request Info list. 

(ii) Select your request number. (Ex. HP-HDS/RTI-216) 

 

 

 

 

 

 

Figure 9: Selecting Request File 

2. Click Create Demand button. Save demand and publish it. Enter Remarks  to send the file to 

 applicant. 

 

 

 

 

 

 

 

 

 

 

 

 
Figure 10: Publishing Demand Note 
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Figure 11: Sending Demand to the applicant 

2.1.21.1.5 Applicant login 

1.  Click Pay button to make the additional payment. Pay the Challan , enter the security code  and 

 Submit the file. 

 

 

 

 

 

 

 

 

 

 

 

 



                                                                                                                           
 

Document No: IHSMS-DD-TRAINING-A        Training Manual for IHSMS | Confidential | Page 565 of 594 
 

Figure 12: Paying Additional Fee 

 

 

 

 

 

 

 

 

 

Figure 13: Submitting the file 

2.1.21.1.6 DDH  login: (DDHChamba) 

1. In DDH Login, on the left side, select the drill-down button as RTI : 

(i) Click the Request list. 

(ii) Select your request number. (Ex. HP-HDS/RTI-216) 

 

 

 

 

 

 

 

 

Figure 14: Selecting Request File 
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2. Enter the Remarks and click Submit button to send the remarks to the applicant. 

 

 

 

 

 

 

 

 

Figure 15: Sending file to the Applicant with Remarks 
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2.1.21.1.7 Applicant Login 

1. Select and open your file and again submit it. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Figure 16: Resubmitting the file 
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2.1.21.1.8 DDH  login: (DDHChamba) 

1. In DDH Login, on the left side, select the drill-down button as RTI : 

(i) Click the Request list.  

(ii) Select your request number. (Ex. HP-HDS/RTI-216) 

(iii) Enter the Remarks. 

(iv) Enter the Captcha code and Submit the File. 

 

 

 

 

 

 

 

 

 

 
Figure 17: Submitting the File 
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2.1.21.1.9 Applicant Login: 1st Appeal 

1. Click 1st Appeal button to send the file to the Director of Department to obtain the 

 information.  

2. Now, enter the Security Code and click Submit button to send the file to the director. 
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Figure 18: Applicant’s First Appeal to the Director 

2.1.21.1.10 Director of Horticulture login 

1. Put the Remarks against Appeal to give the reply to an applicant. 

2. Click Initiate Meeting button to discuss with the applicant. 

3. Enter the necessary details.  

 

 

 

 

 

 

 

 

 

 

 

 

 

Figure 19: Initiating Meeting 

Here, director can close the meeting after discussion with the applicant. Director can take the action as 

Approved or Rejected.  
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Figure 20: Closing the meeting 

2.1.21.1.11 DDH login: (DDHChamba) 

 Open file and submit file to applicant. 

 

 

 

 

 

 

 

 

Figure 21: Submitting file to Applicant 

2.1.21.1.12 Applicant Login: 2nd Appeal 

1. Click 2nd Appeal button to send the file to the Chief Information Officer to reobtain the 

 information.  

2. Now, enter the Security Code and click Submit button to send the file to the director. 

 

 

 

 

 

 

 

 

 

Figure 22: Applicant’s 2
nd

 Appeal 
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2.1.21.1.13 CIC Login 

1. Put the Remarks against Appeal to give the reply to an applicant. 

2. Click Initiate Meeting button to discuss with the applicant. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
Figure 23: CIC Officer Initiating meeting with an applicant on his 2

nd
 Appeal 
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Here, CIC Officer can close the meeting after discussion with the applicant. CIC Officer can take the 

action as Approved or Rejected. File moves to the PIO officer-DDHChamba 

 

 

 

 

 
 
 

Figure 24: Closing the meeting 

2.1.21.1.14 DDH Login: (DDHChamba) 

1. Click Submit button to send the file to the applicant which is received from CIC Officer. 

 

 

 

 

 

 

 

 

 

 

 

 
Figure 25:  Submitting file to the Applicant after 2

nd
 Appeal 
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2.1.21.1.15 Applicant Login 

File closes after the 2nd appeal and it displays in the Applicant’s Login. 

 

 

 

 

 

 

 

 

 

 

 

 

 

Figure 26: Request File Closed 
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2.1.22 Grievance Redressal 

2.1.22.1.1 Creating Grievance Request: Applicant Login 

1. Open the HPHDS url http://192.168.1.215:2300/. 

2. Select Grievance and go to the Integrated Horticulture Scheme Management and Monitoring 

System (IHSMS) Login page. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Figure 27: IHSMS Login Page 

 

 

 

http://192.168.1.215:2300/
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3. Click Create New Request button to create the new Grievance request. 

4. Fill all the request details and submit to the block officer. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Figure 28: Creating New Request and Submitting File 
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2.1.22.1.2 HDO Sadar Login  

1. In HDO Sadar login, on the left side, select the drill-down button as Grievance : 

(iii) Click the Request List. 

(iv) Select your request number. (Ex. HP-HDS/Grievance-26) 

(v) Put the Grievance’s response in Reply Details, enter the Security Code and submit or 

send the file to the applicant. Here, HD Officer can also apply for the seek information 

from the next level officer. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
Figure 29: Grievance Response 
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2.1.22.1.3 Applicant Login: Reply Checking and First Stage Appeal Request 

Applicant can find his application in application’s list. 

1. Click your application number to check the reply from the next level authority (SMS BIU Login). 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Figure 30: Reply Checking and First Stage Appeal Request 
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2.1.22.1.4 Applicant Login: First Appeal 

Now, the user can see the current status of the grievance request file. Applicant can do the first Appeal 

on his closed file.  

1. Click Appeal and click ok to appeal the first stage of the file. 

2. Put the Reason for Appeal, enter the security code and Submit the file to the next level 

authority (Subject Matter Specialist - BIU). 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
Figure 31: Applicant’s 1

st
 Appeal (Stage 1

st
) 
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2.1.22.1.5 Subject Matter Specialist (BIU) Login: Lokesh Lohia 

1. In Subject Matter Specialist (BIU) Login, on the left side, select the drill-down button as 

Grievance : 

(i) Click the Request List. 

(ii) Select your request number in Pending list. (Ex. HP-HDS/Grievance-26) 

(iii) Enter the Grievance Response, Security Code and send the application to the Applicant. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Figure 32: Replying with Grievance response (Response on 1
st

 Stage Appeal) 

Here, Subject matter specialist can seek the information from the next level officer with the help of Seek 

Information button. 
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2.1.22.1.6 Applicant Login: Reply Checking and Second Stage Appeal Request 

1. Find your application in application’s list and check the Current Status of the file. 

2. Click your application number to check the reply from the next level authority (SMS BIU Login). 

 

 

 

 

 

 

 

 

 

 

 

Figure 33: Replay Checking and Second Stage Appeal Request 
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2.1.22.1.7 Applicant Login: Second Appeal 

Applicant can apply to the next stage –Stage 2.  

1. Go to the Request application list. 

2. Select your application and click OK to proceed further. 

3. Put your Grievance Request, enter Security Code and submit to the next level officer. 

 

 

 

 

 

 

 

 

 

  

 

 

 

 

 

 

 

 

 

 

 

Figure 34: Applicant’s Second Stage Appeal 



                                                                                                                           
 

Document No: IHSMS-DD-TRAINING-A        Training Manual for IHSMS | Confidential | Page 584 of 594 
 

2.1.22.1.8 Subject Matter Specialist (DIU): DDH Bilaspur Login 

1. In Subject Matter Specialist (DIU) Login, on the left side, select the drill-down button as 

Grievance : 

(i) Click the Request List. 

(ii) Select your request number in Pending list. (Ex. HP-HDS/Grievance-26) 

(iii) Enter the Grievance Response, Security Code and send the application to the Applicant. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Figure 35: Replying with Grievance response (Response on 2
nd

 Stage Appeal) 
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2.1.22.1.9 Applicant Login: Reply Checking and Third Stage Appeal Request 

Applicant can find his application in application’s list and can also see the Current Status of the file. 

1. Click your application number to check the reply from the next level authority (SMS DIU Login). 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Figure 36: Reply Checking and Third Stage Appeal Request 
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2.1.22.1.10 Applicant Login: Third Appeal 

Applicant can apply to the next stage –Stage 3.  

1. Go to the Request application list. 

2. Select your application and click OK to proceed further. 

3. Put your Grievance Request, enter Security Code and submit to the next level officer (Nodal 

Officer). 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
Figure 37: Applicant’s 3

rd
 Appeal (Stage 3

rd
) 
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2.1.22.1.11 Nodal Officer Login: (NodalOfficer1) 

1. In Nodal Officer login, on the left side, select the drill-down button as Grievance : 

(i) Click the Request List. 

(ii) Select your request number. (Ex. HP-HDS/Grievance-26) 

(iii) Put the Grievance’s response in Reply Details, enter the Security Code and submit or 

send the file to the applicant. Here, HD Officer can also apply for the seek information 

from the next level officer. 

 

 

 

 

 

 

 

 

 

 

Figure 38: Submitting Response 
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2.1.22.1.12 Applicant Login: Reply Checking and Fourth Stage Appeal Request 

1. Find your application in application’s list and check the Current Status of the file. 

2. Click your application number to check the reply from the next level authority (Nodal Officer1). 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Figure 39: Reply Checking and Fourth Stage Appeal Request 
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2.1.22.1.13 Applicant Login:  Fourth Appeal 

Applicant can apply to the next stage –Stage 4. 

1. Go to the Request application list. 

2. Select your application and click OK to proceed further. 

3. Put your Grievance Request, enter Security Code and Submit to the next level officer (Joint 

 Director of Horticulture). 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
Figure 40: Applicant’s 4

th
 Appeal (Stage 4

th
) 
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2.1.22.1.14 Joint Director’s Login: Ajay Dhiman  

(i) Select and Open the application number from the request List of the Grievance. 

(ii) Put the Grievance’s response in Reply Details, enter the Security Code and submit or 

send the file to the applicant.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Figure 41: Submitting Response 
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2.1.22.1.15 Applicant Login: Reply Checking and Sending Application to Director 

Applicant checks the reply and sends the file to the Director. 

 

 

 

 

 

 

 

 

 

Figure 42: Sending File to Director 
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2.1.22.1.16 Director Login: M L Dhiman 

(i) Open the Request application as shown highlighted in Figure 16. 

(ii) Enter the Grievance Response and Submit the file. 

 

 

 

 

 

 

 

 

  

 

 

 

 

 

 

Figure 43: Submitting File 

 

 

 

 

  



                                                                                                                           
 

Document No: IHSMS-DD-TRAINING-A        Training Manual for IHSMS | Confidential | Page 593 of 594 
 

2.1.22.1.17 Applicant Login 

Open the Application and check the response given by the Director. 

Grievance file is now closed. Applicant cannot appeal for the next Stage. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Figure 44: File Closed 

 


