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Introduction

Events Clearance System is a web based application which is used by an individual or
organizations to register and apply for the event registration to obtain event clearance
certificate from MHA. In general, the Event should be applied before 30 days. But in case
of Prior Reference Category (PRC) countries participants i.e. Afghanistan, Iraq, Pakistan,
Sudan, foreigners of Pakistani origin, Stateless persons, the Event should be applied before
60 days.

Applicant has to fill the event registration form which includes personal details, organizer
details, event details and funding details along with required documents.

There is a provision to save the application partially (in case applicant need to leave in
between), but once the application is submitted finally, there is no provision to modify the
event details, applicant can only make the request to cancel the event and extend the date
of the event.

Clearance certificate would be issued from MHA after verification.

General Instructions for Public

The organizers who want to organize International/National Events, first get registered
to get the User ID and Password.

To get registered click on Registration link on Home page or New user (Sign up) on Log
in page.

Already registered user can login by using their User ID and Password to do the further
communication about the events and get clearance from MHA.

Password must have minimum 8 characters and combination of atleast 1 uppercase
alphabet, 1 lowercase alphabet, 1 special character and 1 number.

Forget Password in case of user forgetting there password user can drop a email to
Demoforget-mha[at]gmail[dot]in .

Read instructions and notes carefully, shown on each web screen of online application.
Application for the Event should generally be made before 30 days of event. In case of
Prior Reference Category (PRC) Countries Participants i.e Afghanistan, Iraqg, Pakistan,
Sudan, foreigners of Pakistani origin, Stateless persons, the Application should be made
60 days prior to the Event.

Once application is finally submitted to MHA ,it can not be changed afterward. User can
change only partialy filled application at later stage before final submission.
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3  Getting Started

1. Click on any web browser (Internet Explorer, Google Chrome, Firefox Mozilla etc.)
available on the computer.

2. On the address bar please type URL https://conference.mha.gov.in/ and then press
“ENTER” key from your keyboard.

3. Then, the following Home page (Ref figure 1.1) of “International Events/Conferences “
website will open.

&« C () | & Secure | https;//conference.mha.gov.in

@2» ™ Click here for Registration

Ministry of Hcwwews

Clickhere | |nternatidnal Events/ Conferences
*

for Login ; T
Click on respective link to read

FAQ, Dos, Don’ts and User manual

Login  Registration FAQ Dos Don'ts User Manual

.....
GOVERNMENT OF INDIA
* “"STRY OF SKILL
TELOPMENT

! AND
— IPRENEURSHIP

Figure 1.1

4. Click on Login tab that will directed you on the Log in page of “Event Clearance System”
5. Click on Registration tab that will be basically first step for obtaining Event Clearance

Certificate.
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4 User Registration

After clicking on the ‘Registration’ tab in previous screen (Fig 1.1), following screen will be
displayed.

YRA PR TE T
GOVERNMENT OF INDIA  MINISTRY OF HOME AFFAIRS FOREIGNER DIVISION

INTERNATIONAL EVENTS/ CONFERENCES

ﬁ Login  Registration FAQ Dos Don'is

Registration

If you have filled the registration detail before but OTP not verified due to same reason, then click on OTP Verification link ta verify OTP. Otherwise click on New
User(Fresh Registration) link for registration.

New User (Registratior) S Click here for Registration

QTP Verification

Site Hosted & Maintained by National Informatics Centre Content provided by Ministry of Home Affairs Desizned, Developed and Hosted b

Figure 1.2

+ Steps:

1. Click on New User (Registration) link in above screen (Figure 1.2).

Registration Form for Organization and Individual will be same except organizer specific
details.
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After clicking on New User (Registration) link in previous screen, following window will be pop
on the screen.

Applicant need to
provide answers either
“Yes” or “No” by
clicking on respective
radio button.

* Any participants from the Afghanistan, Pakistan ,Iraq, Sudan, foreigners of Pakistani
origin and Stateless persons(PRC Category)

*Any participants of conferences /seminars/workshops are required to visit ‘Restricted" I
or ‘Protected’ areas in India, or areas affected by terrorism, militancy and extremism

etc. viz. Jammu & Kashmir and the North Eastern States({ Other than States of Manipur,

Mizoram and Nagaland) L [ —

23 oo

Click here to proceed

Note: Applicant must satisfy at least one condition given above by clicking on corresponding “Yes”
radio button in order to proceed on registration form screen. In case applicant click on “No” Radio
button and then click on Proceed button, a letter regarding eligibility of applicant will be displayed
on the screen as shown below (Fig 1.4).

Figure 1.3

* Any participants from the Pakistan ,Irag, Sudan, foreigners of Pakistani origin and

Stateless persons(PRC Category)

*Any participants of conferences /seminars/workshops are required to visit ‘Restricted” or ‘Protected”
areas In India, or areas affected by terrorism, militancy and extremism etc. viz. Jammu & Kashmir and
the North Eastern States ( Other than States of Manipur, Mizoram and Nagaland)

iC- If participant does not belong ta Afghanistan, Pakistan ,Irag, Sudan, foreigners of Pakistani origin and Stateless persons(PRC
Category) PRC or if participants are not required to visit ‘Restricted’ or ‘Protected’ areas in India, or areas affected by terrorism,
militancy and extremism etc. viz. Jammu & Kashmir and the North Eastern States( Other than States of Manipur, Mizoram and

Nagaland) then no need to be take prior permission.

2. Asper extant instructions, security/event clearance of Ministry of Home Affairs is required pnly in case
ane or bath of the following conditions are met:-

(a) Events invaiving participants from the Prior Reference Category (PRC) countries .. Afghanistan, Pakistan,
Irag, Sudtan, forelgners of Pakistani origin and Stateless persans.

(b} Events where participants are required to visit 'Restricted or 'Protected areas in India, or areas affected
by terrorism, militancy and extremism etc. viz. lammu & Kashmir and the North Eastern States (other than
the States of Manipur, Mizoram and Nagaland)

3. Ifthe event/conference attracts one or bath the above said provisions, only then a complete proposal
at least 30 days prior to the commencement of the event, mentioning the details of foreign participants as
indicated in the following format may be submitted online.

[SNo [Name of] Fathers /| Mationalit | Date of] Place of| Passport | Date & Place] Date of| Address |

Figure 1.4
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4.1 Registration Form (For Organization)

After clicking on Proceed button in previous screen, following screen of ‘Registration Form’
will be displayed. Now, fill up the registration form as given below

ﬁ Login  Registration FAQ Dos Don's  User Manual

Your User Id Will be Activated After MHA Review . Thankyou !

Registration Form

PERSONAL DETAIL
* Organizer Type *User d * Password * Confirm Password

Select Organizer

—Select Organizer Type— v

—
* Security Question * Security Answer * Sur Name * Given Name
type as —-Select Security Question— v
IIO rga nization’l * Date of Birth * Select Gender * Nationality * Designation
~Select Gender- v Afghanistan v
ORGANIZATION DETAIL
* Name “Type *TIN Number #1Is Registered in India
Government v —Select— v
. Dt —Select Organization Type—
* Registration Detai . .
4w Select Organization Type
CONTACT DETAIL L é::j;umw)sjd“.
Country Code Area Code Phone Number * Email 1d
Fi” the Registration * Country Code * Mobile Number * Enter Access Code Access Code Press refresh
. ~
Form and click on P1 PXSZy G button if “Access
“Submit” button —— [ soom | _— Code” is not clear
Enter Access Code here
Figure 1.5
+ Steps:

1. User need to select Organizer type as “Organization” from the drop down button in the
above screen under “Personal detail” sub section.

2. Fill up the requisite information in the form (i.e. Personal details, organization details,
Contact Details etc.)

3. Enter Access Code as shown in the image.(Ref figure-1.5)

4. Once user filled the Registration Form on behalf of an organization, click on “Submit”
button.

5. Userldand password will be approved and activated by MHA (Ministry of Home Affaire)
that will be intimated to user on his/her provided email id.
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4.2 Registration Form (For Individual)

An Individual who himself/herself is the organizer of event will fill up the Registration Form
as shown in below screen.

ﬁ Login  Registration FAQ Dos Don's  UserManual

Registration Form

PERSONAL DETAIL
* Organizer Type *Userld * Password * Confirm Password

Individual A

Select Organizer

* Security Question * Security Answer *5ur Name * Given Name

type as ”I nd |V|d ua I” ~Select Security Question— v

* Date of Birth * Select Gender * Nationality * Designation

—Select Gender- v India v

INDIVIDUAL DETAIL
* Given Name *Sur Name * Select Gender * PAN Number

--Select Gender— v

CONTACT DETAIL

Country Code Area Code Phone Number * Email Id
* Country Code * Mobile Number * Enter Access Code Access Code
.
F PBgP W ©

el > |
Fill the Registration

Form and Submit e ——

Figure 1.6

+ Steps:

1. User need to select Organizer type as “Individual” from the drop down button in the
above screen under “Personal detail” sub section.

. Fill up the requisite information in the form.

Enter Access Code as shown in the image.(Ref figure-1.6)

Once user filled the registration Form, click on “submit” button.

. User Name and Password will be approved and activated by MHA (Ministry of Home
Affaire) that will be intimated to user on his/her provided email id.

e WN

Note: Remember your ‘User id’ and ‘Password’ for future login on the Event Clearance System.
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OTP Verification

User need to verify his registered email id through OTP verification facility. Once user click on
OTP Verification link shown in Fig 1.2, following screen will be displayed (Fig 1.7). User will enter
his user id, OTP and access code and click on Confirm OTP button in order to verify his registered
email id provided at the time of filling user registration form.

< C 0 ‘@10‘25.200‘20/event,’Publ\c,OTP.aspx a % ¥

YRGTPR | TE HHAEd
GOVERNMENT OF INDIA  MINISTRY OF HOME AFFAIRS FOREIGNER DIVISION

¢ INTERNATIONAL EVENTS/ CONFERENCES

f} logn Regstaon FAQ  Dos  Donts  UserManual

Verify OTP
Click here to | ease er a1 tic s een et your et |
Please enter OTP which has been sent to your registered Email ID.
Resend OTP _EHIEW_USQI’F - _EntETOTF'_ - Enter Access Code Access Code
on reglstered Enter User ID Enter OTP Enter Access Code LTUA) Ms O
email id [ Gontem o1 |

\ Enter user id, OTP and access
Resend o1F code in respective boxes and

click on Confirm OTP button

Figure 1.7

User will click on Resend OTP link in case he has not received OTP on his registered email id.
After clicking on Resend OTP link a window will be pop up on the screen where he will be asked
to enter his user id. After click on Get OTP button, user will receive OTP on his registered email
id.

OTP

Please enter User Id.

Enter user id and click
on Get OTP button

Figure 1.8
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5 Logiln

Registered user can login by using their User ID and Passwordto Apply Online
communication about the events and get clearance from MHA.

YRATIR | TG HA0a
GOVERNMENT OF INDIA ~ MINISTRY OF HOME AFFAIRS FOREIGNER DIVISION

-/ INTERNATIONAL EVENTS/ CONFERENCES

ﬁ Login  Registration FAQ Dos Don'ts

Please Login to Enter

Enter User ID: Click here if “Access :
Instructions To Use:
Code” IS nOt Clear The argani; who want to organize Internatonal Events, first get
Enter Password: registers tthe User ID and Password.
l To get registered click on New User or Registration button.
Enter Access Code Access Code Already registered user can login by using their User ID and Password to
- ) do the further communication about the events and get clearance from
89XKFGs © s
1 1 get Password in case of user forgetting there password user can drop
New User(Sign Up)! dumm C||Ck hel’e |f nOt Inail to Demofarget-mha[at]gmail[dot]in .
I registered earlier
Enter user id, Password, Access code
and then CliCk on “login” button. fnt provided by Ministry of Home Affairs Designed, Developed and Hested by National Informat

Figure 1.9

+ Steps:

1. Read “Instruction To Use” carefully.

2. Click on “Login” tab given on the homepage of website(Ref figure 1.1)

3. Login page will be open as show in above (Ref figure 1.9.)

4. Enter user name & password, provided while filling up the registration form.
5. Enter the Access Code as displayed on the Login form.

6. Click on “Login” button.
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After successful Log in, following screen will be displayed.

YRT ISR | T HAed
GOVERNMENT OF INDIA  MINISTRY OF HOME AFFAIRS FOREIGNER DIVISION

INTERNATIONAL EVENTS/ CONFERENCES

| crergraners | g |

Event List

Click here to Apply New Event! — CIICk here to apply for new Event

Site Hosted & Maintained by National Informatics Cenire Gontent provided by Ministry of Home Afairs

Figure 1.10

Once user/applicant click on “Click here to Apply New Event” link, a pop up window will be
displayed on the screen.

1= =1 Applicant need to

* Any participants from the Afghanistan, Pakistan Iraq, Sudan, foreigners of Pakistani origin and e o I prOVi de answers
Stateless persons{PRC Category) | v n . “ ” “ ”
either “Yes” or “No

*Any participants of conferences /seminars/workshops are required to visit ‘Restricted’ or ‘Protected’ I o (o] I by CI ICkI ng O n
areas in India, or areas affected by terrorism, militancy and extremism etc. viz. Jammu & Kashmir and

the North Eastern States{ Other than States of Manipur, Mizoram and Nagaland) I =L I res pect|Ve ra d I 0

— Click here to proceed

Note: Applicant must satisfy at least one condition given above by clicking on corresponding “Yes”
radio button in order to proceed for Online Event Application Form.

Figure 1.11
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6 Online Application Form
Online Event Application Form is divided into 5 main sections.

1. Organizer Details 2. Event and participant List 3. Funding Details
4. Upload Documents 5. Submit application

Each section will be displayed on the screen under their respective tab.

6.1 Organizer Detail

The first tab after log in is “Organizer Details” as shown in below screen (ref. figure-1.6). User can
update organizer’s address and contact details while filling online application for event
registration.

WG TFH G HATET
GOVERNMENT OF INDIA  MINISTRY OF HOME AFFAIRS FOREIGNER DIVISION

' INTERNATIONAL EVENTS/ CONFERENCES

Eventlist OrganzerDetsd  Event&ParicpantDetsi  FundingDetail  Upkad Documents  Final Submit

Data has been updated successfully.

Organizer Detail
Organizer Type
Individual v
INDIVIDUAL DETAIL
Given Name Sur Name Selact Gendar * PAN Number
Nitin Sharma Male v POOMHI878D
ADDRESS DETAIL
House No/Flot No Address Locality * City
Enter/update 1234 abe sbe Delhi
. Country State District *Pin/ Zip code
Organizer b || oa | oani v oo
Detalls and CONTACT DETAIL
Country Code Email Id
click on . hahcom
d d Country Cade rea Phone Number .
update data - — —— Click here to
button N , go to Next

tab
Figure 1.12

+ Steps:

1. Fill up/update the requisite information fields under “Organizer Details” tab in above
screen (ref figure-1.6).

2. Now, Click on “Update Data” button.

3. Message “Data has been saved successfully” will be displayed in case information is
updated successfully.

4. Click on next button icon to go on next tab.
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6.2 Event and Participant Details

After Clicking on next button in previous screen (Ref figure-1.12), below screen will be
displayed under “Event and participant Details” tab as shown below (Ref. figure-1.13).

Cvpanizer Detsl  Dvent & Parscipent Dotall  Funding Dotsd Uplond Documants.  Final Satims

Event Detail

EVENT DETAIL

MIOTE | A
Afgha
* Mame

Select nature of event
by click on drop down
button

I *Mature
poats Event

Enter Event and
venue details & Click

W/ hetheer e swent it proponed (o be heid in Bes sat
I Appron inian Detegaies Appron ngernatensl Detegates

Figure 1.13

on “Save” button

+ Steps

1. Fill up the requisite information in the form under ‘Event Detail’

2. Specify nature of the event by selecting suitable entry from drop down list i.e.
Conference

Religious

Seminar

Sports Event

Workshop

AN NN RN

3. Once all details of event and venue are filled in their respective fields, click on “Save”
button.
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Note: Application for the Event should generally be made before 30 days of Event. In case of Prior Reference
Category (PRC) Countries Participants i.e. Afghanistan, Iraq, Pakistan, Sudan, foreigners of Pakistani origin, Stateless
persons, the Application should be made 60 days prior to the Event.

6.3 Upload PRC/NON PRC Participant List

Participant list is of two types

+ Prior Reference Category (PRC): Participant from Afghanistan, Iraq, Pakistan, Sudan,
foreigners of Pakistani origin and Stateless persons come under this category.

PRC list of participants will be uploaded by user in any nature of event.

+ Non Prior Reference Category (Non PRC): Participant of Countries other than PRC
Countries comes under this category.

Evan Det

VENUE DETAIL

Click on “update”

button to save any e i

update under event Click here to download

details ~ [ vt the Participant Sample

= list.

Imkﬁ d . Click here to

. . Click on “yes” radio button in case .

Select List type emezeemeenee | DATicinants from PRC Categorv upload PRC list
PRC/Non PRC ’ 'J
Click here to Click here to
— L2 go next

Figure 1.14
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E Home | Insert  Pagelayout  Formulas  Data  Review  View  Developer  LoadTest 2@ =&

= % cut M- ShiwrepTed General - H 34 34 ;‘ : ’ &

23 Copy - & Fin -

Cell Format Find &
 Format Painter Shilac - &2 Clear Select ~
Clipboard Font

Number is Editing

K21 - £ Enter the details of -

Calibri 12 - A A =

Faste U~ E S A $ - % o | %% | Conditional Format

Participants as required. | 3

Convert To XML } I I

- [ Father or Hushand Name Date of Birth _ Place of Birth Nationali Port Number _Date of Issue Place of Issue Date of Expiry_Online Visa Application No _ Address is Country of Residence
ABC ABC 01-02-1991 |ABC AT 12-12-1995|ABC 12-12-2045)|123456 |Acbc

&
4

W 4 b | Sheetl /¥J 4
Ready | 4 | = M| s (- +,

v

Figure 1.15

E Home | Insert  Pagelayout  Formulas  Data  Review  View  Developer  LoadTest c@o &

C B 3 il o

=Bt
; § - % » | %3 | Conditonsl Format Cell Format Find &

Calibri T2 AN

=" Wrap Text General -

l U~ S A

J Format Painter
Clipboard Font Alignf

a copy ~
S | Formatting - as Table * styles ~ 2 Clear - Select~

Click here to : Editing
K21 - § -

Convert File to e H I

Paste

Convert To XML

123456

L

2

3

Al Husband Name Dat and Passport Number _ Date of Issue Pl ry Address is C
5

6

7

a1
42
43

M 4 » M| Sheetl =] 4 »
Ready | B3 | |l e (= +,
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Figure 1.16

+ Steps
1. Select the List type (PRC/Non PRC).
2. Download the sample participant list.
3. Open the excel file and fill the participants details in the list (Fig. 1.15).
4. Afterfilling the details as given in the Excel Sheet, Click in the above given button Convert

To XML (Fig. 1.16).
The file will be saved on the user desktop location.

6. Click on Choose file button to browse PRC list of participants in Xml file format saved
on the desktop.

7. Click on upload button to upload the selected list/ file.

8. Once PRC/Non PRC list is uploaded successfully, it will be displayed on the last sub
section of screen. The screen is shown below.

Upload PRC Participant list
Click here to download PRC Participant list Sample file

*Is there any participant from Prior Reference Category(PRC) Countries i.e Afghanistan, Irag, Pakistan, Sudan, foreigners of Pakistani origin and Stateless
>

Uploaded PRC List

* Please Select the List Type

* Upload the Participant List Choose File | No i hosen Maximum 2MB and only XML file :]

allowed

sl No List Type View Document Delete

1 PRC List View Document n

Figure 1.17

9. Click on next button icon to go on next tab .
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6.4 Funding Details

After clicking on next button in previous screen (Figure 1.17) new screen will be opened under
Funding Details tab. User will enter details like funding type, funding source, name of
organization, address etc.

INTERNATIONAL EVENTS/ CONFERENCES

i

Eventlist Organizer Detail ~ Event & Participant Detail  Funding Detail ~ Upload Documents  Final Submit

m 236000792017
Funding Detalil
* Funding Type *Funding Organization Type *Funding Source * Name of the Organization
--Select- v - Select Organization Type- ¥ - Select Funding Source - v
ADDRESS OF THE FUNDING ORGANIZATION
* Building Name * Locality *City
Enter Fundlng * Country State District . *Pin/ Zip code Click here tO
. -- Select Country - v — Select State — v --Select District— v
Details and Click here to upload delgte record .of
i “ H ved in format onl !
click on “Save Upload Funding Authority Approval Document Ghoos File | No ile chosen fundlng thuﬂpfdjﬁxtvu d in PDF format only pa rthUla.r fU.ndlnE‘
Data” button | mh "W |Approval Document. organization
sl No Funding Organization  Funding Type Funding Organization Address View Document Delete /
Type 1
1 Mon-Govemment Fully XVZ lid Abz Building Delhi Delhi Delhi-| Dehi Indis- | View Document n
Click here to view
4 3
uploaded | .

Figure 1.18

Funding type can be fully or partial. It is possible that multiple organizations (domestic/
international) are funding for the same event. User can enter multiple funding organization here
along with uploading of funding authority approval document of respective organization.

+ Steps
1. User will fill up the requisite information in the form.
2. User will upload the funding Authority Approval Document of respective organization.
3. Now, User will save the funding details by clicking on Save Data button
4. Records of each funding Organization for a particular event will be shown in the table

on lower part of the screen.
5. Click on next button icon to go on next tab.

Note: In Case of Self-Funding (Funding Organization Type) the address details are not required.
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6.5 Upload Documents

After clicking on next button in previous screen, user will be directed to Upload Document
screen. Based on the nature of event, user will upload here the copy of the clearance/approval
recomedation letter from ministry or any other government agencies. i.e

=  MEA(Ministry of External Affairs) Political Clearance
= QOther approval obtained from any government agency
= Approval letter from Ministry of Youth Affairs & Sports (Mandatory for sports event only)

YRA TSR 7[g HAad
GOVERNMENT OF INDIA  MINISTRY OF HOME AFFAIRS FOREIGNER DIVISION

INTERNATIONAL EVENTS/ CONFERENCES

Event List  Crganizer Detail Event & Participant Detail  Funding Detail  Upload Documents Final Submit

CIETIID oshooor12017 Click here to select

document for upload

Click here to
l Upload Documents upload document
1. MEA Political Clearance Choose File | No file chosen Upload Kdlhe(upyDFMEAPn\it'\:al(\earanceinPDFFnrmat
: =
Click here to select B
document for upload
2. Other Approval offlBBE | Ghoose File | No file chosen Upload the copy of Appraval Letter from Ministry of
from any Government BLill  Youth Affairs and Sports in PDF Format
Agency
=
P
3. Approval Letter from View Document  Remove, Upload the copy of Other Approval obtained from any
Ministry of Youth Affairs Remarks Government Agency in PDF Format
and Sports :
Click here to remove
4 »
uploaded document

Sita Hosied & Maintsined by Nafional Informaics Cantre Content provided by Ministry of Home Affairs Desig

Figure 1.19

+ Steps:

1. Click on “Choose File” button in above screen (ref. figure-1.19) to browse and select
letter/document from the system

2. Click on “Upload” button to upload the letter/document.

User can also remove the already uploaded file by clicking on “Remove” Button.

4. Click on next button icon to go to next screen.

w
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6.6 Final Submit

After clicking on next button in previous screen, user will be directed to Final Submit tab

screen. Screen is shown below:

[ Event 1d : RS gENT
Final Submit
eview the application and Click on the Final Submit button to complete the process

'ORGANIZER DETAIL

EVENT DETAIL

EVENT DURATION

B

Click here to

submit self- s — =— ——
declaration and [ Review application
undertaking — 1 horelay declare that the Infarmatian farnished sbove b true and ffrest. and then C“Ck on

Figure 1.20

+ Steps

1. User will review and verify the application content before final submission.
2. User will give self declaration and undertaking by clicking on check box.
3. Finally user will click on “Final Submitt” button

Note: Once application is finally submitted to MHA ,it can not be changed afterward. User can
change only partialy filled application at later stage before final submission.
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7 Print Application

After final submission of application in previous screen, user is now able to print the application

in below screen.

g INTERNATIUNAL EVENTY GUNFERENGED -

‘ORGANIZER DETAIL

Click on “print
Application”

button to ——— _—
generate the T
application in = = = e
p rintable DECLARATION AN UNDERTANING
format —

Figure 1.21

+ Steps

1. Click on “Print Application” button to generate the application in the printable format.
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After clicking on “Print Application” button in previous screen, application will be generated and

displayed on screen in printable format

ApplicationPrint.aspx

Organizer Detail:

as show in below screen

Ministry of Home Affairs

Foreigners Division

Event Id : 09N000712017

Organizer Type:
Name :

Gender

PAN Number:
Address:
Building Name:
Locality:
Country:

State:

District :
Pin/Zip Code:
Phone Number:
Mobile Number:
Email ID:

POOMHISTSD
123

abe

abe

India

Dethi

Dethit

110001
+91-011.58989898
+91.9898958898

hih.com.

Event Detail:

Name of Event:
Subject of Event:
Purpose of Event
Nature of Event:
Duration of the Event:
Address:

Phone Number:

held in arcas covered un
protectedrestricted inney
regime cte.? :

persons? :

Whether the event is proposed to be

Approx. Indian Delegates:
Approx. International Delegates:

Sanskets 16
Sanskests Event

adad

Sports Event

16 Nov 2017 to 23 Noy 2017

aedfs asdsa sadsa Bellary Kamatska Indis-
131321

9101179797797
No

r line

236
s6

Ye

Funding Detail

S [ Fundin
No. |Source™

Crpaataion
it

|

anizati | Address

[ [ Domeste | Govermment

Treiy [t [ ot Avitabie

Figure 1.22

Page 21




Public User Guide for Event Clearance
8 EventList

User can perform the following task under Event List

1. Check Event Application Status.

2. Complete the Partial filled application.

3. Apply for extenstion.

4. Communication with MHA(Through Message) for cancellation of Event or any other
reason.

5. Apply for new Event.

INTERNATIONAL EVENTS/ CONFERENCES

Check current MHA File status CliC! Here !or
Event List “ sending message

Complete Applications l to M HA

Sr.No Organizer Event Name Event Duration Application Type MHA File status Message

Nitin asda 10 Nov 2017 to 30 Nov 2017 Application Under Process n
2 Nitin Sanskriti 16 6 Nov 2017 to 23 Nov 2017 Application uUnder Process “
3 Nitin Mew Event1 30 Dee 2017 to 30 Dec 2017 Gancellation Under Process n Cllck here tO

edit application

In-Complete Applications

Sr.No Organizer Event Name Event Duration Application status Edit /

Nitin Sharma Sports Mela 31 Dec 2017 to 31 Dec 2017 in Complete

Click here to Apply New Event!

“», | Click here to apply for new Event
1
Figure 1.23

+ Steps:

1. User log into the Event Clearance System by his/her user name password.

2. Event list will be displayed immideate after log in.

3. MHA File status for all event applications will be displayed under “Complete Applications”
table in above screen(Ref. figure 1.23)

4. User can also edit and complete his/her incomplete application by clicking on “edit”
button under In-complete applications table.

5. Click on “Click here to Apply New Event” link shown at the bottom of the above screen.
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9 Communication with MHA for Cancellation or any Other Reason

After clicking on Message button shown in previous screen ,below screen will be displayed(ref
figure-1.24). Here user can communicate with MHA in case of Event Cancellation or any other
reason for a perticular event. User can also raise request to MHA for the extension of event date
in case there is any change.

YR IRPR | g AT
GOVERNMENT OF INDIA  MINISTRY OF HOME AFFAIRS FOREIGNER DIVISION

5 INTERNATIONAL EVENTS/ CONFERENCES

Messages of asda Event

1 From : nitin Remarks : Fresh Application Applied Successfully. 29 Nov 2017 1:05 PM

Se|eCt message Compose/Send Message

type as llcancell_ To Extend the Event Date click here :- Extend Date
ation” or “other” 2 ¢ Enter message/

* Message Type * Message/Remark
\ ~ Select Message Type v 4 Rema rks here

Upload Document if any other you want to
upload

e 21 | Click here for \ Choose file to

Choose Fils | No file chosen Maximum 2 ME Allowed in PDF Format

Click here to event date upload
send Message extension
I

‘Sfi Hocted & Maintained by Nalional Informatios Genire Conten provided by MinksBy af Home Aflals Decigned, Developed and Hosted b

Figure 1.24
+ Steps:

1. Select Message type as “Cancellation of Event” or “Other’ by clicking on “Message Type”
Drop down button under “Compose/ Send Message” sub section of the screen(ref figure
1.24).

Enter Message/ Remark in the text box.

Click on “Choose File” button to browse and select the file(pdf) for upload.

Click on “Send” button

In case there is need to extend event date and duration, click on “Extend Date” link.

nnhwnN
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10 Extend Date of Event

After clicking on “Extend Date” link in previous screen, following screen will be displayed.
From here user can send message to the MHA for the extension of event date/duration.

URTTWPR 5 HId
GOVERNMENT OF INDIA ~ MINISTRY OF HOME AFFAIRS FOREIGNER DIVISION

INTERNATIONAL EVENTS/ CONFERENCES

s 17q
Eventlist  Application Detail ~ Message

IMiessages of asda Event

1. From : nitin Remarks : Fresh Application Applied Successfully. 29 Nov 2017 1:05 PM

Compose/Send Message

*Event Duration from *Event Duration to

Enter extended
date of event | W e

Upload Document if any other you want to Chooss il | No file chosen Maximum 2 M8 Allowed in PDF Format
upload I

Click here to | weh EX Enter reason Choose file to

send message to extend upload

Figure 1.25

+ Steps:

1. Enter Event Duration (From date, to date).

2. Enter Remarks/messages to extend the Event date in the text box

3. Click on “Choose File” button to upload any supporting document.

4. Click on “Send” button to send the message, other wise clik on “cancel” button.
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11 Change Password

Once user log in to the application, “Change Password” button will be visible to him/her
on top right corner of each screen (Ref figure 1.26).

VTR T Click here to change password

GOVERNMENT OF INDIA  MINISTRY OF HOME AFFAIRS FOREIGNER DIVISION

{7 INTERNATIONAL EVENTS/ CONFERENCES l'

EX=IE3

Eventlist  Ovganizer Detal  Event & Pariicipant Detail ~ Funding Detail ~ Upload Documents  Final Submit

Figure 1.26

After clicking on “Change Password” , the following screen will be pop up on screen.

Change Password

CHANGE PASSWORD LOGOUT

“ Confirm New Password

Submit

Password Changed Successfully

Figure 1.27

4+ Steps:

=

Enter old Password, New Password and Confirm Password in respective text boxes.
Click on Submit button to change password

3. Password must have minimum 8 characters and combination of atleast 1 uppercase
alphabet, 1 lowercase alphabet, 1 special character and 1 number.

N
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12 Logout

“Logout” button will be visible to user on each screen of online event clearance system.
User can click on Logout button on top right corner of each screen as show in below
screen.

VRATRIR | g Click here to log out
GOVERAMAENT OFINDIA  MINITRY OF HOME AFFAIS FOREIGNER DVSION

/ INTERNATIONAL EVENTS/ CONFERENCES

EvenlList  OmganizerDelal  Event&Paricipant Detal  Funding Detal  Upload Documents  Final Subrit

Figure 1.28

User will be exit from the Event Clearance System after clicking on Logout button
following screen will be displayed to user.

Thanks for using Event Clearence Application Online Services

You have successfully logged out

Click here to login

Figure 1.29
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