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The Unified Shram Suvidha Portal is developed to facilitate reporting of Inspections, and submission
of Returns. The agencies and establishment will be able to register & apply for ESIC and EPFO. This
document illustrates registration process for the user / establishment and registration process for

ESIC and EPFO.

This manual is intended for the use of Registered Users who wants to register with EPFO".

Enter site URL in the address bar of your internet browser and press enter key.

Login screen will be displayed.

e To login with USSP, enter User Id and Password, enter verification code as displayed and

click m

o Click mto rearrange all the details you have written in login form,

AR mm
STMANITICS I B | Ergeninge - o loge o Epa i

[ TR

g-ﬁlﬂ
2 SHRAM SUVIDHA =

Enter User Id, Password and Verification Code as displayed

Logn wm {5

L]

el

Click to sign in

Figure 2-1

! Employees' Provident Fund Organization
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User can sign up / register in two ways:

& Create your Unified Shram Suvidha Portal Account {Sign Up) lin

Click k
Or click ¥ cignlp link given on top right side corner of the login page
AR AT e (e Crgarirghsh = | Lol
[T
et Finim W 179 L)
g SHRAM SUVIDHA -E——i-*
(i me S5 Click to
signup
A
L wr g
oy P, s e w:
Click to sign up Encs
dCmmae mne o] Spomen Sumidte covigl Aroies [Ean Ui
Attt n ke Ll

Figure 2-2

To sign up enter the following details:
e Name

e Email

o 10 Digit Mobile No

e Verification Code as displayed

SIGN UP
o Click to create your account
RESET
o Click to rearrange all the details you have written in login form
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2.2 Forgot Password

) Forgot Passwaord
Click of’

in case of forgotten password
Enter the following details:

e  Enter your User ID

e Verification Code

. Clickmtosubmitthedetails
. CIickmtodiscardaction

Farget Pazsward

Rt s b i #

iy dains resm Clish hars ot dipes L |0
i e 1

Click to discard

Click to get password action

Figure 2-3
The following message will be displayed:

The Password reset verification link has been sent to your registered email 10, Kindly
access your email 1D to reset your Password. You have 24 hours to complete the

request.
Click to close the message %

Figure 2-4
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3 Home Page/Dashboard

W
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Figure 3-1

Dashboard displays:

o - Dashboard
e— Language selection

e-switch role (you can select role if multiple roles are assigned)

o-logout
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e-Know your minimum wages

o-Menu
e-Registration Forms
9- Forms under process
@—Linked establishments
O—Notifications

4 Logged —In User Information

? English/English » ‘

[ [
Taral v ‘ﬁ Switch Role ~ | (#Sign Out
|

Home | Know Your LIN | Know Your Minimum Wage

4.1 Language Section

o  Click the language dropdown menu

English, Hindi, and G

Figure 4-1

English/English

to change the languagei.e. in
ujarati or any other regional language.

? English/English

[ [
Taral w ‘ﬁ Switch Role ~ | (#Sign Out
|

Click to change language }IN | Know Your Minimum Wage

~—

Unified Shram Seva Portal

Figure 4-2
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4.2 Logged-In User

JEIG:1N Registered User o

o Click to get the login user details, to change password and

update profile and assign default role

9 English/English ‘ Taral 8% Switch Role v (= Sign Out

Taral Click to get the login user details, to change
taral.oza@silvertouch.com password and update profile

Change Password

Update Profile

Assign Default Role m

Figure 4-3
4.3 Switch User
ﬁ Switch Role s
e Click to switch user role
Q coocain s « {88 switch Role ] @ sign Out
+ lLabour Bureau - [ Inspector?
Click to switch user role  jum Wage

Figure 4-4
e Select available Roles assigned to you to change Role activities

4.4 Sign Out

C [me Sign Ot
ck

Cli to sign out from the system

? English/English Taral w ﬁ' Switch Role w [llnSin Out

Figure 4-5 r—t [N
Click to sign out
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5 Header Options

Home | Know Your LIN | Know Your Minimum Wage

Figure 5-1

5.1 Home
~ Home |
Click to go to go to Dashboard/Home

[

? English/English ~ ‘ QELG N Registerad User B ﬁSwitch Rale ~ ![#Sign Out
|

Click to go to Home] | Know Your LIN | Know Your Minimum Wage

dashboard/home

Figure 5-2

5.2 Know Your LIN
Know Your Lin

Click

to know your LIN

To get your LIN enter the following details:

e Establishment Name

e  Sdlect Country from dropdown menu

o Sdect Sate from dropdown menu

o Sdect District from dropdown menu

o Locality/City/Village/Town

e Premise Number/Name

e Sub Locality/Street/Colony Name\

You can also get your LIN by entering following details

o  Select your Identifier registered with LIN from dropdown menu

e Enter Values of selected |dentifier

Unified Shram Seva Portal
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e Verification Code

Click Skl to get the LIN

) CAMNCEL
Click to cancel all the changes

KHETE ‘¥R LAETHIR ATERTEFRCATI O FIWBIR

E s alanberyn Ry TR e | 1T ] 0 T e i
=T ey I..| BN i i _..i

Lol 5 Thp ™ Elags — Pietear MamheaMame: L
A Frmmi ’ 1258

Saits Lol T
Aoy Rarrar

1

Sefe<t pouricmifsr i -|- Emier Ylunn ol selemed | 177 .
rEE e sdrn LR - wirmidier

N arldiiees Toda ) _:

FyIra e n Tt sl oy on | a L] EERTrsnd Vol LEbonr &0 R o Farms| I'|"|'l Click to get LI N

Click to cancel

Figure 5-3

Note: If user has not registered your establishment with Labour Identification Number, then Login
or Sign Up for Unified Shram Suvidha Portal account for LIN Registration.

6 Manage Profile

After successful login, registered user can navigate to Manage profile page. This page allows
register user to view and modify his/her personal profile.

There are two ways to manage profile

¢ You can go to top where the login user information is displayed and click

Fegistered Uszer B

Click'
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? English/English ‘ Taral v EﬁSWitch Role « ‘[-IrSJEn Out

Taral

taral_oza@silvertouch.com

| Know Your Minimum Wage

Change Password

Update Profile Click to update profile

Assign Default Role

Figure 6-1

In manage profile there are four tabs as follows:

e Personal Details

o Update Address

e Update eContacts

e Update Identifiers

= Home e nags P rofis

Mamage Profike

[m Updae Addess Updace oContaos Wpdane sesdificrs ]

i foral Update your Profile Pichure

Booe Thes Picmne shogd be n [PEG or PMG forman, i shaukd nop be

Dama af Hime [ LRSS I m o Dhaley FCESh plmal
Il
Maronaing:” Orar i=
O Hanoaainy-* Carvardian
[ T LI bamuain ey
e K Selecea Pridse rom yeur compuser

e T |

|.
Figure 6-2
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Personal Details
Click tab to manage the personal details with profile picture

Enter the following information:

¢ Name

e Select Date of Birth by clicking on icon

o Nationality

e Select Gender by clicking on radio button; * * = Farmbs

o Click Registered as EA Employee checkbox if you want to register as EA Employee

e To update profile picture click SELECT A PHOTO FROM YOUR COMPUTER ;4

Note: The picture should be in JPEG or PNG format with maximum of 250X250 pixels.

e Click Mto update personal details
e Click Mto close manage profile page
e Click to continue with next tab

The following message will be displayed:

Unified Shram Seva Portal Page 13 of 54
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Click to update

Figure 6-3

6.2 Update Address

Update Address L
Click

o update address
Enter the following information:
Name will be displayed automatically

e Sdect Country from dropdown menu

o Sdect Sate from dropdown menu

e Premise Number/Name

e Sub Locality/Street/Colony Name

o Locality/City/Village/Town

e Sdect District from dropdown menu

e Area Code/Pin Code

e Geographical co-ordinates

Use Google Map@Q
Click to get the Geographical co-ordinates for entered address from

Google maps. System fetches the Latitude and Longitude automatically.

Unified Shram Seva Portal Page 14 of 54
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Figure 6-4

e Click MO update address details

e Click Mto close manage address detail page
o Clickmto move to next tab

B e |
o Orclick to move back to previous tab

The following message will be displayed:

«” Profile updated successfully.

6.3 Update eContacts

Update Address
Click to update contacts

To update contacts enter the following information:
e By default the name of logged-in user name will be displayed automatically

o Select eContact from dropdown menu

Unified Shram Seva Portal Page 15 of 54
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o Enter value according to eContact you have selected

6.3.1 Add eContacts

Update eContacts
Click to add eContacts

Add

e Click to add eContact

e Click m to rearrange all the details you have written update eContacts form

= paims v Banape Frofe

Mare Frofile

Persoial Doy Updare address QRS aREt® | Click to add eContacts

Ward Taral

eren g sampe = B E@é Click to rearrange all the details

Srka eomgEn Tae walue S Primany COnTaL

k| E-blaal Caial . agR gk ToWC T Caim Weaifiio Py

Figure 6-5

6.3.2 List eContact

The details will be displayed with following column headings:
e . No.
o eContact Type
e Value
e Satus:
0 Verified: Thisstatus will be displayed if eContact verified by you

0 Unverified: This status will be displayed if eContact isnot verified by you

Unified Shram Seva Portal Page 16 of 54
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e Primary Contact

0 Primary: The eContact will be displayed as primary contact if you user makes it primary

= ppans W e Peoiile

Manape Prafile

Personald Doty Ulpclaos Addreqs, BITAETAC T KTasl  Lindote kenaifine

Marva: Taral

Mo eCnnmEcn Typs W B PGy CHLic

T [l oo e DO, CO FEnIEd Frrany

Figure 6-6

6.3.3 Dedlete e-contact

Click m to delete eContact

The following message will be displayed:

Delete eContact m

Are you sure want to continue with this

action?

Click to delete eContacts L

Figure 6-7

Ok
Click - to delete the eContact

The following message will be displayed:

& eContact record deleted successfully.
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6.34 Veify e-Contact

Veri
e Click to verify eContact

Verify eContact B

Are you sure want to continue with this

Click to verifv eContacts Eﬁ

Figure 6-8

action?

Ok
e Click - to verify eContact

e Thefollowing message will be displayed:

Email Verification m

The Email verification link has been sent to your email ID, Kindly access

your email ID to verify your email ID b
Figure 6-9

The Email verification link has been sent to the registered user’s email ID, Access your email id and

verifies your email ID

User will get the following email from the system

Page 18 of 54
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Dear Pranar Rana,
Welcome to Unified Shratm Suvidha Portall
Tharlk o for registering for your new Shram Suvidha account

Wie are very delighted that wou are now linked with us, to confirm your registration and to set

htip:/¥14.141 3621 2/usspuserfverifiregister?
key=FyBIEVES ZpwAtOLoKjx91 NerRIMzh6 &u=Mjsx Click to verifv

About Unified Shram Suwvidha Portal:

This Potrtal is an initiative by Mlinistiy of Labour and Employment, Gowt. of India, will facilitate
eage of reporting at one place for vatious Labour Laws, filing e-Returns, consolidated information
of Labour Inspection and its enforcement. Kindly refer this service to your known soutces so
that more users can register and avail services related to labour and employment sector.

Thanlk you!

Shram Suvidha Portal Team
Ministry of Labour and Employment,
Government of India

(This is an auto-generated mail kindly do not reply back.)

COMFIDEMNTIALITY INFORMATION AMD DISCLAIMER:

This email message and its attachments may contain confidential, proprietary or legally
privileged information and is intended solely for the use of the individual or entity to whorn
it is addressed. If you have erroneously received this message, please delete it
immediately and notify through feedback link Click Here. If you are not the intended
recipient of the email message you should not disseminate, distribute or copy this e-mail.
If yvou are getting emails like this continuously and wish to unsubscribe your mohile
nurnber on Fortal, then please click here Click Here. E-mail transmission cannot be
guaranteed to be secure or error-free as information could be intercepted, corrupted, lost,
destroyed, incomplete or contain viruses and the Ministry of Labour and Employment,
Govt nf India accents no lighility for any darmane caused by the limitatinns of the e-mail
Figure 6-10

hiip:/14.141 36212/ ussp/userverifiregisier?
Click key=FBIEVH Zpw AtOLoEKjx0 ] NerRTAzho Su=R1jAx

link to verify email ID
System displays message on successful verification as:

+" Email ID verified successfully.
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PerSONE DeEls  Updae Acoress [URAISURERTTTESRTS (gl Kleners

Verified Status

i Tarm!
e TR Comacrean i [
Sreio.  eCnnac Tepe wialiar frans Prirmary Caemac
i F-hhla CATHTTHIAERS I o™ C34m i PR
| m 2 Ewa SR TR Com varited |

Figure 6-11

6.3.5 MakePrimary

Make Primary
Select record and click to mark specific eContact as “Primary” contact

PerSONE DeEls  Updae Acoress [URAISURERTTTESRTS (gl Kleners

MamE- Tara!

s E| : L md Click to make eContacts primary
Srmo. el P il Cosadt
i F-hhla CATHTTHIAERS I o™ C34m Wi e
L] i £-Wiail ST S TR e LA T o

Figure 6-12
The following message will be displayed:

Make Primary eContact B

Are you sure want to continue with this

action?
Click to make
eContacts primary

Figure 6-13

Ok
Click - to verify eContact. System displays message on updating the primary eContact:
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«” Primary Contact updared successfully.

The status will be changed as verified for that particular eContact

arip  alenrace Type value STanEE rimary Conace

i Pl el e p b b |

5] 1 rELdiE LT wg wiilatl Pl

I ) )
Click m to move to the next tab

6.4 Update ldentifiers

User can use ID card as identifier like Adhaar No, Driving License, Insured Person No., Pan, Passport
No, UAN, and Voter Id No.

Figure 6-14

6.4.1 Add Identifier

Update Identifiers
Click to update Identifiers:

= Home o+ Manage Probie

Manage Prafile

Personad Demie  ipcsie Roddress  Upadace eConcsors EIRGETR LTS BEEo &

hlamse Taial

AT T mens G cars=

ik il T T Waduar Beairre of Wlenifices
Tk
D' Lewroe

Bk PRt h
srarie Presios

£

=Tl ST AR i Taral

Papare Ho
Liregsrnal 8 rone e Flrmner

i

Figure 6-15
Enter the following information to update identifiers

e Name

e  Sdect |dentifier

Page 21 of 54
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Identifier Value

e Nameason ldentifier

Add
Click to update Identifiers

The following message will be displayed:

»” Your identifier details added successfully.

Click m to rearrange all the details you have written in forgot update identifier form

personal erais | Lipdare Addiess  Lipdars acantacrs m Click to rearrange all the details
Hame Tarmi w
Weret Kl [l ancizsaser oear 1) | Addt || Seses
Sho idermler Type Vil e iihemniter
Aarihas Mo ARG EIGA] i
Figure 6-16

Click to make eContacts primary

e S.No
e |dentifier Type
e Value
o Name of Identifier
e Satus:
0 Verified: Thisstatuswill be displayed if Identifiers verified by you
o Unverified: This status will be displayed if eContact is not verified by you

6.4.2 Dedeteldentifier

. CIickmto delete I dentifier

e Thefollowing message will be displayed:

Unified Shram Seva Portal Page 22 of 54
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Delete Identifiers m

Are you sure you want to continue with this

action?
Click to delete

Identifi ‘
entifier

Figure 6-17

e Click to delete I dentifier

e Thefollowing message will be displayed:
«” ldentifier record deleted successfully.

The status will be displayed as verified

[==——1}
Pl Dedali  Updai Sdiress  Upsldion eCaid el | gL | iesiines
i 1 Fop
=alari | kil = | m HELET
b
Air b ligrmiher | yoa LT SpmE e e Sidiim
o s = e E

Figure 6-18

6.4.3 Verify Identifier

VERIFY

Click to verify Identifier
DELETE

Click to verify Identifier

The following message will be displayed:

Unified Shram Seva Portal
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Are yvou syre yol weant to continue with this action?

Click to verify identifier

I 0] 24 || Cancel |

Figure 6-19

8]%4
Click to delete Identifier

The following message will be displayed:

«" This PAN record verified successfully.

7.1 Registration for EPFO /ESIC

....... BT
T e S pe—— T DRI - ""'m' B i« g o
Beal B

gﬂ'ﬂ‘
SHRAM SUVIDHA -=—

e [

firms | Wams Poow i | e Poer Mrwreos e

e -~ hegsiotm v o e egsesen
b ket = G Pusbbetere | derjpiel R Sshieed e S Anios  EROTRRG Sums | PG He BRGNS

1 it - Therw aw e Fecarda

i - EEen «lx

Figure 7-1

Registration forms, if any will be displayed with following column headings:
e Sr.No.
e Establishment
e Acts Applied For

e Submitted Date

Unified Shram Seva Portal Page 24 of 54
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e Status / Action
e ESIC/EPFO Status
e ESIC No.

e EPFO No.

Click L IS S to apply for new registration.

= flamu b Bawatm f Ao Apchel For
At Applied Fr
Aatis]

g e’ SiEe Frurence Ari, 1548

| Errpl it Fross chietet Fired i nol Bliosdl e i Broaision e 1942

Figure 7-2
o Acts list will be displayed
e Select EPFO
Employees' Provident Fund and Miscellaneous Provision Act, 1952

e Select both incase if you want to apply for both, click mto continue
registration process

Unified Shram Seva Portal Page 25 of 54
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7.1.1 Employees Provident Fund and Miscellaneous Provision Act, 1952

= {ave 5 Bgumans 0 AegEEEes o

Commmsn Regictration form for EFFO m

m sConians  Coesr Fasons kergifiers  Emplosmess Decails  Bromow/Dietein Acrinies  BMosctensms

o E g i e £ 2re meTicaed ey 20

M af the FacionyTsabishmese®

Waork Place Addriss [Address proel requinsd in anachment)

Al Ancs DasEr® A eioad =4
Ge Aia Cide P Lt 5015
Far e Bt Pliog: Sramiie
Sl Cagarai L‘lj
Gings Dt 4100 E Fadi AECCETTE
- f
En iy Catagong ¥ Tariory - S [yt v Typaid*  Mreweee Cszmey i']
I Faedy, Specdy Fanony License Deails
Facmory Uersed Deder. | 2} H D of Liperas 01-11-2000 =
STl PRispinration *
Factony Liverrse Mambar®  S5E535ILSEEETR5E5555 Fate of Trial Procctios, 05172001 a
I Fr oy

Pyegd fy Aurhormy, Myr
Pl

Figure 7-3
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IF Setiarb-vip, Specily Srar-ug Regaranion Rurmbser

Gt Uip Mumber Storr up Repimraton [ ¥

If Estabfishment i MEME, Speoify MSME Regstration Number

MME Mumber W5 ME Fepreranon dme:
Dearershidp Decails

[t CH Repiasratinn i Enpirmiond Deed bs®

Mo O Dhwniers™ Tyl Ey "

Ipmpeel Mt i)

o

Figure 7-4

EPFO Registration Form displays following tabs; you can fill in the detail for the same. Fields that
are not mandated for EPFO registration will be disabled. So, you can ignore disabled fields in case if
you are applying/registering for only EPFO;

Following tabs will be displayed:

e Establishment Details

e eContacts

e Contact Persons

e |dentifiers

e Employment Details

e Branch/Division
e Activities
e Attachments

7.1.1.1 Establishment Details
Required fields are indicated by an asterisk (*):
Enter following detail:

e Name of the Factory/Establishment:* - enter name of the factory or establishment

Establishment & PAN Details :
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e The applicant should have a PAN in the name of the establishments/proprietor of the

establishment for which he/she is applying. Only in case of Proprietorship firm, the PAN
can be in the name of the Proprietor.

e In case of Proprietor establishment name may be differ from PAN name.

e The name should be entered exactly as furnished to Income Tax Department. Even a
slight variance with an extra space etc. will result in rejection as the data is verified
online.

o The name as per Income Tax department may be verified in the following link.
https://incometaxindiaefiling.gov.in/e-Filing/Services/KnowYourlurisdictionLink.html.

e Work Place Address (Address proof required in attachment)

e Address:* - enter address (including locality, sub-locality and town/village name
e State:* - select state

e District:*- select district

e Area Code/Pin Code:*- select area PIN

e Nearest Police Station:*- enter nearest Police Station

e Setup Date:* select setup date/establishment start date from calendar ( )in DD-
MM-YYYY format;

e Establishment Category:* - Select establishment category from dropdown as shown
below

Commmercal Esteblshment

Esanig-House

Fackory

Othar phicas af amusomant: B artertanmant
Othars

finsdents| Hota

Rastzaznk

Shidgg

Thaamre

Figure 7-5

If establishment type is “Factory” then fill following detail:
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if Facicey, Specify Factory License Detatls
Factory Litensed Uender | 2% H Dlaiz usf Larwn<a 05-05-2001 E
STt * T et i *
Factory Lirense Numvhes® | 125456 TES Diate of Trisl Progoction, . 0460620010 siE
H Factory ™
Iz By Auibesiy, P 1
Placi*
Figure 7-6

IF THE ESTABLISHMENT IS A FACTORY Establishment, then employer/s have to provide FACTORY
Details and MANAGER/OCCUPIER details in their respective fields.

In case the employer is, also the Manager/Occupiers of the factory, the name of the owner may
appear in both Manager/Occupier details as well as in the Owner’s Details later in the application.

e Factory Licensed Under Section:* - factory licensed section

e Factory License Number:* -factory license number

e Issued By Authority, Place:* - license issued authority and place

e Date of License Registration:* - select license registration date
Date of Trial Production, if Factory:*

e PAN:*-enter 10 digit PAN number

e Sector (Ownership Type):* - select sector ownership as shown below:

srennomnaus § Stetutony OrpanEanons
Carvmal Giwt, Contmbad

Cardmal Gout, Degartment

Co-00p oty

Defanca Factorme

Fams Run by Trest

Joint Sock Companies

Ll Ly Peereding

Local Bodes | Hunpal Corpormatons
Hgo  Hos-gowt. Oroaniaticng)
Partner=hp Frme

Privatia Factory

Propuatn Fors

Pegictanad Sadeby

Goate G St

Oate Bove: Dapararant

St FEL

Figure 7-7
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If Start-up, Specify Start-up Registration Number:

e Start Up Number — enter startup registration number in case if it is startup

e Startup Registration date:- select startup registration date from calendar( ) in DD-
MM-YYYY format

If Establishment is MSME, Specify MSME Registration Number:

e MSME Number: enter MSME number

e MSME Registration date: select MSME registration date from caIendar( ) in DD-MM-
YYYY format

o Click mto proceed further to enter eContacts

7.1.1.2 eContacts

= Mame | Fugairscon | Asgesraien fom

Cofemon Registration form for EPFD m

fmltmmrmm Conper Bersnzs. bdendibers | frgployrrant s Aranchiliviscn  Aowmies  Sitachmenny

P e 0 b diw el bt Ow i 171

IMRraln Wil e fent O Frivkary Erend & lands ot sl
Primnary E-Jlai nyemsle char maBaikerioach com Privmary biaohils * f T et e

b efarc Tips o m

o M o s Ty Wealii Type

Trere are N Reconda

Figure 7-8
e  Enter Primary Email and Primary Mobile number

e Select contact type from dropdown list
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et et Type
E#zl
Landing wrth Exnt
Lirkead-1n
Mobi=
Swype I
Welsike
Figure 7-9

Add
e Enter description / value for selection and click button

TR elanians Type Wl Tyne
i Wi TET it SR FLACT D0

Figure 7-10
e Added contact detail will be displayed in grid below

o Click mto delete specific eContact

e You can add as many eContact details as you wish

Click mto continue to fill ESIC form, Contact Persons

7.1.1.3 Contact Persons

= Enme i Reghyrmion  + Regiyrration i

Gommon Resistratian torm for ESIC m

Erapfighment =il slontxm Idenihérs.  Emplkesmemn Deimls. Particolars of woriers . Bearchilivsiaon  Aomanes
Arrammieenis {5
Wl Racprion iy 3nd ndacnen re aniie

Caniaol Person

Primary Manager
Wlurigs: - 1T lamc Gente = L E

PSS EENT Ruidrirs o Ao b B ente af Prirer p Easage

M- |11 £ of Ty [Fara i hivseny Carogarg] Pemmary Wanaged Devaie | daovess of Drinacp Men 3goe siel Eriaian oo Ragi s

Figure 7-11
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Enter following detail:

PRIMARY MANAGER:
e Select representation from dropdown list
e Enter name

e Select Gender

= woirs ) Begnans b Rog@Esianen feem

Common Repistration fonm for BPAD m

Establiahmme Dwiafy  sCortaciy QEEHFEEPTSSY  Kumbfmrs  Dinploymers Detaily Brach'Daisios  SActivies A echrmeom

Hoim Rrpersd fabm mre inoeasd B |50

Cormact Persomn
Primary Manages*
Pz eseey ¢ Coavimr Sl ess oo Adssar ores record of Bl aivd feopice i E-ooroans for Pramany Marege
Elanags: 5 Al Haim w T1-13-13
S har 03032 = L1 PPERHE

P i fatdims of Frovsey Marsogs b Fusl e af Frsmeey berugie

MmO Ry (Bl heng Canegon Drimany dareger Denals, A00ness of Promay Blanager e Eooitan: ana Rl ea™

Figure 7-12
e Select Date of Birth in DD-MM-YYYY format from calendar

e Enter father’s name

e Enter date of joining

e Enter designation

e Enter PAN number for the Contact

Note: In case of Factory [Establishment Category] Primary Manager Details , Address of Primary
Manager and EContact are Required(*) !

. Add/Edit Address of Primary Manager . .
e C(lick to add/edit address of Primary manager
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Add/Edit Address of Primary Manager B
Premise Number/Name:* Sub Locality f Street / Colony Name:*

1236 Maroda
State:* District:*

Gujarat W Ahmedabad A
Locality f City / Village [ Town:* Area Code/Pin Code:*

Maroda 380054

Add
k.
Figure 7-13

e Enter premises number /name

e Specify sub locality /street / colony name
e Select state from dropdown list

e Select district from list

e Enter locality / city / village / town

e Enter are code/pin code

o Click mbutton to add address of primary manager
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Contare Person
M PSET Lol K005 o ALk ail Sl facoFd of Erndd & POk i E<DRda s o P e’y Fldnager
Fwrager e Shah Adple - BT 1 E
A= Shah FI1-1550 E Al an e IR I EF

Aariifrin Aodre=s of Frimary karager ﬂ Ao ot Eoomiac of Prirmary Bsnsger

Nrr- I canr of Fartrry [Exsablishemeed Casspargd Frimary Senager Diecaly._ Addreys ol Fresary Mansgeeaad Eoongsc: sre Sequers |

E Comimcr Typa F Crmemct Vsl e Atign
E sl Syanmala shammaBiver e h coem Edir ¢ Duxfare
£ syamala sharmaEsiteertouch. com Eit / Deleie
Figure 7-14
. Add/Edit Econtact of Primary Manager . .
e C(lick to add/edit eContact of Primary
Manager
Add/Edit Econtact of Primary Manager B

E-Mail ~ Eyamala.5harma@5ilvertuuch_cnm|

Figure 7-15

Add
e Select EContact type and enter value click -button to add primary manager’s
eContact

o Click mbutton to add eContact of primary Manager

E Comnimct Typs E Cantact Walse ACTIEm

E-&lmil yamals sharma@sivenouch.com EGlL ¢ Dibegs

Figure 7-16
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PRIMARY OWNER

Add/Edit Address of Primary Owner B

Premise Number/MName:* Sub Locality / Street / Colony Name:*
Premise Number/Mame Sub Locality / Street / Colony Name
State:* District:*
Select ' Select b
Locality f City / Village f Town:* Area Code/Pin Code:*

Locality / City / Village / Town

Figure 7-17
e Enter premises number /name

e Specify sub locality /street / colony name
e Select state from dropdown list

e Select district from list

e Enter locality / city / village / town

e Enter are code/pin code

Click mbutton to add address of primary owner

°
Primaey Dwsner®
Digasa Inegm Contacy dddiess sl Ao asT one recorr of B ad and boned w E-comiaTs b Demary Oener
Cowting " Tl R 2 e ORI s :iE
Father's ham 02 Y2005 EQsgmatisn Lt OO O0ELE
Plaase ek poar inpur Mgz wher me Enmi
Degigratoe conipm onky a-r.
A
w E A F i Fronitace of Paiimasany Ohe i

I Contact Type I Contact Viadus atian

Landine wih Eanil HIAITIES10 EdIL Dt

Figure 7-18
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OTHER CONTACTS

Oahor Coniact Peroan
Caber Bupnssaianan | X St A el b i =i
Paarm GO, ey 1 Qs Wom Canar Canss Porsan
Codmar Persans
Srho  Conmot Person Mame  epresenting a5 Adiess DL
[ [ A LA Y girdl g Ecr adckec: I sddoEdin E-COnGTS

I Enpeact Typa il Cormeace Valus hethan

Landlie mimEmi - AKEFEIE0 Edi; r Peiee

Figure 7-19
Select Contact person’s representation from dropdown list

e Enter name of the contact person

e Select gender

e Select date of birth of contact person

e Enter contact person’s father’s name

o Select effective Date and enter designation

e Enter PAN number

o Click mto save contact person detail. Add contacts detail will be displayed with
following column headings:

e Sr.No.

e Contact Person Name
e Representing as

e Address

e eContacts
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Coneact Fersons
SrhD  CONGICD Poiedn Bamo  lepietonding o Addeoss of Colairs

1 AECorEnN T ACCCw Tl AddEdiasiress @ Aoy E-Cancas
L Comiac Fype E Cormvadt Yakue dtlan

|Anding wa Eard | AKILIFETSAD Eit ¥ Celere

I I

Figure 7-2rE)
Add/Edit Address

e You can add/edit address by selecting link

Add/Edit E-Contacis

e You can add/edit eContacts by selecting link

o Click mto delete entered record. Or Click mto proceed with Identifiers

7.1.1.4 Identifiers

= Hobw & Ragradiaiin © PagiiTdlion THm

Coamnn Reglstration faem for EPFD m

[mapisment Degeils  eComcacrs Compc Persoss m Imposmes Demabs DoncwThivison  Acdviies  Ascimen

M Bsrmired fied sy s ericared mpand®s

S becx a1 ) i C-Mi E
I Mk s Address Froot
R GPIET JTIET O AT
Exiahistment ienties
bR Al Ty Wirkgw B of iceerry e il fasipe I By §ALIFEHITE} rantpel AL (PR
i i Cmererart Lahanir AT Ora Cira Bug 108 2005 farrs Aryiatanan

Figure 7-21
When any available License type/identifier is not in the drop down list, user should select OTHERS,

in which case the License Type to be entered in REMARKS field compulsorily.

e Select identifier type
e Enter identifier value

Page 37 of 54

Unified Shram Seva Portal




Beta 1.0

s garsT
SHRAM SUVIDHA

e Enter name as on identifier

e Select date
e Enterissued by and location

e Check the checkbox to mark the same as address proof

o Click to add identifier record. Added records will be displayed as shown below

Farafslis Nl ey
&0 bt Idennfier Tygs Walue Harre of Idennber D of s Iszaeed by [fanresivy) Esued AL {Flale)
=] ! Corvratt Labkoor Act 133458 Lk Rep Be 112001 5 Ahrmedakan

osiss | e [
L

Figure 7-22
e Click mto proceed with Employment Details

7.1.1.5 Employment Details
Enter employment details as shown below:

Employee Details Covered under EPF Act: this will be enabled if the registration is for EPFO.

= Home 5 Rsghizatian 3. Asgimatioo s

Comymon Registration form for EPFD m

Esmpdishimaint Dolek  elomacs  Contact Pessons . Wil m Brandulliivon Amismss  AmEchimens

Mt Regannsid Tt a8 eadiar=ainy & [

Ermployen Dotadls {esered unider EFF At
D EPF aiid MPACT sk 0 Branbsnmaim re .2

Bearmber of Enployses lie hudan g Exciuhad Dnpliegel) fo O B (8 Sl

Al =~

Barminpr of Cscdurbial Ernplogees & 40

s Cor Wt P Rl IET o i STl i) B0 8 [ iy B s m
B T e ey Az srihins SaTi Ty i ot E5Tail Himenr Gdler

Figure 7-23
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Terall purnbeed af employeses emplosred for woges divealy and thagugh mmmediare emplogens on the dace o appBcation

Furnber of Workors a5 on daee No of Empioyees crasng wages Rs. 25,000 or jessh
REegular Coniract Tokal Hepular Comirscl Totad
Labouar Lahaur
Pl I o 8 (LB
Frmals n n ] Fermaie
fhers i i} H] ey
(LOFT] I i} 2 Tkl
Lok Firsi datn sinces wrhes 168010000100 H
A TR R STy
witdent P B sy e eophoped
Ao i
Towal wiagses pasl in mie gl ey t:-'.
TTAL WAGES WAGES PRI TOF EMAPLOYEES DRAWING WAGES Fx .21 00iy-
af LSS
To wmpbopees smploged divectly by the
prinaipal pmployer
Tia Emplcapees erepidored thenuph
Lo BT TR T
Figure 7-24

Application should be made by the employer if the Act applies on its establishment. For this
purpose you may refer to the Section 1(3) (a) and 1 (3) (b) of the EPF and MP Act 1952. The list of
activities on which the Act applies should also be referred.

The employer of an establishment on which the Act does not apply, can also apply for a code
number on voluntary basis (Pl refer Section 1(4) of the said Act, if the majority of the employees of
the establishment give their written consent for coverage from the date on which it is agreed upon
or any subsequent date in the agreement. The consent cannot be from a previous date.

The employer should select the appropriate option for the applicability.
e Enter number of workers as on date; male, female, contract workers and other
e Enter No. of Employees drawing wages Rs. 21,000 or less*

e Select date since when 10/20 or more coverable employees under ESI Act, were
employed for wages *
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Bk wapes paid e greveding smonih
TOTAL WAGES WAGES PAID TO EMPLOYEES CFMWING WARES Fs 27, 000)-
or LERS
Te employees ergployed directy by the
principal smployer
T ermglryees sogloyed Mo
imediate Conoraoio
Figure 7-25
Enter total wages paid in the preceding month to:
a) To employees employed directly by the principal employer
b) To employees employed through immediate contractor
Qrner Betails:
Winstnes tne Licernd - hame of income Tax
e g preyrveses: oA Wareldl irrjedfema -
T i ESET 15 dweedd o
r— Wasirmiim Bl ol persss
Tt Can Ee iy oo
I mdred or thers m g o arwy one doy, an par
dhange i e naes of Lin rrwsss
| s han
Wilethay e
Lessesd From '“""-'HFF'E -utm::n.um
o mur throaph
| mamaed Tdi- ||'--:".'|".:".-' coreractarfmresdione
gl
ta Bl Hswiiil b L] et
Wl inanonal Decrie wasrh Carned
FSF Ee ramnieer i e .
Corwpraid oarlier: Blteiznr Fusslirmam hi"1 I"'.
I Wiari g WY a3
Poraey ™.
Lessere Devals
M = b = Dermignatien
Sebact Gencer - ;
[ate {3 Firnh * Farher'y bisern © Mobite
Bl Mt Fram Which i Posion * Ressieemal Arirness. ¢

Figure 7-26
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& (S 5 Goradir  Dodignacksn Ciazn of Facmar's Aecadanoal [ S et ] Email Dacp From
T dinh Hema AEfraEE Whicn i
Prsicn
1 L Wale Lemee D14HI-R985 . | |mines Marncia QEASASATES | leszee@opicoms | DR.CEIN0S
Decad Faoter

[ psiece | tieee J Previoes |
s e

Figure 7-27
Enter other detail:

e  Whether the building/premises of factory/Establishment is owned or hired

If hired or there is a change in the name of Unit/ownership

e Specify if Leased from and to

e Is Establishment Multinational (select value)

e ESI Code number if Covered earlier:

e Enter Name of Income Tax Ward/Circle/Area

e Enter Maximum No. of persons that can be employed on any one day, as per License :

e Specify Whether Any work/Business is being carried out through contractor/immediate
employer

e Describe work Carried Out

e  Whether Establishment Is Working With Aid Of Power?

e (Click Mto continue with Branch/Division
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7.1.1.6 Branch / Division

= pomg ¢ Rggsrenen o Epguoringe fo

Commse Registratia form lar EPFO

Estabibrivest Datads  elontacts  Cendact Parsei  eaiifiens  Bngiopmant Detais m MThillin  ARaOITFEIAs

FHBTA W ST Ermmn w 173 Anprenness

e Coce Lo

Figure 7-28
e Enter Branch

e Select relation
e Enter no. of employees

e Enter responsible person’s name

e Enter LIN
N |
e C(lick to add branch detail
Belated Dfoes
o N W af Rislagkmnship Mo Ofmembersin Frngiin Mameal Hisponikle  Adders
L e [ FTe Tk e
| w R | Harods Braniis 115 5 EER5-ESESS BrancerEail SddEdy sddress

Brarch

3

Figure 7-29

Click Add/Edit Address {4 add address of the branch.
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Add/Update Address of Contact Person OF Branch Devison
Preriise Musmlsir f Mo * Suls Locality / Sreet [ Colony Manma™
Bramisu Lisecaficy
SXaka:® Deetrict:
Eaparar E| Armadabar EI
Locadity § Ciby ¢ Village [ Tows® Aren Cosle P Code
villags Klinl
Figure 7-30

Enter Branch details like:
e Premise Number/Name:*
e State:*
e Locality / City / Village / Town*
e Sub Locality / Street / Colony Name*
e District:*

e Area Code/Pin Code*

Add
o Click to add branch address. Added detail will be displayed as shown below:
ieaned SMces
5B Badrme il ROt A Lo B O e, WL Erumry L Biane U Respoiisilibe Ak
ume rype Brancsy rumber #nr Crifice
i 1 Marcoa Brarh 115 S-RL&E5-B5E5-B Branciihest AgodEd Adopess E‘

Esnreh

Figure 7-31

e Click to continue with Activities
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= Some 3 Begminmon ¢ Regluratien famm

7.1.1.7 Activities

Common Registration Farm Sor EPFD m

Estatdishmont Detalk  efooacns  Coowat Pomons  lonofos  Esrgdoyrmont Betail | Branos! Tision n LT Er TR

Eoonomic Aoty as per Meanonal indusinal Classificaton

WCCods. | [ 10513 | s co |
o i T L
1= AL REET T &1 Tl ity
162 - mharzle o & ooy crpdmm

- g arrwrw of fwes praceee

IS < BT LS R T [y T W

Frimany runiness Aciretiy® AMHUNESETE -
Pk WANCT DRIy ST ESS Wiy
Marure of Watk Food Beweriges Anc T -

wibcaiepoey of Mature of Werks - Bowerages -

Brisfl Descrpon: Eronemic Aoty = per asmrai tnduairial CleaficmiorEcn ramic Aoy o pet Menonal indusril Class oanonEosng me sy
= ey Kasional bl peitial D Rtason Bomom ic Aoty o per Matnral incuerid CassicainEmnomin Aomeny a8 per Mabana
LS L OasE M anorE BN oM ADINIT a5 por Koo | frd i od Clasil o i

Figure 7-32

Saaril Mational Tndhisirial Classilficatiaim Ok
o =4, | B~ ARMIPULTLUAR RCEEETY SAD FiE TN
Sartion 1 * & . EOPSCLULTURE l.:np_'u,h-_'n-nb k
Y B Do @ S el TR P B el e BN T
Eibvisiom | # [ - Crr gms g syt e b T R CAP ——
| BELE - Bimrdeag o sk (asimed e wgurssnsn s e o ssedn
Grasp | ¢ M1 vy, of e -parerrni |l oo I-:
- BLLFT - Bt o sl
Class 1 * E117 - D v oof iy (EOCoe T 0 I-ri
Sub-clags | CAYAY Doy, of st |-|
Lienersieil M Codss a2 B=1FET11
Figure 7-33

PRIMARY BUSINESS ACTIVITY will be selected based on drop down menu list. The list will appear
based on selection of THE ESTABLISHMENT IS A FACTORY as Yes or No.

In case of a Factory, the list of Schedule | Industries will appear in the drop-down, and in case of a
Non-Factory Establishment, class of establishments notified will appear. It is advised that the
employer should identify the activity before start filling of the form.
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| |
e Click to continue with Attachments
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B
Scanned Copy of PAN:*Click to select the scanned copy of PAN and click P

to upload the PAN

e Attachment as Proof of Address:*

If the Employer wants to produce “Copy of the Bank passbook/statement” as an address proof for
the establishment, then he must select the option “Copy of the Bank passbook/statement” and
attach the scanned copy of Cheque as an attachment.

e Select document from dropdown

ooy of bark pawshaok/vostamenit

Tapy aof po=t pad telsphone B of sy compeny

Capy of powes onnesdbion in the mame: of the estabhsh mert

Capy of water connecton in the nare of the stzhhment

&y eneescerir e number suad by any hovt. authonty

Figure 7-35

Note:
If copy of bank passbook/statement selected as address proof then scanned copy of cheque is required
as an attachment otherwise not required.

o Click . to select address proof and click P to upload the address

proof

Browse...
e Date of Setup Proof Attachment:* Click to select Date of setup of proof and

Upload
click to upload the Date of setup of proof

Proof of date of setup will be based on drop down menu list. The list is only indicative. In case the
employer has some other proof of setup, he may select others, and enter the relevant details.

Browse. .
e Licence Proof Attachment:* Click to select License proof and click

Upload
to upload the license proof

e Specimen Signature Attachment:* Click

Browse.__. . .
to select specimen signature and

Upload
click to upload specimen signature
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Browse.
e Scanned copy of Cheque Attachment:* :* Click

— to select scanned copy of
Upload
Cheque and click to upload scanned copy of the cheque.

If copy of bank passbook/statement select as a address proof then scanned copy of cheque is
required as an attachment otherwise not required.

e Hired/Rented/Leased

e Agreement between employer and employee is required, only in case of voluntary

coverage. :* Click

—'to select scanned copy of agreement and click

Upload
to upload scanned copy of the agreement.
e Click m button to save the detail

w TalnbiEshesent drailts Addedn padaied Sotcesabilly

Note: Only jpeg, png, pdf file type allowed.
You can view the summary of the registration form from dashboard:

= linme F Megoiveion 3 SUSRSEY & SUEKETUOMN
Smmary & Sebmissien
w# Ematlichmeen demis Addedf fpdsced Suoreasfully

Extablmhames Dl
Esistindymmn Marme ! S
Sdd e Abetl, Oy, Rarods, Atrracetad, Cuoserat, JEL00
Haares Poliur Siatio. Sutinp Dt TLY-TRa
Esistinsymem Catmgury Pactary TAM ABCDETLTIE
i i Chwasrlng Typsi] - i FaLiby FalBiary Lid il Ui S o 250
P L LT BTt R LYY AL ARy 8 ki [V A Iy, Pl Hpl
RS IR RRS o Dty i 1Rl PYOSCBT |, IT bl o812
LR LITTE T TR L g BRI ALN Dl
WERME Murriter RSB Mgl deier

Figure 7-36
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Usmership Detals
Pl (] Besgberratunsn bk BE 111088 b (0 Chrmss: 1
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Figure 7-37
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Ermpiyrreent Detads
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Branch § [Braizion
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Figure 7-39

e Click

Following screen will be displayed:

button to submit the registration
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E Hpmie -+ Eegumeman 0 THpcs Spgnare

NOTE
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Figure 7-40
] Digital Signature ) ] ) o
o Click to Sign the Registration form Digitally!

e System displays message
Do you want to run this application?
Mame:  SignPDF

W Il oot

Location:  htt://192. 168.5.34

< A"c---‘.-".“‘-.:m.\w“- ;:-:v‘_.x.-.-f.';,: ‘:.-.-:-..,« eyt A P r gy e

) Figure 7-41
o Click to continue. System displays message to enter PIN
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Figure 7-42

e Enter PIN and click button

e System displays message on successfully submitting the Registration form

Dwick Links
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Figure 7-43

You will receive an email from Shram Suvidha:

Unified Shram Seva Portal
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% SHRAM SUVIDHA

&35  MINISTRY OF LABOUR & EMPLOYMENT

Dear Admin Demo,

Welcome to Unified Shram Suvidha Platform!

Thank you for using Common Registration for New Employer Code under EPFO

The LIN as unique Identity for your Establishment is 1-8500-4029-6
The Acknowledgement Number for form submitted is 3124665381

Please check status of form using your User Id and Password on shramsuvidha govin

About Unified Shram Suvidha Portal:

This Portal is an initiative by Ministry of Labour and Employment, Gowt. of India, will
facilitate ease of reporting at one place for various Labour Laws, filing e-Returns,
consolidated information of Labour Inspection and its enforcement. Kindly refer this
service to your known sources so that more users can register and avail services related
to labour and employment sector.

Thank you!

Shram Suvidha Portal Team

Ministry of Labour and Employment,
Government of India

(This is an auto-generated mail kindly do not reply back.)
CONFIDENTIALITY INFORMATION AND DISCLAIMER:

Figure 7-44
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