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Dealing Assistant (DA)

i. Access the Login Page:
= Navigate to the homepage.
= Locate and select the "Login" option on the far right side of the navigation bar.
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= From the menu, select Office Login. Please Note
= Credentials: Enter the following credentials: —
1) Username: Please enter your username.
2) Password: Please enter your password.
3) Captcha: Please enter the captcha appeared in the
screen. Lig el
4) Button E———
o Login: Click here to login
Please Note :
= OTP: Enter the One-Time Password (OTP) you received in " e
the registered phone number. Hi DA, We hav sentyou One Time Password to your registered
« Button Mabie Number encing with

Please Enter OTP

o Verify OTP: Click here to proceed.

) Verify OTP

Resend OTP in 116 Seconds




iv.

iii. Dashboard Overview:
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Upon successful login, there are various sections available in the dashboard.

e Total Applications Received: This section includes total number of applications that the RO and
HRO have forwarded to the DA.

¢ Total Applications Forwarded: This section includes total number of applications that have been
forwarded to the RO and HRO.

Navigating the Application Options: Inside the Applications in the side Navigation bar, there are
several options available for the Dealing Assistant(DA):
a) Application Received: This section includes all applications that have been received from the
Head Registering officer (HRO) and Registering officer (RO).

Filter Application data
@ All O New Register O On Boarding ORe Submitted
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No data available in table
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o) Click on the view button next to the received applications to preview the received
application and check thoroughly.
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o Buttons: At the end of the application, two buttons are available.

e Forward: After reviewing the application the DA send back the application to the RO or HRO
by selecting from the available options for Role and username and give remarks.

Send Back Application

e Cancel: Click the Cancel button to cancel the process.

b) Application Forwarded: This section includes all the applications that the DA has checked
completely and forwards/send back to the RO or HRO.




