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URL of NSTEP Portal: http://10.249.33.60/

ACTIVITIES TO BE PERFORMED AT DISTRICT LEVEL

1. Creation of users for Process Administrator

Every District Head quarter may have one process administrator. Process Administrator
is responsible for allocation of the processes to the Bailiffs. District Administrator can
create Process Administrator user through User Creation form. User Names shall be
prefixed with Establishment Code (i.e. 2 Characters State Code + 2 Characters of
District + 2 Character Establishment Code), so that it remains unique throughout the
country. The Process administrator created will be able to allocate the process, mark
delivery of the process etc. It is also necessary to select the role as Process Admin.
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Process Masters < # / User Management / User Creation / Add / Modify / Delete / Report

User Management h

User Creation
End User
Change Password MHAUD1001
*Username: *Full Name: Magesh Patil
*Password: essees *Confirm Password: essess
E-mail: e.g: abc[atjgmail[dotjcom *Mobile No.. 9988883339
Address:
*Role” :Process Admin HEY
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The District user have access to Process Masters which contains Bailiff Master, view
Process Establishment and Tag bailiff to Process Administrators and also have access to
User Management.
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2. Bailiff Master:

District Administrator should create the Bailiff Master through this form. Every
Bailiff will have a unique Bailiff Code on the lines of JO Code. Example Bailiff Code for
Aurangabad District of Maharashtra shall start with code as MHAU — followed by 3 digit
number (e.g. MHAUOO1, MHAUO09, MHAUOQ12 may be the bailiff codes for all the
Bailiffs in Aurangabad District).

Login to NSTEP - National Service and Tracking of Electronic Processes - Mozilla Firefox

fl Loginto NSTEP-National - x [
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Bailiff Master

5 Other Process Messenger -
- Bailiff
Process Establishment . . - .
“Bailiff Code:  MHAU 333 “Baliliff: Bailiff Satish
N Tag Bailiff to Process Admin Gender: Male j
% Address of Residence:
User Management s Date of Birth: 01-11-1986 [
= Office Address: Area Assigned:
ﬂ State: ~Select :I District: = Select :I
F Taluka: Select j Village: Select j
’ Email: e.g: abc[atlgmail[dotjcom
“Mobile No: 8888888888
- Phone No:
J Qualification: Mother Tongue:
o)
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3. Process Establishments

Once the Process Administrators users are created, Distr

ict Administrator can tag the

process admins with the respective process establishments. In the below example,
Nagesh Patil, is a process administrator who is now tagged with two process
establishments. He will be Process Administrator for two process establishments.
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Process Establishment
Process Establishment
Tag Bailiff to Process Admin
*Process Admin User:  Nagesh Patil
User Management ol TS
LI civil and Criminal Court. Kannad

[ Civil and Criminal Court, Gangapur

[T Chief Judicial Magistrate , Aurangabad

[ Civil Court Senior Division, Aurangabad

I civil and Criminal Court, Paithan

LI civil and Criminal Court, Sillod

I Civil and Criminal Court , Soygaon

[ Railway Court, Aurangabad

Civil and Criminal Court, Vaijapur

I civil and Criminal Court , Phulambri

LI Civil and Criminal Court, Khultabad

[ corporation Court, Aurangabad

District and Additional Sessions Court, Vaijapur
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4. Tag bailiff to process admin

District Administrator has to tag the Bailiffs with the Process Administrator. Further
these tagged Bailiffs will only be available for the Process Administrator to allocate the
Processes.
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Process Masters v # | Process Masters | Tag Bailiff to Process Admin .
“Process Admin User.  Nagesh Patil |:|
Bailiff Master
Process Establishment Bailiff Name Joining Date Relieving Date Process Area
Tag Balliff to Process Admin Select
A A A
User Management < o e
Select
A B Kulkarni 01012018 [j m
Select
A K Dhoke 01-01-2018 | H
Select
A R Bodkhe 012018 =
v
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