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About this Document

Purpose

This manual has been written to help you understand and use the eMigrate system. It presents the
functional capabilities and operational details of the eMigrate system, and contains the procedures
that you should know for performing your business tasks using it.

Intended Audience

This manual is intended for the Employers registered by the respective country’s Indian Mission, or
applicants who want to apply to the Indian Mission for Registration.

Organization of this Document

Information in this document has been organized as follows:

Table 1: Organization of the Document

Chapter Description

Chapter 1 Introduction to eMigrate System
Chapter 2 Getting Started

Chapter 3 Registration

Chapter 4 Interview Advertisement Permission
Chapter 5 Emigrant Related Processes
Chapter 6 Reporting Processes

Appendix A Glossary

Appendix B FAQs

Typographical Conventions

The following table gives the details of the typographical conventions used in the document:

Table 2: Typographical Conventions

Formatting Convention Type of Information

Key Names Keys on the keyboard appear in title case (first letter in upper case).
For example, Page Up, Caps Lock

A combination of keys is connected by a +. For example, Shift + Tab
means you should press the Shift key and the Tab key together.

Filenames Names of files are in italics. Example, system.mdb
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Commands and Screen
element names

Buttons, check boxes, etc. Commands that you choose from the
menus or dialog boxes appear in title case and are bold-faced.

Example: Click Components from the Action menu.

User-entered text

Text that you would need to enter appears in Verdana font.

=

Notes section. This section contains alternate flows or any additional
information related to a particular business process.
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1. Introduction to eMigrate System

The eMigrate system is an e-governance initiative by the Ministry of Overseas Indian Affairs (MOIA),
Government of India. Employers registered by the MOIA or applicants who want to apply to the MOIA,
for getting registered, have to use the eMigrate system for various business processes defined in the
Emigration Act, 1983.

1.1. Features of eMigrate System
Using the eMigrate system, you can:

e Apply online to Indian Mission / Consulate / MOIA as per the various business processes
defined in the Emigration Act, 1983.

e Track status of your application.

1.2. Software and Hardware Requirements

This section describes the software and hardware requirements required to access the eMigrate
system.

1.2.1. Software Requirements
Table 3: Software Requirements

Windows OS(Vista and above)

Operating System

Internet Explorer (8 and above)
(Best Viewed in Internet Explorer 8.0 and above at resolution 1024
X 768)

Web Browser

Java Runtime Latest version

Requirements

Adobe Acrobat Reader Latest version

1.2.2. Hardware Requirements
Table 4: Hardware Requirements

Any basic model having sufficient Processor speed (1 gigahertz
(GHz) or faster), RAM size (Min 512 MB), Hard Disk (Minimum 20
GB and above) etc

Desktop/Laptop

Network Infrastructure Internet connectivity (Min 512 kbps recommended).

Any basic model capable of printing documents.

Printer

Scanner Any basic model capable of scanning documents (Min 300 dpi).

1.3. eMigrate System URL

The eMigrate system can be accessed by the following URL: https://emigrate.gov.in

The Website is meant to be used by applicants who want to apply to MOIA for becoming a registered
Employer, and also by registered Employers.

TATA CONSULTANCY SERVICES MOIA Confidential 12


http://www.microsoft.com/en-us/download/details.aspx?id=2

eMigrate System

Employer Operational Procedure Manual V1.2

Skip to Main Content| A A A SelectTheme [l HE W

/ eMigrate
Tl G AT

About Us | Help | Contact Us | Sitemap

Project Exporter = Recruiting Agent = Search Resources | Mortal Remains = Payment

)

Emigrant = Employer

Find

Emigrant
Apply for Emigration Clearance for ECR Countries
-Employer Registered on eligrate system
-Employer not Registered on eMigrate system
Download electronic ID Card
Submit Eventuality Details
PAC List of Foreign Employers
Un-Registered RAs Detailed
eLocker for Emigrant
lam Download eSticker

Soboct [  venwecsaus

I wantto know about...

Select -]
Get Results

a Employer
Apply for Registration
Resubmit Registration Application

Find Recruiting Agent

Find Employer
“\\‘ -
s+ Project Exporter
Apply for Registration
Resubmit Registration Application

Find Project Exporter

FAQs ?
ﬁ(-',.w Recruiting Agent

Apply for Registration

Resubmit Registration Application

Quick Links

Registersd User Logi

Track Application Status

Submit Grievance

Reach us at
eMigrate Help Desk
helpdesk@emigrate.gov.in
£ 011268687772
OWRC Contact Numbers

£ 01140503090
(Landline)

£ 1800 11 3080 (Toll
Free)

india.

The natienal portal of Indla

Figure 1: eMigrate System Home Page
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Figure 2: eMigrate system after logging in as a Registered Employer

The eMigrate system is used for the following business processes:

Table 5: Business Processes through eMigrate system

Applying for Registration

Registration related

processes Tracking status of application submitted.

TATA CONSULTANCY SERVICES MOIA Confidential
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Interview Advertisement Applying for Interview Advertisement Permission

Permission

Emigrant Related Raising demand

Processes Direct Recruitment- under Indian Mission Attestation

Applying for employer permit

Generating employment contract

Applying for emigrant registration

Updating emigrant details

Canceling unutilized job

Entering new RA details

View Application Status

Reporting Processes

View Demand Letter

Viewing Emigrant Registration

Viewing Open Jobs

Viewing Permits

Viewing Grievances Details
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2. Getting Started

This chapter covers the design and navigation details of the system.

2.1. Opening eMigrate System

Access to the eMigrate system eMigrate System is open to any public user. To open the eMigrate
System, enter the URL- http://www.eMigrate.gov.in in a web browser.

2.2. Using the System Interface

This section introduces you to the screen elements of the eMigrate System (header, navigation menu,
main body, footer and buttons) which you will use to perform various tasks and operations.

2.2.1. Header

The header is the top bar in the eMigrate System. It contains elements like hyperlinks, MOIA logo,
eMigrate system logo etc.

Skip to Main Content | Select Theme il I I I About Us | Help | Contact Us | Sitemap

‘/ eMigrate (( ;:y’

O
wE e warE umocmmhmm

IJ‘>

Figure 3: System Interface- Header
The following table below details the various hyperlinks in the header and their function.

Table 6: System Interface- Header Hyperlinks

Hyperlink Allows you to...
Skip to Main Content Return to the home page.
AlALA Adjust the font size on the portal.

Select Theme i I 0 0 4 Select any colour theme for the portal.

About Us View information about MOIA
Help View FAQs on eMigrate system
Contact Us View MOIA contact information
Sitemap View the sitemap of the portal

2.2.2. Navigation Bar
The navigation bar is placed below the header. It contains drop down menus for various business

processes. It also contains a home button (ﬂ) for returning to the home page.

# | Emigrant Employer @ Project Exporter Recruiting Agent Search Resources Mortal Remains Payment

Figure 4: System Interface- Navigation Bar
The menu items applicable to you are detailed in the table below:

Table 7: System Interface- Navigation Bar Dropdown Menus

Allows you to...

W e Apply for Registration

e Resubmit Application
e Track Status

‘ e Find Employer

TATA CONSULTANCY SERVICES MOIA Confidential 15
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2.2.3. Main Body
The main body contains shortcut hyperlinks for various business processes and quick search options.

Find 2 >N ? Quick Links
@ Emigrant w Employer
Find Recruiting Agent Apply for Emigration Clearance for ECR Countries Apply for Registration Registered liser Login Here
Find Employer _ Employer Registered on eMigrate system Resubmit Registration Application Track Application Status
- Employer not Registered on eMigrate system L% i

Find Project Exporter Download electronic ID Card b Vi PI’OJECt EXPOTTEF Submit Grievance

Submit Eventuality Details Apply for Registration

PAC List of Foreign Employers Resubmit Registration Application
FAQS Un-Registered RAs Detailed 3 Reach us at

elLocker for Emigrant ( Recruiting Agent

= eMigrate Help Desk

e B @ .. o epciaon ey
Select Resubmit Registration Application helpdesk@emigrate.gov.in
| wantto know about. £ 01126887772
Select OWRC Contact Numbers

A 01140503090
Get Results
(Landline)

A 1800 11 2090 (Toll
Free)

india.gov.ina=
The natienel portal of Indla

Figure 5: System Interface- Main Body
The elements applicable to you are detailed in the table below:

Table 8: System Interface- Main Body Elements

- flement Allows you to...
? Employer e Apply for Registration

Apply for Registration
Resubmit Registration Application . ResubmitAppIication

Find afan...

Find Recruiting Agent
e Find a Recruiting Agent
Find Employer

Find Project Exporter

FAQs

| am

Select |E|

| want to know about. ..

Select |E|
Get Results

e Navigate through FAQs

2.2.4. Footer
The footer contains some additional hyperlinks. The table below details the hyperlinks:

Table 9: System Interface- Footer hyperlinks

TATA CONSULTANCY SERVICES MOIA Confidential 16
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Hyperlink Allows you to...

Home | e Return to home page.
MOLA | ¢ Redirects to MOIA website: www.moia.gov.in.
OWRC ¢ Redirects to OWRC website: www.owrc.in
Terms and Condttions | e Opens the terms and conditions page.
Hyperlinking Policy | e Opens the hyperlinking policy page.
FAQs | e Opens the FAQs list.
Feedback | e Opens the submit feedback form.
Help e Opens the FAQs list.

2.2.5. Buttons

Various buttons are used in the eMigrate System. The table below details the icon, name and
description of the button used:

Table 10: System Interface- Buttons Description

Button Icon Name Description
Fane Cancel Takes the user to the home page.
Cancel
Clear Clear Resets the current page and clears all the
— page content.
.9 Delete Deletes a file uploaded on the form.
u- Edit Allows the user to edit the details entered in
the form.
| | Next Takes the user to the next page.
éL_J Open .pdf file Opens the .pdf file like application form
submitted, payment receipt etc.
B Open Calendar Opens a calendar.
Previous Takes the user to the previous page.

Refresh captcha image | Loads a new captcha image on the page.

Save & Next Saves the details entered by the user and
takes the user to the next page.

G Search Searches for information based on parameters
entered by the user.

| | Submit Submits the form containing user entered
details.
| | Upload Opens a pop up for selecting file required to be
uploaded.

| | Validate Validates whether the name and PAN card
number of the agency do not match with an

already registered recruiting agency.

2.3. Logging in eMigrate system (for Registered Employers)

For registered employers: you will log in the system using your login ID and password.
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1. Open URL https://emigrate.gov.in. Click Registered Users Login Here.

Skip to Main Content | 4| A ]A Select Theme [l EEH About Us | Help | Contact Us | Sitemap
faa W
0
A1 gt
/ (=)
eMigrate o
Y I W Ministry of Oversees Endian Adfeins
Pty
Emigrant Employer Project Exporter Recruiting Agent  Search Resources | Mortal Remains | Payment
Find 2 >N '; Quick Links
@ Emigrant w Employer
Find Recruiting Agent Apply for Emigration Clearance for ECR Countries Apply for Registration R S S
Find Employer - Employer Registered on eMigrate system Resubmit Registration Application Track Appication Stefus
- Employer not Registered on eMigrate system S .
Find Project Exparter Download electronic ID Card s~ Project Exporter Submit Grisvancs
Submit Eventuality Details Apply for Registration
PAC List of Foreign Employers Resubmit Registration Application
FAQs Un-Registered RAs Detailed i Reach us at
elLocker for Emigrant Recruiting Agent
lam Download eSticker 9 Ag eMigrate Help Desk.
Verify EC Status : Apply for Registration
Select |Z| Resubmit Registration Application helpdesk@ermigrate.gov.in
I want to know about... & (011 26887772
Select [=] OWRC Contact Humbers

11
Get Results A 011 40503080
(Landling)

& 1800 11 3090 (Toll
Free)

india.gov.ina

The natlonsl portal of indla

Figure 6: System Access (for Registered Employers)-Registered Users Login

2. Select Employer from the drop down menu.
3. Enter your Login ID and Password, and click Login.

4. On successful authentication of the user, the system home page for registered Employer
appears.

2.4. Using the system Interface (for Registered Employers)

This section introduces you to the screen elements of the system for registered Employers(header,
navigation menu, and buttons).

2.4.1. Header

The header is the top bar in the eMigrate system. It contains elements like hyperlinks, MOIA logo,
eMigrate system logo, user details etc.

Skip to Main Content|AJA[A  Select Theme Il 1 I N Welcome Crayons Pvt Ltd | Role:Employer | Switch Role | Logout About Us | Help | Contact Us | Sitemap

£

/‘ ¥ eMigrate

!3%. )ﬁmgﬂaﬁm

Figure 7: System Access (for registered Employers)- Header
The table below details the various hyperlinks in the header and their function.

Table 11: System Access (for registered Employers)- Header Hyperlinks

Hyperlink Allows you to...

Skip to Main Content Return to the internal home page for registered Employers
AlALA Adjust the font size on the portal.
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Hyperlink Allows you to...

Select Theme b B i B | Select any colour theme for the portal.
Switch Role NL.A. for your role.

Logout Logout of the eMigrate system.

About Us View information about MOIA

Help View FAQs on eMigrate system
Contact Us View MOIA contact information

Sitemap View the sitemap of the portal

2.4.2. Navigation Bar
The navigation bar is placed below the header. It contains drop down menus for various business
processes. It also contains a home button (ﬂ) for returning to the internal home page.

Figure 8: System Access (for registered Employers): Navigation Bar
The table below details the drop down menus available in the navigation bar.

Table 12: System Access (for registered Employers): Navigation Bar Dropdown Menus

Menu Allows you to...

e View Grievances Details

o View Registration Application
e Find Emigrant

e Find Grievance

e View Approved Demand

e View Demand

Search e View Emigrant Details
e View Emigrant Drill Down Details
e View Emigrant Registration Application
e View Grievances Details
e View Open Jobs
e View Permit
e Apply for Interview / Advertisement Permission
e Apply for Emigrant Registration
e Associate New RA for a Demand
e Generate Individual Employment Contract
. e Make Bulk Payment
Services

e Raise Demand

e Raise Permit

e Resubmit Application

e  Submit Response (Query for PoE / PGoE Office)
e Track Status

e Cancel Job ID

Administration e Update Account Details

e Update Emigrant Association Details

2.4.3. Buttons

Various buttons are used in the eMigrate system. The table below details the icon, name and
description of the button used:
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Table 13: System Access (for registered Employers): Buttons Description

Button Icon

Cancel

Name
Cancel

Description
Takes the user to the home page

Clear Clear Resets the current page and clears all the page
—— content
Delete Deletes a file uploaded on the form
Edit Allows the user to edit the details entered in the
form
Next Takes the user to the next page
) Open .pdf file Opens the .pdf file like application form

submitted, payment receipt etc.

Open Calendar

Opens a calendar

Presvious

Previous

Takes the user to the previous page

- Refresh captcha image | Loads a new captcha image on the page

| | Save & Next Saves the details entered by the user and takes
the user to the next page

) Search Takes the user to the related search screen

| | Submit Submits the form containing user entered details

| | Upload Opens a pop up for selecting file required to be
uploaded

Validate Validates the job id and emigrant’s passport

number entered by the user in the emigrant
registration form
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3. Registration

All employers will have to get registered by the Indian Mission. Only registered employers will be able
to raise demand / apply for permits for recruiting Indian emigrants. This chapter covers the process of
applying for Registration to Indian Mission through the eMigrate system.

3.1. Applying for Registration
Pre requisites:

e All Job Role and Job Designation as on Visas in eMigrate system have been set in system as
per Minimum Referral Wages (MRW) data set by respective Indian Mission. The Master List
is available for download from eMigrate website under Resources -> Minimum Referral
Wages Compiled.

e If your desired designation is not available in Master List, then please bring it in notice of
respective Indian Mission / Consulate. We can update Master List of designations and
Minimum Referral Wages data subject to approval from Indian Mission / Consulate and MOIA.

Mandatory documents required:

1. Copy of specimen employment contract.

2. In case of a company and if operational office country is different from incorporation office
country, then a copy of certificate of incorporation, if registered outside the country of operation.

3. Copy of:

¢ Registration certificate from Registrar of Companies (RoC) in case of a company.
e Registration certificate from Registrar of Firms (RoF) in case of a partnership.

e Personal identification number in case of individuals.

In case of a company, a copy of the memorandum of association.

Letter of Authorization.

In case of a company, a copy of the article of association.

N o o &

If registration number to import manpower is available, a copy of the certificate to import
manpower.

©

In case of a partnership, a copy of the partnership deed.

9. Copy of specimen signature of authorized signatory.

Process steps:
The following are the steps to apply for Registration through the eMigrate system:

1. Open the eMigrate external portal- http://www.eMigrate.gov.in in a web browser.

2. Goto Employer — Apply for Registration.

3. Fill the employer Registration form.
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Select Theme Il 17 LI About Us | Help | Contact Us | Sitemap

Employer Accreditation

Instructions:
o Fields marked with * (asterisk) are y.To avoid please refer and i i
Employer Accreditation Form
Name of Employer* sz Contractin | Country* |SAUDI ARABIA
istrati Number* ?{E‘r’;ﬁéilﬁgfeﬁ1§573§5'27] Date of Registration* [ /2013 =
Registration Valid Upto [ @3}
Enter the captcha value(case sensitive)* ef24E ef24E £
=3
Copyright © 2013. Home | MOIA | OIFC | Terms and Conditions | Hyperiinking Policy | EAQs | Feedback | Help Developed & Managed By
All Rights Reserved By MOIA. Best Viewed in Internet Explorer 7.0 and above at tion 1024 X 768 | Last Updated On:Feb 19th,2013. TATA CONSULTANCY SERVICES
Figure 9: Applying for Registration Screen 1
Select Theme Il H I About Us | Help | Contact Us | Sitemap

S — — — —— e
Emigra Employ Project Exporter = Recruiting Agent = Grievance surance = Search

Employer Accreditation

Organization Details H Contact Details H Details of Managers H Projected Demand Details ‘ | Documents

@ instructions:
a Fields marked with * isk) are To avoid mi , please refer guidelines and i
Organization Details
1. Name of Employer® Samama Contracting 2. Country® {SAUDI ARABIA |
2 istration/Personal Identificati |RG563248963541553652 | 4. Date of Registration* [15/0212013 ]
Number*
S. Registration Valid Upto [ ] 6. WebSite URL L ]
7. Type of Business* [|nf°,maﬁ°n and Communicaﬁclzl 8. Total No. of Indian workers employedas 25 ]
e on date*
9. Total WorkForce Employed* [5000 \
10. Type of Organization* @Company ©)F ip ©F i ip ©)

11. Is there any complaint from Indian worker @ Yes @No | ]
pending against you?*
12. Whether you have got a registration ©Yes @No[ ‘
number to import manpower ?*

Operational Office Details
13. Address Line 1% [P O Box 286985 14. Address Line 2 |Al Oruba Street

Figure 10: Applying for Registration Screen 2

Skip to Main Content | AJA[A Select Theme Il 7 I About Us | Help | Contact Us | Sitemap

S
g Agent Grievance Insurance Search

Employer | Project Exporter Recrul Oth

Employer Accreditation

Organization Details || Contact Details H Details of Managers H Projected Demand Details H Documents

@ instructions:
o Fields marked with * i are .To avoid mi: ). please refer guidelines and instructions.

Operational Office Details
21. Incorporation Office Address same as Operational Office? @Yes @)No

22. Address Line 1 [P 0O Box 2863985 ] 23. Address Line 2 V\] Oruba Street
24. CitylTown/village [Riyadh | 25. Country [SAUDIARABIA |
26. PostaliPin Code
27. Phone Number

7 — 4904525 | 28. FaxNumber

Copyright © 2013. Home | MOIA | OIFC | T itions | Hyperiinking Policy | FAQs | Feedback | Help Developed & Managed By
All Rights Reserved By MOIA. Best Viewed in Internet Explorer 7.0 and above at resolution 1024 X 768 | Last Updated On:Feb 19th,2013. TATA CONSULTANCY SERVICES

Figure 11: Applying for Registration Screen 3
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_ Skipto Main Content | AJAIA Select Theme Il M E About Us | Help | Contact Us | Sitemap

****** @

sl sre e s
Minisry of Overess Inia Afaien
in

oY eMigrate

e G FarE

———
ant Employer

Employer Accreditation

Organization Details ‘ | Contact Details H Details of Managers | I Projected Demand Details H Documents |

@ instructions:
@ Fields marked with * (asterisk) are To avoid . please refer and i
Authorised Signatory Details
29. Name* |0sama Yousaf [Nassar ]
30. Designation* [HR Manager [=] 31. Email* [nassar.osama@gmail.com ]
32. National of* | SAUDI ARABIA [=]
Residential Address
33. Address Line 1* P OBox 177 34. Address Line 2 Al Nouruba Road
35. CityTown/Village* Riyadh | 36. Country* SAUDI ARABIA
37. Postal/Pin Code* p11232 ‘ 32. Landline Number* -1 ~ 4556558

39. Mobile Number ‘ = ]

Managing Director/ Managing Partner/ Proprietor/ Individual Details

40. Name* Isam Al Othman
41. National of* | SAUDI ARABIA [=] 42. Email* limothman@gmail.com |

Figure 12: Applying for Registration Screen 4
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Employer Accreditation

Organization Details H Contact Details H Details of Managers | ‘ Projected Demand Details | ‘ Documents |

Instructions:
o Fields marked with * i are To avoid mistake(s), please refer guideli and il

List of Documents

&8. Copy of Article of Association*

69. Copy of Memorandum of Association*

70. Copy of i fme ROC/ i of firms in eMigrateInductionManualVerl.0.pdf

of ion number*
71. Copy ol Specimen Employment Contract* eMigrateInductionManualVeri.0.pdf
72. Copy of i of eMigrateInductionManualVerl.0.pdf

74. Copy of Certificate to Import Manpower
75. Letter of Authorization
76. Optional

[ptoad |

_ [oplozd |

[[upload |

73. Copy of of , If regi outside the country of Operation -
[upioad |

[ptoza |

[ptoad |

77. More Optional Attachments? ©Yes @No
78. [V] 1lndertake that in the event of anv of the information/ doctiments furnished ahove beina found to be false orincorrect in anv resnect the accreditation is liable to

Figure 13: Applying for Registration Screen 5

Confirm the data entered or edit to make any changes.

| Skip to Main Content | A1 A A Select Theme Il 1 H W About Us | Help | Contact Us | Sitemap
a
o
. &g
oY eMigrate S 2/
el R e s et e e
e g

T — — . — - R—
nt Employer Project Exporter =Recruiting Agent Grievance = Insurance

Employer Accreditation

Verify Employer Accreditation Details

‘You may review the form by clicking "View Form” button
Please verify the information entered by you using View Form Button. Please make corrections, if required by using Edit Button.

[Siowrorm | o |

Copyright © 2013. Home | MOIA | OIFC | Terms and Conditions | Hyperlinking Policy | FAQs | Feedback | Help Developed & Managed By
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Figure 14: Applying for Registration Screen 6
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Select Theme il Il I I About Us | Help | Contact Us | Stemap

Employer Accreditation Form

Employer Accreditation Status.

Thanks! for submitting the Employer Accreditation form
Your Application Reference Number (ARN) is PT891
Use PT891 ARN for any further communication regarding your application.
You may view/download the form by clicking the PDF icon r::i

The details along with the application form have been sentto your mail ID.

Figure 15: Applying for Registration Screen 7

4. Submit the signed application form along with the required documents at the respective Indian
Mission within the specified time period.

Please Note: In case application is not marked received by Indian Mission / Consulate
within the specified time period, the application will be auto rejected.

As a part of the application processing, a Indian Mission official may visit your premises

If the application is approved by the Indian Mission, a system generated mail containing the
following will be sent to your email id:

e A unique employer id assigned

e Printable confirmation letter with bar code

o Password for accessing eMigrate system eMigrate system

=

e If your application is rejected by the Indian Mission, a system
generated email will be sent to your email id informing of the rejection.

The table below details the description of the fields in the Employer Registration form. The fields are
mentioned in the order in which they appear in the form (first left to right, then top to bottom). All fields

which are marked

T3

are mandatory fields:

Table 14: Employer Registration Form Field Reference Table

Field Name

Employer Registration Form

Description

Enter the name of the proprietor if the Employer is sole

*
1 Name of the Employer proprietor else enter the name of Firm/Company.
5 C Enter the Employer's country. The eMigrate system will pop
ountry* )
down auto complete options as you type.
3 Registration/Personal Enter the unique Registration number in case of Company/Firm
Identification Number* and Personal ID in case of proprietor.
4 Date of Registration* Enter the date of Registration.
5 Registration Valid Up to* Enter the date till when the Registration is valid.
6 Enter the character that you

see along side

Enter the text as shown in Captcha image

Organization Details

1 Name of Employer Display Field. This field is auto populated by eMigrate system.
2 Country Display Field. This field is auto populated by eMigrate system.
3 Eii?}ltsi:ircaailt?onr?jl\leurrsr?l?g Display Field. This field is auto populated by eMigrate system.
4 Date of Registration* Display Field. This field is auto populated by eMigrate system.
5 Registration Valid Up to* Display Field. This field is auto populated by eMigrate system.
6 Website URL Enter the website URL of the Employer
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Field Name Description

7 Type of Business

Select the type of business of the Employer from the drop down
menu.

8 Total no. of Indian workers
employed as on date

Enter the total no. of Indian workers employed by the Employer
till date.

9 Total workforce Employed

Enter the total no. of workers employed by the Employer till
date

10 Type of Organization

Select the type of organization of the Employer from the
following options:

e Company
Firm
Proprietorship
Individual

11 Is there any complaint from
Indian Worker pending
against you

Select Yes or No as applicable. If yes is selected then enter the
details of the complaint

12 Whether you have got a
Registration no. to import
manpower

Select Yes or No as applicable. If yes is selected then enter the
Registration number.

Operational Office Details

13-20. Operational Office
Address, Email and Contact
Details*

Enter the Operational office address, email and contact details
in the respective fields.

Incorporation Office Details

21. Incorporation Office address
same as Operational Office

Select Yes or No as applicable

22-28. Incorporation Office
Address, Email and Contact
Details*

If previous field is selected as No, then Enter the Incorporation
office address, email and contact details in the respective
fields.

If previous field is selected Yes, then eMigrate system auto
populates office address, email and contact details in the
respective fields.

Authorized Signatory Details

29. Name*

Enter the Authorized Signatory name

30. Designation*

Select the Signatory's designation from the drop down list.

31. Email*

Enter the Signatory's email address.

32. National of*

Select the country to which Employer belong from the drop
down list.

Residential Address

33-39. Residential Address,
Email and Contact Details*

Enter the Residential address, email and contact details of
Authorized Signatory in the respective fields.

Managing Director/ Managing Partner/ Proprietor/ Individual Details

40. Name*

Pre-filled in case authorized signatory has selected designation
as Managing director/ managing partner/ proprietor/ Individual

else enter the name.

41. National of*

Pre-filled in case authorized signatory has selected designation
as Managing director/ managing partner/proprietor/ Individual

else select the country from the drop down list.

42. Email*

Pre-filled in case authorized signatory has selected designation
as Managing director/ managing partner/proprietor/ Individual

else enter the email address.

Residential Address
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Field Name Description

Pre-filled in case authorized signatory has selected designation

43-49. Residential Address,
Email and Contact Details*

as Managing director/ managing partner/ proprietor/ Individual

else enter the Residential address, email and contact details in

the respective fields.

List of Documents

Copy of article of Association*

Upload the required document as per the mandatory
documents required list mentioned in this section.

Copy of Memorandum of
Association*

Upload the required document as per the mandatory
documents required list mentioned in this section.

Copy of registration certificate
from ROC/ Registrar of firms in
operation country/ Proof of
Personal Identification Number*

Upload the required document as per the mandatory
documents required list mentioned in this section.

Copy of Specimen Employment
Contract*

Upload the required document as per the mandatory
documents required list mentioned in this section.

Copy of specimen signature of
authorized signatory*

Upload the required document as per the mandatory
documents required list mentioned in this section.

Copy of certificate of
incorporation, If registered
outside the country of operation

Upload the required document as per the mandatory
documents required list mentioned in this section.

Copy of Certificate to Import
Manpower

Upload the required document as per the mandatory
documents required list mentioned in this section.

Letter of Authorization

Upload the required document as per the mandatory
documents required list mentioned in this section.

Optional Attachments

Upload the required document as per the mandatory
documents required list mentioned in this section.

More Optional Attachments?

Select Yes if you want to upload more optional Documents(if

any) else ignore this field.

I undertake that in the event of
any of the information/
documents furnished above
being found to be false or
incorrect in any respect, the
Registration is liable to be
canceled.*

Select this check box

| also undertake that | will not
withhold the passport of the
Indian Emigrant.*

Select this check box
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4. Interview Advertisement Permission

Each registered Employer can request to conduct interview/advertisement for recruitment in India,
against a valid permit ID. This chapter covers the process of interview/Advertisement Permission of
registered employers.

4.1. Applying for Interview Advertisement Permission
Pre requisites: None.

Mandatory Documents Required: None

Process steps:

The following are the steps to apply for interview/Advertisement Permission through the eMigrate
system:

1. Log on to the eMigrate system eMigrate system. The eMigrate system home page appears as
depicted in Figure 2.

2. Goto Services — Apply for Interview/Advertisement Permission
3. Fill the online form.
After filling field numbers 1-12, click Add to List. After filling field numbers 14-17, click Submit.

Apply for Interview/Advertisement Intimation

Instructions:
Fields marked with*are mandatory.
Address
1. Address Line 1* 2. Address Line 2
3. CityTown/Village * [ 1 4. State/UT * Select =
5. District* Select = 6. PostallPin Code *
7. PermitiD * Select - 8. Reason for Re-Interview
9. Number of recruitment in Skilled 10. Number of recruitment in Semi-
category Skilled category
11. Number of recruitment in Other 1 12. Number of recruitment in Unskilled
category category
13. Total number of Recruitment

AddTolList
Interview Advertisement List
Sr. No. Demand ID Reason for Re-Interview Number Of Recruitment
14. Interview Start Date * 1 j 15. Interview End Date * |
16. Copy of. i ent

17. Optional Attachment

More Optional Attachments? © Yes @ No

Figure 16: Applying for Interview/ Advertisement Screen 1

4. The application will be processed by PoE office.

B«<D  If the application is approved, a system generated mail along with the printable confirmation
letter is sent to your email id.

=

e If your application is rejected, a system generated email will be sent to
your email id informing of the rejection.

The table below details the description of the fields in the capacity enhancement form. The fields are
mentioned in the order in which they appear in the form (first left to right, then top to bottom). All fields
which are marked *’ are mandatory fields:

TATA CONSULTANCY SERVICES MOIA Confidential 27



eMigrate System

Employer Operational Procedure Manual V1.2

Table 15: Interview/ Advertisement Permission Form Field Reference Table

Field Name Description
Address
1-6. Address Details* Enter the address where interview would be conducted
7 Permit ID* Select the Permit ID from the drop down List. The list gets

populated with permits of associated Employer.

8. Reason for Re-Interview

Enter the reason for Re interview if earlier applied for Interview
else ignore this field.

9. Number of recruitment in
skilled category*

Enter the number of requirement in the particular skill set

10. Number of recruitment in
semi-skilled category*

Enter the number of requirement in the particular skill set

11. Number of recruitment in
other category*

Enter the number of requirement in the particular skill set

12. Number of recruitment in
unskilled category*

Enter the number of requirement in the particular skill set

13. Total number of recruitment

Display field. Emigrate system displays the total number of
requirement in all the skill set

Interview Advertisement List

14. Interview start date*

Enter the date from when the interviews would be conducted. It
should be future date.

15. Interview end date*

Enter the date till when the interviews would be conducted. It
should be future date and greater then interview start date.

16. Copy of Advertisement

Upload the required document as per the mandatory
documents required list mentioned in this section.

17. Optional Attachment

Upload the required document as per the mandatory
documents required list mentioned in this section.

More Optional Attachments

Upload the required document as per the mandatory
documents required list mentioned in this section.
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5. Emigrant Related Processes

This chapter covers all the emigrant related processes for which the employer applies online through
the eMigrate system. The following business processes are covered in detail:

e Raising demand

¢ Direct Recruitment under Indian Mission Attestation
e Applying for employer permit

e Generating employment contract

e Applying for emigrant registration

e Updating emigrant details

e Canceling unutilized job

e Entering new RA details

5.1. Raising Demand

If you are a registered employer, you will raise demand for emigrants, to be recruited through a MOIA
registered Recruiting Agent (RA), through the eMigrate system. This section covers the process of
raising demand.

Pre requisites:
e The desired 'Job Designation as on Visa' should be available against the 'Job Role'. The
Master List is available for download from emigrate.gov.in website under Resources ->
Minimum Referral Wages Compiled

e If your desired designation is not available in Master List, then please bring it in notice
of respective Indian Mission / Consulate. We can update Master List of designations
and Minimum Referral Wages data subject to approval from Indian Mission /
Consulate

Mandatory documents required:

1. A copy of government approval for recruiting Indian workers.
2. If employer country is Saudi Arabia, then a copy of the e-Wakala.

Process steps:
The following are the steps for raising demand through the eMigrate system:

1. Log on to the eMigrate system eMigrate system. The eMigrate system home page appears as
depicted in Figure 2.

2. Goto Services — Raise Demand

3. Fill the online form and upload the required documents:
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Skip to Msin Gontent [ 414 1A

Sel

ea

Administration

Raise Demand

(@ instructions:
©Figlds marked with*are mandatory.

Raise Demand

Employer ID FE161 Employer Name Pooja Singh
Country UNITED ARAB EMIRATES
Mode of Recuitment * @ Through Indian Register=d Recuitment Agent

Recruiting Agent Details

Recuiting Agent ID * Q, RC Number

Copyright ® 2013, MOIA | DIFC | Terms and Conditions | Hyperlinking Poficy | FAQs| Suggestion | Help Developed & Managed By
All Rights Resrved By Best Viewed in Internet Explorer 8 0 and above at 1024 X 788 | Last Updated On:Sept 30th, 2013, TATA CONSULTANCY SERVICES
Figure 17: Raising Demand through RA Screen1

1

‘Skip to Main Content [ A [A| A SeectTheme I MMM Welcome Pooja Singh | Rols:Employer | Switch Roe | Logout About Us | Help | Contact Us | Sitemap
AW
o)
( Q‘.‘

=¥ eMigrate N
¥ W GRS e &ydmh::-m
70 Search Services Administration

Raise Demand

Job Details | [ other Details | | List 0f Documents |

@ Instructions:
4 Fields marked with*are mandatory.

Job Details
Category *
Designation *

Experience Level *
Period of Contract Deputation{Months) =
Desaiption

Gender Prefersnce © - Male = Female - No preference
[Hou[2] [Minuts []-[<]
Details of Mode Settelement of Disputes * [—‘

Experience Level

Vacandies *
Age Limit *
Work-Timings * From
Total working hours *

] ly Salary Offered
Curency

lrcones sosseamyompormassionomomvoay |
Figure 18: Raising Demand through RA Screen2
I ocives rovsea o emioyer n sesion o montiysavary I

Whether Transportation fadility is provided? * ©Yes ©No|

Amount *

Whether leave benefits are provided ss per local labour law? * ©Yes ONof

Whether free food is provided? If No, Allowance value * ©Yes ©Nd Per Hour
Whether free Accomodation is provided? If No, Allowsnce value * Dves E)No1 Per Hour
Whether Overtime allowsnce is paysble ss per local labour laws? If Yes, Allowance ~ OYes ONe: Per Hour
value *

Whether Visa fee is provided? * DYes ©No|

Whether weekly off is provided? * ©Yes ©ONd

Whether To and fro airfare is Provided? * ©Yes ©Nd

Whether i facility is provi If Yes, I details * ©Yes ©No|

Whether free Medical facility is provided? If Yes, Medical facility details * ©Yes ©Nd|

Any Other facility provided? If Yes, give details * @Yes ©ONo|

Whether Paid lesve is provided? If Yes, Leave details * ©Yes ON

Have provision in regsrd to disposal or transportation of dead body of emigrants to Indis 2 *

Copyright © 2013. MOIA | OIEC | Terms and Conditions | Hyperiinking Policy | FAQs| Suggestion | Help Developed & Managed By
Al Rights Reserved By Best Viewed in Internet Explorer 8.0 and above st resolution 1024 X 768 | Last Updated On:Sept 30th,2013. TATA CONSULTANCY SERVICES
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Figure 19: Raising Demand through RA Screen2 (cont.)
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Other Details

tails | | Other Details l [ List Of Documents

@instructions:
aFields marked with*are mandatory.

Other Details

Demand Expiry Date 01/01/2015 = Has the applicant aranged to obtsin Cves C No
employment visa for the proposed number
of emigrants *

If Yes, Basis of visa " Blodk ¢~ Individual Visa Number
s |
Copyright ® 2013. MOIA | DIFC | Terme and Conditions | Hyperlinking Policy | FAQs| Suggestion | Help Developed & Managed By
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List of Document
tails | [ List of Documents |
(@ instructions:
9Fields marked with"are mandatory.
List of Documents
1. Copy of Govt approval for reauiting -
Indian Workers *
More Optional Attachments? CYes{"No
]
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Figure 21: Raising Demand through RA Screen4

4. On submitting the required information in system, a system generates the following:

1. A unigue demand id
2. JobID’s

The table below details the description of the fields in the raising demand form. The fields are
mentioned in the order in which they appear in the form (first left to right, then top to bottom). All fields
which are marked *’ are mandatory fields:

Table 16: Raising Demand Form Field Reference Table

Field Name Description

Raise Demand

1. Employer ID

Display field. Emigrate system auto populates this field

Employer Name

Display field. Emigrate system auto populates this field

Display field. Emigrate system auto populates this field

2
3. Country
4

Mode Of Recruitment*

Select the mode of recruitment from the following options:
1. Through Indian Registered Recruiting Agent
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Field Name Description

Recruiting Agent Details

1. Recruiting Agent ID* Enter the RA ID of the RA who will recruit on your behalf
2. RC Number Enter the RC Number of the RA
3. Category* Select the Job Role for which the Emigrants are required
4. Experience level* Select the experience level of Emigrants which you require
. I Select the Job Designation as on Visa for which the Emigrants
5. Designation .
are required
6. Period O.f C*o ntract Enter the time period of contract
Deputation
7. Age Limit* Select the Age Limit preference of the Emigrants you require
8. Gender Preference Select the gender preference of the Emigrants you require
9. Job Description Enter the Job Description of the Job
10. Work Timings* Select the work timings of the job
11. Total working hours Display field.
12. Details of mode settlement Enter the details as to how a dispute with Emigrant will be

of disputes*

settled if any arises

Monthly Salary Offered

Display field. Unit of currency will be displayed as per the

13. Currency *
Employment country.
14. Amount* Enter the monthly salary which will be paid to Emigrant
Facilities Provided by Employer in addition to monthly Salary
15. Whether Transportation

facility is provided?*

Select Yes or No as applicable

16.

Whether free food is
provided? If No, Allowance
value*

Select Yes or No as applicable.

17.

Whether free
accommodation is provided?
If No, Allowance value*

Select Yes or No as applicable.

18.

Whether overtime
allowance is payable as per
local labor law? If Yes,
Allowance value*

Select Yes or No as applicable.

19.

Whether Visa fee is
provided?

Select Yes or No as applicable.

20.

Whether weekly off is
provided*

Select Yes or No as applicable.

21.

Whether to and fro air fare is
provided*

Select Yes or No as applicable.

22.

Whether Insurance facility is
provided? If Yes, Insurance
details*

Select Yes or No as applicable.

23.

Whether free

medical facility is provided?
If Yes, Medical facility
Details*

Select Yes or No as applicable.

24.

Any Other facility
provided? If Yes, give
details*

Select Yes or No as applicable.

25.

Whether paid leave is
provided? If Yes, Leave
details*

Select Yes or No as applicable.
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Field Name Description

26. Have provision in regard to
disposal or transportation of
dead body of emigrants to
India?*

Other Details

27. Demand Expiry Date Select the Demand Expiry date.

28. Has the applicant arranged
to obtain visa for the
proposed number of

Select this check box as applicable

Select Yes or No as applicable

Emigrants
29. If yes, Basis of Visa Select Individual or Block, if Yes is selected above
. Enter the Visa number if basis of visa has been entered as
30. Visa Number .
Block Visa

31. Copy of Govt. Approval for
recruiting Indian Workers*
32. More Optional Attachments

Upload the required document

5.2. Direct Recruitment under Indian Mission Attestation

Employer can refer MOIA Office Order dated 31% August 2015 (Subject: Recruitment of Indians
Holding ECR passports by Foreign Employers for work in ECR Countries). The office order is
uploaded in emigrate.gov.in under: Resources -> Notification / Office Memo -> Office Order.

Please Note: There is a limit on no. of Emigrants that can be recruited through Direct
Recruitment under Indian Mission Attestation. Please contact Helpdesk to know more details:
Tel N0.-01126887772 and helpdesk@emigrate.gov.in

5.3. Applying for Employer Permit

If an employer wants to himself / herself recruit emigrants, he/she has to apply for permit. This section
covers the process of applying for permit on the eMigrate system.

Pre requisites:

e The desired 'Job Designation as on Visa' should be available against the 'Job Role'. The
Master List is available for download from emigrate.gov.in website under Resources ->
Minimum Referral Wages Compiled

e If your desired designation is not available in Master List, then please bring it in notice
of respective Indian Mission / Consulate. We can update Master List of designations
and Minimum Referral Wages data subject to approval from Indian Mission /
Consulate

Mandatory documents required:

1. Copy of government approval for country for which recruitment is being done.
2. Details of proposed recruitment process.
3. If employer country is Saudi Arabia, a copy of e-wakala.

Process steps:
The following are the steps for raising demand through the eMigrate system:

1. Log on to the eMigrate system eMigrate system. The eMigrate system home page appears as
depicted in Figure 2.
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2. Goto Services — Raise Permit

3. Fill the online form and upload the required documents.

Job Details I I Other Details “ List Of Documents I

Skip to Main Content | A4 |A SelctTheme U HEE Welcome Crayons Pvt Ltd | Role:Employer | Switch Role | Logout About Us | Help | Contact Us | Sitemap
( s
A
lm’ N
A gl warE Ministry of Overseas Indian Affains
=
# Search  Services  Administration
Raise Permit

Instructions:
Fields marked with*are mandatory.

Raise Permit
Employer Id FE7 Employer Name Crayons Pvt Ltd
Country UNITED ARAB EMIRATES Type of Organization Company

Job Details

Category * Select = Experience Level * Experience Level :
Designation * Select o Period of Contract Deputation{Months) = [ ]
Vacancies * Desciption l ‘
Age Limit * Age Limit El Gender Preference © ¢~ Male (~Femsle ¢ No preference

Cumency * | Amount * [ ]

Totsl working hours * Details of Mode Settelement of Disputes *

Facilities provided by Employer in addition to monthly salary

Figure 22: Raise Permit Screen1

Whether Transportation facility is provided? = Cyes CNo

Whether lesve benefits are provided ss per local labour law? * Cyes CNo [ |

Whether free food is provided? If No, Allowance value * Cves CNo [ | PerHour
Whether free Accomodation is provided? If No, Allowance value Cves CNo [ | Per Hour
Whether Overtime allowance is payable as per local Isbour laws? If Yes, Allowance  CYes CNo [ | PerHour
value *

Whether Viss fee is provided? = Cyes CNo [ ]

Whether weexly off is provided? * Cyes Cho [ |

Whether To and fro sirfare is Provided? * Cyes CNo [ |

Whether Insurance facility is provided? If Yes, Insurance details * Cyes CNo [ |

Whether free Medical facility is provided? If Yes, Medical facility details * Cyes{No [ |

Any Other facility provided? If Yes, give details * Cves{"No [ |

Whether Psid leave is provided? If Yes, Lesve details Cyes{"No [ |

Have provision in regard to dispossl or transportation of dead body of emigrants to Indis ? *

Facilities provided by Employer in addition to monthly salary

Copyright © 2013. MOIA | OIFC | Terms and Conditions | Hyoerlinking Policy | FAQs| Suggestion | Help Developed & Managed By
All Rights Reserved By Best Viewed in |nternet Explorer 2.0 and above at ion 1024 X 768 | Last Updated On:Sept 20th,2013. TATA CONSULTANCY SERVICES
Ainia

Figure 23: Raise Permit Screen1 (Cont.)

®  Search Administration

Other Details

Job Detaits | [ Other Detaits | [ List of Documents |

Permit Expiry Date = 30/12/2014 [) Hss the applicant amanged to obtain CYes{ No

employment visa for the proposed number
of emigrants -

1f Yes, Basis of visa = € Blocx & Ingivigual Visa Number [

Instructi.
marked with-are mandatory.

Figure 24: Raise Permit Screen2
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'd Search Services  Administration
List of Document
| I |
Instructions: ‘
Fields marked with”are mandatory.

| List of Documents

1. Copy of Govt approval for
Indisn Workers®

2. Details of props i Process™

2. E-Wsksls

4. Optionsl Attachments

More Optional Attachments? CyesNo

Figure 25: Raise Permit Screen3

4. Print the application form and make the required payment at the Indian Mission.
5. The Indian Mission scrutinizes your application:

e On a successful scrutiny, the Indian Mission forwards the application to the Protector
General of Emigrants (PGoE) office through the eMigrate system.

e If some further clarifications/inputs are required from you, the Indian
Mission can send back the application for re-submission. In such a
case, you will receive a system generated mail containing instructions

& for re-submitting the application.

6. The PGOoE office processes your application.

o If the application is in-principle approved by the PGoE, a system generated email will be
sent to your email id to submit the required bank guarantee within the defined time limit at
the Indian Mission.

=

e If your application is rejected by the PGoE, a system generated email
will be sent to your email id informing of the rejection.

7. Deposit the required bank guarantee at the Indian Mission. You need to provide bank guarantee
as per rules of local Mission / Consulate or as per MOIA rules.

8. First the Indian Mission, then PGoE office will verify the bank guarantee submitted.

If your application is approved by the PGoE, a system generated email will be sent to your email

ID containing:
e Aunique permitid
e Jobids
e Permit
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e If your application is rejected by the PGoE, a system generated email
will be sent to your email id informing of the rejection.

=

The table below details the description of the fields in the employer permit form. The fields are
mentioned in the order in which they appear in the form (first left to right, then top to bottom). All fields
which are marked *’ are mandatory fields:

Table 17: Employer Permit Form Field Reference Table

Field Name ‘ Description
Raise Permit
1. Employer ID Display field
2. Employer Name Display field
3. Country Display field
4. Type of Organization Display field
Job Details
5. Category* Select the Job Role for which the Emigrant is being recruited

6. Experience level* Select the desired Experience Level of the Emigrant

Select the Job Designation as on Visa for which the Emigrant is
7. Designation* being recruited

Enter the period of contract deputation for which the Emigrant is
8. Period of Contract Deputation* to be recruited

0. Vacancies* Enter the number of vacancies for the job

10. Description Enter the Job Description

11. Age Limit* Select the Age Limit preference of the Emigrants you require

12 Gender Preference* Select the gender preference of the Emigrants you require

Display field. Unit of currency will be displayed as per the
13. Currency Employment country.

14. Amount* Enter the monthly salary which will be paid to Emigrant

Select the work timings for which the Emigrant for which the
15. Work Timings* Emigrant is required to work

16. Total working hours Display field.
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Description

Enter the details as to how a dispute with Emigrant will be settled
if any arises

Facilities Provided by Employer

in addition to monthly Salary

18.

Whether Transportation facility
is provided?*

Select Yes or No as applicable

19.

Whether free food is provided?
If No, Allowance value*

Select Yes or No as applicable.

20.

Whether free
accommodation is provided? If
No, Allowance value*

Select Yes or No as applicable.

21.

Whether overtime
allowance is payable as per
local labor law? If Yes,
Allowance value*

Select Yes or No as applicable.

22,

Whether Visa fee is provided?

Select Yes or No as applicable.

provided? If Yes, Insurance
details*

23. Whether weekly off is Select Yes or No as applicable.
provided*

24. Whether to and fro air fare is  [Select Yes or No as applicable.
provided*

25. Whether Insurance facility is

Select Yes or No as applicable.

26.

Whether free
medical facility is provided? If
Yes, Medical facility Details*

Select Yes or No as applicable.

27.

Any Other facility
provided? If Yes, give details*

Select Yes or No as applicable.

28.

Whether paid leave is
provided? If Yes, Leave
details*

Select Yes or No as applicable.

29.

Have provision in regard to
disposal or transportation of
dead body of emigrants to
India?*

Select Yes or No as applicable.

Other Details

30.

Demand Expiry Date

Select the Demand Expiry date.

31.

Has the applicant arranged to
obtain visa for the proposed
number of Emigrants

Select Yes or No as applicable

32.

If yes, Basis of Visa

Enter if Yes is selected above

33.

Visa Number

Enter the Visa number if basis of visa has been entered

List of Documents

34.

Copy of Govt. Approval for
recruiting Indian Workers*

Upload the required document

35.

Details of proposed
Recruitment process

Enter the details of the proposed process

36.

E-Wakala

Upload the required document if applicable

37.

Optional Attachments
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Description

Field Name

38. More Optional Attachments

5.4. Generating Employment Contract

You have to upload signed copy of employment contract on the eMigrate system during applying for
emigrant registration. This section covers the process of generating employment contract.

Pre requisites:
e You have an approved demand letter/approved permit for recruiting emigrants.

Mandatory documents required:
e Copy of VISA.

Process steps:
The following are the steps for raising demand through the eMigrate system:

1. Log on to the eMigrate system eMigrate system. The eMigrate system home page appears as
depicted in Figure 2.

2. Goto Services — Generate Individual Employment Contract

3. Enter the mode of recruiting, passport no., job id, visa details and upload the copy of visa.

‘Skip to Main Content | 4| A SelectTheme N EHEE Welcome Pooja Singh | Role:Employer | Switch Rols | Logout About Us | Help | Contact Us | Sitemap
D i
<Y eMigrate &%
¥ et e s . u...-::m.mh

>

#A  Search Services Administration

Generate Individual Employment Contract

Instructions:
In case of permit both passport number and job Id are mandatory
Fields marked with*sre mandatory.

Generate Individual Employment Contract

Requitment Mode * @ Permit (~Direct (~ Through Indian Reauiting Agent
Passport Number Job ID [‘\

Figure 26: Generate Employment Contract Screen1

Generate Individual Employment Contract

Fields marked with™ are mandatory.

Instructions: |

Generate Individual Employment Contram

Passport Number Job ID
Passport Details
IName{zs on pessport)
Given Name * Surname®
Passport Type* [Select : Date of Expiry” [ 1 (]
Plsce of lssue® | Date of lssue® | ()
Date of Birth* [ | Gender CMale (" Female
IFatnirs Nams i
Given Name® Surname*
Address as per passport
Address Line1” { | Address Line2
City/Town/Village* [ ] State/UT* [ E|
Country INDIA District” | Select :
Postal/Pin Code®
Visa Details
Visa Number * 1] Re Enter Visa Number *
Date of Issue * : Dste of Expiry * “E
Place of lssue * ( ] Visa Type * | Select an option :
List of Documents
Copy of Visa * —
|

=
Figure 27: Generate Employment Contract Screen2
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4. Generate the employment contract.

The table below details the description of the fields in the generating employment contract form. The
fields are mentioned in the order in which they appear in the form (first left to right, then top to
bottom). All fields which are marked “*’ are mandatory fields:

Table 18: Generating Employment Contract Form Field Reference Table

Field Name ‘ Description

Generate Individual Employment Contract
Select Recruitment Mode from the following options:

. e Direct
1. Recruitment Mode ]
e Permit

e Through Indian Recruiting Agent

This field is Mandatory in case recruitment mode is selected as

2. Passport Number

Permit
This field is Mandatory in case recruitment mode is selected as
Permit
3. JobID This field is Mandatory in case Job ID is not entered and
recruitment mode is selected as Direct/ Through Indian
Recruiting Agent
Job Details

Pre filled in case mode of recruitment is selected as
4. Name(as on passport)* Direct/Through Indian Recruiting Agent.

Else enter the name of Emigrant as mentioned in the passport
Pre filled in case mode of recruitment is selected as
Direct/Through Indian Recruiting Agent.

5. Surname
Else enter the Surname of Emigrant as mentioned in the
passport

Pre filled in case mode of recruitment is selected as
Direct/Through Indian Recruiting Agent.

6. Passport type*

Else enter the type of passport.
Pre filled in case mode of recruitment is selected as
Direct/Through Indian Recruiting Agent.

7. Date of Expiry*

Else enter the date of expiry of passport.
Pre filled in case mode of recruitment is selected as
Direct/Through Indian Recruiting Agent.

8. Place of Issue*

Else enter the date of expiry of passport.
Pre filled in case mode of recruitment is selected as
Direct/Through Indian Recruiting Agent.

9. Date of Issue*

Else enter the Place of Issue of passport.
Pre filled in case mode of recruitment is selected as
Direct/Through Indian Recruiting Agent.

10. Date of Birth*
Else enter the date of birth of Emigrant as mentioned in the
passport

Pre filled in case mode of recruitment is selected as
Direct/Through Indian Recruiting Agent.

11. Gender

Else enter the Gender of Emigrant.
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Field Name Description

Pre filled in case mode of recruitment is selected as
Direct/Through Indian Recruiting Agent.

12. Father's Name
Else enter the Father's name of Emigrant as mentioned in the
passport

Pre filled in case mode of recruitment is selected as
Direct/Through Indian Recruiting Agent.

13. Surname
Else enter the Father's surname of Emigrant as mentioned in the
passport

Address as per Passport

Pre filled in case mode of recruitment is selected as
Direct/Through Indian Recruiting Agent.

14. Address Detalils
Else enter the address details of Emigrant as mentioned in the
passport

Visa Details

Pre filled in case mode of recruitment is selected as Through
Indian Recruiting Agent.

15. Visa Number*
Else if recruiting mode is selected as Permit/ Direct then enter
the visa number of the emigrant

Pre filled in case mode of recruitment is selected as Direct

1 *
16. Re Enter Visa Number Else if recruiting mode is selected as Permit/ Through Indian

Recruiting Agent then re enter the visa number of the emigrant
Pre filled in case mode of recruitment is selected as Direct

*
17. Date of Issue Else if recruiting mode is selected as Permit/ Through Indian

Recruiting Agent then enter the date of issue of visa
Pre filled in case mode of recruitment is selected as Direct

18. Date of Expiry* Else if recruiting mode is selected as Permit/ Through Indian

Recruiting Agent then enter the date of expiry of visa
Pre filled in case mode of recruitment is selected as Direct

*
19. Place of Issue Else if recruiting mode is selected as Permit/ Through Indian

Recruiting Agent then enter the place of issue of visa
Pre filled in case mode of recruitment is selected as Direct

1 *
20. Visa type Else if recruiting mode is selected as Permit/ Through Indian

Recruiting Agent then enter the date of expiry of visa

List of Documents
Copy of Visa*

Upload the copy of visa

5.5. Applying for Emigrant Registration

In case you are recruiting emigrants through a permit, you will have to register emigrants through the
eMigrate system eMigrate system. This section covers the process of applying for emigrant
registration.

Pre requisites:
e You have an approved permit for recruiting emigrants.

e Employment contract is signed by the emigrant(s).

Mandatory documents required:
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1. Individual employment contract for each emigrant.

2. Copy of the first and last page of passport.

w

Photograph of each emigrant.

B

If emigrant is a female, age is less than 30years and passport is ECNR type-then a copy of
emigrant’s highest educational certificate.

5. Incase UID is available, a copy of the Aadhar card.
Process steps:
The following are the steps to apply for emigrant registration through the eMigrate system:

1. Log on to the eMigrate system eMigrate system. The eMigrate system home page appears as
depicted in Figure 2.

2. Goto Service — Apply for emigrant registration (notified countries).

Fill the form online and upload the required documents.

#  Search Services Administration

Emigrant Registration Form

Passport Details| | Visa and Insurance Details | | Personal Details | | Travel Details || Contact Details || Employment Details
Instructions:
Fields marked with*are y. To avoid mi please refer guideli: and i
1. Job ID I [&] 2 Passport Number ]

(—Vaidae
Passport Details

4. Name(as on passport) ‘ [
8. Date of Expiry [

L |

5. Passport Type

[
[
Place of Issue l
L
!

1
|
|
|
| 10. Gender CMale € Female
|
|

7. 8. Date of Issue l |
9. Date of Birth
11. Fathers Name ‘ ‘
Address
12. Address Line 1 [ | 13, Address Line 2 [ ]
14. City/Town/Village "- “ 15. State/UT “ =
. District ¢ untry
18. Distri [ | 17. Co 1
| |
18. Postal/Pin Code [ |
Refresh Captcha
ol
SKVQ2K
]
Clear ! ave & Next

Figure 28: Applying for Emigrant Registration Screen 1

'Emngrant Registration Form

Passport Details Visa and Insurance Details Personal Details Travel Details Contact Details Employment Details

@ Instructions:
& Fields marked with-are mandatory.

Visa Details
19. Block Visa Number . 20. Visa Number

21. Date of Issue 22. Date of Expiry.

23. Place of lssue 24. Visa Type

Insurance Details

25. Policy Number [p587458 1 26. Insurance Agency prem nath sons -
27. Effective from [is/ma72013 |
[ =
Clear 'ave Z Next
Copyriah ® 2012. B Developed & Managed By
St N Bast Viewsd in Intarnet Explorer 7.0 and above at resolution 1024 X 788 | Last Updated On-Oct 19ih, 2013. — g2

Figure 29: Applying for Emigrant Registration Screen 2
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Passport Details Visa and Insurance Details Personal Details Travel Details Contact Details Employment Details

@ Instructions:
® Fields marked with*are mandatory.

Personal Details

28. Marital Status Maried = 29. Educational Qualification * Below 10th Standad_ +

20. Place of Birth * lLucknow

Number of Dependents
31. Spouse

I 4@ e ]
33, Children i— 34, Siblings 57

35. Total Number of Dependents

Address

36. NRI/PIO/OCI Status None 37. UID

Figure 30: Applying for Emigrant Registration Screen 3

Passport Details Visa and Insurance Details Personal Details Travel Details Contact Details Employment Details

@ Instructions:
® Fields marked with“are mandatory.

Travel Details

49. Purpose of Travel Employment 50. Destination Country @
51. Date of Boarding ﬁM1 3 a 52. Port of Departure [New Delhi

53. Flight Number [A1329 [ 54. Port of Final Destination [Ku.wai—]
L L
Clear
Copyright © 2012. Developed & Managed By
Best Viewed in Internet Explorer 7.0 and above at resolution 1024 X 768 | Last Updated On:Oct 15th, 2013,
TATA CONSULTANCY SERVICES

Al Rights Reserved By MOIA.
1

Figure 31: Applying for Emigrant Registration Screen 4

Emigrant Registration Form
Passport Details Visa and Insurance Details Personal Details Travel Details Contact Details Employment Details

@ Instructions:
& Fields marked with*are mandatory.

Details of Contact Person in Emergency(in India)

55. Name * [Sushil Kumar | [Yadav |

B et e - o —
57. Address * -

Landline
58. Landline Number D ﬁ [ﬁ 59. Mobile Number [—| ,ﬁ
€0. Email — -
I

Figure 32: Applying for Emigrant Registration Screen 5
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9. Period of contract/deputation 24, Moctha 70. Job Category Silied

71. Address st aatadf KUWAIT 72. Job Desgination Catpenkes
Monthly Salary

73. Cumency 74. Amount 2342340

Facilities provide by Employer/Project Exporter in addition to monthly salary

75. Whether free Accomodation is provided? If No, Allowance value € ves C No
76. Whether To and fro sirfare is Provided? v o
77. Whether free food is provided? If No, Allowance value @ ves € No
78. Whether Insurance facility is provided? If Yes, Insurance details € ves & No
79. Whether free Medical facility is provided? If Yes, Medical facility details € ves & o
80. Whether Overtime allowance is payable as per local labour laws? If Yes, Allowance value € ves € No
81. Any Other facility provided? If Yes, give details Civas e
82. Whether Paid leave is provided? If Yes, Leave details () s
83. Whether Visa fee is provided? € ves € no
84. Whether weekly off is provided? v B
85. Please Specify working hours 000 | in Hs.

86. Work-Timings grom '

87. Details of mode of settlement of disputes

Figure 33: Applying for Emigrant Registration Screen 6

st of Documents

89. Individual Employment Contract *

©

90. Copy of first and last page of Passport *

9

=
. Emigrant Photograph =
92. Proof of Educational Certificate
93. Contract Signed with Ministry of Labour

84. Copy of Aadhar Card

95. Optional Attachments
More Optional Attachments? Cves CNo
| undertake that in the event of the information/document furnished above being found to be false/ i i i by ffurnished to
me by someone else in any respect, | shall be held i and i i i it is liable to be canceled.

Figure 34: Applying for Emigrant Registration Screen 7

Skip to Main Content | A A1 A SeiectTheme H MMM weicome Pooja Singh | Role:Employer | Suitch Rofe | Logout About Us | Help | Contsct Us | Sitemap
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# Search Services Administration
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Verify Data

‘ou may review the form by dlicking “View Form® button
Plesse verify the information entered by you. Plesse mske comections, if required by
lusing Edit Button.

‘ou may also confirm and proceed with payment by dicing Make Payment

The fee for Emigrant Registration is X 200

Edit
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Figure 35: Applying for Emigrant Registration Screen 8
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4. Make the online payment for emigrant registration.
5. The system generates the:

e Application reference number
e Printable registration form
e Payment receipt

6. The PoE will process the application.
e |f the PoE approves the application, electronic emigration clearance will be granted to the

emigrant and system will send an SMS/email to you and the emigrant informing of the
approval.

=

e If your application is rejected by the PoE, a system generated email
will be sent to you and emigrant informing of the rejection.

The table below details the description of the fields in the emigrant registration form. The fields are
mentioned in the order in which they appear in the form (first left to right, then top to bottom). All fields
which are marked *’ are mandatory fields:

Table 19: Emigrant Registration Form Field Reference Table

Field Name Description
1. Job ID* Enter the job ID against which you want to recruit the emigrant.
2. Passport

Number* Enter the emigrant passport number whom you want to recruit.

3. Job ID Code

N.A. in case of recruitment through RA.
Mandatory in case of Direct recruitment
Display Field. The eMigrate system will fetch the fields from the
passport system and display the same.
Display Field. The eMigrate system will fetch the fields from the
passport system and display the same.
Display Field. The eMigrate system will fetch the fields from the
passport system and display the same.
Display Field. The eMigrate system will fetch the fields from the
passport system and display the same.
Display Field. The eMigrate system will fetch the fields from the
passport system and display the same.
Display Field. The eMigrate system will fetch the fields from the
passport system and display the same.
Display Field. The eMigrate system will fetch the fields from the
passport system and display the same.
Display Field. The eMigrate system will fetch the fields from the
passport system and display the same.

4. Name

5. Passport Type

6. Date of Expiry

7. Date of Issue

8. Place of Issue

9. Date of Birth

10. Gender

11. Fathers Name

Address as per passport
12. Address Line 1

Display Field. The eMigrate system will fetch the fields from the

passport system and display the same.

Display Field. The eMigrate system will fetch the fields from the

passport system and display the same.

14. City / Town / Display Field. The eMigrate system will fetch the fields from the
Village passport system and display the same.

15. State / UT Display Field. The eMigrate system will fetch the fields from the

passport system and display the same.

13. Address Line 2
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Field Name Description

16. District

Display Field. The eMigrate system will fetch the fields from the
passport system and display the same.

17. Country

Display Field. The eMigrate system will fetch the fields from the
passport system and display the same.

18. Postal / Pin Code

Display Field. The eMigrate system will fetch the fields from the
passport system and display the same.

Visa Details
19. Block Visa Display Field. The eMigrate system will populate the details as
Number entered by the employer.

20. Visa Number

Display Field. The eMigrate system will populate the details as
entered by the employer.

21. Date of Issue

Display Field. The eMigrate system will populate the details as
entered by the employer.

22. Date of Expiry

Display Field. The eMigrate system will populate the details as
entered by the employer.

23. Place of Issue

Display Field. The eMigrate system will populate the details as
entered by the employer.

24. Visa Type

Display Field. The eMigrate system will populate the details as
entered by the employer.

Insurance Details

25. Policy Number*

Enter the emigrant’s PBBY number in case passport type is
selected as ECR. Else this field is disabled

26. Insurance
Agency*

Select the name of Insurance Agency in case passport type is
selected as ECR. Else this field is disabled

27. Effective from*

Select the date from which PBBY insurance policy is valid in case
passport type is selected as ECR. Else this field is disabled .

28. Sum Insured for

Enter the amount of insured amount in case passport type is
selected as ECR. Else this field is disabled.

Personal Details

29. Marital Status*

Select the marital status of the emigrant from the drop down menu
options:

1. Single

2. Married

3. Separated
4. Divorced

30. Educational
Qualification

Display field. The eMigrate system will auto select Below 10™ Std
for ECR passport holders.

31. Place of Birth*

Enter the emigrant’s place of birth.

Number of Dependents

32. Spouse Enter the number as appropriate.

33. Parents Enter the number as appropriate.

34. Children Enter the number as appropriate.

35. Siblings Enter the number as appropriate.

36. Total Number of | Display field. The eMigrate system display the summation of the
Dependents above four fields.

37. NRI/ PIO / OCI Display Field. The eMigrate system will fetch the fields from the
Status passport system and display the same.

38. UID Enter the Aadhar card number of the emigrant if available.

Address in India

39. Whether Present
Address is Same
as in Passport?

Select any of the following options:
1. Yes
2. No

40. Emigrant’s
Present Address
Details

If the previous field is selected as Yes, the eMigrate system will
populate the fields from the values entered in the previous screen.

If the previous field is selected as No, enter the emigrant’s present
address details.
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Field Name Description

Phone Number

41. Landline Enter the emigrant’s landline number.
42. Mobile Enter the emigrant’s mobile number.
43. Email Enter the emigrant’s email id.

Details of contact person in emergency (in India)
44. Name* Enter the contact person’s name.

Select the contact person’s relationship with the emigrant from the
drop down menu.
Enter the contact person’s relationship with the emigrant if Others

45, Relationship*

46. Others is chosen in the field above.
47. Address* Enter the contact person’s address.

Phone Number
48. Landline Enter the contact person’s landline number.
49. Mobile Enter the contact person’s mobile number.
50. Emall Enter the contact person’s email id.

Travel Details
51. Purpose of
Travel
52. Destination
Country

53. Date of Boarding

Display field. The eMigrate system will display Employment.

Display field. The eMigrate system will populate the field.

Enter the date when emigrant will board the flight to destination
country.

54. Port of Departure | Enter the departure city name.

55. Port of Final

Enter the destination city / country name.

Destination
56. Flight Number Enter the emigrant’s flight number.
Details of Contact Person in Destination Country
57. Name* Enter the contact person’s name.

Select the contact person’s relationship with the emigrant from the
drop down menu.
Enter the contact person’s relationship with the emigrant if Others

58. Relationship*

59. Others is chosen in the field above.
60. Address* Enter the contact person’s address.

Phone Number
61. Landline Enter the contact person’s landline number.
62. Mobile Enter the contact person’s mobile number.
63. Email Enter the contact person’s email id.

Employment Details
64. Company Name | Display field. The eMigrate system will populate the field.
65. Country of

Display field. The eMigrate system will populate the field.

Deployment
66. Period of
Contract / Display field. The eMigrate system will populate the field.
Deployment
67. Job Role Display field. The eMigrate system will populate the field.
68. igtzrl??/sils%nanon Display field. The eMigrate system will populate the field.
69. Address Display field. The eMigrate system will populate the field.
Monthly Salary
70. Currency Display field. The eMigrate system will populate the field.
71. Amount Display field. The eMigrate system will populate the field.

Facilities Provided by Employer / Project Exporter in addition to Monthly Salary
72. Whether free
food is provided?
73. If No, Allowance
Value

Display field. The eMigrate system will populate the field.

Display field. The eMigrate system will populate the field.
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74. Whether free
accommodation
is provided?

Display field.
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The eMigrate system will populate the field.

75. If No, Allowance
Value

Display field.

The eMigrate system will populate the field.

76. Whether
Overtime
Allowance is
Payable as per
Local Labour
Law?

Display field.

The eMigrate system will populate the field.

77. If Yes, Allowance
Value

Display field.

The eMigrate system will populate the field.

78. Whether Visa fee
is Provided

Display field.

The eMigrate system will populate the field.

79. Whether Paid
Leave is
Provided

Display field.

The eMigrate system will populate the field.

80. If Yes, Leave
Details

Display field.

The eMigrate system will populate the field.

81. Whether Weekly
Off is Provided?

Display field.

The eMigrate system will populate the field.

82. Whether To and
Fro Airfare is
provided?

Display field.

The eMigrate system will populate the field.

83. Whether
Insurance facility
is Provided?

Display field.

The eMigrate system will populate the field.

84. If Yes, Insurance
Details

Display field.

The eMigrate system will populate the field.

85. Whether Free
Medical Facility is
Provided?

Display field.

The eMigrate system will populate the field.

86. If Yes, Medical
Facility Details

Display field.

The eMigrate system will populate the field.

87. Please Specify
Working Details

Display field.

The eMigrate system will populate the field.

88. Work Timings

Display field.

The eMigrate system will populate the field.

89. Details of Mode
of Settlement of
Dues

Display field.

The eMigrate system will populate the field.

90. Have Provision in
Regard to
Disposal or
Transportation of
Dead Body of
Emigrants to
India?

Display field.

The eMigrate system will populate the field.

91. Any Other
Facility
Provided?

Display field.

The eMigrate system will populate the field.

92. If Yes, Give
Details

Display field.

The eMigrate system will populate the field.

Documents

93. Upload

Upload the required documents as per the mandatory documents
required list mentioned in this section.
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5.6. Updating Emigrant Association Details

You can update the details of emigrant(s) recruited on the eMigrate system if:
e Atthe end of employment contract
e |f the emigrant leaves before the end of contract
e |If visa details of emigrant change in the period of contract

This section covers the process of updating emigrant details.

Pre requisites: None
Mandatory documents required: None

Process steps:
The following are the steps to update emigrant details on the eMigrate system:

1. Log on to the eMigrate system eMigrate system. The eMigrate system home page appears as
depicted in Figure 2.

2. Goto Administration — Update Emigrant Association Details

3. Enter the emigrant’s passport number and click Submit next to the passport number field. The
eMigrate system displays the emigrant details. Update the emigrant details as required.

#  Search Services Administration

Update Emigrant Association

[Instructions
1 Please fill all necesssry fields.

Update Emigrant Association

Name
Job ID
Job category Demand ID
Whether you want to update the contract details? " Yes CNo
Contract Expiry date ()
[ Whether you want to updste the visa details? Cves CNo |
Visa Details
Visa Number Visa Type [

Valid from valid to ‘

New Visa Details

Visa Number Visa Type Employme
Valid from [ B [0 validto [ 0
Whether you want to update Association details 2 Cyes CNo |
Associstion Status Select [+ Date of Termination [ 13
Reason of Termination Compliance to Insurance required as per

= destination country Labour law 3

Figure 36: Update Emigrant Association Details Screen1

The table below details the description of the fields in the updating emigrant association form. The
fields are mentioned in the order in which they appear in the form (first left to right, then top to
bottom). All fields which are marked ' are mandatory fields:

Table 20: Updating Emigrant Association Form Field Reference Table

Field Name Description

Update Emigrant Association

Enter the emigrant passport number whose association

*
1. Passport Number details is to be updated.
2. Name Display field based on passport number entered.
3. JobID Display field based on passport number entered.
4. Job Role Display field based on passport number entered.
5. Demand ID Display field based on passport number entered.
6. Whether you want to

Select Yes or No as applicable

update the contract details
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. If Yes is selected in the above field, the select the new
7. Contract Expiry Date .
contract expiry date

8. z\éz(;ttzetrh)éo\gisﬁagggils Select Yes or No as applicable
Visa Details
9. Visa Number Enter the new value if Visa details are to be updated
10. Visa Type Enter the new value if Visa details are to be updated
11. Valiid from Enter the new value if Visa details are to be updated
12. Valid to Enter the new value if Visa details are to be updated
Visa Details
13. Visa Number Enter the new value if Visa details are to be updated
14. Visa Type Enter the new value if Visa details are to be updated
15. Valiid from Enter the new value if Visa details are to be updated
16. Valid to Enter the new value if Visa details are to be updated
17. Whether you want to

update the Association Select Yes or No as applicable

details
18. Association status Enter the new value if association details are to be updated
19. Date of Termination Enter the new value if association details are to be updated
20. Reason of Termination Enter the new value if association details are to be updated
21. Compliance to Insurance Enter the new value if association details are to be updated

required as per destination

country labour law

5.7. Cancelling Unutilized Jobs

You can cancel unutilized jobs associated with a demand, or even cancel an unutilized demand on
the eMigrate system. This section covers the process of cancelling job.

Pre requisites: None

Mandatory documents required: None

Process steps:
The following are the steps to update emigrant details on the eMigrate system:

1. Log on to the eMigrate system eMigrate system. The eMigrate system home page appears as
depicted in Figure 2.

2. Go to Administration — Cancel Job ID

3. Enter or search for the job id(s) which you want to cancel and submit.

TATA CONSULTANCY SERVICES MOIA Confidential 49



eMigrate System Employer Operational Procedure Manual V1.2

Cancel Job Id

Instructions:
Fields marked with*are mandatory.

Search Criteria

Job ID Demand ID Dm184

No. of Records per Page E

] DM184 JB38450 Open Others
] DM184 1838451 Open Others
@) DM184 1B3g452 Open Others
] DM184 JB28453 Open Others
] DM184 JB26455 Open Others
B DM184 JB28458 Open Others
m DM184 JB38457 Open Others

Figure 37: Cancel Job ID Screen1

The table below details the description of the fields in the cancelling unutilized jobs form. The fields
are mentioned in the order in which they appear in the form (first left to right, then top to bottom). All
fields which are marked ' are mandatory fields:

Table 21: Canceling Unutilized Jobs Form Field Reference Table

Field Name Description
Search Criteria
Enter the emigrant passport number whose association
1. JobID L
details is to be updated.
2. Demand ID
Cancel Job ID
3. Are you sure you want to Display Field. The eMigrate system will fetch the fields from
cancel Job ID the passport system and display the same.

5.8. Entering New RA Details

You can associate a new RA with your approved demand, if you are not satisfied with the service
provided by the associated RA or if the associated RA is not in a position to service your demand.

This section covers the process of entering new RA details in the eMigrate system.

Pre requisites: None
Mandatory documents required: None

Process steps:
The following are the steps for raising demand through the eMigrate system:

1. Log on to the eMigrate system eMigrate system. The eMigrate system home page appears as
depicted in Figure 2.

Go to Services — Associate new RA for a Demand.

Select the demand id for which you want to associate a new RA.
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"Skio to Main Content | 4| A | A Seect Theme I NI Welcome Pooja Singh | Role Employer | Switch Role | Logout

P
&? eMigrate ﬁ
WY YR wara -

#®  Search Services Administration

Associate New RA

‘About Us | Help | Contact Us | Sitemsp

Instructions:
Fields marked with“are mandatory.
List of Demands
DM188 RA19 Approved
=] DM222 RA19 Approved
=] DM224 RA21 Approved
B DM241 RA21 Approved
=] DM243 RA222 Approved
DM248 RA152 Approved
DM276 RA222 Approved
DM281 RA152 Approved
Clear
RAID | g o
Recruiting Agent Name | -|

Figure 38: Associate New RA with Demand Screen1

4. Select the new RA from the given list of active RA's and submit.

‘Skip to Main Content | A | A A Seect Treme W NI Welcome Pooja Singh | Role:Employer | Switch Role | Logout

1
About Us | Help | Contact Us | Sitemap

Associate New RA

D ¢
oY eMigrate &%

®

/ A g garan m—ﬁmﬂ:—m
# Search  Services  Administration

Instructions:
Fields marked with*are mandatory.

List of Demands
[l DM188 Approved
DM222 RA19 Approved
DM224 RAZ21 Approved
DM241 RA21 Approved
(@] DM243 RA222 Approved
DIM246 RA11 Approved
B DM276 RA222 Approved
B DM281 RA152 Approved

RAID

Reauiting Agent Name mﬁz\-

e |

Figure 39: Associate New RA with Demand Screen2

The table below details the description of the fields in the new RA details form. The fields are

mentioned in the order in which they appear in the form (first left to right, then top to bottom). All fields

which are marked *’ are mandatory fields:

Table 22: New RA Details Form Field Reference Table
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List of Demands
1. RAID

Enter the emigrant passport number whose association
details is to be updated.

2. Recruiting Agent Name
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6. Reporting Processes

You can view information like status of their application, emigrant registration application, open jobs,
approved demands, permits and grievances raised against you by emigrants.

This chapter covers the following processes in detail:
1. Viewing application status
2. Viewing Demand Letter
3. Viewing emigrant registration application
4. Viewing open jobs
5. View permits

6. Viewing grievances details

6.1. Viewing Application Status

You can view the status of your application through the eMigrate system.

Process steps:
Follow the steps below to view the application transaction status:
1. Log on to the eMigrate system eMigrate system. The eMigrate system home page appears as
depicted in Figure 2.
2. Goto Services — Track Status.
3. Enter the ARN in the form and click Submit.

Skip to Main Content] AJAJA  Select Theme Il Welcome PMark Callaway | Role:Employer | Switch Role | Logout About Us | Help | Contact Us | Stemap
{," ‘;"&‘k‘
S, x,
( > eMigrate &
\L ) g e

Track Status

Instructions:
Fields marked with*are mandatory.

ARN® PT78

Copyright © 2013. MOIA | OIFC | Terms and Conditions | Hyperlinking Policy | EAQs] | Help Developed & Managed By
All Rights Reserved By MOIA. Best Viewed in Internet Explorer 8.0 and above at resolution 1024 X 768 | Last Updated On:Sept 30th,2013. TATA CONSULTANCY SERVICES

Figure 40: Viewing Application Transaction Status Screen 1

4. The eMigrate system displays the name of the applicant and the application status.
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Figure 41: Viewing Application Transaction Status Screen 2

The application status can be any one of the following:
e Under Scrutiny — the application is being scrutinized.
e Under Processing — the application is being processed.

e Approved Inprinciple — the application has been approved by the
MOIA official but the RA has to deposit the required bank

guarantee for further processing.
@\ e Approved — the application has been approved by the MOIA
official.

o Rejected —the application has been rejected by the MOIA official.

e Open —in case of grievances; if the grievance case has been
registered but not yet addressed.

e Closed - in case of grievances; if the grievance case has been
redressed.

The table below details the description of the fields in the viewing application transaction status form.
The fields are mentioned in the order in which they appear in the form (top to bottom). All fields which
are marked “’ are mandatory fields:

Table 23: Viewing Application Transaction Status Form Field Reference Table

Field Name Description
1. Application Reference Enter the ARN of the application whose status you want to know.
Number*

6.2. View Demand Letter

You can view list of all the approved demands on the eMigrate system. You can also select any
approved demand and print the respective demand letter.

Process steps:

Follow the steps below to view the emigrant registration application:

1. Log on to the eMigrate system eMigrate system. The eMigrate system home page appears as
depicted in Figure 2.

2. Goto Search — View Demand Letter.

3. Enter the start date and end date of the period for which you want to view the approved
demands and click View Approved Demands.
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4. The eMigrate system displays the list of the approved demands in a tabular form.

View Approved Demand

View Approved Demand
Employer Name P gh ]

Employer ID [ ‘

Job Details No. of Records per Page EL

DM184 RA152 UNITED ARAB EMIRATES Expired 10 2013-11-15 12:33:22.610667 2014-11-15
B DM188 RA19 UNITED ARAB EMIRATES Approved 10 2013-11-18 10:53:56.951 2014-11-18
® DM197 UNITED ARAB EMIRATES Approved 1 2013-11-26 11:38:16.768717 2014-11-26
5] DM199 UNITED ARAB EMIRATES Approved 1 2013-11-28 15:50:51.3991 2014-09-28
© DM213 UNITED ARAB EMIRATES Approved 5 2013-12-04 14:30:42.037791 2014-10-04
@ DM222 RA19 UNITED ARAB EMIRATES Approved o 2013-12-07 14:13:29.349 2014-10-07
@ DM224 RA31 UNITED ARAB EMIRATES Approved 5 2013-12-09 12:23:11.806 2014-10-09
@ DM228 UNITED ARAB EMIRATES Approved 1 2013-12-09 16:02:46.308688 2014-10-09
DM240 UNITED ARAB EMIRATES Active 100 2013-12-11 10:30:14.174297 2014-12-10
@ DM241 RA31 UNITED ARAB EMIRATES Approved 1 2013-12-11 12:37:33.504 2014-10-11
No results found.
Eeessssssssss s

Figure 42: Viewing Demand Letter Screen1

Click on any of the approved demand ID to open the respective application.

) @ http;//172.21.129.205:9082/Workplace/getContent?objectStoreName=FNOS18tid = (65414, (=

# Search Se

View Approved D

U] Demand Letter

To.
Pooja Singh
wara fadsgda UNITED ARAB

View Approved Deif

Employer Name EMIRATES 345678
Epelovecid Date : 07/12/2013
Job Details Sub: Demand Letier

t D Dear Sir,
3 DM184 With reference to the application dated 07/12/2013 for grant of a permission to recruit and employ 5 Indian workers in UNITED 2014-11-15
bt ARAB EMIRATES , M/s Pooja Singh having Employer ID FE161 are hereby permitted with
(@] Dm188 Recruitment o workers should be only through Recruiting Agent EK fox4 pvt ltd RA ID RA152. 2014-11-18
@ DM197 The Demand Details are - — || 2014-11-26
[5) DM199 Vacancies Category Experience Level Designation 2014-09-28
@ DM213 5 Others Middle Maid 2014-10-04
@ DM222 2014-10-07
® DM224 2014-10-09
® DM228 This demand letter is valid from 07/12/2013 to 07/10/2014 2014-10-09
© DIi240 This is a system generated letter and does not require signature. 2014-12-10
@ DM241 2014-10-11

-

INo results found. i i
1
CEETT

Figure 43: Viewing Demand Letter Screen2

The table below details the description of the fields in the viewing demand letter form. The fields are
mentioned in the order in which they appear in the form (top to bottom, or left to right). All fields which
are marked ' are mandatory fields:

Table 24: Viewing Demand Letter Form Field Reference Table

Field Name Description
1. Start Date Enter the start date of the period for which you want to view the
applications.
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2. End Date Enter the end date of the period. The end date should be within 1
year from the Start Date.

6.3. Viewing Emigrant Registration Application
You can view all the emigrant registration applications submitted by you till date on the eMigrate
system.
Process steps:
Follow the steps below to view the emigrant registration application:
1. Log on to the eMigrate system eMigrate system. The eMigrate system home page appears as
depicted in Figure 2.
2. Goto Search — View Emigrant Registration Application.

3. Select the start date and end date of the period for which you want to view the applications and
click View Applications.

Search

Instructions:
Fields marked with®are mandatory

View Registration Application
S Date pr/e2003 |[] EndDate pisiz2z |0

Figure 44: Viewing Emigrant Registration Application Screen 1

4. The eMigrate system displays the list of the applications in a tabular form.

sOprplicaﬁons _No. of Records per Page IEE‘
SRAVANTHI SINGH 2013-12-17 Cancelled
AMBICA GOEL 2013-12-17 Cancelled
FIROZ KHAN 2013-12-18 Cancelled

KAILASH KUMAR MAHTO 2013-12-18 Cancelled

4 results found, displaying all results.

Figure 45: Viewing Emigrant Registration Application Screen 2

Click on any of the ARN to open the respective application.

The table below details the description of the fields in the viewing emigrant registration application
form. The fields are mentioned in the order in which they appear in the form (top to bottom, or left to
right). All fields which are marked "’ are mandatory fields:

Table 25: Viewing Emigrant Registration Application Form Field Reference Table

1. Start Date Enter the start date of the period for which you want to view the
applications.

2. End Date Enter the end date of the period. The end date should be within 1
year from the Start Date.

6.4. Viewing Open Jobs

You can view all the open jobs of employer demands acknowledged by you on the eMigrate system.
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Process steps:
Follow the steps below to view open jobs in an approved demand:
1. Log on to the eMigrate system eMigrate system. The eMigrate system home page appears as
depicted in Figure 2.
2. Goto Search — View Open Jobs.

3. Enter any of the following search criteria: Demand ID, Employer’s Country or Start Date for
searching for open jobs and click Submit.
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#  Search Services Administration

View Open Jobs

Instructions:
Fields marked with*are mandatory.

Search Criteria
Demand/Permit ID | | Start Date im

Country KUWAIT -

Copyright © 2013. MOIA | OIFC | Terms and Conditions | Hyperiinking Policy | EAQs| Suggestion | Help Developed & Managed By
All Rights Reserved By MOIA. Best Viewed in Internet Explorer 8.0 and above at resolution 1024 X 768 | Last Updated On:Sept 30th,2013. TATA CONSULTANCY SERVICES

Figure 46: Viewing Open Jobs Screen 1

4. The eMigrate system displays the list of open jobs in a tabular form.

View Open Jobs

Instructions:
Fields marked with*are mandatory.

Search Criteria
Demand/Permit ID [ | Start Date [ )

Country KUWAIT -

Search Results

PM7 JB204 Skilled KUWAIT 2014-10-10
PM7 JB205 Skilled KUWAIT 2014-10-10
PM7 JB206 Skilled KUWAIT 2014-10-10
PM7 JB207 Skilled KUWAIT 2014-10-10
PM7 JB208 Skilled KUWAIT 2014-10-10
PM7 JB209 Skilled KUWAIT 2014-10-10
PM7 JB210 Skilled KUWAIT 2014-10-10
PM7 JB211 Skilled KUWAIT 2014-10-10
PM7 JB212 Skilled KUWAIT 2014-10-10
PM7 JB213 Skilled KUWAIT 2014-10-10

Figure 47: Viewing Open Jobs Screen 2

The table below details the description of the fields in the viewing open jobs form. The fields are
mentioned in the order in which they appear in the form (top to bottom, or left to right). All fields which
are marked "’ are mandatory fields:

Table 26: Viewing Open Jobs Form Field Reference Table
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1. DemandID Enter the Demand ID if you want to search for open jobs linked to
the demand id.

2. Country Enter the destination country if you want to search for open jobs
linked to a particular destination country.

3. Start Date Enter the date from which you want to search for open jobs.

6.5. View Permits
You can view all your approved permits on the eMigrate system.

Process steps:
Follow the steps below to view an approved permit:
1. Log on to the eMigrate system eMigrate system. The eMigrate system home page appears as
depicted in Figure 2.
2. Goto Search — View Permits.

3. Enter any of the following search criteria: Demand ID, Employer’s Country or Start Date for
searching for open jobs and click Submit.

4. The eMigrate system displays the list of approved permits in a tabular form.
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& @
e
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#A Search Services Administration
View Permit
[ Employer/PE Name P&aa S:lal ] Employer/PE 10 FE161 rk ‘
PM270 UNITED ARAB EMIRATES Active 5 2013-12-16 18:44:03.351611 2014-12-16
PM269 UNITED ARAB EMIRATES Active 5 2013-12-16 16:28:15.98384 2014-12-16
PM240 UNITED ARAB EMIRATES Active 100 2013-12-11 10:30:14.174297 2014-12-10
Copyright © 2013. MOIA | OIFC | T Conditions | Hyperlinkin v | FAQ: n | Help Developed & Managed By
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Figure 48: Viewing Permits Screen 2

6.6. Viewing Grievances Details
You can view details of grievances raised against your firm by emigrants on the eMigrate system.

Process steps:
Follow the steps below to view grievance details:

1. Log on to the eMigrate system eMigrate system. The eMigrate system home page appears as
depicted in Figure 2.
2. Goto Search — View Grievances.

3. The eMigrate system will display the list of grievances raised against your firm.
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View Grievance

Grieavance List

GR27 25/11/2013 Sent to Other Country Closed

Figure 49: Viewing Grievances Screen 1

4. Click on any Grievance Reference Number to open the respective grievance details.
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Registration

Mandatory process for employers who want to
recruit Indian emigrants, under which the Indian
Mission in the employers country will verify the
employer’s credibility and genuineness.

Act

Refers to the Emigration Act, 1983

Application Reference Number
(ARN)

A unique number generated by the eMigrate system
for each online application filed on it.

Demand

Category-wise, skill-wise, number of workers
required by the employers for being employed in
their establishment. This includes description of job
specifications and salary offered.

Departure Card

Mandatory form which needs to be filled and
deposited at the Immigration Check Post at the
International Airport before an emigrant leaves the
country.

Digital Signature Certificate (DSC)

An electronic key for digitally signing documents on
the computer.

Emigrant

Any citizen of India who intends to depart out of
India for taking up employment in any country
outside India.

eMigrate System

The web based IT system connecting all
stakeholders involved in the emigration lifecycle on
a single electronic platform.

Emigration Clearance (EC)

Mandatory clearance required from PoE, for
emigrants having ECR passports and going to any
notified country for a job.

Emigration Clearance Not Required
(ECNR)

Passport without an ECR stamp.

Emigration Clearance Required
(ECR)

Stamp on passport indicating emigration clearance
is mandatory if the passport holder has to go for a
job to any of the notified country.

Employment Contract

Legal document containing the terms and conditions
of the employment along with detailed salary
structure, allowances etc offered by the employer to
the emigrant.

e-Wakala

An electronic authorization slip issued to Saudi
employers from Ministry of Foreign Affairs, Saudi
Arabia.
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Non Notified Countries

All countries other than notified countries.

Non Resident Indian (NRI)

An Indian Citizen who stays abroad for
employment/carrying on business or vocation
outside India or stays abroad under circumstances
indicating an intention for an uncertain duration of
stay abroad is a non-resident.

Notified Countries

Countries which are perceived to be less labor
friendly and emigration wherein will be subjected to
extra checks.

Partners

Stakeholders envisaged to be partnering with MOIA
under the new scheme of business processes.
These include recruiting agents, enrollment agents,
employers and project exporters.

Pravasi Bhartiya Bima Yojna (PBBY)

Insurance policy exclusively for ECR passport
holders going to any notified country for a job.

Recruiting Agent (RA)

Person/ agency engaged in the business of
overseas recruitment in India on behalf of an
employer.

Registrar of Companies (RoC)

Statutory authority responsible for registering
companies under the Companies Act, 1956.

Registrar of Firms (RoF)

Statutory authority responsible for registering
partnerships under the Partnership Act, 1932.

Registration Certificate (RC)

Certificate issued by MOIA to all RAs on approval of
their registration applications.

uiD

The unique 12 digit Aadhar card number of the
applicant.
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B FAQs

Q1. | cannot log on to the eMigrate system eMigrate system.
Ans. It can be due to any of the following reasons:

e Incorrect User Name

e Incorrect Password

e Expired Registration

Q2. An error message-‘Contact System Administrator’ has occurred.

Ans. Please email the error details along with the screenshot containing URL and timestamp to
helpdesk@emigrate.gov.in

Q3. What is an ARN?

Ans. ARN stands for application reference number. Each application you file online to MOIA, through
the eMigrate system, has a unique ARN. The format of the ARN is PT<Sequence Number> ex
PT2876, PT96498 etc.

Q4. 1 do not have all the mandatory documents required for applying for Registration. Can | apply
without some of the mandatory documents?

Ans. No, all the mandatory documents are required.

Q5. How can | track the status of my application?

Ans. You can know the status of your application through the Application Reference No.(ARN).
Please follow the below mentioned steps:

1. Log in to the eMigrate system- http://www.eMigrate.gov.in/internal in a web browser.
2. Go to Services -> Track status
3. Enter your application’s ARN and click “Submit”. The eMigrate system displays the status of your

application.

Q6. | have received an email from the eMigrate system for re-submitting my application. What should
| do?

Ans: If some further clarifications/inputs are required from you, the Indian Mission can send back the

application for re-submission. In such a case, you receive a system generated mail containing
instructions for re-submitting the application along with the required documents.
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