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Workflow for Standing Order – Departmental User 

1. Application at LDC/UDC of Head Office (Jaipur) 
Application submitted by a citizen gets directed to the LDC/UDC of the head office 
automatically. Upon logging by LDC/UDC through SSO portal, when LDMS application is 

opened, screen as shown below appears. 

नतगरिक द्ितित भिे जतने के बतद आिेदन प्रधतन कतयतालय के एलडीसी / UDC को तिर्ः ननदेशिर् 
हो जतर्त है. SSO पि लॉगगन पश्चतर् LDMS को खोलने पि, LDC/UDC को ननम्न दृस्टिर् 
तरीन ददखतई देर्ी है  

 

  

On clicking on “Standing Order” – “Fresh Application”, the next screen appears where 

the LDC/UDC can view all the standing order applications filled by the citizen (as shown 

in figure below) 

  “तथतयी आदेि” – “निीन आिेदन”  पि स्ललक किने पि, LDC/UDC को सतिे निीन  
  आिेदन ददखतई देने लगरे् है, जैसत की नीचे गचत्र में तपटि ददखतई दे िहत है. 
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Application Number is a hyperlink. On clicking it, the entire application form with filled 

data opens up as shown below. 

आिेदन संख्यत हतइपिशलकं है . इस पि स्ललक किने पि, भित हुआ फॉमा खुल जतयेगत जैसे की 
नीचे दशिार् है .
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There is a drop down option (Mark To) at the end of the form to select the authority to 

forward the application for scrutiny and further action.  Upon proper selection of 

authority /officer, the application could be directed to the concerned officer by pressing 

the “Forward” button. 

फॉमा के अरं् में " Mark To " कत विकल्प है. स्जस भी अगधकतिी को ये फॉमा भेजनत है, उसके 
नतम कत चयन ड्रॉप डतउन बॉलस से कि लें. चयन किने के बतद, Forward बिन पि 
स्ललक किें  

 

2. Application at Authority (Head Office) 
Concerned authority enters the system through SSO with his/her SSO credentials and 

clicks on LDMS application to reach his/her main page.  

संबस्धधर् अगधकतिी sso में अपने लॉगगन से प्रिेि किके LDMS के मुख्य प्रटठ पि 
पहंुचर्त  है    
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To view a fresh application, click on “Standing Order – Fresh Application”. 

  नए आिेदन को देखने के शलए, "तथतयी आदेि - र्तजत आिेदन " पि स्ललक किें 
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  As the authorized officer clicks on any of the of the application number which is   

  hyperlink, the prefilled information from the user end shows up.    

  आिेदन संख्यत हतइपिशलकं होगत. इस पि स्ललक किने पि  भित हुआ फॉमा खुल जतयेगत. 
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3.  Application Redirection 
The information which was filled by the user shows up and admin clicks on the  

“ISSUE NOTICE” after selecting the officer to whom the form is to be forwarded. 

  फॉमा के अरं् में " Mark To " कत विकल्प है. स्जस भी अगधकतिी को ये फॉमा भेजनत है,  
  उसके नतम कत चयन ड्रॉप डतउन बॉलस से कि लें. चयन किने के बतद, Issue   

  Notice बिन पि स्ललक किें  

 

 

To issue a notice click on “Submit” button. 

नोदिस जतिी किने के शलए Submit के बिन पि स्ललक किें. 
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On clicking on “Submit” button, the form gets directed to the officer selected from the 

drop down box. 

Submit पि स्ललक किने के बतद, फॉमा उस अगधकतिी को भेज ददयत जतयेगत स्जनकत 
नतम ड्रॉप डतउन में से चयननर् ककयत गयत थत 

 

4. Application at Authorized Officer (District Office) 
 

Authorized Officer at Labour Department’s district office logs into the system through 

SSO and reaches the main page of LDMS application. 

स्जलत तर्ि के विभतगीय उपयोगकर्ता SSO लॉगगन विडंो के द्ितित LDMS में प्रिेि कि मुख्य 
प्रटठ  पि आरे् है. 

Different menu items for different acts or modules are displayed at the left hand side of 

the screen. 

मुख्य पटृठ के बतये ओि मेनू प्रदशिार् ककयत गयत है 

 

 

  After navigating to Standing Order, it reveals some more links.  
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  कुछ औि उप शलकं तथतयी आदेि पि स्ललक किने पि प्रदशिार् ककयत जतएगत. 
 

 

  On clicking on “District Application”, all the applications pending with the officer  
  appears on the right hand side. 
 

      “स्जलत आिेदन” पे स्ललक किने पि दतदहने हतथ की ओि सभी लंबबर् आिेदनों की       
       सूची ददखतई देगी. 
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a. Application Processing  

  As the authorized officer clicks on any of the of the application number which is  a 

  hyperlink. The prefilled information shows up. 

  आिेदन संख्यत हतइपिशलकं होगत. इस पि स्ललक किने पि, भित हुआ फॉमा खुल जतयेगत. 

 

At the end of the form, there is a check box “Workers Representative Elected” (field no 

21). Upon checking the check-box, the grid (“Details of Workers Representative”) 

becomes mandatory where the authority needs to enter the details of the workers 

elected. Click on Submit once the details are entered, 

  फतमा के अरं् में, एक चेक बॉलस "श्रशमक प्रनर्ननगध ननितागचर्“ (क्षेत्र नंबि 21) है. चेक बॉलस  
  पि स्ललक किने पि, गिड अननितया हो जतर्त है. अगधकतिी को ननितागचर् श्रशमकों कत  
  विििण दजा किने की जरूिर् है. विििण दजा किने के बतद, Submit पि स्ललक किें
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Unique Application Number – This is a system generated unique application number 

which is given to every user who fills the form. 

अद्वितीय आिेदन सिंख्या- यह एक शसतिम द्ितित ऊस्जार् अद्विर्ीय आिेदन संख्यत है 
जो की हि आिेदक को दी जतर्ी है  

Name of Owner- Name of the Owner of the establishment 

माललक का नाम- तथतपनत के मतशलक कत नतम  

Name of Establishment – Name of the establishment   

स्थापना का नाम- स्थापना का नाम  

 Date of Application- Date when the form was filled.  

आिेदन ततथथ- तारीख जब आिेदन प्रपत्र भरा  

Action- The action which was taken by the authority in this case the action was trade 

union workers were added. 

कायड- अथिकारी द्िारा करा गया कायड, जैसे यहा व्यापार सिंगठनकमी जोड़े गए  
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Application moves to the next stage to the authority it has been marked. 

एस्ललकेिन अगले चयननर् अगधकतिी के पतस चली जतर्ी है  

 

5. Application at Authorized Officer (HO Jaipur) 
 

Authorized Officer at Labour Department’s Head office logs into the system through SSO 

and reaches the main page of LDMS application. 

मुख्य कतयतालय के विभतगीय उपयोगकर्ता SSO लॉगगन विडंो के द्ितित LDMS में प्रिेि कि मुख्य 
 प्रटठ पि आरे् है. 

Different menu items for different acts or modules are displayed at the left hand side of 

the screen. 

मुख्य पटृठ के बतये ओि मेनू प्रदशिार् ककयत गयत है 

 

 

  After navigating to Standing Order, it reveals some more links.  
 

  कुछ औि उप शलकं तथतयी आदेि पि स्ललक किने पि प्रदशिार् ककए जतएंगे. 
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a. Elected Members processing  

On clicking on “Elected Members” all the applications pending with the officer 
appears on the right hand side. 

 

          “ननितागचर् सदतयों” पे स्ललक किने पि दतदहने हतथ की ओि सभी लंबबर्  
    आिेदनों की सूची ददखतई देगी. 
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  As the authorized officer clicks on any of the of the application number which is a 

  hyperlink. The prefilled application opens.  

  आिेदन संख्यत हतइपिशलकं होगत. इस पि स्ललक किने पि, भित हुआ फॉमा खुल जतयेगत. 

 

 

 

   

   As Authority clicks on any of the of the application number which is hyperlink.  

   The prefilled information from the user end shows up in the admin side.  

   आिेदन संख्यत हतइपिशलकं होगत. इस पि स्ललक किने पि, भित हुआ फॉमा खुल जतयेगत. 
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  The information which was filled by the user in the user end and the information which  

  was filled by the admin in the previous stage show up. At the end of the form is the  

  option of “Issue Notice”.  

  यूजि द्ितित भित गयत विििण औि अगधकतिी द्ितित भिे गए उनके दिपण्णी अगधकतिी के सतमने  

  प्रतरु्र् होंगे. फतमा के अरं् में " Issue Notice" कत विकल्प है. 
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  Click on Submit and the form moves to the next level – “Standing Order-Pending  

  Application” 

  Submit किने पि फॉमा अगले चिण में चलत जतयेगत. 

 

 

 

 

b. Standing Order-Pending Application processing  
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   As the authorized officer clicks on any of the of the application number which is 
   a hyperlink. The prefilled information from the user end shows up in the admin  

   side.  

   आिेदन संख्यत हतइपिशलकं होगत. इस पि स्ललक किने पि, भित हुआ फॉमा खुल जतयेगत. 
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   In the above shown screen, mention the trade union/workers representative  

   response. Select the response and click on Submit. 

   ऊपि ददखतए तरीन में, टे्रड यूननयन / कमाचतरियों प्रनर्ननगध प्रनर्करयत कत उल्लेख किें.  
   प्रनर्करयत चुने औि सबशमि किें पि स्ललक किें. 

` 
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    The application moves to “Due for Hearing/Translation”. 

    एस्ललकेिन “सुनितई के शलए रै्यति/ अनुितद” के शलए चली जतर्ी है  

 

 

c. Standing Order-Due for Hearing/Translation processing  

 

 

    As authority clicks on any of the of the application number which is  

    hyperlink. The below form shows up  

    आिेदन संख्यत हतइपिशलकं होगत. इस पि स्ललक किने पि, भित हुआ फॉमा खुल  

    जतयेगत 

 

 

 

 



 

  
Page 21 

 
  

 

 

Description of fields/ क्षेत्रों का वििरण : 

2. Issue Certifying Order 

Officer selects “Yes “or “No” accordingly. 

2 प्रमतणणर् आदेि जतिी  

अगधकतिी “हताँ” यत “नहीं” चुन सकर्त है  

3. Attach Certifying Order 

This field has a file up loader form where officer can up load any file. 

As authority clicks on “Submit” 

3 प्रमतणणर् आदेि संलग्न किें  

इस क्षेत्र में अगधकतिी दतर्तिेज़ को संलग्न कि सकर्त है  
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   Acknowledgement message shows up 

   अशभतिीकृनर् संदेि ददखतयत जतर्त है  

 

                END OF PROCESS/प्रकरयत अरं्  

 

USER MANUAL END/उपयोगकताड पुस्स्तका समाप्त  
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