
 

 

User 
Manual 

 
 
 
 
 
 
 
 
 
 

Ozone Cell 
Ministry of Environment, Forest and Climate Change 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 



Ozone Cell MIS User Manual 

2 | Microware Computing & Consulting Pvt. Ltd. 

 

 

 

 
 

1. Sign Up Process in MIS 4 

1.1 STEPS TO SIGN UP 4 

1.1.1. ODS USER: 4 

1.1.1.1 Already registered User 5 

1.1.1.2 New User 9 

1.1.2 Implementing and Bilateral Agencies/ Ozone Cell: 11 

1.1.3 Service Technicians: 13 

1.1.4 Implementing Partner: 15 

2. Login Process in MIS 19 

2.1 Steps to login 19 

2.2 Forgot Password 20 

3. ODS User Manual: 21 

3.1 Registration Under ODS Rules 22 

3.2 Reporting of registered forms: 43 

3.3 Fiscal Incentive Form: 62 

3.5 Recommendation for Import/Export of ODSs: 69 

5. Implementing Partner Manual 72 

5.1 Home: 72 

5.2 Trainer Details: 72 

5.3 Training Center: 73 

5.4 Training Calendar: 74 

5.5 Knowledge Center: 76 

5.6 User Account: 77 

5.6. 1. User Profile: 77 

5.6.3. Change Password: 79 

6. Implementing &Bilateral Agency 79 

6.1 Implementing Agency Dashboard 79 

6.2.4. Service Technicians: 86 

6.4.3.1 Document Repository: 97 

6.4.3.2 Milestone & Payments 98 

7. Service Technician User Manual 117 

7.1. User Information: 117 

7.2. Service Technician Dashboard: 118 

Contents 



Ozone Cell MIS User Manual 

3 | Microware Computing & Consulting Pvt. Ltd. 

 

 

7.2.1. 118 

7.2.1. My Training Program: 118 

7.2.2.1 Already Completed Training 119 

7.2.2.2 Ongoing Training 120 

7.2.2.3 Upcoming Training 120 

7.2.3. Training Center 122 

7.2.4.1 : Already completed workshop 123 

7.2.4.2 : Ongoing workshop 123 

7.2.4.3 Upcoming workshop 124 

7.4.2. Enterprise/Firm/Company Details 128 



Ozone Cell MIS User Manual 

4 | Microware Computing & Consulting Pvt. Ltd. 

 

 

 
 

 
NOTE : Fields marked with (*) are compulsory fields,[ Characters < ` ~ # $ ^ | ;' <> { } [ ] are not allowed across all the input] 

 

 

1. Sign Up Process in MIS 

 
1.1 STEPS TO SIGN UP 

 

The first step for a new user on the MIS is to sign up online as an individual by providing required 

details. Post verification and activation of the account, user will be able to login to the system and 

select respective functions and connect an entity. Only one login credential will be given per entity. 

User can sign up by going on this URL: 

http://ozonecell-mis.nic.in/public/signUp/signUpPage 
 

Figure 1.1.1 

 
▪ There are four types of users who can sign up in this MIS and they are as follows: 

 

1.1.1. ODS USER: 

There are two options for ODS Users during Sign Up 
 

1.1.1.1 Already Registered Users 
 

1.1.1.2 New Users 

http://ozonecell-mis.nic.in/public/signUp/signUpPage
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1.1.1.1 Already registered User 

Already registered user needs to select any one category listed within the drop down refer the 

following Figure 1.1.1.1.1. 

 

 
Figure 1.1.1.1.1 

 
If user is already registered with Ozone Cell, then user have to check their existence by entering their valid 

registration number as shown in Figure 1.1.1.1.2. 
 

 
Figure 1.1.1.1.2 

 
 

If they have entered the valid registration number then they have to fill the following form to login into 

MIS as shown in Figure 1.1.1.1.3. 
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Figure 1.1.1.1.3 

 

If user is already registered with MSME then they need to fill the following form as shown in Figure 

1.1.1.1.4 and has to “upload scanned copy of MSME Registration Certificate” 
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Figure 1.1.1.1.4 
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If the user is already registered with CIB, then they need to fill the form as per Figure 1.1.1.1.5 and they 

need to “upload the scanned copy of the CIB Registered Certificate”. 
 

Figure 1.1.1.1.5 
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1.1.1.2 New User 

For New Users, they can complete the signup process by filling their personal information as well as 

their enterprise information. The form is as follows in Figure 1.1.1.2.1. 

 
 
 

 
Figure 1.1.1.2.1 
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If personal email id is already registered in MIS, then user have to give different email id as a message 

will be shown to user to register with different email id as shown in Figure 1.1.1.2.2 
 
 
 

Figure 1.1.1.2.2 

 
 

After filling the required information with unique email id, OTP Verification is done, which is send on 

user’s personal email id. 

Sign Up process is completed by submitting the form after OTP verification and request is send to 

ozone cell for verification. User is redirected to the page as shown in Figure 1.1.1.2.3. 

User can login to MIS only after approval of request by Ozone Cell. 
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Figure 1.1.1.2.3 

 
 
 
 

 
1.1.2 Implementing and Bilateral Agencies/ Ozone Cell: 

To sign up for Implementing & Bilateral agencies/ Ozone Cell user have to choose the option from left side of the 

window as shown the Figure 1.1.2.1. 

Same as New ODS user registration, Implementing and Bilateral Agencies have to sign up by filling required 

information and choose the agency they belong to. 
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Figure 1.1.2.1 

Existing Implementing and Bilateral agencies/Ozone Cell are shown in figure 1.1.2.2. 
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Figure 1.1.2.2 
 
 
 
 

Same process is followed as in ODS User new registration i.e., after filling the required information, OTP 

Verification is done, which is send on user’s email id. 

Sign Up process is completed by submitting the form after OTP verification and request is send to 

ozone cell for verification. User is redirected to the page as shown in Figure 1.1.2.3. 

User can login to MIS only after approval of request by ozone cell. 
 
 

 

 

 

1.1.3 Service Technicians: 

Figure 1.1.2.3 

Service Technicians have to fill their personal information to sign up into MIS and also attach an ID proof (Voter Id, 

Driving License, PAN Card or Aadhar Card). 
 

Then, OTP Verification is done on the mobile number service technician have entered as well as their personal email 

id if given in the form 1.1.3.1 and after submission, request is sent to ozone cell for approval. 

If signup is done by any agency, then they have to enter token number given by ozone cell for direct login of 

technician i.e., this signs up with token need not the approval of Ozone Cell for login. 
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Figure 1.1.3.1 

 

User is redirected to the page as shown in Figure 1.1.3.2. 
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figure 1.1.3.2 
 

1.1.4 Implementing Partner: 

Implementing Partner have to fill the form and attach the required documents in signup form and request is 

submitted to ozone cell after OTP Verification. 



Ozone Cell MIS User Manual 

16 | Microware Computing & Consulting Pvt. Ltd. 

 

 

 

 

Figure 1.1.4.1 

 
 

User is redirected to the page as shown in Figure 1.1.4.2. 
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figure 1.1.4.2 

 

1.2. Signup Completion Procedure: There are two steps that will be followed to complete the signup. 

Step1. Once the user has filled the required information correctly. An OTP will be sent to the email id that user 

filled during in the form or to mobile number if the user is a service technician. That needs to be verified. After the 

successful OTP verification form need to be submit. 
 

 
Figure 1.2.1 

 
 

Successful verification if the OTP a popup will be shown. 
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Figure 1.2.2 

 
 

Step2. On signup completion, a confirmation message will be displayed to user screen and same confirmation mail 

will be send to user email id provided in signup process. 
 

 
Figure 1.2.3 

 
 
 
 
 
 
 
 
 
 

Following final confirmation page will be shown when signup is completed. 
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Figure 1.2.3 

 
 
 
 

2. Login Process in MIS 

2.1 Steps to login 
▪ The user can log into MIS from http://ozonecell-mis.nic.in 

▪ Entering their User Name: This the user’s registered official email ID 

▪ Entering their Password: This is the user password 

▪ Selecting Login to advance to the next screen and begin using the application. 

▪ If User is not approved by ozone cell, then he/she cannot login to MIS. The only way to enter 

into the MIS is after approval by ozone cell. 

http://ozonecell-mis.nic.in/
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Figure 2.1.1 

 
 

2.2 Forgot Password 
In case users forgot their password and want to recover their password they can use forgot password 

utility. To use this utility user, have to click on “Forgot Password” available on Login page under 

login section. 

User can recover their password, either by giving their User ID or by registered Email ID with 

Captcha Verification. 

New Password is sent to their email id, and user can login into MIS through the password send to 

their email id. 
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Figure 2.2.1 

 
 
 
 

3. ODS User Manual: 
After approval of signup by Ozone Cell, user can access MIS with user credentials provided in signup 

process. After successful signing, ODS user can see below “Work Area” screen. 
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Figure 3.1 

 
 
 
 

 

There are 5 Activities in ODS User Dashboard: 

3.1 Registration Under ODS Rule 

3.2 Recommendation for Import/Export 

3.3 Fiscal Incentive Scheme 

3.4 Quota Management 

3.5 Reporting 

3.1 Registration Under ODS Rules 

 

The first tab is “Registration Under ODS Rules” . After clicking on this tab, user can see the list of all the 

registrations they have done for various forms as in Figure 3.1.1. 
 

Figure 3.1.1 

 
 

User can click on “New Registration” Button for registration under various categories (under ODS 

rule 2000 forms), Please refer figure 2.1 for various registration forms. 
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Figure 3.1.1 

 
 

User need to select any form category and then click “SAVE” button to save the records. A popup will be displayed 

on successful saving of the record. After that user needs to click the “NEXT” button to fill the form. 
 

 
Figure 3.1.2 

Various forms user can be registered are as follows : 
 

Producers of ODS(Form9): For the form please refer the Figure 3.1.3 
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Figure 3.1.3 
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In this form, there are two buttons, one is “SAVE” button and other is “SAVE AND SUBMIT” button. 

“SAVE” button is to save the information filled by the user, it can be edited later. After saving the 

data a popup will be displayed. 
 

Figure 3.1.4 

 
 

“SAVE AND SUBMIT” button is to submit the form to the admin. The form is approved or rejected 

by admin. After submitting the form to admin, user can view its form but cannot edit the form. An 

Application Number is generated automatically for every new registration form after submission 

of form and given to the user. When admin accept the registration request then new registration 

number is generated and given to user. 
 

Figure 3.1.5 

Seller(Form 10): Seller form looks like as per the following Figure 3.1.6. 
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Figure 3.1.6 

 
 

In this form, there are two buttons, one is “SAVE” button and other is “SAVE AND SUBMIT” button. 

“SAVE” button is to save the information filled by the user, it can be edited later. After saving the data a 

popup will be displayed. 
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Figure 3.1.7 

 

“SAVE AND SUBMIT” button is to submit the form to the admin.The form is approved or rejected by admin. 

After submitting the form to admin, user can view its form but cannot edit the form. 

An Application Number is generated automatically for every new registration form after submission of form and 

given to the user. 

When admin accept the registration request then new registration number is generated and given to user. 

Figure 3.1.8 

 
 

Importers of ODS(Form 10A): Importers of ODS form looks like. Please refer the following figure 3.1.9. 
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Figure 3.1.9 

 
In this form, there are two buttons, one is “SAVE” button and other is “SAVE AND SUBMIT” button. 
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“SAVE” button is to save the information filled by the user, it can be edited later. After saving the data a popup 

will be displayed. 

 
Figure 3.1.10 

 
“SAVE AND SUBMIT” button is to submit the form to the admin.The form is approved or rejected by admin. 

After submitting the form to admin, user can view its form but cannot edit the form. 

An Application Number is generated automatically for every new registration form after submission of form and 

given to the user. 

When admin accept the registration request then new registration number is generated and given to user. 

 

Figure 3.1.11 

 
Exporters of ODS (Form 10A): Refer the Figure 3.1.12 for the Exporters of ODS form. 
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Figure 3.1.12 

 

In this form, there are two buttons, one is “SAVE” button and other is “SAVE AND SUBMIT” button. 

“SAVE” button is to save the information filled by the user, it can be edited later. After saving the data a 

popup will be displayed. 
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Figure 3.1.13 

 
 

“SAVE AND SUBMIT” button is to submit the form to the admin. The form is approved or rejected by admin. 

After submitting the form to admin, user can view its form but cannot edit the form. 

An Application Number is generated automatically for every new registration form after submission of form and 

given to the user. 

When admin accept the registration request then new registration number is generated and given to user. 

 
 

User (Form 11): User form looks like as follows. 

Figure 3.1.14 
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Figure 3.1.15 
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In this form, there are two buttons, one is “SAVE” button and other is “SAVE AND SUBMIT” button. 

“SAVE” button is to save the information filled by the user, it can be edited later. After saving the data a popup 

will be displayed. 

 
Figure 3.1.16 

 

“SAVE AND SUBMIT” button is to submit the form to the admin. 

The form is approved or rejected by admin. After submitting the form to admin, user can view its form but 

cannot edit the form. 

An Application Number is generated automatically for every new registration form after submission of form and 

given to the user. 

When admin accept the registration request then new registration number is generated and given to user. 

 

Figure 3.1.17 

 

Compressors importers: Please refer the Figure 3.1.18 for the form view. 
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Figure 3.1.18 

 
In this form, there are two buttons, one is “SAVE” button and other is “SAVE AND SUBMIT” button. 

“SAVE” button is to save the information filled by the user, it can be edited later. After saving the data a popup 

will be displayed. 
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Figure 3.1.19 

 

“SAVE AND SUBMIT” button is to submit the form to the admin. 

The form is approved or rejected by admin. After submitting the form to admin, user can view its form but 

cannot edit the form. 

An Application Number is generated automatically for every new registration form after submission of form and 

given to the user. 

When admin accept the registration request then new registration number is generated and given to user. 
 

 

Figure 3.1.20 

 

Compressors exporters: Refer the Figure 3.1.21 for the Compressors exporters form view. 



Ozone Cell MIS User Manual 

36 | Microware Computing & Consulting Pvt. Ltd. 

 

 

 

 
Figure 3.1.21 

 

In this form, there are two buttons, one is “SAVE” button and other is “SAVE AND SUBMIT” button. 

“SAVE” button is to save the information filled by the user, it can be edited later. After saving the data a popup 

will be displayed. 
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Figure 3.1.22 

 
“SAVE AND SUBMIT” button is to submit the form to the admin. 

The form is approved or rejected by admin. After submitting the form to admin, user can view its form but 

cannot edit the form. 

An Application Number is generated automatically for every new registration form after submission of form and 

given to the user. 

When admin accept the registration request then new registration number is generated and given to user. 

 

 
Figure 3.1.23 

 

Compressors manufacturers: Compressors manufacturers form looks like as follows. 
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Figure 3.1.24 

 

In this form, there are two buttons, one is “SAVE” button and other is “SAVE AND SUBMIT” button. 

“SAVE” button is to save the information filled by the user, it can be edited later. After saving the data a popup 

will be displayed. 
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Figure 3.1.25 

 

“SAVE AND SUBMIT” button is to submit the form to the admin. 

The form is approved or rejected by admin. After submitting the form to admin, user can view its form but 

cannot edit the form. 

An Application Number is generated automatically for every new registration form after submission of form and 

given to the user. 

When admin accept the registration request then new registration number is generated and given to user. 

 

Figure 3.1.26 

 

 
Reclaim facilities (Form 14): Reclaim facilities form looks like. 
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Figure 3.1.27 
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In this form, there are two buttons, one is “SAVE” button and other is “SAVE AND SUBMIT” button. 

“SAVE” button is to save the information filled by the user, it can be edited later. After saving the data a popup 

will be displayed. 

 
Figure 3.1.28 

 

“SAVE AND SUBMIT” button is to submit the form to the admin. 

The form is approved or rejected by admin. After submitting the form to admin, user can view its form but 

cannot edit the form. 

An Application Number is generated automatically for every new registration form after submission of form and 

given to the user. 

When admin accept the registration request then new registration number is generated and given to user. 

 

Figure 3.1.29 

 
 
 
 
 
 
 
 

Destruction facilities (Form 14): Refer the following Figure 3.1.30 for the form looks like. 
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Figure 3.1.30 

 

In this form, there are two buttons, one is “SAVE” button and other is “SAVE AND SUBMIT” button. 

“SAVE” button is to save the information filled by the user, it can be edited later. After saving the data a popup 

will be displayed. 

 
Figure 3.1.31 
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“SAVE AND SUBMIT” button is to submit the form to the admin. 

The form is approved or rejected by admin. After submitting the form to admin, user can view its form but 

cannot edit the form. 

An Application Number is generated automatically for every new registration form after submission of form and 

given to the user. 

When admin accept the registration request then new registration number is generated and given to user. 

 

Figure 3.1.32 

 

 

3.2 Reporting of registered forms: 
Reporting is generated for all the forms accepted by admin. 
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Figure 3.2.1 

 
Depending upon the form, report period is defined 

 

 

Figure 3.2.2 

 
 

To view the report user need to select report and then click on “GO” to view the report form. 
 

Report of Producers of ODS (Form 9): Report form is look like. As shown in the Figure 3.2.2. 
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Figure 3.2.2 

 
 

There are two buttons in the report form one is “SAVE” button other is “SUBMIT” button. 
 

To save the form user need to fill all the information and click the “SAVE” button. Form can be edited after 

saving it. The following popup will be displayed. 
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Figure 3.2.3 

 
 

Form can be submitted on clicking “SUBMIT” button. The following message will be displayed. 
 

 
Figure 3.2.4 

 
 

Report of Seller (Form 10): Report form is look like. As shown in the Figure 3.2.5. 
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Figure 3.2.5 
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There are two buttons in the report form one is “SAVE” button other is “SUBMIT” button. 
 

To save the form user need to fill all the information and click the “SAVE” button. Form can be edited after 

saving it. The following popup will be displayed. 
 

 
Figure 3.2.6 

 
 

Form can be submitted on clicking “SUBMIT” button. The following message will be displayed. 
 

 
Figure 3.2.7 

 
 

Report of Importers of ODS (Form 10A): Report form is look like. As shown in the Figure 3.2.8. 
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Figure 3.2.8 
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There are two buttons in the report form one is “SAVE” button other is “SUBMIT” button. 
 

To save the form user need to fill all the information and click the “SAVE” button. Form can be edited after 

saving it. The following popup will be displayed. 
 

 
Figure 3.2.9 

 
 

Form can be submitted on clicking “SUBMIT” button. The following message will be displayed. 
 

 
Figure 3.2.10 

Report of Exporters of ODS (Form 10A): Report form is look like. As shown in the Figure 3.2.11. 
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Figure 3.2.11 

 
 

There are two buttons in the report form one is “SAVE” button other is “SUBMIT” button. 
 

To save the form user need to fill all the information and click the “SAVE” button. Form can be edited after 

saving it. The following popup will be displayed. 
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Figure 3.2.12 

 

Form can be submitted on clicking “SUBMIT” button. The following message will be displayed. 
 

 
Figure 3.2.13 

Report of Compressors importers: Report form is look like. As shown in the Figure 3.2.14. 
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Figure 3.2.14 

There are two buttons in the report form one is “SAVE” button other is “SUBMIT” button. 
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To save the form user need to fill all the information and click the “SAVE” button. Form can be edited after 

saving it. The following popup will be displayed. 

 
Figure 3.2.15 

 
 

Form can be submitted on clicking “SUBMIT” button. The following message will be displayed. 

 
Figure 3.2.16 

 
 

Report of Compressors exporters: Report form is look like. As shown in the Figure 3.2.17. 
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Figure 3.2.17 

 

There are two buttons in the report form one is “SAVE” button other is “SUBMIT” button. 

To save the form user need to fill all the information and click the “SAVE” button. Form can be edited after 

saving it. The following popup will be displayed. 
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Figure 3.2.18 

 
Form can be submitted on clicking “SUBMIT” button. The following message will be displayed. 

Figure 3.2.19 

 
 

Report of Compressors manufacturers: Report form is look like. As shown in the Figure 3.2.20. 
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Figure 3.2.20 

 
 

There are two buttons in the report form one is “SAVE” button other is “SUBMIT” button. 

To save the form user need to fill all the information and click the “SAVE” button. Form can be edited after 

saving it. The following popup will be displayed. 
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Figure 3.2.21 

 

 
Form can be submitted on clicking “SUBMIT” button. The following message will be displayed. 

 

Figure 3.2.22 

 
 

Report of Reclaim facilities (Form 14): Report form is look like. As shown in the Figure 3.2.23. 
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Figure 3.2.23 

 
 

There are two buttons in the report form one is “SAVE” button other is “SUBMIT” button. 
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To save the form user need to fill all the information and click the “SAVE” button. Form can be edited after saving it. 

The following popup will be displayed. 

 
Figure 3.2.24 

Form can be submitted on clicking “SUBMIT” button. The following message will be displayed. 
 

 
Figure 3.2.25 

 
 

Report of Destruction facilities (Form 14): Report form is look like. As shown in the Figure 3.2.26. 
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Figure 3.2.26 

 
 

There are two buttons in the report form one is “SAVE” button other is “SUBMIT” button. 
 

To save the form user need to fill all the information and click the “SAVE” button. Form can be edited after saving it. 

The following popup will be displayed. 
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Figure 3.2.27 

 
 

Form can be submitted on clicking “SUBMIT” button. The following message will be displayed. 
 

 
Figure 3.2.28 

 
 

3.3 Fiscal Incentive Form: 

 

In this form, Relevant Notification/Order/Documents can be seen by clicking on 

“Notification/Order/Documents” button as shown in Figure 3.3.1 Then the document pdf can be 

seen by clicking on message shown on popup. This page also shows all the fiscal incentive forms 
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User have filled. 

 

Figure 3.3.1 

 
 
 
 
 
 
 

Form to register fiscal Incentive look like as in Figure 3.3.2. 
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Figure 3.3.2 

 
 

Following message will be displayed when the form is saved. 
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Figure 3.3.3 

 
 

On clicking the “NEXT” button user will be moved to next step where user needs to upload all the documents shown 

in Figure 3.3.4 , 3.3.5 , 3.3.6 , 3.3.7. Documents will be uploaded by clicking on “Upload” button. 
 

There are four steps where the documents need to be uploaded. 
 

 
Figure 3.3.4 
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Figure 3.3.5 

 

 

 
Figure 3.3.6 

 

 

 
Figure 3.3.7 

 
 

To submit the form, user need to check the disclaimer shown in Figure 3.3.7 .By clicking the “SUBMIT” button the 

form will be submitted. 
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3.4. Quota Application Form: 
Figure 3.3.8 

 

This Quota Application Tab is shown in Work Area only if User is registered with category 

Producers of ODS (Form 9) and gas HCFC-22 is chosen in form registration. 

In this form, Relevant Notification/Order/Documents can be seen by clicking on 

“Notification/Order/Documents” button as shown in Figure 3.4.1 Then the document pdf can be 

seen by clicking on message shown on popup. This page also shows all the Quota Applications user 

have applied for. 
 
 
 

 
Figure 3.4.1 

 
 

Quota Application form look like as in Figure 3.4.2. 
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Figure 3.4.2 

 
 

Save quota form by clicking “SAVE” button, following message will be displayed. 
 

 
Figure 3.4.3 

“SAVE & SUBMIT” button to submit the quota form to Ozone Cell.. 
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Figure 3.4.4 

 
 
 

 

3.5 Recommendation for Import/Export of ODSs: 

 

Figure 3.5.1 shows the listing of all the application saved or submitted by the user for recommendation for 

Import/Export of ODSs. 
 

 
Figure 3.5.1 

 
 

Import/Export form looks like as in Figure 3.5.2 
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Figure 3.5.2 

To save the form click “SAVE” button, Popup will be displayed. 
 

 
Figure 3.5.3 

 
 

The second part of the form can be viewed by clicking the “NEXT” button. It looks like as follows: 
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Figure 3.5.4 

 
When Recommendation for Import/Export for ODSs form submitted successfully the following message will be 

displayed as shown in Figure 3.5.5. 
 

 
Figure 3.5.5 
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5. Implementing Partner Manual 

5.1 Home: 
Home page of the Implementing partner contains list of trainings and information material. 

Implementing partner can download the uploaded documents by download button. 

 
Figure 5.1.1 

 

 

 
Figure 5.1.2 

 

 
5.2 Trainer Details: 
Implementing Partner has right to create the new Trainer by clicking “Add Trainer”. Trainer Details can be edited by 

clicking the “edit icon”. 

 

 
 

 
Figure 5.2.1 

Trainer details form to create new trainer. Fill the required fields and click “save”button to add the trainer. 
The form looks like. 
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Figure 5.2.2 

 

 
After filling the details, click on “SAVE” button to create the new record. This record can be edited on clicking the 

edit icon. 
 

 
Figure 5.2.3 

 
 
 
 
 

5.3 Training Center: 
Implementing partner can create Training Center. Previously added records by clicking edit button. 
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Training Center form to add new record. 

Figure 5.3.1 

 

 
 

Figure 5.3.2 

After filling the details, click on “SAVE” button to create the new record. 
 

 
Figure 5.3.3 

 
 
 
 
 
 

 

5.4 Training Calendar: 
It is the list of the training. To create new training clicks “Create New Training Program”. Click “edit button"to 

edit already saved records. “Delete” button to delete the record. To view the saved records click the “view” button. 
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Figure 5.4.1 

 
 

Form to create the new training program. 
 

 

Figure 5.4.2 

 

 
After filling the details, click on “SAVE” button to create the new record. 
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Figure 5.4.3 

 
 
 
 
 

5.5 Knowledge Center: 
Knowledge center displays the list of the documents. New documents can be uploaded by clicking on the Upload New 

Documents button then click “save” button. To edit the previous record click edit button. 

Delete button can be used to delete the record. 
 

 
Figure 5.5.1 

 

 
Upload new documents. 

 

Figure 5.5.2 
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Click “SAVE” button to save the knowledge documents. 
 

Figure 5.5.3 

 

 
5.6 User Account: 

5.6. 1. User Profile: 

It describes the basic information of the user. 
 

Figure 5.6.1.1 
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5.6.2 Implementing Partner Details: It displays the basic information of the Implementing partner. 
 

 
Figure 5.6.2.1 

On click “UPDATE” button to update the details of the Implementing partner. 
 

 
Figure 5.6.2.2 
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5.6.3. Change Password: 

Password can be changed by filling old password followed by new and confirmed password then “save” button and it 

will be updated. 
 

 
Figure 5.6.3.1 

Password is changed successfully. User needs to sign in again with new password. 
 

Figure 5.6.3.2 

 
 
 
 

6. Implementing &Bilateral Agency 

6.1 Implementing Agency Dashboard 
After the successful login, agency will see the dashboard page that contains following data. 

 

6.1.1. Project: List of all the projects of all the users registered under the category of that Implementing agency. 

To view the project details click on the project title. 
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Figure 6.1.1.1 

 

 
6.1.2. Training Request Pending: 

It contains thelist of all training requests that are applied by the technicians for attending the training. Agency can 
accept or discard the request. 
To accept the request click on green button. And to discard the request clicks the red buttonas shown in the figure 
6.1.2.1. 

 

 
Figure 6.1.2.1 

 
Training Accepted as in Figure 6.1.2.2. 
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Figure 6.1.2.2 

 
 
 

Training can be discarded as shown in the figure 6.1.2.3 

 

Figure 6.1.2.3 

6.1.3. Knowledge Centre: Knowledge centre contains the documents uploaded by the agency as shown in the figure 

6.1.3.1 . 

 

 

 

 

 

 

 
Figure 6.1.3.1 



Ozone Cell MIS User Manual 

82 | Microware Computing & Consulting Pvt. Ltd. 

 

 

 

6.2 Training Component:Following modules comes under the training component as shown in the figure 

6.2.1. 
 

 
Figure 6.2.1 

 
 
 

6.2.1. Training Partner:Agency can view the list of all training partners. It can add new partners 

too on clicking the “Add Training Partner” button. 

To edit any training partner that is already saved click on the “edit” button as shown in 

the figure 6.2.1.1. 

 

 

Figure 6.2.1.1 
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Figure 6.2.1.2 

To save the record click the “SAVE” button. Once it is saved success message will be displayed as shown in the 

figure 6.2.1.3. 
 

Figure 6.2.1.3 

 

 
6.2.2. Trainer Details: 

List of trainers associated with the agency. Agency can create new trainers and update existing. 

To update the record click the edit button. By clicking on “Add new Trainer” can be created as shown in the 

figure 6.2.2.1. 
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Figure 6.2.2.1 

 
 

 

 

Figure 6.2.2.2 

 

 
To save the record click the “SAVE” button. Once it is saved success message will be displayed. 
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Figure 6.2.2.3 

 

 
6.2.3. Training Center: Agency can view all its centers. To edit the existing record click the edit button. 

 

If want to add new Training Center click on “Add Training center button”. 
 

 
Figure 6.2.3.1 

On clicking the button following form will be open through which new center can be created. 
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Figure 6.2.3.2 

 

 
To save the record click the “SAVE” button. Once it is saved success message will be displayed. 

 

 
Figure 6.2.3.3 

 

 
6.2.4. Service Technicians: 

Service Technician List: Agency can also create service technicians. 
 

 
Figure 6.2.4.1 
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Form to Add Service Technician 
 

 

Figure 6.2.4.2 

 

 
save the record click the “SAVE” button. Once it is saved success message will be displayed. 

 

Figure 6.2.4.3 

 

 
6.2.5. Training Calendar:It contains the list of all the trainings of the agency. 

 

To edit existing calendar click on “edit” button. If want to delete the calendar click on the “delete” button. 

To view the calendar clicks the “view” option from the action column. 
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Figure 6.2.5.1 

 

 
Create new Training Calendar form looks like in Figure 6.2.5.2. 

 

 
Figure 6.2.5.2 

 

 
To save the record click the “SAVE” button. Once it is saved success message will be displayed. 
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Figure 6.2.5.3 

6.3. Knowledge Centre:Thismodule consists of all the documents uploaded by the agency. These documents 

can be edited and deleted by the agency. 

To edit exist document click on edit button. And to delete the document click on delete button. 

 

 
Figure 6.3.1 

 

 
New Document can also be uploaded as in Figure 6.3.2. 
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Figure 6.3.2 

To save the record click the “SAVE” button. Once it is saved success message will be displayed. 
 

 
Figure 6.3.3 
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6.4. Project Plans:This module contains the project information. New project can be added by the “Add 

Project” form as shown in Figure 6.4.1. 
 

 
Figure 6.4.1 

 
Figure 6.4.2 

 
 
 
 
 

On clicking the title of the project in project listing, details of the project can be viewed as in Figure 6.4.2. 
 

6.4.1. Project Overview contains the basic details of the project. 
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Figure 6.4.1.1 

To save the record click the “SAVE” button. Once it is saved success message will be displayed. 
 

Figure 6.4.1.2 

 

 
6.4.2. Total Project Funding include the information of the project funding. Funding amount must be equal to the 

total project cost. 
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Figure 6.4.2.1 

 

 
To save the funding record fills the necessary information and click “SAVE” button. Popup with success message will 

be shown when the record is saved. 
 

Figure 6.4.2.2 

 

 
6.4.3. Subproject: 

 

UNDP 
 

To add subproject select sector and then enter the number of subproject in the text box and then fill the details of the 

subproject then click “save” buttonto add the subproject. 
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Figure 6.4.3.1 

 

 
While entering the ICC & IOC amount its sum must be equal or less then the subproject cost. 

When the required information is filled then click the “SAVE” button, subproject will be saved. 

 
 

Figure 6.4.3.2 

 
 
 
 
 

To view the subproject information click on the “NAME” of the subproject. Subproject information can be update by 

clicking the “UPDATE” button. 
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GIZ 

Figure 6.4.3.3 

 

 
 

Figure 6.4.3.4 

 

 
To add the subproject for the GIZ click on the “Add Subproject” button. It will display all the trainings GIZ have 

created and will be conducted. 
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Figure 6.4.3.5 

 

 
Select the listed training and click the “Save” button. It will display the following message when it is saved. 

 

Figure 6.4.3.6 

Click on the “Training Activity” name to view the details of the project. 

Enter the Amount and click the “Update” button to update the details. 

 

Figure 6.4.3.7 

 

 
Following success message will be shown once it is updated. 
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6.4.3.1 Document Repository: 

Figure 6.4.3.8 

 

Document related to subproject can be uploaded here. “ADD” button to add more rows for document and 

“REMOVE” button to remove the rows. 

Related documents can also be uploaded under the Related Documents. 
 

To save the documents click the “SAVE” button. After the documents are saved successfully there is option of 

downloading them or delete them. There is download and delete icon under the Action column. 
 

Figure 6.4.3.1.1 
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6.4.3.2 Milestone & Payments: Milestone & Payments for the subproject is defined under this section. 

Subproject milestone amount must be less than or equal to subproject amount. It can not exceed form 

total subproject amount. 
 

 
Figure 6.4.3.2.1 

 
 

To add new milestone click “ADD” button. The following modal will be shown. 

Milestone plan date must be in between or equivalent to project start and end date. 

 
 

Figure 6.4.3.2.2 
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After filling the required information click “SAVE” button to save the record. 
 

Figure 6.4.3.2.3 

 
 

If the date for the Milestone & Payments has been changed then it can be update under the “Last Revised Date” 

column. 

 
 
 

 
Figure 6.4.3.2.3 

Once it is updated successfully following popup will be displayed. Next revised date must be greater than last revised 

date. 
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Figure 6.4.3.2.4 

 

 
Disbursement amount can be added under the column “Is Completed”. Disbursed amount must be less than funding 

amount. 
 

 
Figure 6.4.3.2.6 

Following success message will be shown when the disbursement is saved successfully. 
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Figure 6.4.3.2.7 

Documents that are related to milestone can be linked to the documents already uploaded in documents repository 

under the “Milestone Document”. 
 

 
Figure 6.4.3.2.8 

 
 
 
 
 
 

 

6.4.4. Support Activity contains Activity and sub Activity for the project. 
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Figure 6.4.4.1 

To add Activity click on the Add Activity button. Activity can be edited on clicking edit button. During the creation 

of the activity level of the milestone and disbursement can be defined. If sub activity is defined for the activity then it 

can be viewed by clicking on the activity name. 

Activity start date and end date should lie in between or equivalent to project start date or end date.And activity 

amount must be equal or less than total activity amount already defined in project overview. 

 

 
 

 
Figure 6.4.4.2 
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Figure 6.4.4.3 

 

 
After the activity is saved, milestone, documents and disbursement can be defined for the activity. 

 

To define the milestone click on the column “Milestone”, redirected to the milestone page there milestone can be 

defined. Click “ADD” button to add Milestone & Payments. Milestone plan date should be equal or in between project 

start and end date. Milestone amount can not be greater than activity amount. 
 

Figure 6.4.4.5 
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Figure 6.4.4.6 

Click on “SAVE” button to add the Milestone & Payments. 
 

Figure 6.4.4.7 

 

 
If the date for the Milestone & Payments has been changed then it can be update under the “Last Revised Date” 

column. Next revised date must be greater than last revised date. 
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Figure 6.4.4.8 

 

 

Click on “Save” button to save the record. 
 

 
Figure 6.4.4.9 

Disbursement for the activity can be defined clicking on “disbursement”. Disbursed amount should be less than 

funding amount. 
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Figure 6.4.4.10 

 
 

Click on “save” button to save the record. 
 

 
Figure 6.4.4.11 

Documents that are related to milestone can be linked to the documents already uploaded in document repository 

under the “Milestone Document”. 
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Click on “save” button to save the record. 

Figure 6.4.4.12 

 

 
 

Figure 6.4.4.13 

To upload the documents related to the activity click on the “upload icon” and it will redirect to the document page. 

There is a prohibition to add max 6 activity or sub activity related document or link. 
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Figure 6.4.4.14 

Select the type of the document and then choose the file and click “save” button to save the records. 
 

Figure 6.4.4.15 

These documents can be edited once they are saved. 

 

 

Milestone & Payments 
 

If the milestone is defined at the activity level then it can be added on clicking the milestone button. To add new 

milestone click on the add button. Date can be revised by clicking on the calendar icon. Under the Is Completed 

column amount can be disbursement. Documents can be uploaded under the Milestone Document column. 

Milestone plan date should equal or lie in between project start or end date. 
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Figure 6.4.4.16 

 

 
Disbursement 

 

If there are no milestones in some activity then disbursement is done directly by clicking on disbursement button on 

activity listing page. Disbursement amount cannot be more than activity amount and disbursement date should be 

between activity or sub activity start date or due date and end date. 

 

 

Figure 6.4.4.17 

Upload Activity Documents type of the document can be selected from the dropdown then document can be uploaded. 
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Figure 6.4.4.18 

 

 
To add Sub Activity click on the add sub Activity. If the milestone or disbursement is defined at the sub activity level 

then it can be added at the sub activity level. Sub activity amount can not be greater than activity amount. 
 

Figure 6.4.4.19 

 

 
6.4.5. Meeting & Reviews: 
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To add new meeting click on the “Add” meeting button, fill the information then click “save” button. It will add the 

record. If want to edit the saved record then click on the “edit” button. Meeting date must be in between project date. 

To delete the existing meeting record click on the delete button refer the figures 6.4.5.1 & 6.4.5.2. 

 

Figure 6.4.5.1 



Ozone Cell MIS User Manual 

112 | Microware Computing & Consulting Pvt. Ltd. 

 

 

 

 
 

Figure 6.4.5.2 
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Figure 6.4.5.3 

 

 
6.4.6. Documents Repository: Documents related to the project will be uploaded in this section as shown in the 

figure 6.4.6.1.. 
 

 
Figure 6.4.6.1 

 

 
To save the documents click the “SAVE” button. After the documents are saved successfully there is option of 

downloading them or delete them. There is download and delete icon under the Action column as shown in the 

figure 6.4.6.2. 
 

 
Figure 6.4.6.2 

 
 
 
 
 

6.4.7. Geographic Coverage: It contains the list of state that comes under the influence of the project as shown in 

the figure 6.4.6.3. 
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Figure 6.4.7.1 

State can be selected one by one or all of them by clicking “Select all” then click “Save” button to save the records 

as per the figure 6.4.7.2. 
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Figure 6.4.7.2 

 

 
6.5. User Account: User Account contains the basic information of the user and its organization. 

6.5.1. User Details: Basic personal details of the user as shown in the figure 6.5.1.1. 
 

Figure 6.5.1.1 

 
 
 
 
 

6.5.2. Implementing and Bilateral Agencies /Ozone Cell Details: Basic information of the agency as shown in 

the figure 6.5.1.2. 
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Figure 6.5.2.1 

On click “UPDATE” button to update the details of the Implementing and Bilateral Agencies /Ozone Cell as shown 

in the figure 6.5.1.2. 
 

 
Figure 6.5.1.2 

6.5.3. Change Password: User can change his login password. User needs to fill the old password, new password 

and then confirm password. After that he needs to click the “save” button. Password will be changed as shown in the 

figure 6.5.1.2. 
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Figure 6.5.3.1 

On clicking “SAVE” button password can be changed, user need to login again after the password has been changed 

refer the figure 6.5.3.2. 

 

Figure 6.5.3.2 

 
 
 
 

7. Service Technician User Manual 

7.1. User Information: 
When the technician is login for the first time, will see the following user information page. Here technician needs to 

fill the remaining details as shown in the figure 7.1.1. 
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Figure 7.1.1 

 
 

7.2. Service Technician Dashboard: 

 

 
Technician dashboard contains the My Training Programmes, Technicians Training Calendar, 

Training Centres, Awareness workshops for dealers, Certification Programmes and 

Information Material. As shown in the figure 7.2.1. 
 

 
Figure 7.2.1 

 
 
 
 
 

7.2.1. My Training Program Programmes: 

This module consist of Already Completed training and Applied training ofthe technician. 
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7.2.1.1 Already Completed training are the records of the technician’s training that he has completed consider the 

figure 7.2.1.1.1. 
 

Figure 7.2.1.1.1 

 
 
 
 

 
7.2.1.2 Applied Training records are those which has been applied by the technician refer the figure 7.2.1.2.1. 

 

Figure 7.2.1.2.1 

 
7.2.2. Technician Training Calendar: 

This module contains the list of all the completed, ongoing and upcoming trainings of all the agencies. 
 

7.2.2.1 Already Completed Training 

Training that has been completed will be shown under the title Already Completed table as shown in the 

figure 7.2.2.1.1. 
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7.2.2.2 Ongoing Training 

Figure 7.2.2.1.1 

Trainings that are going on will be shown in the Ongoing Training as shown in the figure 7.2.2.2.1. 
 

 

 

 
7.2.2.3 Upcoming Training 

Figure 7.2.2.2.1 

Technician can apply for the training by clicking apply button. Technician can also discard the applied training 

refer the figure 7.2.2.3.1. 
 

Figure 7.2.2.3.1 

To apply for the training click on the “Apply” button. And then click “Yes” as shown in the figure 7.2.2.3.2. 
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Figure 7.2.2.3.2 

 

 
Following message will be displayed as shown in the figure 7.2.2.3.3. 

 

Figure 7.2.2.3.3 

 
When a service technician successfully applied for any training its request goes to GIZ who is conducting the 

corresponding training. They can approve or disapprove the application. Most of the time, disapproval will be done 

when the batch size is full for the training. 

 
User can also discard the training by clicking the “Discard” button as shown in the figure 7.2.2.3.4.. 
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Figure 7.2.2.3.4 

 
Following message will be displayed as shown in the figure 7.2.2.3.4. 

 

Figure 7.2.2.3.5 

 

 
7.2.3. Training Center: It contains the details the of the training center refer the figure 7.2.3.1 
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7.2.4. Workshop Calendar: 
Figure 7.2.3.1 

Workshop calendar has listing of already completed, upcoming and completed workshop. 
 

7.2.4.1 : Already completed workshop detail as shown in the figure 7.2.3.1 
 
 
 

Figure 7.2.4.1.1 

 

7.2.4.2 : Ongoing workshop as shown in the figure 7.2.4.1.1. 
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Figure 7.2.4.2.1 

 
 

 

7.2.4.3 Upcoming workshop 

 
User can apply for the workshop and can discard already applied workshop as shown in the figure 7.2.4.2.1. 

 
 

Figure 7.2.4.3.1 

 
7.2.5. Certification Program: Contains information for the certification program refer the figure 7.2.5.1. 
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Figure 7.2.5.1 

 
7.2.6. Information Material: 

It contains the documents uploaded by the agencies. To download the document user needs to click at the “download 

icon” as shown in the figure 7.2.6.1. 

 
Figure 7.2.6.1 

 
 
 
 
 

7.3 Training History: 

Previous training records are the list of the technician previously done trainings. 

To add new training record user needs to click “Add Previous Training Record” button. 

By clicking the “edit button” user can edit the records. 

To view the record click on the “view icon”. And to delete the record click the “delete icon” as shown in the 

figure7.3.1. 
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Figure 7.3.1 

On clicking the “Add Previous Training Record” following form will be shown refer the Figure 7.3.1. 
 
 

Figure 7.3.2 

 

After filling the required information click the “Save” button to save the record. If the record is saved successfully 

then the success message will be displayed as shown in the figure 7.3.3. 
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Figure 7.3.3 

 
To edit the previous training records click on “edit” icon and to delete click on “delete” icon as shown in the figure 

7.3.4. 

 

Figure 7.3.4 

 
 
 

7.4. User Account: 
User Account contains the information of user profile and enterprise. 

 
7.4.1. User Profile: 

It contains the user basic information.Refer the figure 7.4.1.1 
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Figure 7.4.1.1 

 

7.4.2. Enterprise/Firm/Company Details: Details will be shown as in the figure 7.4.1.2 
 

 

Figure 7.4.2.1 
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7.4.3 Change Password: 

User can change his login password. User needs to fill the old password, new password and then confirm password. 

After that he needs to click the “save” button. Password will be changed as shown in the figure 7.4.3.1. 

 
 

Figure 7.4.3.1 

 
On clicking “SAVE” button password can be changed, user need to login again after the password has been changed 

as shown in the figure 7.4.3.2. 

 

 

 

8. Some Problem occured 

Figure 7.4.3.2 

If the server is down or some issue occurred in any of the MIS process following page will be shown. 

Click on the “Click Here to go to Dashboard” to return to the dashboard refer the figure 8.1. 
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Figure 8.1 

 
 

If the session is expired then the following page will be shown click on the “Log In” it will redirect to home page as 

shown in the figure 8.2. 

 

 

 
 
 
 
 
 
 
 
 

 
Figure 8.2 

 
 

To log out click on the “user icon” at the banner. Following popup will be shown, click on the “logout” button refer 

the figure 8.3. 
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Figure 8.3 

 
 

Following logout page will be displayed. To reach home page click on “Login”, will be redirected to home page as 

shown in the figure 8.4. 

 
 
 

 
Figure 8.4 
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