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1 INTRODUCTION 

 

This user manual provides guidelines and instruction for the “Manipur Forest Department-Website” 

users as administrator, Department Users, company/ customer user and public user.  

1.1 OBJECTIVES  

 

 To make registration, operation and renewal process of forest based industry hassle free and 

transparent. 

 Easy access of species availability details and purchase. 

 To provide information about project, schemes, event and publication. 

 To provide forest revenue details on figure steps. 

 To provide current and archive tender details with apply facility. 

 To book tickets of zoo and national park of all state. 

 To provide registers (Receipt, Stock, Dispatch and Performa-II) details in real time 

 

2 COMPANY/ CUSTOMER REGISTRATION 

 

This website has the self-registration facility for company/ customer users. User will enter the below 

URL and click on search button to reach at website home page- 

URL: - https://forest.manipurforest.gov.in/ 

User will click on ‘Signup’ button to register them-self as shown in below screen- 
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On click of signup button, user will redirect to signup page of website. 
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 User can register as company/ organization or as individual users.  

 Under indivisual category of registration user can select as Personal or commercial for 
registration.  

 User will fill all the mandatory fields and verify their mobile number as shown on above screen.  

 User can add multiple forest produce type at the time of registration and click on submit button 
to complete the registration. 

 

3 PROCESS OF APPLY FOREST SPECIES 

 

Registered company/ customer user can apply for the forest species after login for website with their 

valid login credentials. Below screen will appear after login on website- 

 

User will click on forest nursery locator to check the aailable species details and below screen wil 

appear- 
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User will click on related nursery name link to purchase a forest species and below screen will appear- 

 

User can filer the species by the name on plant species filter. To purchase a species user will click on 

purchase link and below screen will appear- 
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User will fille all the mandatory details, add species as he/ she wants to purchase by clicking on add 

another item button. After filling all the apecies details user click on declaration check box and click on 

save button to generate the species purchase request. On click of save button species purchase request 

will forwarded to related DFO for approval. 

 

4 PROCESS OF APPROVE SPECIES PURCHASE REQUEST 

 

Once request has submitted by the company/ customer user for forest species purchase, it will visible at 

related DFO login.  

4.1 PROCESS OF APPROVE SPECIES PURCHASE REQUEST BY DFO 
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DFO will click on apply purchase list from customer as shown below- 

 

On click, below screen will appear- 

 

DFO will click on view link under action column and details will appear as below screen shot- 
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DFO will check all the details filled by the customer and take and action against request- 

 Pending- DFO will select the status pending and assign request to related BO/ RFO. Request will 

forward to assign user (BO/ RFO). 

 Reject- If DFO reject the request than request status will update on customer login and process 

will close. 
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 Approve- If DFO approve the request than status will update on customer login. If species has 

any amount that pay link will activate on customer login for particular request. 

4.2 PROCESS OF APPROVE SPECIES PURCHASE REQUEST BY RFO 

 

Once request has forwarded by the DFO to RFO, request is visible on RFO login. RFO click on ‘Pending 

purchase list from customer on RFO Level’ to check the details. 

 

On click of this menu, below screen will appear- 

 

RFO Will click on view button to check the request details, below screen will appear- 
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RFO will check all the details filled by the customer and take and action against request- 

Assign- RFO can assign request to related BO for inspection or assign to DFO for approval with their 

remarks. 

4.3 PROCESS OF APPROVE SPECIES PURCHASE REQUEST BY BO 

 

Once species purchase request has forwarded by DFO/ RFO to BO, BO will see the request details on 

‘Pending purchase list from customer on BO level’.  
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On click of this below screen will appear- 

 

User will click on view link to check the request details. 



      MANIPUR FOREST DEPARTMENT WEBSITE  

P a g e  15 | 53 

Version 1.0 

 

BO will enter their remarks on request and assign the request to RFO. RFO will assign the request with 

their remarks to DFO for approval. 

 

5 PROCESS OF MAKING PAYMENT FOR FOREST SPECIES PURCHASE 
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Once request has approved for Forest Species than company user can make payment for species. To 

make payment company user will click on purchase under ‘Forest Nursery Mgmt. System’ menu.  

 

Click on pay button and below screen will appear- 

 

User will select the payment mode- 
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 Online- on selection of online payment mode, system will redirect to payment gateway and user 

will complete the payment. If payment has not completed that ‘Pay’ link will still visible else 

payment status will update with approved. 

 Offline- On selection of offline mode, user will enter the offline payment details like DD no., date 

and upload the challen, receipt image. On click of save button payment request will forward to 

related DFO. 

 

6 PROCESS OF APPROVE PAYMENT REQUEST FOR SPECIES PURCHASE 

 

Once payment request has submitted by the company user for species purchase, this will appear on DFO 

login in ‘Pending for payment approval’ under forest nursery mgmt. system.  

 

User will click on view link to check the details of offline payment submitted by the company user. 
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User will update the payment status as per filled details- 

Pending- Request is still pending at DFO level. 

Reject- Payment status will update and pay link will active on company user login for perticular purchse 
request. 

Approved- Payment status will update with approved and visible at company user login. 



      MANIPUR FOREST DEPARTMENT WEBSITE  

P a g e  19 | 53 

Version 1.0 

 

7 PROCESS OF APPLY FOR LICENSE OF SETTING UP OF WOOD BASED INDUSTRY 

 

Register customer/ company user will login their valid login credentials. 

Click on apply for LICENCE FOR SETTING UP OF WOOD BASED INDUSTRY under the register forest based 

industry, below screen will appear- 
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User will fill the all mandatory fileds as given in above screen and click on save button. On click of save 

button details will forward to related DFO for approval. 
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8 PROCESS OF APPROVE REQUEST FOR LICENSE OF SETTING UP OF WOOD BASED 

INDUSTRY 

 

Once request has submitted by the company/ customer user for license for setting up of wood base 

industry, approval authorities can check the details and take an action against request. 

8.1 PROCESS OF APPROVE REQUEST FOR LICENSE OF SETTING UP OF WOOD BASED 

INDUSTRY BY DFO 

 

 DFO can check the submitted details by clicking on ‘list of application for license of setting wood based 

industry’.  

 

DFO will click on view button to check the details of rquest. 
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DFO will add their comment and forward the request to CF or reject the request.  

 

8.2 PROCESS OF APPROVE REQUEST FOR LICENSE OF SETTING UP OF WOOD BASED 

INDUSTRY BY CF 
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Once request has forwarded by the CF for license of setting up of wood based industry, request is visible 

at CF login. CF will check the request by clicking on ‘list of application for LICENCE FOR SETTING UP OF 

WOOD - BASED INDUSTRY under ‘registered forest base industry’ menu.  

 

CF will click on view button to check the details submitted by the user. 
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CF will check the details, enter their remarks and update the status as below- 

 Approve- Status will update approved for request and visible at customer/ company login. 

 Reject- Status will update reject for request and visible at customer/ company login. 
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9 PROCESS OF APPLY FOR LICENSE FOR OPERATION WOOD BASED INDUSTRY 

 

Register customer/ company user will login their valid login credentials. 

Click on apply for LICENCE FOR OPERATING WOOD BASED INDUSTRY under the register forest based 

industry, below screen will appear- 
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User will fill the all mandatory fileds as given in above screen and click on save button. On click of save 

button details will forward to related DFO for approval. 

 

10 PROCESS OF APPROVE REQUEST FOR OPERATING WOOD BASED INDUSTRY 
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Once request has submitted by the company/ customer user for operating wood base industry, approval 

authorities can check the details and take an action against request. 

10.1 PROCESS OF APPROVE REQUEST FOR OPERATING WOOD BASED INDUSTRY BY DFO 

 

 DFO can check the submitted details by clicking on ‘operating wood based industry list’ under 

registered forest based industry menu.  

 

DFO will click on view button to check the details of rquest. 
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DFO will add their comment and forward the request to CF or reject the request.  

 

10.2 PROCESS OF APPROVE REQUEST FOR OPERATING WOOD BASED INDUSTRY BY CF 
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Once request has forwarded by the CF for operating wood based industry, request is visible at CF login. 

CF will check the request by clicking on ‘operating WOOD - BASED INDUSTRY list’ under ‘registered 

forest base industry’ menu.  

 

CF will click on view button to check the details submitted by the user. 
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CF will check the details, enter their remarks and update the status as below- 

 Approve- Status will update approved for request and visible at customer/ company login. 

 Reject- Status will update reject for request and visible at customer/ company login. 
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11 PROCESS OF APPLY FOR RENEWAL OF LICENSE 

 

Register customer/ company user will login their valid login credentials. 

Click on apply for LICENCE FOR OPERATING WOOD BASED INDUSTRY under the register forest based 

industry, below screen will appear- 
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User will fill the all mandatory fileds as given in above screen and click on save button. On click of save 

button details will forward to related DFO for approval. 

 

12 PROCESS OF APPROVE REQUEST FOR RENEWAL OF LICENSE 

 

Once request has submitted by the company/ customer user for renew of application, approval 

authorities can check the details and take an action against request. 

12.1 PROCESS OF APPROVE REQUEST FOR RENEW OF APPLICATION BY DFO 

 

 DFO can check the submitted details by clicking on ‘List of renewal of application’ under registered 

forest based industry menu.  

 

DFO will click on view button to check the details of rquest. 
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DFO will add their comment and forward the request to CF or reject the request.  

 

12.2 PROCESS OF APPROVE REQUEST FOR OPERATING WOOD BASED INDUSTRY BY CF 

 

Once request has forwarded by the CF for renew of application, request is visible at CF login. CF will 

check the request by clicking on ‘List of application for renewal of license’ under ‘registered forest base 

industry’ menu.  
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CF will click on view button to check the details submitted by the user. 
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CF will check the details, enter their remarks and update the status as below- 

 Approve- Status will update approved for request and visible at customer/ company login. 

 Reject- Status will update reject for request and visible at customer/ company login. 

 

 

13 PROCESS OF APPLY FOR TENDER/ AUCTION 

 

Company/ customer user can apply for tender/ auction from their login ID. He/ She will click on ‘add 

tender/ action’ under ‘tender/ auction’ menu. 

 

User will fill all the mandatory fields and click on submit button. On click of submit button tender details 

will save and forward to related DFO. 

 

14 PROCESS OF ADD RECEIPT REGISTER 

 

 Company/ customer user can add the receipt register details from his/her website login. User click on 

‘add receipt register’ under receipt register menu. 
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User will fill all the mandatory fields and click on save button. On save button click details will visible to 

all higher authorities. 

 

15 PROCESS OF ADD DISPATCH REGISTER 

 

Company/ customer user will add the dispatch register details by clicking on add dispatch register under 

dispatch register menu. Below screen will appear on click of add dispatch register- 
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User will fill all the mandatory fields and click on save button, details will visible to all higher authorities. 

 

16 PROCESS OF ADD PERFORMA II REGISTER 

 

Company/ customer user can add the Performa ll register details by clicking on add perform ll under 

Performa II conversion register. On click of this menu following screen will appear- 
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User will fill all the mandatory fields and click on save button. On save button click, details will appear on 

all higher authorities login. 

17 PROCESS OF ADD STOCK REGISTER 

 

Company/ customer user can add the stock register by clicking on add stock register under stock register 

menu. On click of this menu, below screen will appear- 
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User will fill all the mandatory fields and click on save button. On save button click, details will appear to 

all higher authorities.  

18 PROCESS OF ADD FOREST OFFENCE FIR/ POR 

 

User can add the forest offence details on website by clicking on ‘Add FIR/ POR’.  
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As given on above screen, user will fill all the mnadatory fields. 

User can add multiple accused on report by clicking on add another button. 

After filling all the details user will click on save button and details will saved on database. 
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19 PROCESS OF ADD SEIZURES MENO 

 

User can add the seizures memo details on website by login on website with their valid login credentials. 

User click on add seizures memo under Seizures Memo menu and below screen will appear- 
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User can add multiple accused and seized items details by clicking on ‘add another’ button. User will also 

add atleast 2 witness details on seizures memo and click on save button to submit the details on 

website. 
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20 PROCESS OF ADD CONFISCATION 

 

User can add the confiscation details on website by login with their valid login credentials. User click on 

add confiscation under confiscation menu and below screen will appear- 

 

User can add multiple confiscated materials details by clicking on ‘add another’ button and click on save 

button to submit the details on website for further approval.  
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21 PROCESS OF ADD NEW ACHIEVEMENT 

 

Department user will have rights to add new achievement in website. To add a new achievement user 

will click on add new achievement under scheme and project menu as given in below screen- 
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On click of add new achievement user will see the form to add a new achievement. User will add 

multiple fund release and utilized details, geo-coordinates of important sites, major component of the 

scheme by just clicking on add another item. User will click on save button to sunmit the details on 

website. 
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22 PROCCESS OF ADD SCHEME 

 

Department user can add new scheme details on website. User will click on add new scheme under 

schemes and projects menu as given in below screen- 

 

As shown in above screen user will fill all the mandatory details along with multiple major components 

of schemes by just clicking on add another item. User will click on save button to submit the details on 

website.  

23 PROCESS OF ADD NEW EXTERNALLY AIDED PROJECTS  

 

Department user can add new externally aided projects in the website by selecting add new externally 

aided projects under scheme and projects menu as shown in below screen- 
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User can fill all the mandatory fields and add multiple major components of schemes by clicking on add 

another items button. User will click on save button to submit details on website.  

24 PROCESS OF ADD NEW SCHEME WISE PLANTATION 

 

Department user has access to add new scheme wise plantation from his/ her login. User will click on 

add new scheme wise plantation under scheme and project menu. User will see the below screen- 
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User will fill all the mandatory fields on the form and add multiple area wise geo-coordinate, ‘choice of 

species’ and click on save button to submit the details  
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25 MIS 

 

Department user can check the MIS reports developed on website; from his/ her login. Department user 

will login from his/ her unique credentials and click on MIS menu and see the below MIS reports- 

 MIS- FIR/POR 

 MIS- Seizures 

 MIS- Confiscation 

 MIS- Application for wood based industry 

 MIS- Species distribution (Customer wise) 

 MIS- Species distribution (Species wise) 

25.1 MIS- FIR/POR 

 

In this MIS report, department user can check the details of registered FIR/ POR with status. User can 

export the MIS report in excel format and also filter the result with below filters- 

 Division Name 

 Offence Type 

 Information received date 
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25.2 MIS- SIEZURES 

 

In this MIS report, department user can check the details of all seized items. User can export the MIS 

report in excel format and also filter the result with below filters- 

 Division Name 

 Offence Type 

 Seizure date 

 

 

 

25.3 MIS- CONFISCATION 

 

In this MIS report, department user can check the details of all confiscated items. User can export the 

MIS report in excel format and also filter the result with below filters- 

 Division Name 

 Offence Type 

 Case Status 

 Confiscation Date 
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25.4 MIS- APPLICATION FOR WOOD BASED INDUSTRY 

 

In this MIS report, department user can check the details of all application submitted for the wood 

based industry (registration, operation & renewal) with status. User can export the MIS report in excel 

format and also filter the result with below filters- 

 Division Name 

 Application Type 

 Application Status 

 Payment Status 

 Valid till 
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25.5 MIS- SPECIES DISTRIBUTION (CUSTOMER WISE) 

 

In this MIS report, department user can check the details of distributed species (customer wise). User 

can export the MIS report in excel format and also filter the result with below filters- 

 Year of nursery 

 Division Name 

 Nursery Name 

 Customer Name 
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25.6 MIS- SPECIES DISTRIBUTION (SPECIES WISE)  

 

In this MIS report, department user can check the details of distributed species (species wise). User can 

export the MIS report in excel format and also filter the result with below filters- 

 Year of nursery 

 Division Name 

 Nursery Name 

 Species Name 

 

 
 

 

 


