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[bookmark: _Toc293911747][bookmark: _Toc313628432]Purpose
The Secretariat Pass is issued for the purpose of important meeting and discussion of the outside visitors with the different department officials of the Secretariat. To enter into the Secretariat campus, the visitor needs to be authorized and hold a pass issued by the concerned pass issuing reception counter. The Secretariat pass issue process is managed by the Home Department. There are two types of pass- Daily and Seven Days. The pass is issued only when the visitor provides his identification proof (like PAN card, Ration card, etc.

1. To start using the Online Secretariat Pass application, enter the url in the browser to view the login screen-
[image: ]
2. In the Login screen, to know the procedure for applying for the ePass, click the Steps for ePass link as highlighted above.
a. The following pop-up screen is displayed-
[image: ]
b. After going through the guidelines, click the cross symbol to close the page
3. In case a new user, click the Register button-
[image: ]
a. In the Register for ePass Account screen displayed- 
i. Select the Identity Proof held by the applicant.
ii. Enter the Card No. of the identity proof.
iii. Enter the Applicant’s Full Name in the First Name, Middle Name and Last Name textboxes provided.
iv. Enter the Applicant’s Address.
v. Click the Upload Photo to upload the applicant’s photograph.
vi. Enter the applicant’s Mobile No. 
vii. Enter the applicant’s Landline No.
viii. Enter the applicant’s Designation.
ix. Enter the Organization name where the applicant works.
x. Enter the applicant’s Email Id.
xi. Select the applicant’s Date of Birth from the drop down list.
xii. Click the Register button to finish registration.
A. An unique identification number is generated.
4. If the user already has an ePass Account, then back in the login screen-
[image: ]
a. Enter the registered Phone Number in the textbox.
b. Enter the password received on Mobile after registration.
c. In case user has forgot his/her password click on "Click Here to Get Password" to receive new password in registered mobile.
d. Click the Login button.
5. The Apply e-Pass is the default page-
[image: ]
6. In the applicant’s welcome page, the user has to fill-in the following details-
a. The name of the applicant remains default.
b. Select the Office Name from the drop down list.
c. Select the Department name from the drop down list.
d. Select the Designation name of the officer.
e. Select the Officer name from the drop down list.
f. Select the Purpose of visit from the drop down list.
g. Select the visit In Time and Out Time from the drop down list.
h.  The Identity proof no. is displayed.
i. The photograph of the applicant is also displayed.
j. Click the Submit button.
7. Click the e-Pass Status button to view the visit details of the applicant on a daily basis-
[image: ]
a. The status of the passes issued on different dates is displayed along with the Request No. of each.
8. To edit the applicant profile details, click the Change Profile button.
[image: ]
a. The profile details as already entered is displayed.
b. Enter the new data in the respective fields.
c. Click the Update Profile button to save the data modified.


9. To change password ,click on Change Password button.
[image: ]

a. Enter New Password.
b. Enter Confirm Password.
c. Click the Submit button to change the password.
d. The new password will be received on mobile.

10. Click the Logout option to move out of the applicant’s account.
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Ifyou are already a registered user for the Online Secretariat Pass, then log-in to the system using your Mobile Number or your

1
e-Pass registration number.

2 IFyou are not a registered user, then register online by providing the required information to get your e-Pass Registration
Number.

3 Once registered, you can select the department and the designated official you want to visit through the Online System.

4 Youwill be provided with a request number for your application through SMS and e-Mail, which can be used to check status of
your Online Application for the Secretariat Pass.

5 The Status can be checked online by logging into the online system or by entering the request number in the KIOSK device

installed at the Secretariat Pass Counter.

§  Printof the approved pass can also be taken from the online system.
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