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WEST BENGAL HEALTH SCHEME
For Grant-in-Aid Colleges & Universities

User Manual for DDO’s(University)

For Certificate Generation

For Application Verification 

For Login



Click Here

NEXTPREVIOUS



DDO have to insert their Login 
ID(DDO Code) & Password here and 

calculate the sum as validation.

OKPREVIOUS



First time when DDO ‘logged In’ in our portal 

this Password changing page will appear.

Initially the default password for all DDO’s is 

ddo code in small latter with 1* (Ex-

tesedi0021*)

NEXTPREVIOUS



Then Click on ok

OKPREVIOUS



After changing the password 

successfully, Click on “OK” Button

PREVIOUS OK



Then Click on “Logout” Button

LOGOUTPREVIOUS



Then again Login in our portal with 
your ID and the newly set password 

and click on “OK” Button

OKPREVIOUS



Click here to Turn Off 
the Approval Pending 

Box

NEXTPREVIOUS



This is DDO’s Login 
Home page

It is menu list for DDO's. 
DDO can do various job 

by accessing them 

PREVIOUS NEXT



Expand this menu

NEXTPREVIOUS



Click on this for
Application Verification

NEXTPREVIOUS



This is Application Verification Page

NEXTPREVIOUS



Click on “Select” to 
view Application details

SELECTPREVIOUS



Now DDO can see all  the 
Information submitted by 

the Applicant

NEXTPREVIOUS



Check on “Approve” if 
all given details are 

correct.

NEXTPREVIOUS



Then click on “Save” 
button to verify The 

Application.

SAVEPREVIOUS



Click on “OK”

Now you see Application 
Verification Successful 

message box

OKPREVIOUS



Note : Once you Verify an Application it will be removed from the queue.

NEXTPREVIOUS



If you click on “Cancel” 
it will redirect to 
Verification page

CANCELPREVIOUS



NEXTPREVIOUS



Click on “Select” to view 
Application details

SELECTPREVIOUS



If DDO want to Reject an Application

NEXTPREVIOUS



DDO have to Enter a Reason 
for Rejection

NEXTPREVIOUS



Then Click on “Save” Button

SAVEPREVIOUS



Click on “OK”

Now you see Application 
Rejection Successful 

message box

OKPREVIOUS



Note : Once you Reject an application it will be removed from the queue.

PREVIOUS EXITDDO HOME



Expand this menu

NEXTDDO HOME



Click on this for Certificate Generation

PREVIOUS NEXT



This is Certificate Generation Page

PREVIOUS NEXT



Select Application Id from the Drop Down List

PREVIOUS NEXT



Select PAN Id from the Drop Down List

PREVIOUS NEXT



After selecting the PAN Id two Text Box will appear 
1. MEMO NO.

2. MEMO DATE

PREVIOUS NEXT



Enter MEMO Number

PREVIOUS NEXT



Select MEMO DATE 
from Calendar

PREVIOUS NEXT



PREVIOUS NEXT

Click on Report Button to 
Generate Certificate



PREVIOUS NEXT
After Clicking on “Report” Button this Report Window will open



PREVIOUS NEXT

Click on this Button and by 
selecting PDF you can 

download the Certificate in 
PDF form



PREVIOUS NEXT

Click on OK Button to close 
the report window



PREVIOUS DDO HOME

Follow the same procedure to generate another 
Certificate

EXIT



FOR THE FIRST TIME WHEN DDO WILL 

‘LOG IN’ IN OUR PORTAL, INITIALLY 

THE DEFAULT PASSWORD FOR ALL 

DDO’S IS DDO CODE IN SMALL 

LETTER FOLLOWED BY 1* (I.E.- FOR 

DDO CODE ‘TESEDI002’, PASSWORD 

WILL BE tesedi0021*)

RETURN



THANK YOU

HOME
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Then again Login in our portal with 
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Home page

It is menu list for DDO's. 
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PREVIOUS NEXT



Expand this menu

NEXTPREVIOUS
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NEXTPREVIOUS
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NEXTPREVIOUS
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NEXTPREVIOUS
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NEXTPREVIOUS
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NEXTPREVIOUS



DDO have to Enter a Reason 
for Rejection

NEXTPREVIOUS



Then Click on “Save” Button

SAVEPREVIOUS



Click on “OK”

Now you see Application 
Rejection Successful 

message box

OKPREVIOUS



Note : Once you Reject an application it will be removed from the queue.

PREVIOUS EXITDDO HOME
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PREVIOUS NEXT
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PREVIOUS NEXT



PREVIOUS NEXT

Click on Report Button to 
Generate Certificate



PREVIOUS NEXT
After Clicking on “Report” Button this Report Window will open



PREVIOUS NEXT

Click on this Button and by 
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download the Certificate in 
PDF form



PREVIOUS NEXT

Click on OK Button to close 
the report window
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Certificate
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