
 
 

 

User Manual 
 

Upload and View Functionality for DRCC Officials 
 

This document attempts to describe the operational aspects of the application with a view to assist all those DRCC 

officials who will be using the software. The document provides step-wise instructions for handling various 

aspects of the application with visual screens for easy and better understanding. It also describes the error 

messages encountered while working with the application with appropriate action/remedial actions required. 

Following objectives will be achieved by DRCC officials by accessing the Web Based Application MNSSBY for all the 

three schemes : 

 Department Login 

 First level verification by Multi Purpose Assistant (MPA) : Capture, Upload and View Documents 

 Second level verification by Assistant Manager(AM) : View Documents 

 Final approval by DPO : View Documents 

 

MPA Screen: Upload/Capture/View Functionality 
 

 

The minimum system requirements for accessing the website are: 

1. Internet Explorer-11.0 

2. Intranet Connection 
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The MPA (Multi Purpose Assistant) opens the web site of the application www.7nishchay-

yuvaupmission.bihar.gov.in and performs the following actions. 

1.  Open the Web site and Click on the Link Department Login. 

 

 

 

 

 

 

 

 

 

 

http://www.7nishchay-yuvaupmission.bihar.gov.in/
http://www.7nishchay-yuvaupmission.bihar.gov.in/
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2. MPA needs to enter the credential in the Login page. 

 

MPA is required to enter : 

 User type 

 Login Id 

 Password 
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3. MPA clicks on Monthly Received Applications and clicks View. MPA view the following options : 

 Pending Applications 

 Applications reverted by AM 

MPA clicks on the link --> Pending Applications  
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4.  MPA clicks on the Registration Id to open the Application Form 

 

New Attachment Section of MPA screen:  
 

 MPA clicks on the Button -- Capture Photo  to capture the photo of the applicant 

 

 

 
 

 

 

 

 

 

 

 

 

 

 



 
 

6 

 

 

4.  System displays the screen to capture the photo of the applicant. Click the option "Run this time" to 

proceed. 
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5. System will automatically connect to the Device(Camera) with the application to capture the photo 

of the applicant. Or, User can  Click on 'Select Image' option to select the image from a specific 

location. 

Capture Photo : Capture Photo option is given to connect the camera directly with the application.Once 

the photo is captured, MPA can upload the photo of the applicant. 
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6. After clicking on "Upload" button, System displays the message "Document uploaded successfully". 

 

 

 
 System will show a Green Color tick mark if the photo is uploaded successfully. 
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7. MPA needs to click on the button - Upload Documents to upload all the documents of the 

applicant. 
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8.   System will display all the names of the required documents which are to be uploaded :  
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9.  MPA Clicks on Upload Abasiya Praman patra or any other document to upload. 
 

 Clicking on Select Document, system will allow to select the document from a specific location. 
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10.  Once the document will be selected , system will display the message "Document Inserted 

successfully". 
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11.  On clicking "Upload" button, system displays a message "Document uploaded successfully." 

 

In case the document size exceeds 300 kb then the a message will be displayed  

"Document size exceeds limitation of 300kb" . 
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12.  System will highlight the uploaded document by Green tick mark.  

 

 In case the User uploaded incorrect document, user can re-click the same document type; 

System will display a message "Do you want to append or replace the existing document". 
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12.  On selection of append , System displays a message "Document appended successfully". 
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13.  System will allow to proceed , once all the mandatory documents are uploaded. 

 

Upload Applicant Photo :  

 

 If the MPA does not capture the photo from the camera, then MPA can select the photo of the 

applicant from a specific location by clicking "Upload applicant Photo" 

 Scan Option : In case the Camera of the center is out of order and MPA has to scan the photo of 

the applicant , then MPA can use Scan option to upload the photo. 

 Import Option : Pre-captured photo or Pre-scanned photo can be imported and uploaded from the 

Import option. 

 If MPA already captured the photo of the applicant by Capture photo option then he/she does not 

need to click "Upload applicant photo" in this page, system will allow to proceed. 

 MPA can also replace the photo of the applicant by Clicking Upload Applicant photo and photo can 

be replaced successfully. 
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14.   If MPA will try to Submit the application without uploading all the documents;  System will 

display the name of the documents in red color which are not uploaded and will request to upload 

the same. System will not allow to submit the application. 
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15.  MPA can view all the uploaded documents by Clicking "View Documents" 

 

 View documents is not mandatory for MPA 
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16.  Clicking on View Documents option, System will display the list of uploaded documents to 

view.  
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17.   Clicking on the Document type, System will display the uploaded document. 
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18.  Once the MPA clicks on Submit button, System will display a successful message of submission 

"Application submitted for further evaluation". 
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19.   AM and DPO Screen to View Documents 

 

 View Option is mandatory for AM at DRCC . AM has to view each document to verify. 

 AM needs to click on the Button --> View Documents to view the uploaded documents. 

 DPO will also get an option --> View Documents to view all the uploaded documents. 
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20.  System will display the List of uploaded documents. Clicking on the Document type, uploaded 

document will be displayed successfully. 
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