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Roles in Environment Clearance

Role for This User Manual

1. User Agency/Project Proponent
2. Accredited Consultant organisation (ACO)
3. EIA Coordinator

External User

1. Member Secretary, SEAC
2. Chairman, SEAC
3. Member Secretary, SEIAA 
4. Chairman SEIAA

State Level 

1. Section Officer
2. Deputy Director (DD)
3. Member Secretary
4. Chairman EAC
5. Joint Secretary
6. Additional Secretary
7. Secretary
8. Hon’ble Minister of State: MoS
9. Hon’ble Minister, MoEFCC:

Central Level
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Purpose of the manual
This manual aims at providing step-by-step instructions that would aid in navigating
through the Section Officer (SO) dashboard. It also covers detailed information
about operations, standards & guidelines, and functionalities of the envisaged
PARIVESH portal, as presented to the SO, MoEFCC
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SO - Journey

Login Assign File No Remarks Process File

1 3

2 4
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Login
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After Entering Login 
Credentials, Click on Login 

to Enter the system

CLICK ON “LOGIN” 
TO ENTER LOGIN 

PAGE

Login: Step 1

Step 2
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Assign File No.
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click on “My 
Task”
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click on “View 
Details”
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click on 
“Action”
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click on the “Assign File 
No.” option under the 
“Actions” drop-down
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Enter the “File No”
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Click on “Save & Proceed”
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File No. is Assigned
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Add Remarks
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click on 
“Action”
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click on “Add Remarks” under 
the “Actions” dropdown
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Add Remarks 
and Upload 
Document if 

Required
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Submit the 
Remarks and 
the Uploaded 
Documents
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Process File



23

click on “My 
Task”

Process File: Step 1
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click on “View 
Details”

Forwarde
d to SO

Process File: Step 2



25

Process File: Step 3

Click on 
Process file
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Process File: Step 4

Add Note As 
required
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Process File: Step 5

Add Document of 
Required along 

with Note
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Process File: Step 6

Select the 
required official 

file is to be sent to
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Process File: Step 7

Submitted for your Approval Sir

Click on Submit to forward 
note to the selected Officer 

(MS in this Case)


