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Guide for Submitting Content for e-Publishing

1. Open the eGazette portal using the url http://egazette.nic.in.
2. On opening, the following Home page appears.

Directorate of Printing

pemenotbuiction (e Gazette of India

Government of India
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3. Click on e-Publishing option available in Top menu or click on Login available in footer
menu as shown above. On click, the following e-Publishing menu page appears.

poesiie  @he Gasette of India

Government of India

e—Pub/is/n'ng

(Login Facility Is Only For The Central Government Departments / Offices And Not For The General Public)

( Organization Registration )

This site is designed and hosted by National Informatics Centre, Ministry of Communications and Information Technology, Government of India.

Contents are provided, uploaded and approved by Department of Publication, Ministry of Urban Development, Government of india
Home AboutUs Search gazette Digital Directory. Circulars Disclaimer ContactUs Help

4. As shown above, click the Login button for Logging in eGazette portal and submit the
content for e-Publishing.
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5. On click of Login button, the following Login page appears.

Y Directorate of Printéng ; .
45, pewmearraicin  (The @Gazette of India -

enera
Government of India

Login

Login ID [ |
[— 05 l | ./ Password [ |

Security Code W o

Enter Security Code |

\ N J

6. Enter your Login ID, Password, Security code and click on Login button.
7. On click of Login button, if the login credentials are not correctly entered, the following
message appears.

Directorate of Printing

25, pomesre  The Gazette of India A2

Government of India

B = e o e
’
Login
( N\
Mesage rom webpage ===
J
/i; Sorry, Either The Login ID Or Password Is Incorrect. ]
c Refresh

. J/

8. Or, if the Security code is not correctly entered, the following message appears.

Directorate of Printing

pemenotruicin — ([The Gazette of India b

Government of India

Login
( 7\
Message from webpage =) J
L (=) l A ,/ A\, somy.Secuity Code s Incorect. Please Try Agin. ]
5 c Refresh
-
= J

9. When you are logging in for the first time, the following Change Password page appears.
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Directorate of Printing

peemenatruionon— (The @asette of India

Government of India

q Change Password N

“All fields are mandatory

Password Policy: Enter at least one special character,at least two digits,at least one capital letter,at least one small letter and at least 8
in length i 123)

Login ID submitter

- —
T —

Change Password

10. Please enter the Current Password, New Passwords as per the Password Policy mentioned in the
page.
11. If the Current Password is not correctly entered, the following alert message appears.

Directorate of Printing

et CPE Gazette of India

Government of India

(1 Change Password )
*All fields are mandatory

Password Policy: Enter at least one Special Character,at least two digits,at least one Capital letter,at least one small letter and at least 8 characters in length
(Example: Testing@123)

Message from webpage [

"li Sorry, Please Enter The Correct Current Password.

12. If the New Passwords are not entered as per the Password policy, the following alert message
appears.

Directorate of Printing

peemenotruionon — (The @azette of India

Government of India

Change Password
*All fields are mandatory |

Password Policy: Enter at least one Special Character,at least two digits,at least one Capital letter,at least one small letter and at least 8 characters in length
(Example: Testing@123)

Message from webpage -— =)

), Sorry, Please Enter The Password As Per The Password Policy.

Change Password
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13. If the New Password and the Confirm New Password do not match, the following alert message

appears.

Directorate of Printing
Department of Publication
Ministry of Urban Development
Government of India

The Gasette of India

s G €

Change Password A
*All fields are mandatory

Password Policy: Enter at least one Special Character,at least two digits,at least one Capital letter,at least one small letter and at least 8 characters in length
(Example: Testing@123)

Log] Message from webpage =)

ak Sorry, New Passwords Do Not Match.

o =}

14. If the Current Password and the New Password are same, the following alert message appears.

Directorate of Printing
Department of Publication
Ministry of Urban Development
Government of India

The Gasette of India

Change Password B

“All fields are mandatory

Password Policy: Enter at least one Special Character,at least two digits,at least one Capital letter,at least one small letter and at least 8 characters in length
(Example: Testing@123)

Message from webpage =)
J—

asswort

Change Password

15. Please click Change Password button to update the new password.

Directorate of Printing
Department of Publication

The Gasette of India =

Ministry of Urban Development Seveia

Government of India

Password Has Been Successfully Changed. Please Login Again.

16. Please click OK button to logout and to login again with new login credentials.
17. On click, login page appears. Please enter the new login credentials and click Login

button.
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18. If the login credentials are correct and Digital Signature Certificate (DSC) of Nodal
Officer is about to expire in 30 days or less, the following alert message appears.

i, vt Che Gasette of India

Government of India

= Welcome KANWAL KUMAR PURT
SomERe _- B e

Message from webpage ==

YOUR DSC IS EXPIRING IN 20 DAY(S). AFTER THAT VOU WILL NOT BE
2 ABLETO LOGIN, SO, YOU ARE REQUESTED TO PROCURE NEW DSC,

19. In this case, a Counter displaying the time left to procure DSC appears in Submitter
Dashboard as shown below.

Directorate of Printing

2, s, The Gazette of India L

S

Government of India

Welcome KANWAL KUMAR PURI
g et ba _-_ Sutiniies Bashbosd

Day(s) left : 30

N

20. If the time to procure DSC is elapsed or the DSC of Nodal Officer is expired, the
following DSC Registration page appears.

Directorate of Printing

penmenotbuintin — (The @asette of India

v
Government of India

Digital Signature Certificate - Registration

Q Message from Webpage

Sorry, e-Publishing is not possible.
The time for procurement of new DSC is expired.

Please click OK for new DSC Registration.

21. Click OK button to register your DSC. On click, the following message appears.
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Directorate of Printing

&, pemmariee | @he Gazette of India L

inen €
Government of India
Digital Signature Certificate - Registration
O Yes, | have new DSC and would like to register.
O No, I do not have new DSC and would like to register later .
. J

22. Select option No I do not have new DSC and would like to register later, if DSC is not
yet procured.
23. On selection, Logout button appears as shown below.

Directorate of Printing

penmenotbuintin —— (The @asette of India =

v
Government of India

Digital Signature Certificate - Registration

O Yes, | have new DSC and would like to register.
® No, | do not have new DSC and would like to register later .

24. On click of Logout button, Login page appears.

25. You may login again when the DSC is procured and ready to install.

26. Select option Yes, I have new DSC and would like to register, if DSC is procured and
installed in the computer.

27. On selection, the following page appears. Click on Continue button.
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Directorate of Printing

pemenat o (The Gazette of India

Government of India

Digital Signature Certificate - Registration

@ Yes, | have new DSC and would like to register.
(O No, I do not have new DSC and would like to register later .

28. On click of Continue button, the following page appears.

Directorate of Printing

pemmenar i (The Gazette of India

Government of India

Digital Signature Certificate - Registration )

You are required to digitally sign the Declaration form using your Digital Signature Certificate

Help for how to digitally sign the Declaration form is available in the user guide below.

| Guide For Using Digital Signature Certificate |

Upload digitally signed Declaration form | Browse.. |

29. Please click on Download Declaration Form button to download the Declaration Form.
30. On click, the following message appears.

Directorate of Printing

pemenotriticion — (The @azette of India L

s
Government of India

( Digital Signature Certificate - Registration R

You are required to digitally sign the Declaration form using your Digital Signature Certificate

Help for how to digitally sign the Declaration form is available in the user guide below.

[ Guide For Using Digital Signature Certificate |

Upload digitally signed Declaration form Browse..

Upload

Hq100% ~
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31. Download the Declaration Form and digitally sign it by using the newly procured DSC of

Nodal Officer.

32. You may refer the guide for how to digitally sign the PDF document by clicking the
Guide for using Digital Signature Certificate button made available in the page.

33. Digitally sign the Declaration Form as per the guidelines given in the guide.

34. Click on Choose File button to select the digitally signed Declaration Form.

35. On click of Choose File button, the following dialog window appears.

Directorate of Printing
Department of Publication
Ministry of Urban Development
Government of India

The Gasette of India

s‘ﬁtr

@& Choose File to Upload
OO [moesop » o
Organize v New folder =
( A= R
7T Favorites A o Libraries ‘:
B Desktop =l System Fold i‘
18 Downloads
%] Recent Places ' Acer
% SkyDrive % stem Fold
El
fl - . | Computer
G Libraries - Select a fle to preview:
| Documents
o Musi , Network
LS | System Folder
Vide
By PR ~crobst Reader DC
/«, Shortcut
1% Computer (-0 3
\_ & RAVEEN(C) T ~ 1 CicenTP Communicator 5
File name: | v | AllFiles (%) >

36. Select the digitally signed Declaration Form and click Open button.
37. Click on Upload button to upload the digitally signed Declaration Form.
38. On click of Upload button, the following message appears.

*  Directorate of Printing

Department of Publication
Ministry of Urban Development
Government of India

DSC is registered successfully.

The Gasette of India L

39. On click of Logout button, Login page appears.
40. Please enter the login credentials and click Login button.

NIC
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41. If the login credentials are correctly entered, the following Submitter Dashboard page
appears.

Directorate of Printing

S, tmmmeite  @he Gazette of India L

dnoae G
Government of India

Welcome KANWAL KUMAR PURI
Submitter Dashboard

Download Template

42. On click of Download Template option, the following page appears.

Directorate of Printing

i, Dot (Che @asette of India

s
Government of India

( Download Template 1
This Microsoft Word Template has been i as per the It i ifi i i in OM No. 0-17022/2015-PSP-I dated 30-Sep-2015
issued by PSP Division, Ministry of Urban Development, Government of India for e-Publishing.

The specifications of the template are :
1. Page size - A4 (21.2 cms. x 30 cms.).
2. Matter Size - 17 cms. X 24 cms..
3. First page - 11 cms. margin from the top.
4. English Font Size and Name - 10 points and Times New Roman.
5. Hindi Font Size and Name - 11 points and Mangal Unicode.
6. Space between line - Normal/Auto.
7. File Type - MS Office document file (open file).
8. Document Type - Soft Copy and Hard Copy (both).
9. Authentication - A certificate confirming that soft and Hard copy are same.
10. Competent authority for Extra ordinary Gazette - Under the signature or the approval of not lower than the rank of Joint Secretary.
11. Contact Details of indenting Ministry/Deptt. - (i) Telephone No., (ii) e-mail, (iii) Mobile No..
Please use this template to create the Gazette content for e-Publishing.
on click of Download button (below), the will be from portal. You can save this template and can create gazette content
for e-Publishing.
Please read the important steps given below.
Download
Important steps for e-Publishing :
1. Save the template in soft Word when content creation is complete.
2. Digitally sign the template in Microsoft Word.
3. Scan the hardcopy of the content sent by the department and save as Pdf.
4. Digitally sign the Pdf in Adobe Acrobat Reader.
5. Upload both the digitally signed documents while e-Publishing.
\_ y,

43. Click on Download button to download the pre-formatted MS Word document for
creation of the content for e-Publishing.

44. Please save the template in your computer and create content.

45. Convert the MS Word content document into PDF.

46. By using DSC of the Nodal Officer, digitally sign both the MS Word content document
and the converted PDF.

e-Publishing

47. Click on e-Publishing option when both the digitally signed documents are ready for
submission to e-Publishing.
48. On click of e-Publishing, the following page appears.
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Directorate of Printing

prmrarne . The Gasette of India L2

Government of India

Ve = ™
e-Publishing
Category Select Category v
Part & Section ‘Select Part & Section v
Government of India Press Select GOI Press
ISubject * (Upto 500 characters)
4
|S.No.| Keywords * (Upto 100 characters) | Action
] Indd
Upload Digitally Signed Microsoft Word | "~ o< File | No file chosen
Document |
Upload Digitally Signed PDF | Choose File | No file chosen
[ suomic Y cance )
~ J

49. Select the Category of content, Part & Section of the content and the Government of
India Press where the content is to be notified / published as Gazette.

50. Enter the relevant Subject and Keywords of the content. These will be used by citizens to
search the desired gazettes in the public interface of the eGazette portal.

51. Multiple keywords can be entered by clicking the Add action.

52. Click on Choose File(s) button(s) and select digitally signed document(s).

53. Click Cancel button to reset the data entered in the page.

54. Click Submit button to submit the content online for e-Publishing. On click, the
following message appears.

Directorate of Printing

S, e Che Gasette of India

S L
Government of India

( e-Publishing )
Category |[Select Category ~]
pPart & Section ISalect Part £ Section 1
[Government of India pred Message from webpage =
[Subject * (upto 200 chsrscte J, The ContentIs Successfully Submitted For e-Publishing
S.No.| [ Action
[ ok ‘Add
Upload Digitally Signed = —
Word Document I "
Upload Digitally Signed PDF | Browse.
| J

55. The submitted content will be sent online to the selected Government of India Press for
notification / publishing.
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View/Edit

56. Click View/Edit option to view / edit / delete the details of the content. On click, the
following page appears.

Directorate of Printing

penemenotbuiation — (The @asette of India

Government of India

View/Edit Content for e-Publishing

SNo.|  Category Part and Section Name of Press Date of Upload Doc Content | Pdf Content | Select Action
1 |ExtraOrdinary  [Part l-Section 1 (GIP Minto Road 12-Feb-2016 i Edit Delete
2 |Weeky Part I-Section 1 (GIP Mayapuri 10-Feb-2016 i Edit Delete
3 |ExtraOrdinary  |Part I-Section 1 (GIP Faridabad 10-Feb-2016 ‘l Edit Delete

57. This page provides a list of all the contents created by your organization but not
published by the Gol Presses.

58. The Word content and PDF content submitted by you can be viewed by clicking the
respective icons in the list.

59. Click Edit link, to modify the meta data of a particular content, if required. On click, the
following page appears.

Directorate of Printing

pomenorriticin — (The Bazette of India L

Government of India

(l e-Publishing i
Category Extra Ordinary Gazette v
Part & Section Part I-Section 1 v
Government of India Press GIP Faridabad v

Test

Subject * (Upto 500 characters)

S.No. Keywords * (Upto 100 characters) Action
1 |test Edit Delete

Add

Upload Digitally Signed Microsoft
Word Document

Upload Digitally Signed PDF Browse...

Csoomic J_cance |
< J

Browse...

60. Click Delete link to delete the unwanted content, if any. On click, the following alerts
appear.
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Directorate of Printing

pemmenotruicnion —— (The @Gazette of India

Government of India

( View/Edit Content for e-Publishing

Part and Doc Pdf Select
SNo.| Category | ‘i’ Name of Press Date ctipload l Content | Content | Action
1 |Extra Ordinary r_’g‘:m Message from webpage . e - E DETdeI:e

? Part " Edit

2 |Extra Ordinary 4 . elet
:;Sec" @ This Extra Ordinary Content s Submitted To GIP Faridabad. & E D;;ete

art 3 Edit

3 |Weekly |-Sect I E e

" Part i Edit
4 |Extra Ordinary I-Sect| oK Cancel t}; Delete

Part 3| bdt
5 |ExtraOrdinary [ &0 o E Delete

61. Click OK to proceed or click Cancel to return.

Directorate of Printing

Government of India

62. On click of OK button, the following alert message appears.

pemmenotruwicnion— (Che @Gazette of India

(a View/Edit Content for e-Publishing

@ Message from Webpage

Avre You Sure Do You Want To Delete?

63. Click Yes to delete the desired content or click No to return back to View/Edit Content

for e-Publishing page.
64. On click of Yes, the following message appears.

Directorate of Printing

penrmenotbwicaion—— (Che @Gazette of India

el L

Government of India

(" View/Edit Content for e-Publishing
o] gy | T | mmotr | oot | oo S8
1 |Extra Ordinary E:asgctlon‘\ fhesge o agbegs L 4 E D%E‘:e
2 [Bxtra Ordinary Eggctiom /A, The Contentls Successfully Deleted i & D%E‘:e
g |pEEEy Eggctlonﬂ o | E D%e‘:e
+ Jpaonanny P ] |5 % | odee
J
L 'l

65. Click OK to return to the content list.
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Logout

66. Click Logout button to logout from eGazette portal.

*** End of document ***
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