USER MANUAL ONLINE HEP APPLICATION

Introduction: The web based online Harbour Entry Permit application is introduced to apply the Harbour
Entry Permit application online without physical submission of HEP forms to the appropriate authority.

Users: All Direct and Indirect users of PPT already registered with RFID system and Controlling Officers
(all Departments) of PPT.

Process:

e Thereisalink provided in the PPT website in the button “Apply for Harbour Entry Permit”

e The Online HEP Application can be viewed from cell phone also.

e The online HEP application process starts with the registration of Port Users as well as
Controlling officers to use the web based application.

e The e-mail will be verified with the link provided in their registered e-mail id.

e The Port Users can register their mobile (5 times Max.) for SMS based notification.

e Port users can login to the HEP application after entering their Login ID and Password and
selecting the captcha value for security reason.

e After registration, the users (both Direct and Indirect) are eligible to request for HEP online to
their respective recommending/controlling officers for recommendation/approval of their HEP
application.

e The users can apply for the HEP after filling the details in the online form provided along with
attachment of required documents.

e On successful submission of the application the recommender/controlling officer will get SMS
based notification in their registered mobile for recommendation/approval.

e Once recommended and approved by respective recommender/controlling officer the approved
application is available at the RFID counters for HEP generation.

e The user will get an SMS based notification about the approval to collect the HEP from the RFID
counters with the request reference number (Print Out) generated after the approval.
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Browsing: Open the Paradip Port website www.paradipport.gov.in and press the link button “Apply for
Harbour Entry Permit”

| @ www.paradipport.gov.in

PORT OPERATIONS ~

Facilities

Press the Link to
open HEP App

Registration: Existing Port Users will register themselves using the Sign Up condition with Register Now
option.
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On selection of “Register Now” option the registration screen will appear as below.
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After Successful Account creation one e-mail link will be send to the registered e-mail ID for verification
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On the right corner of the screen after login select the options for “Password Change, Verify Phone &

Logout”
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LOG IN:

On selection of appropriate pictures from the picture box the captcha option will be successfully
selected with a “Tick” mark on the captcha option as shown in the picture for login in to the online HEP

application.
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After entering the Login ID and Password, select the captcha option for physical human intervention as
shown in the figure by selecting the picture as described in the title.
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After successful login the dashboard of the Port User displaying their HEP balance and other HEP
information as displayed in the picture.
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HEP (Pass) Request:

Port users can request for new/renew HEP online after selecting the “Pass Request” option from the
menu displayed in the left pane of the screen and choose appropriate sub-option like “Individual”,
“Vehicle” or “Once Entry Pass” as displayed in the picture.
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After pressing the New Request option, the details of the Applicant with Firm credential like License
copy, Work Order is to be attached once for view of Recommender in case of Indirect user and view of
Port Controlling Authority, and after subsequent requests the credential will be remain for view and
press Add button to enter the HEP applicant details (Individual Pass).
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Similar to Individual HEP request the vehicle & Once Entry (Vehicle) HEP request will be placed after
pressing the New Request option, the details of the Applicant with Firm credential like License copy,
Work Order is to be attached once for view of Recommender in case of Indirect user and view of Port
Controlling Authority, and after subsequent requests the credential will be remain for view and press

Add button to enter the Vehicle details (Vehicle/Once Entry Pass).
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Approval Process:

After successful login to the Online HEP application the dashboard displaying HEP related information
will appear in the screen with HEP application requested for which you have already received one SMS
based alert in your registered phones message box
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Please go to the top left side of the screen to select the “Approval” option

Please select the “Pending” option to view the HEP requests pending with you for approval will be
displayed in a list.
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Now the pending HEP list will appear in your screen
Select individual record from the list to view the details of HEP request pending for approval

Upon selection the details of the HEP request will appear in the screen
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After verification of the detail information please approve or reject the HEP request by selecting the
Approve/Reject option within 15 minutes.



On successful Approval by the Port Controlling Authority, the existing HEP will be renewed with change
in validity of the HEP for “Renew Application” and the HEP data will be available in the RFID database for
Photography for “New Application” with an SMS notification to the user about the approval.

Port Users will collect their HEP / Stickers by producing the successful request reference number at the
RFID counters.

Port Users will collect their HEP from the RFID counters after producing the successful pass request
number.
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