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About The Manual 
Audience 

This manual is meant for Departments, Districts, Blocks, Call Centres and Self Help 

Groups who are responsible in the process of providing and getting of financial 

assistance and elated information under the Jaago Scheme. 

 

Purpose 

The purpose of this document is to provide an interface between Department/ 

District/Block and other level of users and Jaago  “Online System for Jaago”. It will 

help the user to understand major features, benefits and workflow of the Jaago 

System. It will also provide interface to track the status of benefit and other 

information elated with the self-help groups. 

 

Authorship 

This manual has been developed by devlopemnt team of Jaago Online portal 

 

Copyright 

This manual contains information that is proprietary to the Department of Self Help 

Group and Self Employment  (SHG&SE), Government of West Bengal which shall 

not be transmitted or duplicated without due permission from SHG&SE department. 

The content of this manual may not be used in any misleading or objectionable 

context. 

 

Contact Information 

Department of Self Help Group & Self Employment, 

Government of West Bengal, 

 

Website: https://www.shgsewb.gov.in/ 

Email:  shgsewb@gmail.com 

Phone: 033-22621823 
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1.1 Introduction 
Jaago, a special initiative to provide revolving fund support to the self-help 

groups 

The Department of SHG&SE is at the final stage of giving shape to an ambitious 

project of supporting all the graded self-help groups of the State or SHGs accessing 

bank credit through a modest annual revolving fund support of Rs.5,000.00. This „no 

strings attached‟ funding support is expected to give a boost to the empowerment of 

the groups. Known as Jaago, the project has a target to cover close to one million 

SHGs of the state.  

 

1.2 Objective 
The following are the objective of the JAAGO online portal 

 To facilitate the online registration of SHGs in JAAGO. 

 To facilitate selection of eligible SHGs systematically and make transaction. 

 To facilitate approve of the selected SHGs online. 

 To facilitate online bill generation of approved SHGs. 

 To facilitate transact the bill summery to IFMS systematically. 

 To disburse the money to the SHGs directly to their bank account through 

IFMS (Integrated Fund Management System). 

 To redefine processes for effective tracking and resolving issues using a 

central interface. 

 To provide integrated services in a transparent manner. 

 To provide fast and accurate information to the Government 

 To eliminate duplicate and inconsistent record keeping. 

 To search for specific information. 

 To generate various MIS reports including financial and summary reports. 

 

1.3 Features 
 Registration of SHG in single window interface. 

 Accessible from any PC having internet facility. 

 Consistency checks enforced to ensure data integrity and accuracy. 

 Existing information flow is retained to minimize learning time by user. 

 On-the-fly generation of all required reports. 
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1.4 Roles 
The following Roles have been defined as per responsibility: 

 

1.4.1 Admin User  

Admin User of SHG & SE department through this portal can check the dashboard, 

Register SHGs by single entry and batch record of excel, find the errors and modify 

the details. Also an admin can get the reports of SHGs respect to some conditions. 

Admin can change the profile details of other officers as well as their login password 

under this portal. All users can change their own password. 

 

1.4.1 SHG Department User  

Under this portal some departments have login credentials some are like SRLM, 

SUDA, Minority, Tribal, they can check the dashboard of their own uploaded data, 

Register SHGs by single entry and batch record of excel, find the errors and modify 

the details and also can get the reports of SHGs respect to some conditions. All users 

can change their own password. 

 

1.4.1 Initiator User  

Under this portal Initiator can check the dashboard, Money Disbursement of eligible 

SHGs, see the listing of transaction history containing SHGs and transaction 

command.  

A Group may be considered as eligible after 

a) A group received cash credit limit or term loan or 

b) All graded groups or 

c) All groups matching the following conditions 

i) 1 year from formation of SHG or 6 months from opening of an account 

whichever is earlier and 

ii) Minimum deposit of  Rs. 5000/- in the account. 

Also user can get the reports of SHGs respect to some conditions. All users can 

change their own password. 

 

1.4.1 Approver User  

Under this portal Approver can check the dashboard, Money Disbursement of 

eligible SHGs respect to Transaction id, see the listing of transaction history 

containing SHGs and transaction command. Also user can get the reports of SHGs 

respect to some conditions. All users can change their own password. 
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1.4.1 DDO User  

Under this portal DDO can check the dashboard, Bill generation of transaction, send 

to IFMS, see the listing of transaction history containing SHGs and transaction 

command. Also user can get the reports of SHGs respect to some conditions. All 

users can change their own password. 

 

1.5 Work Flow 
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For Department Users : 
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For Approver :  
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For DDO :  
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2.1  Portal Landing Page 

 

 

2.2 Jaago Home Page 
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2.3 Jaago Login Page 

 

2.4 After Login Dashboard 
Dashboard: This is SHG administrator dashboard where we can see total no of SHG, 

Total no of  SHG to whom F.A given, Total no of SHG in Progress and Total no of 

SHG pending for F.A also we have given  following listing of SHG department wise. 

Departments can see data of their own departments. 
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2.5 Change Password 
In this section user can change own password. At first user has to give old password 

then new password and confirm password then submit.

 

2.6 Logout 
User has to click on the logout button to Logout from his profile.
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3.1 Dashboard 
Dashboard: This is SHG administrator dashboard where we can see total no of SHG, 

Total no of  SHG to whom F.A given, Total no of SHG in Progress and Total no of 

SHG pending for F.A also we have given  following listing of SHG department wise. 

Departments can see data of their own departments. 

 

3.2 MIS Reports 

3.2.1  List of SHG

MIS Reports:  List of SHG :Portal contains the feature to search and generate pdf of 

reports. 
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3.2.2 List of SHG to whom F.A. Given 

MIS Reports: List of SHG to whom financial assistance is given: Portal contains the 

feature to search and generate pdf of reports. 

 

3.2.3 List of SHG whose F.A. Under Process 

MIS Reports: List of SHG whose financial assistance is under process: Portal 

contains the feature to search and generate pdf of reports. 
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3.2.4 List of SHG whose F.A. is pending 

MIS Reports: List of SHG whose financial assistance is on pending: Portal contains 

the feature to search and generate pdf of reports. 

 

3.3 User Management 

3.3.1 Change Officer’s Profile Details 

Admin can update officer details, to do this he have to give officer user id  then press 

on view details . He can see some related information. Then update it. 
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3.3.1 Change Officer’s Password 

Change Officer Password: Admin can change password of all officer. 

 

 

4.1 SHG Listing 
SHG Listing: In that screen where there are Two button one is Add SHG Group 

another is Upload excel for SHG Group . SHG listing is filtering by area(rural 

/urban) , district. 
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4.1 Add SHG Individually 
After click SHG Group button Add SHG form has been opened. Here user have to 

put Basic Details, Address, Bank details etc for creating SHG Group. 

Click on Back to list it goes to back url. 

 

4.2 Upload SHG Excel 
In that section user can upload excel file of SHG Group. Then press on  Submit 

Button. 
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4.3 Error File Listing 
After upload the excel file , Whatever error rows are in that excel file are showing . 

Those error file are  listing in that page. Then click on  show Error list   for correcting  

individual row of excel file. 

 

4.4 File Wise Error Listing 

SHG Error Listing: in that section user can get error excel  and error pdf. Also user 

can edit SHG Group by clicking edit button. There are two button Generate Error 

Excel  and  Generate error Pdf .Generate Error Excel : there are two error as example 

phone no or account no in  any row in that excel file. Error rows are included in that  

excel file. Generate error Pdf : only show error in that pdf. 
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4.5 Erroneous Data in Excel 

Excel File Show: This is Error excel file. 

 

4.6 Edit Errors by Single Entry 

Whatever  the error are found ,user can make it right in that form. There are two 

buttons one is back to list and error list. 

Back to list: this button for going to previous url. 

Error List: for showing all error list 
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4.7 Specific Errors of a single entry 

Show Error Top up Box: One error is found . After click on error list button we can 

see pop up where all error are showed . Then makes it right. For closing the pup up 

click on close button. 

 

 

5.1 Money Disbursement by Initiator 
Initiator  can select SHG Group by selecting the check box. Then click to pass to 

approved. 

Initiator have feature filter option where  he can search  by (Rural/Urban).  District , 

Municipality / Corporation wise. 
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5.2 Transaction History 
In transaction history, all SHG which are initiated ,listed down with their 

permission. 

 

5.3 SHG list respect to each transaction 
List of SHG are given respect to every transaction. 
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6.1 Money Disbursement by Approver 
In that screen approver can pass to ddo/pl by selecting check box. For passing the 

transaction click on  pass to  DDO/PL  or Reject. 

 

6.2 Money Disbursement by Approver with Command 
After click on Pass  to DDO/PL  or Reject .pop up will comes  where we will have 

three option  Reject ,Pass to DDO, Pass to pl. Give remarks  and click on button . 
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6.3 Transaction History 
In transaction history, all SHG which are initiated ,listed down with their 

permission. 

 

6.4 SHG list respect to each transaction 
List of SHG are given respect to every transaction. 
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7.1 Selection of Transaction to generate Bill by DDO 
In that screen DDO can select the transaction individually to generate bill by DDO.  

 

7.2 Generate Bill by DDO 
In that screen DDO can fill up the form of bill and submit for bill generation by 

DDO. 
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7.3 Send to IFMS to proceed the payment by DDO 
In that screen after bill generation by DDO , the payment form has been opened. 

Here DDO can send the bill summery and files to IFMS to proceed payment. After 

payment status received DDO can send SMS to the registered mobile numbers 

whose payment process has been completed. 
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Q.1. My SHG is not yet registered. How to register? Whom to contact? 

Ans. Contact with Supervisor, SHG & SE/ Sangha (for rural)/ ALFs (for urban)/ 

May be contacted for registration. 

Q.2. Is there any charge for JAAGO registration: 

Ans. There is no change for Jaago registration. 

Q.3. Are exclusive Male SHGs eligible for JAAGO grant: 

Ans. Not at present. 

Q.4. How to from an SHG? Whom to contact with? 

Ans. Contact with Supervisor SHG & SE/ Sanghas at Panchayat Level/Municipal 

Office/ALFs (in urban area) for promotion of SHG Group . 

Q.5. What type of Bank AC required to receive grant of JAAGO? 

Ans. Savings Bank & Current Account with cash credit facility. 

Q.6.  What are the eligibility criteria to get grant under JAAGO? 

Ans. Jaago Notification – Point 5 . 

Q.7. Is there any age limit to be a SHG member? 

Ans. There is no age limit. Minimum age should be 18 years. 

Q.8. Whether the grant under JAAGO is for individual member or for 

the Group? 

Ans. For group only. Not for individual member. 

Q.9. Why this grant is being given? 

Ans. Jaago Notification – point -2. 
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