
SOP FOR ISSUE OF SUPERVISOR COMPETENCY CERTIFICATE  

ON EXEMPTION BASIS 
 
 

 Applicant should thoroughly go through ELBO Regulation-2014 

(uploaded in official website www.eicelectricityodisha.nic.in) 

before filling of the application form). 

 Open the portal (https://edistrict.odisha.gov.in)   in your favourite 

web browser 

 Register in the portal for creating a login account. It is a 

onetime process for availing all services under e-district 

portal.

 

 Steps to follow for registering in the portal

 You must have a valid email ID and mobile no for registration 

into the system. If you do not have it then create a valid 

email ID and arrange a mobile no.

 Click on the Services icon (top right of the page). You will be 

redirected to the “Register Yourself” icon along with list of 

services available in the portal. Click on Register Yourself 

icon. One pop-up menu will appear. Enter all the required 

information and validate it. The system will send one email 

OTP and mobile OTP to your respective email ID and Mobile 

Number.

 Enter the email OTP and mobile OTP received by you and 

submit. Once it is successful your login account iscreated.

 
(Refer the screen shot for registering into the system) 

http://www.eicelectricityodisha.nic.in/
https://edistrict.odisha.gov.in/


 
 

 Once the registration is over, click on the certificate you want to 

apply. A new window will open. Click on apply for services. Then 

click on online. Enter your login credentials (i.e. either with your 

registered email ID or Mobile Number). After successful login the 

application form will appear.

 Steps for submitting Application Form

o Fill the application Form. (Refer below for a sample 

application form). 

o If you are working under direct Government of Odisha / 

Government of Odisha undertaking / OHPC/ OPTCL/ GRIDCO/ 

OPGC, then select as “Non-Commercial” category, else select as 

“Commercial” category from “License type” under “category 

applying for section” of application. 

o If your age is nearing to 60 years, then select the period for which 

new SCC will be issued, limited to 60 years. 

o If your age is nearing to 70 years, then select the period for which 

new SCC will be issued, limited to 70 years 

o Verify the data. (Edit if required). 

o By selecting “Draft” option in the application form applicant can save 

the data (which are  mandatory) filled by him and on later stage he can 

again login to fill the remaining data and submit the application form 

o Verify the data. (Edit if required). 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

o Attach the Annexure Documents. 
 



 
Annexure Documents Required 
 

All of the following documents are mandatory to be uploaded.  

 

 Proof of Date of Birth 

 Educational and Technical Certificate  

 Experience Certificate as per Annexure-I 

 Any of the ID Proof such as Voter Id card, Driving 

license,Passport ,Aadhar card, PAN card



o Save the annexure. 

Note: For any reason, if application is rejected then the payment amount will 

not be refunded and forfeited. So, please read the instructions 

carefully, and fill the application form correctly 

o Then deposit the fee. 

Note:  While doing the payment it is recommended to wait for 30 sec after that it will 

automatically redirected to Next page 

o On successful submission an Acknowledgement slip will be 

generated automatically or applicant can download it from 

View Status of Application -> Track application Status. It 

can be downloaded and printed for offline reference. 

 

 

 

 

 

o Acknowledgement No. will be sent to the applicant mobile 

number and email id mentioned in the form. 

o You can track the status of the application in “Track 

Application Status” section. 

o A SMS and email will send to the applicant if any 

documents have wrongly uploaded and applicant 

has to comply it. 

o A SMS and email will send to come for document 

verification after preliminary scrutinization of 

application. 

o A SMS and email will also send if the application will 

be rejected for any reason. 

 Steps after approval of Application Form by Chairman, ELBO 

o After approval of application applicants can make 

payment for either 1/2/3 years  for which he has to go 

through “Track Application Status” then select the “Click 

Proceed ” icon.(refer below for a sample )  .Applicant can 

also view the payment receipt from “Track Application 

Status”. 

 



  



 
  



 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

 

 

 

 

 

 

 

 

o After issue of the certificate a SMS and email will send to 

the applicant to logon in the application portal to download 

the SCC certificate. 

o Applicant can download the certificate from “Track 

Application Status” by clicking on “Output Certificate” 

icon whose status shown as “delivered”.( Refer below for 

a sample Output Certificate ) 

 
  



 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 

 
 
 
 
  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

ANNEXURE-I 
 

EXPERIENCE CERTIFICATE 
 
 

I _________________ Son /daughter of  ____________________ do hereby affirm and 

declare that , the information stated below regarding my work experience is true to the 

best of my knowledge and belief and nothing material has been concealed or 

misrepresented herein. Any false information or concealment of facts herein, I will be liable 

to be punished as per relevant provisions of Law. 

 

EXPERIENCE DETAILS 
 

From 
date 

To 
date 

Organization 
category 

Name of the 
Organization 

Post 
held 

Place of 
posting 

Nature 
of work 

Voltage 
level of 
work 

Duration 

 
 
 
 
 

        

 
 

Full Signature of the Applicant 
Date: 
Place: 
 
 

I certified that, the above information of work experience is true to the best of my 
knowledge and as per duly verified office record. 
 
 

 
Signature of the Higher Technical Authority 

(Not below rank of Superintending Engineer / General Manager or equivalent) 



 
Full Name: 
Designation: 
Date: 
Mobile No. 
Seal : 
 
 
 
 
 
 
 
 
 
 
 


