
Department User Flow on NSWS 

SDLC User Flow: 

After an application is submitted by the applicant (farmer), it always goes to the concerned 
SDLC. The SDLC uses their credentials to log into their NSWS account to review the 
submitted applications. The SDLC does the following to process the submitted application: 

1. SDLC goes to the NSWS website, clicks on “Login” and selects “Ministry User Login”. 
2. SDLC enters their credentials and logs into their account. 

 
3. To check the freshly submitted applications to the SDLC, the SDLC goes to “New 

Applications”. 



 
4. SDLC opens the application that they want to process by clicking on the Approval 

Name. 

 
5. The SDLC can review the application form details in the first tab as displayed above. 

The SDLC can check the following other details pertaining to the application: 
a. Uploaded Documents under “Document” tab. 
b. Internal and Applicant communications under “Communications” tab. 
c. Payment receipt and details under the “Payment” tab. 
d. All actions taken on the application with remarks under the “Audit Log” tab. 

6. To act on the application, the SDLC must scroll to the bottom of the application 
form tab, click on the checkbox “I accept that I have reviewed the application form 
carefully” and click on either one of the two buttons, “Take Investor Action” to 



scrutinize the application or request for additional information, or “Take Internal 
Action” to forward the application to the next officer (DLC) or reject the application. 

 
7. If SDLC clicks on “Take Investor Action”, two options will be visible to the SDLC to 

choose from: “Scrutinize Individual Fields” or “Request Additional Information”. 
a. If the SDLC clicks on “Request Additional Information”, they will be allowed 

to ask for additional information from the applicant. After adding comments 
and Sending the request to the applicant, the applications gets assigned 
back to the applicant and the SDLC will not be allowed to take any further 
action. 

 
b. If the SDLC clicks on “Scrutinise Individual Fields”, the SDLC will be allowed 

to select fields that they want to scrutinize individually, add their remarks to 
guide the applicant to modify submitted details and submit the scrutiny. The 



application will be assigned to the applicant and the SDLC will not be able to 
take any further actions. 

 
8. If the SDLC clicks on “Take Internal Action”, they will have an option to select either 

one of the two actions, “Forward to Next Level” or “Reject Application”. 
a. If the SDLC clicks on “Reject Application”, they will be allowed to enter a 

mandatory remark and proceed to permanently reject the application. The 
application will be rejected and closed permanently. 

 
b. If the SDLC clicks on “Forward to Next Level”, the SDLC will be allowed to 

enter their remarks for the DLC and forward application to the DLC. 



 
9. After the SDLC enters their remarks and forwards the application to the DLC, they 

will see a notification on the portal and the application will be moved to “Total 
Applications” tab in the application list. 

 

Note: The SDLC will forward the application to the DLC if the Water Spread Area in the 
application form is greater than 5 hectares whereas, the SDLC will forward the application 
to CAA Junior Clerk if the Water Spread Area in the application form is less than 5 hectares.  

Note: The DLC has the same action options to process the application in their login as the 
SDLC. 

CAA Level 1 Officer (Junior Clerk) User Flow: 



After the application is forwarded by the SDLC/DLC, the Junior Clerk will see the 
application in the “Assigned to Me” tab in the application list. 

1. The Junior Clerk opens the application to be reviewed by clicking on the Approval 
Name. 

2. All tabs and their functionalities are the same as explained above in the case of 
SDLC. 

3. To act on the application, the Junior Clerk must scroll to the bottom of the page in 
the application form tab and select the checkbox “I accept that I have reviewed the 
form carefully”. 

4. For Junior Clerk, only “Take Internal Action” button will be activated and the Junior 
Clerk will only have one option to forward the application to next level. 

 
5. After entering remarks and forwarding the application to CAA Level 2 Officer, the 

Junior Clerk will receive a successful notification, and the application will be moved 
to the “Total Applications” tab in the application list. 

 



 

 

Note: CAA Level 2, 3 and 4 officers have the same user flow to process applications as in 
the case of CAA Level 1 officer. 

CAA Level 5 (Member Secretary) User Flow: 

After the application is forwarded to the Member Secretary, they can again follow steps 1 to 
9 in the SDLC/DLC flow mentioned above, and forward the application to the CAA Level 3 
officer for entering the Meeting details, if the application is recommended by the CAA and 
must be approved. 

CAA Level 3 User Flow after the Application is Recommended: 

Once the CAA Level 3 officer receives the application recommended by the CAA, they can 
follow the steps 1 to 3 mentioned in the CAA Level 1 (Junior Clerk) User Flow. 



1. After selecting the checkbox, the CAA Level 3 officer will only be able to select “Take 
Internal Action”. 

2. The CAA Level 3 officer will see an additional option “Ministry Details” which they 
can click on to enter the meeting details in which the application was 
recommended. They can enter the “Meeting Number”, “Agenda Number”, and 
“Meeting Name” and save the details. 

 
3. Once saved, the details will become disabled and no further changes can be made 

to the entered meeting details. The same would be visible in the “Processing 
Details” and “Audit Log” tabs. 

 
4. The CAA Level 3 officer can now forward the application to the Member Secretary to 

approve the application and generate the Registration Certificate and ID Card of the 
applicant. 

CAA Level 5 User Flow after Meeting Details are entered: 



After the application is forwarded to the Member Secretary post addition of meeting 
details, the member secretary can open the application like before and navigate to the 
“Take Internal Action” button. On clicking the button, the member secretary will have 4 
options:  

1. Ministry Details – To view the meeting details entered by the previous level officer. 
2. Approve Application – To approve the application and send the generated 

Registration certificate to the applicant. 
3. Issue Document – To generate and DSC sign the ID card. 
4. Generate Permission/License – To generate and DSC sign the Registration 

Certificate. 

Note: To Approve the application, the sequence of actions to be taken by the Member 
secretary is as follows: 

1. Generate Permission/License – The member secretary must first generate the 
Registration certificate and DSC sign it. 

2. Issue Document – The member secretary must next generate the ID card, DSC sign 
it and issue it to the applicant. 

3. Approve Application – The member secretary can, at this moment, approve the 
application. The generated Registration certificate is automatically attached and 
issued to the applicant in this step. 

To generate the Registration Certificate, the member secretary must click on the action 
button “Generate Permission/License”, and click on: 

1. Generate Draft Permission/License to generate a draft version of the Registration 
certificate. 

 



2. Generate Final Permission/License to generate the Registration Certificate which 
will be DSC signed and issued to the applicant. 

 

 

To generate the ID Card, after generation is Registration certificate is successfully done, the 
Member Secretary must click on “Issue Document” and then click on “ID Card” in the 
dropdown option that appears. 



 

After ID Card is generated, it can be previewed by clicking on “Preview ID Card”. 

 

The ID Card can be issued to the applicant by clicking on “Send” button. 

To finally approve the application, after ID Card has been issued to the applicant, the 
member secretary must click on “Approve Application” and clicking on “Approve 
Application” button at the bottom-right of the screen. (Note: The generated registration 
certificate can be seen in the screenshot above the remarks textbox). 



 

After the application is approved, it will be moved to “Total Applications” tab in the 
applciation list. The application status would change to “Approved” as shown below. 

 


