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ABOUT THE MANUAL  
 

The Ministry of New and Renewable Energy (MNRE) under the Phase II of Rooftop Solar 

Program has proposed specific targets for Grid-Connected Solar Rooftop Project. The State 

of Bihar is assigned a target of 5 megawatt (MW) for fiscal year (FY) 2019-20. Successful 

installation of a Grid-Connected Solar Rooftop Project in a time bound manner requires 

interaction between multiple entities. The entities, which are the stakeholders of the solar 

rooftop program in Bihar include the following: 

• Consumers of the Bihar Distribution Companies 

• System Installers 

• New and Renewable Energy Development Corporation of Bihar Limited 

(NREDCBL) 

• Southern Power Distribution Company of Bihar Limited (SPDCBL) 

• Northern Power Distribution Company of Bihar Limited (NPDCBL) 

 
For a consumer/system installer to install a grid-connected solar rooftop system in a time 

bound manner with informed decision making, the need to develop an online platform 

providing information and enabling inter and intra stakeholder interaction was essential. 

Therefore, the Unified Web Portal (UWP) was developed with the support SUPRABHA- 

Technical Assistance (TA) Program. 

 
The purpose of this User Manual is to provide an easy-to-follow, step-by-step, 

comprehensive guide to assist Consumers to access the UWP to facilitate Interconnection in 

the State of Bihar. This manual will guide stakeholders regarding the use of UWP. The 

functions and the processes to be followed are described in detail to aid the user in the use 

of UWP. Once registered Consumers may seek the help of System Installers in navigating 

through the online process of the UWP. 
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1 Consumers Registration Process  
 

1.1 REGISTRATION 

Consumers shall register themselves on the portal to apply online to facilitate grid connectivity 

of the solar rooftop system. 

 
The following steps shall be carried out by the Consumers to register on UWP: 

1. Click on ‘New User Registration’ tab on the UWP website to access the Registration 
page as shown in Figure 1.  

2. A category selection page shall appear which has different ‘Applicant Category Types’ 
mentioned. The Consumer shall select an appropriate applicant category from the 
options — ‘Residential’ or ‘Residential Welfare Societies’ to register as shown in  
Figure 2.   

3. Click on ‘Register Now’ corresponding to the appropriate ‘Applicant Category Type’.   

 
The type of registration form required to be filled shall vary for different ‘Applicant Category   

Type. 

 
Figure 1: UWP Login Page 

 
 

                               
Figure 2: Applicant Category Selection for Registration 
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1.1.1 Registration as Residential Consumer 

Click on ‘Register Now’. The page as shown in Figure 3 shall appear. 

 

 
Figure 3: Registration Form for Residential Consumer 

 

 

The Consumers shall enter CA number and click Get Data. The portal shall auto fetch the 

consumer data, Click Generate OTP. Enter the generated OTP and then save the details.  

In case the Mobile number or Email-id is not present/updated, Use the link in the portal to 

Update the same. 

 
1.1.2 Registration as Residential Welfare Association. 

 
 

 
Figure 4: Registration Form for Residential Welfare Association 
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In case of RWA, the consumer shall enter the: 

 

I. CA number and click on Get Data for auto fetching the details. 

II. Remaining Details regarding RWAs. 

III. Details of Primary Contact person. 

 

In case the Mobile number or Email-id is not present/updated, Use the link in the portal to 

Update the same. 

 
 

After successful registration, the applicant shall view the acknowledgement message as 

depicted in Figure 5 indicating that the registration has been successfully completed. 

A confirmation shall be sent on the registered Email ID. 
 
 
 

 

 

Figure 5: Registration Confirmation 

 

The Registered Applicant shall directly login to the portal by clicking on ‘Return to Login’ from 

the registration confirmation message page (Figure 5). Alternately, ‘Apply Online’ link on the 

homepage shall provide access to the Login Page. 

 

 

 

 

2 DISCOM Application Process  
 

2.1 CONSUMER DASHBOARD 

The Registered Applicant shall login into the portal using their registered Mobile number 

and OTP. Once logged in, the Registered Applicant’s homepage shall appear as illustrated 

in Figure 6. 
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Figure 6: Registered Applicant’s Homepage 

 

To fill and submit the DISCOM Application Form 1(A), the following steps shall be followed: 

1. Go to ‘DISCOM Application’ menu on the Registered Applicant’s homepage. 

2. Here two sub-menus shall be displayed as shown in Figure 7. 

i. Apply for Solar Rooftop 

ii. Track Solar Rooftop Application 

 
 

 
 

Figure 7: Registered Applicant’s Menu Bar 

 

3. Click on ‘Apply for Solar Rooftop’ to fill Form 1(A) and apply for interconnection of the 

solar rooftop system. 

4. After submission of application, click on ‘Track Solar Rooftop Application’ to track 

stepwise status of the application and take further action steps. 

 
The Dashboard shall allow tracking of the ‘Status of the DISCOM Application Process. The 

Active steps shall appear ‘Blue’ and completed steps shall appear ‘Green’. 

Stepwise Process for DISCOM 
Application. Click on Step Number for 

Action. 

 

Apply 

DISCOM Application Status 
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2.1.1 DISCOM Application Form 1(A) 

The DISCOM Application Form 1(A) is developed under the heads of Site Details, 

Details of Beneficiary and Attachment section. 

 
The steps to be followed while filling Form 1(A) are as follows: 

1. The Connection details are auto fetched via CA number. 

2. Enter the other details required in the section as depicted in Figure 8: 

i. Select district and Enter the pin code of the proposed solar rooftop plant’s location. 

ii. Enter the latitude and longitude of site if known in the provided column 

iii. Select the installation Agency consumer wish to choose for installation. 

iv. Select ‘Proposed Solar PV Plant Capacity’ mentioned on the electricity bill 

based on consumer category. 

 
 
 
 
 
 

 

Figure 8: DISCOM Application Form 1(A) – Part 1 
 

 
 
 
 
 
 

3. Enter ‘Details of Beneficiary. (Tick check box if same as site address.) as given in Figure 9. 

 
 
 

Details fetched from CA 
number 

Select installing agency, Service 
type, District, Pin code and 

Proposed Capacity 
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Figure 9: DISCOM Application Form 1(A) – Part 2 

 

4. The Registered Applicant shall provide following: — 

i. ID Proof (Any One) (Max. file size:200 kb, .pdf file) 

a. Aadhaar card 

b.  Discom Bill 

c. PAN card 

d. Voter ID 

e. Beneficiary Certificate 

ii. Other Documents: 

a. Latest Electricity Bill: (Max. file size:1024 kb, .pdf file) (Can be downloaded from the 
link provided in portal: Also illustrated in Figure 10) 

b. Recent Passport Size Photo (Max. file size:200 kb, .jpeg file) 

 

 

 

 
 

Figure 10: DISCOM Application Form 1(A) – Part 3 

 
 
 
 
 

iii. Click on ‘Save’ to save the Form and upload the files as illustrated in Figure 

11. 
 

 

 

 

Click to 
download 

Electricity Bill 
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Figure 11: DISCOM Application Form 1(A) – Part 4 

5. On saving Form 1(A), the notification as illustrated in Figure 12 shall appear. 
 

 

 

 

 

 

 

Figure 12: Notification on Saving Form 1(A) 

 

6. The Registered Applicant shall click on ‘Verify/Proceed’ as shown in Figure 12. 

7. On successful completion of above steps of application, an ‘Acknowledgement’ 

shall be generated. Click on ‘Download’ to save the ‘Acknowledgement’ Form 1(C) 

in Portable Document Format (PDF) as illustrated in Figure 13 and 14 respectively. 

 

 
 

Figure 13: Acknowledgement Receipt 

 
Click on 
‘Save’ to 
save the 

form 

 
Click on 

to proceed to 
payment 

 
Confirm 
‘Yes’ to 
proceed 

Click to 
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Figure 14: Downloaded Acknowledgement – Form 1(C) 

8. After submission of Form 1(A), the Registered Applicant can view the details of Form 

1(A) from ‘Apply for Solar Rooftop’ page. 

 
 

2.1.2 Actions and Tracking Through ‘Track Solar Rooftop Application’ 

After successful submission of Form 1(A), the Registered Applicant shall view and take 

necessary steps via ‘Track Solar Rooftop Application’ page. To go to ‘Track Solar Rooftop 

Application’ page for further actions, the following steps shall be followed: 

1. Go to the menu ‘DISCOM Application’. 

2. Click on the sub-menu ‘Track Solar Rooftop Application’. The page as illustrated in 

Figure 15 shall appear. 

 

  

 
Figure 15: Application Stage List after Submission of Form 1(A) 

 

 

Click to Open ‘Track 
Solar Rooftop 

Application’ Page 

Click to 

Form 1(A) as 
PDF 
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2.1.3 Steps for Discom Application 

Stage 1: Submission and Tracking the DISCOM Application Form 1(A) 

1. Click the icon under ‘Action’ to download the submitted Form 1(A) in PDF file as 

illustrated in Figure 15. 

2. On submission of Form 1(A), the consumer dashboard is updated as illustrated in 

Figure 16. 

 

 
Figure 16: DISCOM Application Status Update on Consumer Dashboard 

 
 
 
Stage 2: Site verification by Vendor and Rooftop area assessment: 

As illustrated in Figure 16, Form 1(A) is shared with DISCOM and vendor for feasibility 

review. Based on their review, the dashboard shall be updated and in case of any 

deficiencies/technical constraints in the application submitted, DISCOM/Vendor shall 

communicate the same to the Registered Applicant via the portal and the Consumer 

dashboard shall be updated automatically. 

 
Stage 3: Technical Feasibility Determination 

On receiving response from DISCOM/Vendor, the Consumer dashboard gets updated. The 

Registered Applicant shall view the response via the following steps as shown in Figure 17. 

1. Click on ‘DISCOM Application’ Menu. 

2. Click on ‘Track Solar Rooftop Application’ sub-menu and ‘Track Solar Rooftop 

Application’ page shall appear. 

3. Check the ‘Approval Status’ for Technical Feasibility Determination. 

4. Click on ‘Form 3(A)’ and ‘Form 2’ under the ‘Form Attached’ and ‘Document Attached’ 

section respectively and view the communication received from DISCOM 
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Figure 17: Track Solar Rooftop Application After Receipt of Technical Feasibility Determination 

by DISCOM 

 

 

 
5. In case of Technical Constraints, 

a) then the reduced Technically Feasible Plant Capacity shall be updated in 

Form 1(A). 

b) If only deficiencies are indicated, then the Registered Applicant shall modify Form 

1(A) suitably as illustrated in Figure 18. 

Click on ‘Verify/Proceed’ to resubmit Form 1(A). 

 
 

 
 

Figure 18: DISCOM Application Form 1(A) To rectify details 

 

Click to open Form 1(A) to 
make rectifications to 

Application 
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Stage 4: Submit Form 4 – Check for Discom’s verification. 

Upon resubmission of Form 1(A) and approval by vendor, the Registered Applicant shall 

check for Jee for technical feasibility determination: 

 

1. Click on ‘DISCOM Application’ menu and select ‘Track Solar Rooftop Application’ sub- 

menu. the page as illustrated in Figure 19 shall appear. 

2. If Jee Approves the Application Consumer can download sanction Order report 

submitted by JEE. (As shown in figure 23.ii.) 

3. In Case there is Shortfall in application, same shall be updated in consumer’s 

dashboard. Annexure V with Errors sent from Discom, can be viewed and same can 

be updated in Application Form 1(A). (Illustrated in figure 23) 

4. In case of Rejection, Consumer shall view the reasons in Annexure 4 form attached. 

After the application is rejected the consumer shall again proceed with apply for solar 

rooftop application. 

 

 

 

Figure 19: Consumer’s dashboard after Jee has approved the Application 
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Figure 20: In Case of Shortfall, Annexure V can be viewed and Consumer shall update Form 
1A 

 

 

 

 

Figure 21: In Case of Form rejected by Jee, Annexure IV can be viewed. 
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Figure 22: After rectification in Form 1A, Dashboard is updated 
 
 
 

Stage 5: Submit Annexure VI after rectifications. 
 

1. After the response from Jee, Consumer shall make changes in Form 1A respectively 

and submit Annexure VI  

2. If only deficiencies are communicated from DISCOM, then select ‘Deficiencies in 

Application’. A ‘Tick’ mark shall appear in the box after selection as illustrated in 

Figure 24. 

3. Describe the corrective actions taken/changes made in Application Form to 

address the deficiencies in the text box provided. 

4. If only technical constraints are communicated, then select ‘Technical Constraints’. A 

‘Tick’ mark shall appear in the box after selection as illustrated in Figure 24. 

5. Select one from the options — ‘I accept the connectivity at the reduced capacity of 

  kWp as intimated by the DISCOM vide letter dated  and request the 

DISCOM to process the case’ or select ‘I withdraw my application’. 

6. If the DISCOM has intimated both ‘Deficiencies in Application’ and ‘Technical 

Constraints’ via Form 3(A), perform all the steps from Step 3 to Step 6 as described 

above. 

7. Select ‘Convert to PDF’ to convert Form 4 into a PDF file. 

8. Save the generated PDF file and verify the contents. Figure 25 illustrates PDF version 

of Form 4. 

9. Select ‘Choose File’ to upload the saved PDF Form 4. 
10. Click on ‘Submit’ to submit Form 4 PDF file to DISCOM. 
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Figure 23: Form 4 – Response of Applicant for Removal of Deficiencies as Intimated  

After the Technical Feasibility 

 

Figure 24: PDF Version of Form 4 for Response of Applicant for Removal of Deficiencies as Intimated  

After the Technical Feasibility
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Stage 6: Upload Payment Acknowledgement and Generate Work order 

The Registered Applicant shall upload the Payment Acknowledgement slip with the vendor 

by following he steps below: 

1. Click on ‘DISCOM Application’ menu and then click on ‘Track Solar Rooftop 

Application’ sub-menu to view the ‘Track Solar Rooftop Application’ page. Form 5 as 

illustrated in Figure 26 shall appear. 

2. Click the icon under ‘Action’ as illustrated in Figure 26 to upload the 

Acknowledgement. 

 

 
 
 

 
Figure 25: Track Solar Rooftop Application Page to Upload Payment Acknowledgement slip 

 
 
 

3. The ‘Display Payment Information’ page shall open. 

4. Click on ‘Choose File’ to browse and upload the PDF file. (Max file size can be 200 kb) 

5. Click on ‘Submit’ to submit the uploaded document as illustrated in Figure 27. 
 
 
 

Upload Payment 
Information along with 

vendor bank 
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Figure 26: Upload Signed Interconnection Agreement 

 

 

Stage 7: Initiation of Solar Rooftop Plant Installation 

This stage shall be initiated and plant installation shall be completed. 

 

Stage 8: Download Work Completion Report 

After completion of work, the Registered Applicant can download a Work 

Completion Report Uploaded By vendor from the dashboard. 

 

 

Figure 27: Download Documents from Track Solar Application Form 

 

 

 

Click to Submit 

Choose file 

Download Work 
Completion Report 

Download 
System 

Readiness 
Report 
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Stage 9: Download System Readiness Report 

After completion of work, the Registered Applicant can download System 

Readiness Report After Plant Installation Uploaded By vendor from the dashboard. 

 

Stage 10: Testing and synchronization of plant and Upload Net metering Agreement  

After the System Readiness report generated by Vendor, the Discom shall 

test, Commission and Synchronize the plant and Issue the Service 

Connection Report Along with Net metering agreement. The respective 

documents can be downloaded by the consumer as shown in figure 27 

 

Stage 11: Interconnection Process Completed 
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Stage 1: Vendor Login: 

As illustrated in Figure 28, the vendor shall login into the portal using their registered Email 

Id and click Generate OTP. Enter the OTP and click Login.  

 
Figure 28: Vendor login page 

Once logged in, the Vendor’s homepage shall appear as illustrated in Figure 29. 

 

 

 
Figure 29: Vendor Homepage 
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To check the pending Verifications, the following steps shall be followed: 

1. Go to ‘Vendor Verification’ menu on the homepage. 

2. Here Four sub-menus shall be displayed as shown in Figure 30. 

i. Application Verification 

ii. Payment Acknowledgement  

iii. Submit Work Completion Report 

iv. Submit System Readiness Report 

 
 

  
 
Figure 30: Vendor’s Menu Bar 

 

 

3. Click on ‘Application Verification’ to see the Applications received and pending 

applications.  

 
 
 
 

Stage 2: Verification of Application 
 

 
Figure 31: Application list for verification 
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I. From the list of Applications, the vendor shall open the applicant’s form by clicking 

the application form icon given against the respective applicant. 

II. After reviewing the application, the vendor shall proceed by clicking the arrow given 

under the action tab. 

 
Figure 32: Application Verification 

 

III. The page shall be redirected and the vendor shall select the status as accepted or 

Shortfall and provide the Site verification report in the tab provided as shown in 

Figure 32. 

IV. In case of shortfall, The Vendor shall provide the reduced capacity and remarks. 

V. Vendor shall save the application and proceed. 

 

 

 

 
Stage 3: Payment verification by Vendor: 

Vendor shall verify the payment received from consumer and subsequently work order shall 

be generated for initiating the work. 

 
Figure 33: Payment verification by vendor 

 



User Manual for Unified Web Portal for the State of Bihar: SUPRABHA Technical Assistance Program 28 

 

 

 

Stage 4: Work Completion Report: 

Vendor shall carry out completion of work within 120 days of receiving the work order and 

fill in the details of components/materials used in the work completion report once the work 

is completed. Also, Vendor shall upload the necessary documents such as Post plant 

Photograph, Undertaking for DCR content etc. as shown in Figure 35 

 
 Figure 34: Work completion status 

 
 

 
Figure 35: Work completion Documents 
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Figure 36: Work completion report 

 

 

 

Stage 5: System Readiness Report: 

Vendor shall intimate the Discom once the system is installed. As shown in Figure 38. 

 

  
Figure 37: List of Applications for System Readiness Report Verification 
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Figure 38: System Readiness Report 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 

 
 
 
 
 



User Manual for Unified Web Portal for the State of Bihar: SUPRABHA Technical Assistance Program 31 

 

 

Section - III 
 

 

 
 
 
 
 
 

Manual for  
Unified Web Portal  

for the State of Bihar- 
Discom User 

 
 
 
 
 
 
 
 



User Manual for Unified Web Portal for the State of Bihar: SUPRABHA Technical Assistance Program 32 

 

 

 
 
 
Stage 1: Discom Login: 

As illustrated in Figure 39, the Discom shall login into the portal using their registered Email 

Id and click Generate OTP. Enter the OTP and click Login.  

    
Figure 39: DISCOM login page 

 

Once logged in, the Discom’s homepage shall appear as illustrated in Figure 40. 

 
Figure 40: DISCOM Homepage 
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Stage 2: Technical feasibility Determination 
 

 
Figure 41: DISCOM Application list fir Technical Feasibility Determination 

 

 

Discom shall receive the application form after submission from consumer and shall carry 

out the technical feasibility of the application form and subsequently either accept or rejects 

the application or update the necessary changes in the portal. 

 

I. From the list of Applications, the Discom shall open the applicant’s form by clicking 

the application form icon given against the respective applicant. 

II. After reviewing the application, the Discom shall proceed by clicking the arrow given 

under the action tab. 

III. The page shall be redirected and the Discom shall select the status (by selecting the 

appropriate radio button) as ‘Technically feasible’ or ‘Deficiencies and Technical 

constraints’ or ‘Technically not feasible’. 

 
Figure 42: Performa for Technical Feasibility Report Part 1 

 



User Manual for Unified Web Portal for the State of Bihar: SUPRABHA Technical Assistance Program 34 

 

 

 
Figure 43: Performa for Technical Feasibility Report Part 2 

 

IV. In case of Deficiencies and Technical constraints, The Discom shall select the same 

and mention in the columns provided. 

 
Figure 44: Deficiencies and Technical constraints 

 

V. In case of Technically not feasible, The Discom shall mention the reason and hence 

terminate he application. 
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Figure 45: Technically not feasible 

 

VI. After approval by Discom, the Application list is updated as shown below. 

 

 
Figure 46: Approval of Discom 

 
Stage 3: Synchronization of Plant: 
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Figure 47: Application list for Plant Synchronization 

 
After selecting the appropriate application from the list given in Figure 47, the page is redirected. 
The DISCOM shall upload letter of synchronization and also upload net metering agreement and click 
Submit as shown in Figure 48. 
 

 
Figure 48: Upload Letter of Synchronization and Net metering Agreement 
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Stage 4: Submission of Project Completion Report Data: 

After Vendor has Submitted System Readiness Report, The Solar Team shall fill and 

Submit Project Completion Data by logging with provided email id and homepage is Shown 

in Figure 49. 

 
 

 
Figure 49: Solar Team Homepage 

 
 
 
 
 
 
 

1. Select Fresh Applicant -PCR Data to be submitted Figure 50. 

2. Click on verify under action tab against respective applicant Figure 51. 

3. The PCR verification form shall open and solar team shall verify Figure 52. 

4. After making the necessary changes, click on Submit PCR to SPIN Figure 53. 
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Figure 50: PCR Module Data Submission 

 
 

 
 

Figure 51: Data Submission action 
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Figure 52: PCR Verification (I) 

 
 
 
 

  
 

Figure 53: PCR Verification (II) 
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Stage 5: PCR Data to be Uploaded: 

After Submitting the PCR data to the Spin Portal, the solar team shall Upload all the 

necessary files onto the SPIN portal. 

1. Click on PCR File to be Uploaded 

2. Under Action tab, Click verify against respective applicant Figure 54 

 

  
 

Figure 54: PCR Data to be Uploaded 
 
 
 

The list of Documents Required are as follows Figure 55: 

1. Joint Inspection Report (.PDF file Max file size:1024 kb) 

2. Photo of Installed Plant (.JPEG file Max file size:1024 kb) 

3. Photo of Beneficiary *only in case of Residential beneficiary* (.JPEG file Max file size:200 kb) 

4. Undertaking for DCR (.PDF file Max file size:500 kb) 

5. Electricity Discom Bill (.PDF file Max file size:1024 kb) 

6. Module Capacity/Power (Wp) (.PDF/.XLS file Max file size:1024 kb) 

7. Undertaking of Consumer (.PDF/.XLS file Max file size:1024 kb) 
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Figure 55: Necessary documents for SPIN portal 

 



 

 

 


