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1. Introduction 

This manual guides Non-Government Organization (NGO) users through the complete NGRAM portal 
journey — from initial registration, building the NGO profile, submitting a new project proposal, 
tracking its status, through to monitoring and uploading progress against approved work. 

2. NGO Registration 

A new NGO first registers on the portal, providing organizational details required to create its account. 

 

Figure 1: NGO Registration screen used by a new organization to create its NGRAM account. 

3. Logging in to the NGRAM Portal 

 

Figure 2: NGRAM portal login screen for registered NGO users. 
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4. NGO Dashboard 

After login, the NGO lands on its dashboard, which summarizes proposals, their statuses, and quick links 
to key modules. 

 

Figure 3: NGO dashboard showing a summary of proposals and their current status. 

5. NGO Profile — Registration and Supporting Details 

Before submitting a proposal, the NGO completes its organizational profile, covering prior projects, 
staff, assets and banking details. 

5.1 NGO Registration Screen (Profile) 

Navigation: NGO Profile → NGO RegistraƟon Screen 

 

Figure 4: NGO Profile registration screen capturing core organizational details. 
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5.2 Previous Projects 

Navigation: NGO Profile → Project by NGO 

 

Figure 5: Previous Projects screen where the NGO records details of projects it has previously undertaken. 

5.3 Staff Details 

Navigation: NGO Profile → Staff Details 

 

Figure 6: Staff Details screen capturing information about the NGO's personnel. 
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5.4 Assets 

Navigation: NGO Profile → Assets 

 

Figure 7: Assets screen where the NGO records its organizational assets. 

5.5 Bank Details 

Navigation: NGO Profile → Bank Details 

 

Figure 8: Bank Details screen capturing the NGO's bank account information used for fund disbursement. 
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6. Applying for a New Proposal 

6.1 Add Proposal 

Navigation: Apply for New Proposal → Add Proposal 

 

Figure 9: Add Proposal screen where the NGO begins creating a new project proposal. 

Press the Add Proposal button to begin entering proposal details. 

 

Figure 10: Proposal entry form opened after clicking Add Proposal. 
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6.2 Districts to be Covered 

 

Figure 11: Screen for selecting the districts to be covered under the proposed work. 

6.3 Proposal Objectives 

1.  Add Objective. 

2.  Press the Save button. 

 

Figure 12: Proposal Objectives screen used to record the objectives of the project. 

6.4 Source of Funds 

1.  Add Source of Funds. 

2.  Press the Save button. 
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Figure 13: Source of Funds screen used to record how the project will be financed. 

6.5 Point of Contact 

1.  Add Contact Person. 

2.  Press the Save button. 

 

Figure 14: Point of Contact screen used to record the proposal's designated contact person. 
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7. Previewing and Submitting the Proposal 

 

Figure 15: Proposal summary screen aggregating all sections entered so far. 

 

Figure 16: Proposal preview screen shown before final submission. 

1.  Preview the proposal. 

2.  Press the Submit button to forward the proposal to the respective Deputy Commissioner (DC) 
for the selected districts. 
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Figure 17: Proposal preview and Submit screen used to forward the proposal to the relevant DC(s). 

 

Figure 18: Read-only preview of the proposal after it has been submitted. 

8. Withdrawing a Proposal 

Navigation: Apply for Proposal → Withdraw 

1.  Click Withdraw to withdraw the proposal, if the NGO does not wish to proceed further. 
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Figure 19: Withdraw Proposal screen allowing the NGO to retract a submitted proposal. 

9. Tracking a Proposal 

The NGO can track the current position of its proposal by clicking the “Track File” button. 

 

Figure 20: Proposal list screen with the Track File action used to view the current stage of a proposal. 
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Figure 21: Track Proposal Status screen showing the stage-by-stage movement of the proposal across roles. 

10. Proposal Monitoring — Uploading Work 

Navigation: Monitoring → Proposal List 

1.  Click “View Proposal” to view the complete proposal. 

2.  Click “Upload Work” to create events and upload work for the respective event. 

 

Figure 22: Monitoring – Proposal List screen with View Proposal and Upload Work actions. 
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Figure 23: Upload Work screen used to begin creating a monitoring event. 

 

Figure 24: Event creation and work-upload form capturing progress details and supporting attachments for the 
event. 

Click the Lock and Move button to move the monitoring event to the Deputy Commissioner. 
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Figure 25: Monitoring event screen showing the Lock and Move action used to send the event to the Deputy 
Commissioner for verification. 

Note: Once a monitoring event is locked and moved, it can no longer be edited by the NGO and becomes 
visible to the Deputy Commissioner for verification, as described in the DC & District Departments manual. 

 


