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» Sales Fresh License Application

Submitting a New License Application

After logging in and receiving approval, the system will redirect you to the User Dashboard.

To begin a new license application:
1. From the left-hand menu, click on Fresh License > New Application.

2. The New Application screen will appear.

¢ [Initially, the data table will be empty.
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3. Click on the  (plus) icon to initiate a new application.

4. You will be redirected to the New Application Entry page where you can begin entering the
required details.
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Viewing Submitted Applications

After submitting your new license application:

¢ The application details will appear under the New Application tab within the Fresh License
section on the left-hand menu.
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e If your application has any queries then Administration send back the application to you.
You can see the reason by clicking on the Refer back button.

¢ When you resolved the query and then click on comply button to resubmit the application.

¢ If You enter incorrect details you can also delete the application.
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¢ If your application is rejected by the Administration, you must click on complybutton to
resubmit the application within 60 days. If you fail to do so, your application will be
disabled.

® You can view the status, application number, and other submitted details in the table.
Here, you can:

¢ Edit your previously entered information.
¢ Fill in additional sections such as:
e TP/Expert

e Attachments

Ensure all information is complete and accurate before final submission to avoid delays in
processing.

» Technical Person Management
Adding Technical Person (TP) Details

In the TP (Technical Person) Expert section:

¢ [Initially, the data table will be empty.
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* Click onthe  (plus) icon to open the Add Technical Person page.

Add Technical Person Page
On this page, fill in all mandatory fields related to the technical person, such as:

e Name

¢ Qualification



e Experience
¢ (Contact Information

¢ Other required personal and professional details
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» Application Attachment List

After entering all required details—including Category and Technical Person—the next step is to
upload documents in the Application Attachment List section.

In this section:

¢ You will see a list of mandatory and optional documents required for your application
type.
¢ For each document listed, you must:

¢ Attach the file in the required format (PDF, JPEG, etc.).

¢ Ensure that the file size complies with portal guidelines.
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Mandatory documents must be uploaded to proceed with final submission.

Ensure each uploaded document is clear, legible, and matches the description provided.

Final Registration and Payment

Once all required details have been filled and verified—including product information, QC
register, technical person, attachments, AIF, undertaking, and GMP application—you are ready to
register the application.

Registering the Application:
¢ C(Click on the Register button at the bottom of the form.

¢ Upon successful registration, the Payment option will become enabled.
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Proceeding with Payment:

¢ C(lick on the Payment button to proceed.
* You will be redirected to the Payment Gateway page, where:

¢ Currently, only Offline Payment is available.
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FormNo 198 Firm Name sahil Application No. 00009
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Total Amount 2000 Payment Date 20-06-2025 Apl Type Wholesale
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Terms & Conditions :-

The transaction once done cannot be cancelled.
Fees once paid is not refundable in any case.

Refund claims (if found eligible and admissible) will be entertained ONLY OFFLINE and NO ONLINE REFUNDS will be done.

Convenience fees | Bank charges, Commission of Bank plus service tax would be charged (if applicable) in addition to the fee Amount and can't be claim back as refund.
“This transaction is payment towards Government dues, fees hence would not be covered under charge back policy.”

Il /We agree and accept all the terms and conditions mention above and I/We hereby certify that no online charge back claim will be made in this regards.

Please check all details before clicking on confirm button

Previous Transaction Details

Payment Status Description:

1. SUCCESS: Payment Done Successfully.
2. FAIL or FAILURE: The transaction FAILED from gateway.
3. PENDING: The transaction is pending from gateway, Kindly Click on Reconcilation button to know latest status of the transaction.

4. ABORT: The Transaction FAILED or CANCELLED from gateway.
5.IN PROCESS: The transaction payment s initiated but response is awaited from payment gateway, Kindly Click on Reconcilation button to know latest status of the transaction.
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¢ You must generate a Challan and make the payment through the designated offline mode

(e.g., treasury or bank deposit).

Upload Challan:
¢ Upload a scanned copy of the Challan as proof of payment.
¢ Uploading the challan is mandatory to complete the payment process.

Ensure that the uploaded challan is clear, legible, and in the prescribed format.
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After successful upload, your application will move forward for official processing.

Ensure you do not close the browser or refresh the page during payment processing.
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After successful payment, a receipt will be generated and your application will be submitted for
further processing.

License Download:

* Once, your application is approved:

* You can download your Manufacturing License directly from the portal.

¢ Navigate to the application dashboard.

¢ Click on the "Download License" button available at the top-right corner of the
application view page.
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Make sure to keep a digital and printed copy of your license for future
reference and compliance.
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