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MAIN SCREEN

After successful login using ECOM application module through Digital Certificate on DGFT website,
exporter will select the SCOMET Application Module.
This is the first screen that is displayed when the exporter clicks on the SCOMET online link. In this there

are three options in the menu bar- File, Query and Administrator
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In the File menu option select the Create option,then the following message box will appear.
It will show the 20 digit ECOM Reference number.
Exporter will then click the OK button TOP

P8 Your eCOM Reference o is x|

12/34/567/89000/0078/3648

Warning :This Ecom-Reference No. will expire after .

Master Screen

When the OK button is clicked on the above ECOM Reference Number Message box the following
screen will appear

This is the Master screen.The user must enter all the details.

x
ECOM Ref No. [12/34/567/89000/0078/4264  ECOM Date [21.033012
IEC No. [123a867890 Branch Code o  mna |
Address
Name [DGFT TESTIEC FlaUPlovBlock No. [GATE NO 2, UDYOG BHAWAI
Street/Area/Locality [11-RAFI MARG City/State DELHI
Country /IND [INDIA -] PIN Code [170011
Telephone No. | [ Fax No. [ |
E-mali (1) | E-mail (2) |
Calcutatod 100 :
FOB In Rupees(Rs.) [0.00 FOB In US Dollar [0.00 Item of Export |
. uUsD ] -
FOB in Relevant Currency |0-00 | |Us Dollars =l ——— |
Shipment Details
Port of Loading/Shipment INABG1 jjAiibag = Foreign Buyer etc. |
Port of Discharge | Bank Detalls I
Country to which Item to be Exported |[IND |INDIA ~|
Ultimate Destination Country [INnD [INDIA =] DR E DG |
Purpose of Export {1 [Trade ~| Deoclaration ]
Period during Which item is to be Exported e |
From Date | To Date |
suBMIT I
Jurisdictional Regional Authority |1 [New Dethi =]
Save I CLOSE I Print Application I

In the above screen, enter the
1) Telephone No.
2) Fax details
3) Email (1) and Email(2)
4) Under the shipping details heading, enter the Port of Loading/shipment from the dropdown
box.
5) Enter the Port of Discharge.
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6) Select from the dropdown list box the “country to which item is to be exported”, the ultimate
Destination country and the Purpose of export.

7) Enter the From Date and To-date under the heading “Period during which item is to be
exported” in the DD/MM/YYYY format.

8) Select the Jurisdictional Regional Authority from the dropdown list box and by default it is
New Delhi (DGFT headquarters).

Finally click the save button to save your details.

-
w

Now you can select from the options given on the right side.

Item of Export Screen

When the user clicks on the Item of Export button, following screen will be displayed

PR CportitemsDetatelnabon Wew i 6ol B x|

|

ECOM Ref No. |12/34/867/89000/0078/4254 ITC(HS)Code |
SCOMET Category w =] ¥ ScometitemNo |
Name Of Export Itemn(s)
s
| s
Description of Export Item(s)
"_J >
. |
Item Quantity T uom [nOSs [Number =]
FOB in Rupees(Rs) [ * FoBinusp | a
FOB In relevant Foreign Currency | * Currency Code |uso {UsDollars =1

I~ Repeat Basls

Note i applied for export on repeat basis in the same licensing year for same product, same end use and to the same ond usor

Reference NoJFile No. [ " Date [oror1900
License No. | Date [0101.1%00
Quantity Allowed For Export [0 00 uom [NGS [Number =
Quantity Exported [o-oc
ADD ] UPDATE I DELETE I CLEAR I COPY I CLOSE I

In the screen above,
1) Enter ITC (HS) code (if available ).
2) Select the SCOMET category from the dropdown box.
3) Enter the SCOMET Item No., Name and Description of Item(s) to be exported.
4) After that enter the Item Quantity.
5) Select the Unit of Measurement (UOM) from the dropdown box,
6) Enter FOB in Rupees, FOB in USD and FOB in relevant Foreign Currency.

If the user has already applied for export on Repeat Basis in the same licensing year for same product,
same end use and to the same end user then he has to check in the repeat basis check box and he will enter
the File no, File date, License no., License date, Quantity allowed for Export and the Quantity
Exported for export and its UOM from the dropdown box.

If the exporter needs to enter another record on the same screen then they first have to click on
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the CLEAR button and then they can enter another record. After filling all the required
entries, it is required to click on the add button again.

If the exporter wishes to modify his/her data then they first have to select the required option
from the list box and then make changes in the desired field and finally will click on the
UPDATE button.

Click on the DELETE button to delete a record which will remove the concerned record from
the list box
Click on the CLOSE Button if you want to close the above screen

Please note:
1. The fields that are marked by the Star (*) Symbol are mandatory.
2. Do not copy and paste in the text boxes as some special characters might be added.
TOP

Previous Export Screen

This is the Second option on the Master Screen. The Exporter will enter desired values and can Add/Update etc.
as per his/her requirements. In this the exporter will enter the details of exports of SCOMET Items in the
preceding 3 licensing years.

(B Fvrmrorirs Eupmmt Rossbwin =i
Detnlls of exporns of SCOMET ltermvs i the prrsceding 3 lissens long ywmen{ Dotalin of e oxpant Lest irnade iF (o eXpon wes made
Auriing e pescsding oanclng yeat)

ECOM Ref. No. [12/34/667/89000/0070/4264 Previous Export [z006.2006 = | -
Reference No/File No. | *  Date | -

License No. { * Date |

Quantity Exported |o.00 vom [NOs  [Number ~|

Issuing Regional Authority |5 [New Deini e

Country to which Exported [IND [iNDA -] =

SCOMET Category [t <] + scomETRem No |

Name of Export Iremiis)

Doxcription of Bxport Itorm(as)

Note: o o be ' " AN required Upload Sixtra sheet In the above Tormat),

Ada l update | Delote |

—r——d —— — —  ———a—awl

Sices |

In this screen,
1) Enter the Previous export year from the drop down box.
2) Enter the File No. and Date.
3) Enter the License No. and Date
4) Enter the Quantity exported and

5) Select the issuing regional authority, country to which exported, SCOMET category from
the dropdown list box

6) Enter the SCOMET Item No. and then Name and Description of export [tem. Here Name of
Export Item is a mandatory field.
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(Please note: Date format should be DD/MM/YYYY) TOP

When the user clicks on the Foreign Buyer button on the Master Screen a message box will appear
informing that details of each one Foreign Buyer, Consignee and End user are to be filled separately.

|

Detail of each one, Foreign Buyer, Consignee,
End User etc. must be filled separately as per
drop down box on the page.

After filling one, click on Add then Clear to
add new details.

il

Foreign Buyer

As soon as ok button is clicked the following screen will appear. Exporter has to fill details in each one of
the following screens that is he has to fill details in foreign Buyer, consignee and end user dialogs. The

user can select the user type from the drop down box given on the screen
Exporter can fill in the details of all the three options as per his requirements.

If the exporter selects the Foreign Buyer option, then the following screen will appear.

ulmvnamt.(w.lndwmoﬁ Hoc:Oafty ﬁ

ECOM Ref. No. [12/3ai567/89000/007 814254 @n Buyer Details j

Name [ -
Address
Flat/PlotBlock No. | Street/Area/Locality |
City | " Country [IND [INDIA =~
Postal Code | -
Telephone Details Country Code Area Code Telephone No.
| | | =
| |
Fax Details I l I
/E;;;'ﬂ Order No. |
\wf Export Order |
Add I Update l Delete I Copy l Clear I Close I

In this he has to first enter the Name.

Under the address heading he has to fill the required fields and then can select the Country from the

dropdown box.

Then again under the Telephone details heading, Telephone No.1 which is marked on asterisk(*) for the
first record is mandatory, Telephone No.2 and Fax details are optional.
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After that fill in the Export order no. and the Date of Export order number.

Consignee
If the Exporter selects the option Consignee Details.

(Bt oroon boyer.convgoee, (nd Uver Detals Rec0of0 x|
ECOMRef.No.  |12/34/567/89000/0078/4254 [Consignee Details ~]
Name [ »

Address
Flat/Plot/Block No. | Street/Area/Locality |
City | " Country [iND [INDIA =
Postal Code | -

Telephone Details Country Code Area Code Telephone No.

| | I g
| | I
I

Fax Details l [

Add J Upda:el Delete l Copy I Clear ] Close I

In this he has to enter Name, Full address and the Telephone/Fax details.

End user Details Screen

If the user selects the option End User Detail, the following screen will appear.

|

PR ¢ oreian Buyer Consignes, Cad Unor Outails Row 1 O of 0 - 2>

ECOM Ref. No. |1zwuﬁmmo?u4zu [End User Detalls ~1
Name | =
' Address
Flat/PlovBlock No. | StreetVAreal/Locality |
' City | * Country [IND [iNnDIA ~]
Postal Code | !
| Teltoephone Dotalls Country Code Area Code Telephone No.

| | J =
| | |

| Fax Dotralls [ l '

| End Product for which the item of -
export will be used by the end user »
Purpose for which the End product [__I _J:'
will be utilized s >
Is end user an entity of Government |¥ [ves ~]

Oor gesunauon country’’

Manufacturing/Business/other activity |
| of the end user

Add I Update I Delete l Copy I Clear I Close I

In the above screen all the details appearing in the Foreign Buyer, Consignee details screen are same

except the ones that are marked in rectangle as shown in the above screen.

Exporter will enter the End product and purpose of export for which the item of export will be utilized.



He has to select from the dropdown box that the end user is not an entity of government of the
destination country. Exporter has to specify his mode of activity i.e. is he a manufacturer, business man
or specify if others TOP

Bank Details Screen
Click on the Bank Details button on master screen and fill in all the details.

S|

ECOM Ref.No. [12/34/567/89000/0078/4254

Destination Country .
Bank Name [

Bank Address
Flat/PlovBlock No. | Street/Area/Locality |
City [ * Postal Code [ 2
Country [aFc [AFGHANISTAN =] " SWIFT Code | *
I BAN [ .

In india
Bank Name | A

Bank Address
FlatPlotBlock No. | StreetArea/Locality |
City [ *  State | o
PIN Code | . IFSC Code [ .

Add I Update I Delete I Copy l Clear I Close l

In this screen Exporter under the destination Country Bank address has to fill the I BAN (International
Bank Account Number) and the SWIFT Code (Society for Worldwide Interbank Financial
Telecommunication), is a unique identification code of the particular bank.

Again under the India Bank address heading exporter needs to give the IFSC Code(Indian Financial
System Code). All banks have their unique IFSC Codes.

(Please note: The fields marked in asterisk (*) are mandatory.)

Manufacture Details Screen
In this option he has to enter the IEC code, Name and his full address.

ManalacturerDetailiialog Rec: 0 of O - x|
Ecom Ref. No. |12,-3.-:557fasooo,oo*/m:u
IEC Code [—
Name | i
Address
Flat/Plot/Block No. l ArealStreet/Locality I
i | * State [ .
Country. [No — [inoia =] PINCode &
Add I Update I Delete I Copy Clear I Close |
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(In case he has to enter another record he will have to press clear button first then after doing the data
entry will click the Add Button) TOP

Declaration Screen

After filling all the details exporter will press the declaration button on the main screen where he will fill his
Name, Official Address and the Telephone details. He will select the country from the dropdown box.

B DeclarationDukog flec : 0 of O S — = 5‘

ECOM Ref No. [12]341507]890001007&4264
Name |
Designation |

Official Address
FlatPlotBlockNo. | Street/Area/Locality |
City/State | PIN Code |
Country |AFG |AFGHANISTAN =~

Telephone Country Code Area Code Tel. No.

| | |
Place |
Date |
Add I Update I Delete l Copy I Clear I Close I

Upload Document Screen

When the user will click on the Upload Document Button the following pop-up will appear. After
reading this he will then click on ok button.

Blupiosdvocument x

List of Documents to be enclosed with online applic: «

With ANF 2E

1.8canned copies of documents to be uploaded with
i.Purchase Order (Maximum 3) from the Foreign Bu
in Col.2 of ANF 2E.

ii.End User Cerificate(s) (Maximum 3).
iii.TechnicaI Specifications for the items to be expor ¥
4

OK

After clicking on the ok button on the previous pop-up, a new box will open and the exporter will have to check
on items he/she wants to upload.
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ploadDocu x|
Select Document for upload

~ EUC-1 ¥ EuUC-2 ¥ EUC-3 I~ EUC-4 I~ EUC-5 I EUC-6

I~ Purchase order(s) [~ ContractAgreement [~ Technical Specification

\ I BE Details I~ Details of Previous exports ¥ Other

Upload Document I Cancel I

After this Exporter will click on the Upload Document button where he/she can see the uploaded document in
the list.

In all the online Licensing applications there is a Attachment of Documents Button on the main dialog

of any Licensing module. On selecting this button following dialog will appear

x|l
i = 5 =
Document Signing & Verification
Ecom Ref No. I 12/34/567/89000/0078/42: Flle Number | 1
[
Date From I To[ IEC I Type[OcrT-coc
Upload Documents I Find | Delete | Clear l Show | Close I

i No Record Found.....

Click the Upload Documents Button as on the left side of the above dialog when the Document/File

Sign and Upload dialog will appear on a new page.



- Covernment of Indla ——e
MINISTRY OF COMMERCE & INDUSTRY
irectorate General of Foreign Trade

Electronic Filing of Applications

Document / File Sign And Upload
Ecom Ref: |05880651530000781038

File: | Browse...

Subject: |

{(Maximum File Size=500 KB)

” national
|@9X.L_Ml_ Document Sign | Cancel | informatics
from (n)Code Solutions centre

Select the Browse Button as on the right hand side

Browse Button

When you click the browse button the Choose dialog will appear as

Look in: |ij Desktop L' @l Qj gl

g My Computer E?_‘}Acrobatﬁ eader 5.0

=3 My Documents €JBRCDoc

Lfg Network Neighborhood ¥ BRD ocument

@ WinZip @ cur_expt_181.ixf

) DESKTOP DATA ] cur_impt_182.ixf

53 My Briefcase 3 )DIGITAL CERTIFICATE PRO
< | ]
File name: |BRCDoc Open l
Files of type:  [All Files (%) ~| Cancel

Select the required file that you have to attach and press the Open button.

The path of the file will automatically appear as given from your local system in the File text box. Enter

the subject name in the subject text box option.
(Please Note :The maximum size of the file to be attached should be note more than S00KB)

Select the Document Sign Button at the bottom of the Document/File Sign and Upload dialog at the

when following Sign File dialog will box will annear as follows:



RaJlV NATH CN=DGFT Online C&,  OU=5

(n)Code Solutions - ADivision of GNFC Lid m Certificate View

When you Click the OK Button the following dialog with the status will appear as follows.

File Upload Status
Ecom Ref, No.: |05/88/065/15300/0078/1038

Document HINDUSTAN
Attacher:

Document

Staus: Successfully Signed

Document
Uploading |Successful
Status .

Do You Want to Sign Another Docuements ?

In case you want to attach another document click Yes Button and give the path of the file. Likewise

repeat the above process for attaching other files.

(Please Note: You can scan the document before attaching. The files with extension of type .doc,
.exe, .bmp is not allowed . If the files with extension of type other than .txt,.rtf,.,htm,.html is attached

the following message box will appear.)



Microsoft Internet Explorer
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