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1. Sales: - 
 

 

Diagram 1: Sales 
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1.1 Site Facility Details: - 
 

➢ From your Dashboard you can choose any suitable option and proceed. 
➢ Fill Site Facility Details to apply for fresh application as shown in figure 1. 

 

Figure 1: Saless Dashboard 

 

➢ Fill the details which are required as shown in figure 2. 
 

Figure 2: Site Facility Details 

 

Click Here 
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1.2 Fresh Application: - 
 

➢ After filling up the site details you can apply for fresh application. 

➢ After clicking on fresh application, application submission page will appear as shown 

in figure 3. 

 

Figure 3: Application Submission 

➢ Now you have to select your licence details and technical member as shown in  

figure 4. 

 

Figure 4: Application Draft Page 

➢ Now you can edit your application or you can review and proceed as shown in 

figure5. 

Click here then 

save and proceed 

Select your technical 

member. 
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Figure 5: Application Preview 

 

➢ Now you have to upload the required documents as shown in figure 6. 
 

Figure 6: Checklist Document Validation and Upload Page 

 

➢ Now you have to give the required payment details then click on proceed as shown in 

figure 7. 

Click Here to review 

and proceed. 

Click here to Edit 

Application 

Click on text to upload 

the document. 
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Figure 7: Payment Details 

 

➢ You will get to preview your application again also download the form as shown in 

figure 8. 
 

Figure 8: Final Application Preview 

 

➢ Now upload the form which you have downloaded from figure 8 as shown in figure 9. 

Click Here 

Download the 

Legal form. 
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Figure 9: Upload Legal Form 

 

➢ After uploading the legal form your application will get submitted and your file no. 

will get generated as shown in figure 10. 
 

Figure 10 : File Number 

 

1.3 Save Draft: - 
 

➢ Now if by chance you have left the application form in between you can go to 
save as draft from the dashboard page and complete the rest of the application 
form as shown in figure 11. 

Upload the Legal form. 

Your File number 
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Figure 11: - Save As Draft 

 

1.4 Submitted: - 
 

➢ If you want to view whether your application is submitted or not, then click on 

submitted from the dashboard page then you can view your application as shown in 

figure 12. 
 

Figure 12: - Submitted Application 
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1.5 Approved: - 
 

➢ Now if you want to see whether your application form is approved or not, then 
click on approved from the dashboard then you can view your application status 
as shown in figure 13. 

 

Figure 13: Approved Application 

 

1.6 Query Raised: -  
 

➢ If any query is raised on your application you can click on query raised from the 
dashboard and can see whether there is any query or not as shown in figure 14. 

 

Figure 14: Query Raised Application 
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1.7 Add Technical Member: - 
 

➢ Now if you haven’t added any technical member then you can click on add 
technical member from the dashboard. 

➢ After entering the registration number click on fetch data as shown in figure 15 
and after going through the technical persons profile add it. 

 

Figure 15: Technical Persons Details 

 

1.8 Hired Technical Person Pool: - 
 

➢ If you want to see the technical persons list the click on hired technical person 
pool from the dashboard as shown in figure 16. 

 

Figure 16:  Hired Technical Person Pool 

 

Enter Technical 

Registration Number  
Click Here 
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1.9 Request for Surrender/Withdrawn: - 
 

➢ If you want to withdraw your application then you can click on request for 
surrender/withdrawn from the dashboard as shown in figure 17. 

 

Figure 17: Request for Surrender/Withdrawn 

 

1.10 Cancelled Application: - 
 

➢ If you want to see your cancelled application then click on cancelled application 
from the dashboard as shown in figure 18. 

 

Figure 18: Cancelled Licence 
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1.11 License Management: -  
 

➢ Now if you want to Renew your license then click on License management from 
the dashboard and you will get directed to the License management dashboard 
as shown in figure 19. 

 

Figure 19:  Licence Management 

 

1.12 Post Approval Change Request: -  
 

➢ If you want to change any information from your application then you can click on 

post approval change request as shown in figure 20. 
 

Figure 20: Post Approval Application Submission 
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