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1. Getting Started  

Welcome to the user manual for the services offered to the trade users under the SWIFT 

2.0 (Single Window Interface for Facilitating Trade) project over the Unified dashboard 

facility. This manual provides a detailed overview of all the features incorporated in the 

SWIFT (Single Window Interface for Facilitating Trade) project for the users.  

2. Brief about user guide 

This user manual provides step-by-step illustrations of all the functionalities that are 

incorporated on the user’s dashboard. The manual comes with pictorial representation, 

which enables users to get a complete grasp on the subject and avail maximal benefit in 

a very subtle way. 

3. Overview  

• To address the problem of approaching multiple agencies manually or by accessing 

their individual websites, SWIFT 2.0 was launched. 

• As per the approach finalized for SWIFT 2.0, Unified Dashboard will be incorporated 

into the existing system to provide actionable information to trade covering all existing 

process cycles. This document has been drafted to capture the business requirements 

for Unified Dashboard facility under the initiative of SWIFT 2.0 to take the ease of 

doing business forward. 
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4. Abbreviations 

Sl. No. Term/Acronym  Description  

1. ICEGATE  Indian Customs E-Commerce/Electronic Data Interchange 

(EC/EDI) Gateway 

2. SWIFT Single Window Interface for Facilitating Trade 

3. CBN Central Bureau of Narcotics 

4. NOC No Objection Certificate 

5. LPCO Licenses, Permits, Certificates, and Others 

6. CBIC  Central Board of Indirect Taxes and Customs  

7. IEC  Importer Exporter Code  

8. ARN Application Reference Number 

9. PGA Participating Government Agency 

10. SSO Single Sign On 
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5. Navigation for Trade Users – Unified Dashboard 

The trade user may follow the steps below to access the Unified Dashboard: 

➢ Step-1: The trade users can access the ICEGATE dashboard by providing their 

ICEGATE ID and Password and clicking on the Login button. In such a case, the ‘User 

Type’ that needs to be selected shall be ‘ICEGATE User’. 

 

➢ Step-2: On successful login, the system will display the dashboard screen as follows: 
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➢ Step-3: The user will then click the SWIFT widget: 
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6. Unified Dashboard - Trade User Screen 

Upon clicking the ‘SWIFT’ widget, the system displays the Unified dashboard screen 

below- 

 

The user manual will discuss all the Unified Dashboard services in detail below. 
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6.1 Unified Dashboard – Menu 

The dashboard has six items on the menu on the top of the page for the users as shown 

on the screen below: 

The six components of the menu bar at the top of the page are: 

I. ICEGATE 

II. About Us 

III. Services 

IV. Tutorials 

V. Quick Links 

VI. Notifications 

 

These are explained below: 
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6.1.1 ICEGATE  

On clicking ICEGATE, the user is re-directed to the ICEGATE dashboard. 
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6.1.2 About Us 

This section gives all the relevant information about the project SWIFT like the purpose, 

services being offered to the users, etc. This section helps the users to understand the 

importance and relevance of the project SWIFT. 
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6.1.3 Services 

SWIFT provides four services for the users as shown below.  

 

They are: 

1. Appointment: As and when PGAs get integrated for this module, the users can 

raise a request for an appointment as per their requirements.  

2. Grievance: As and when PGAs get integrated for this module, the users can raise 

a grievance as per their requirement with a specific PGA. 

3. Compliance Repository: This repository stores all the NOCs or LPCOs issued to 

the users in the past and these can be downloaded by the user as per their needs. 

4. MIS: This section will contain reports pertaining to NOC/LPCOs.  
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6.1.4 Tutorials 

This section contains user manual/video tutorials for the users for quicker understanding 

of the SWIFT services. 

 

6.1.5 Quick Links 

The Quick Links services provide shortcuts that allow SWIFT users to quickly navigate to 

important sections or websites to speed up their work. This section gives quick access to 

links pertaining to agencies/other information shown below. 
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6.1.6 Notifications 

This section gives the user SWIFT related notification on the change in status of any 

pending work item identified as shown below. 

The user may get the notifications for various reasons like change in status of application, 

appointment/grievance status, and NOC/LPCO application notification etc. 
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7.  Unified Dashboard Widgets 

The SWIFT dashboard has three widgets shown below. 

 

1. NOC (No Objection Certificate): The user will be able to see all the BEs, for which 

NOC is pending, along with their status. The user can also take action to complete 

the NOC process.  

2. LPCO (License, Permits, Certificates, Other Authorization Documents): User 

will be able to apply for a new LPCO for any PGA by clicking on this and can also 

view the details and status for LPCOs of multiple agencies which have been 

applied for by the trade user.  

3. SSO (Single Sign On): The user will be able to access the services of the PGA 

portal by clicking on the PGA for redirection. A list of PGAs will be displayed to the 

user to select from. Once the user clicks on any PGA, he/she will be redirected to 

the post-login page of the PGA portal, in case the user is registered at the PGA 

portal. In case the user is not registered at the PGA portal, the user will land at the 

Registration page of the PGA portal on clicking the link.  
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8. LPCO Widget 

Upon accessing the LPCO Dashboard, users can select the required PGA from the 

dropdown to access PGA functionalities. A reference process flow for CBN is shown 

below. 

 

The LPCO Dashboard provides three navigation tabs: 

1. Apply New LPCO 

2. LPCO Pending 

3. LPCO Completed 

Here, the PGA is selected as CBN (CENTRAL BUREAU OF NARCOTICS) to 

demonstrate the end-to-end process flow for generating the Export Promotion Certificate. 

 

On the LPCO Dashboard, click on the ‘Apply New LPCO’ tab, select the required PGA as 

CBN from the ‘Select PGA’ dropdown menu, and then click the ‘Continue’ button to 

proceed. 
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On the License Application page, select the required option from Imports, Exports, or 

Profile and choose the appropriate category to proceed 
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8.1 Profile 

Once the registration is completed, the user will go to the Profile section to complete their 

profile by selecting the ‘Company’ option from the ‘Select Registration’ dropdown. The 

user can apply for Import/Export licenses only after the profile is approved by CBN. 

 

After clicking the ‘Continue’ button, the user will be directed to the Company Profile page, 

where they will fill in the following three details. 

1. Basic Profile Details 

2. Plant/Facility Details 

3. Substance Details 

8.1.1 Basic Profile Details 

After filling in all the required details in the Basic Profile-Company Category Details, 

Address Details, Key Managerial Personnel Details, Company Details, Company 

Turnover & GST Paid Details, and CGST Details sections, the user will click on the ‘Save 

& Next’ button to proceed further. 
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8.1.2 Plant/Facility Details 

In the Plant/Facility section, the user will fill in details such as plant/facility information, 

address, license requirements, CGST details, and upload the required documents. The 

user will click on the ‘Save & Next’ button to proceed further. 
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8.1.3 Substance Details  

In the Substance Details section, the user will enter the required drug and substance 

information, provide validity details, upload supporting documents, and can add multiple 

substance details before clicking on ‘Submit’. 
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8.1.4 Profile Submission  

After filling in all the profile sections, the user will click on the ‘Submit’ button to submit 

the profile. Upon successful submission, a confirmation message with the reference ID 

will be displayed on the screen. 
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After submitting the profile, the user can view the application under the ‘LPCO Pending’ 

tab, where the status will be displayed as ‘Profile Pending’ along with the reference 

number. 

 

 
 

 

8.1.5 Query Raised and Replied 

Before approving the profile, if the Officer raises a query, the application status will be 

updated to ‘Query Raised’. The user will then be able to click on the ‘Query Reply’ link in 

the Action column to view and can respond to the query. 
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Upon clicking this link, a new window will open where the user can: 

• Read the query raised by the officer, 

• Enter their response in the provided text box, and 

• Update Profile Data 
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• After responding to the query, the application status will be updated to ‘Query Replied’, 

and the user can view the updated status under the ‘LPCO Pending’ tab. 

 
 

Click on the highlighted icon below to view the query details. Upon clicking, the system 

will display the query information along with timestamps indicating when the query was 

raised by the officer and when it was replied to by the user. 



 

Page 28 of 98 
 

 

 

8.1.6 Profile Approval 

After approval by the authority, the application status will be updated to ‘Approved’, and 

the user can view the approved status under the ‘LPCO Pending’ tab. 
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8.2 License Application for Importer 

Select the Imports tab and choose the applicable category from the dropdown menu to 

proceed with the license application. 

 

8.2.1 Narcotic Drugs 

To complete the license application, navigate to the Imports tab, select Narcotic Drugs 

from the category dropdown, click Continue, and enter all required information step by 

step, including the upload of supporting documents. 
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The user will need to provide the following details one by one during the application 

process. 

1. Importer Details  

2. Exporter Details  

3. Drug Controller & Import License  

4. Details of State Excise Permit  

5. Substance Details  

6. Present Drug Stock  

7. Port Details  

8. Past License Details  

9. Additional Information  

10. Supporting Documents 
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Importer Details: 

 

 

On the NOC Details screen, select the address type to be displayed in the NOC 

(Corporate, Registered, Plant, or Other Address), verify the auto-populated details or 

enter the required address information, and then click Save & Next to proceed. 
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Exporter Details: 
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On the Consignee Details screen, select the checkbox if the consignee details are the 

same as the exporter’s details, otherwise enter the required consignee information and 

click Save & Next to continue. 

 

Drug Controller & Import License: 

On the Drug Controller & Import License screen, review the displayed entity and address 

details, verify the listed drug license information issued by the competent authority, and 

then click Save & Next to proceed to the next section of the application. 
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Details of State Excise Permit: 

On the Details of State Excise Permit screen, enter the permit number, issuing authority 

details, permit date and validity, and manufacturing unit name, then click Save & Next to 

continue with the application. 
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Substance Details: 

On the Substance Details screen, select the substance name and corresponding license 

number, review the substance details displayed in the pop-up window, enter the required 

information accurately, and click Save & Next to proceed 
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On clicking the Add button, the entered substance details will be added to the table below, 

where the user can review the information and can edit or delete the record if required 

 

Present Drug Stock 

On the Present Drug Stock screen, the user will select the substance name, enter the 

quantity, primary package type, and date, click Add to include the details in the table 

below, and can review or modify the recorded information before proceeding. 
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Port Details: 

On the Port Details screen, the user will enter the country name, exporting country, port 

of entry and exit, mode of transport, route to be followed, packaging and labeling 

instructions, and present stock details, and can review the information before clicking 

Save & Next to proceed. 

 

Past License Details: 

On the Port Details screen, the user will enter the country name, exporting country, port 

of entry and exit, mode of transport, route to be followed, packaging and labeling 

instructions, and present stock details, and can review the information before clicking 

Save & Next to proceed. 
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After clicking the Add button, the entered details will be displayed in the table below 

 

Additional Information 

On the Purchase Order Details screen, the user will enter the PO number, PO date, 

invoice number, invoice date, and PO validity, and can review the information before 

clicking Save & Next to proceed. 
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Supporting Documents 

On the Supporting Documents screen, the user will select the document type, attach the 

required PDF file, add remarks as necessary, and can review or manage the uploaded 

documents before clicking Final Submit to complete the license application. 
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8.2.2 Psychotropic Substance 

On the License Application page, the user will select the Imports tab, choose Psychotropic 

Substances from the category dropdown, and can click Continue to proceed with the 

application. 

 

The user will need to provide the following details one by one during the application 

process. 

1. Importer Details  

2. Exporter Details  

3. Drug Controller & Import License  

4. Present Drug Stock  

5. Substance Details  

6. Port Details  

7. Past License Details  

8. Additional Information 

9. Supporting Documents 
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Importer Details: 

On the Import Psychotropic Substances screen, the user will select the facility/plant, 

review and verify the auto-populated importer and select the address type to be displayed 

in the NOC (Corporate, Registered, Plant, or Other Address), verify the auto-populated 

details or enter the required address information, and then click Save & Next to proceed. 
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Exporter Details: 

On the Exporter Details screen, the user will enter the exporter name, address, country, 

city, and pin code, and can review the entered information before clicking Save & Next to 

proceed. 

 

Drug Controller and Import License: 

On the Drug Controller & Import License screen, the user will review the displayed drug 

controller details, drug license information, and license attachments issued by the 

competent authority, and can click Save & Next to proceed with the application. 
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Present Drug Stock: 

On the Substance Details screen, the user will select the substance name, enter the 

quantity, primary package type, and date, click Add to include the details in the table 

below, and can review the added information before clicking Save & Next to proceed 
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Substance Details 

The user will enter the psychotropic substance details, such as license information, 

packaging, quantity, and active ingredient data and can add, review, and save the 

substance record before proceeding to the next step of the import license application. 
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Port Details: 

On the Port Details screen, the user will enter the country name, exporting country, port 

of entry into India, port of exit from the exporting country, mode of transport, route to be 

followed, consignee details, and packaging and labeling instructions, and can review the 

information before clicking Save & Next to proceed. 

 

Past License Details: 

On the Past License Details screen, the user will select the license type, enter the license 

number, date of issue, validity period, issuer details, attach the license document, and 

can add the details to the list before clicking Save & Next to proceed 
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Additional Information: 

On the Additional Information – Purchase Order Details screen, the user will enter the PO 

number, PO date, invoice number, invoice date, PO validity, and remarks, and can review 

the information before clicking Save & Next to proceed. 
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Supporting Documents: 

On the Supporting Documents screen, the user will select the document type, attach the 

required PDF file, click Add to upload the document to the list, and can review or remove 

uploaded documents before clicking Final Submit to complete the application. 
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8.2.3 Controlled Substance 

On the License Application page, the user will select the Imports tab, choose Controlled 

Substance from the dropdown category, and can click Continue to proceed with the 

license application. 
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The user will need to provide the following details one by one during the application 

process. 

1. Importer Details  

2. Exporter Details  

3. Drug Controller Recommendation  

4. Port Details  

5. Substance Details  

6. Additional Information  

7. Supporting Documents  

8. Background Information 

Importer Details: 

On the Import Controlled Substance – Importer Details screen, the user will select the 

facility/plant, review the auto-populated importer and NOC details including issuing 

authority information, update the address to be shown on the NOC if required, and can 

click Save & Next to proceed to the next section of the application. 
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Exporter Details: 

On the Import Controlled Substance page, the user will navigate to the Exporter Details 

tab to enter and review exporter, consignee, agent, and issuing authority information, and 

then click Save & Next to proceed with the application. 
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Drug Controller Recommendation: 

On the Import Controlled Substance page, the user will select the Drug Controller 

Recommendation tab to view manufacturer details, upload the required signed document, 

review drug license information, and click Save & Next to proceed with the application. 

 

Port Details: 

On the Import Controlled Substance page, the user will navigate to the Port Details tab to 

specify the country, exporting country, mode of transport, port of entry into India, port of 

exit, and route details, and then click Save & Next to continue with the application. 
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Substance Details: 

On the Import Controlled Substance page, the user will navigate to the Substance Details 

tab to enter packaging and substance information such as CAS number, quantity, 

strength, and active ingredients. Click the Add button to add the substance details to the 

summary table; review the added record, and then click Save & Next to proceed with the 

application. 
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Controlled Substance: 

On the Import Controlled Substance page, the user will navigate to the Additional 

Information tab to enter purchase order, invoice, and input/output ratio details; use the 

Add button to record year-wise consumption, loss, and closing balance information; 

review the added entries; and then click Save & Next to proceed with the application. 

 

Supporting Documents: 

On the Import Controlled Substance page, the user will navigate to the Supporting 

Documents tab to select the document type, upload the required PDF file, click the Add 

button to attach the document to the application, review the uploaded records, and then 

click Save & Next to proceed further. 



 

Page 59 of 98 
 

 

Background Information: 

On the Import Controlled Substance page, the user will navigate to the Background 

Information tab to provide detailed justification for import, usage, procurement history, 

handling, end use, supporting declarations, upload the required documents, enter 

remarks if any, and click Final Submit to complete the application. 
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8.3 License Application for Exporter 

The user will select the appropriate certificate and can apply for Narcotic Drugs, 

Psychotropic Substances, or Controlled Substance by choosing the required category 

from the dropdown menu. 
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8.3.1 Narcotic Drugs 

To complete the license application, navigate to the Exports tab, select Narcotic Drugs 

from the category dropdown menu, click Continue, and then enter all the required 

information step by step, including uploading the necessary supporting documents. 

 

Export Drug/Narcotic Drug Details 

The user will enter the exporter’s details and can save the draft or proceed to the next 

step by providing all the required information and uploading the necessary documents. 
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Importer Details 

The user will enter the importer and consignor details and can proceed to the next step 

after filling in all mandatory fields and saving the information. 
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Drug Controller and Import License details 

The user will review the Drug Controller and Import License details and can proceed to 

the next step after verifying the license validity and attached documents. 

 



 

Page 65 of 98 
 

 

 

Port Details 

The user will enter the country, port of entry, exporting country, mode of transport, route 

details, and customs office name and can save the information or proceed to the next 

step of the export narcotic drug license application. 
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Details of State Excise Permit 

The user will enter the State Excise Permit details for narcotic drugs and can proceed to 

the next step after providing the permit number, issuing authority information, validity 

dates, and saving the details. 
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Past License Details  

The user will enter the past license details and can upload the license attachment before 

saving the information and proceeding to the next step. 
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Substance Details 

The user will enter complete substance, packaging, quantity, and licensing details and 

can add, verify, and save the records before proceeding to the next step of the export 

license application. 
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Additional Information 

The user will enter the purchase order details and can save the information as a draft or 

proceed to the next step of the export license application. 

 

Supporting Document 

The user will select the appropriate document type and can upload the required 

supporting document before adding it and proceeding to the next step of the export 

license application. 
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8.3.2 Psychotropic Substance 

The user will select the Exports tab and can choose Psychotropic Substances from the 

category dropdown to continue with the license application process. 

 

Export Details 

The user will verify the exporter and facility details and can enter NOC information, select 

the appropriate address, and proceed to the next step after saving the details in the export 

license application. 
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Importer Details 

The user will enter the importer, consignee, and issue authority details and can verify the 

information before saving it and proceeding to the next step of the export psychotropic 

substances license application. 
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Drug Controller and Import License Details 

The user will review the drug controller and import license details and can verify the 

license information and attached documents before saving the details and proceeding to 

the next step of the export psychotropic substances license application. 
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Port Details 

The user will enter the country, port, transport, and route details and can verify the 

information before saving it and proceeding to the next step of the export psychotropic 

substances license application. 
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Past License Details 

The user will enter the past license details including license type, license number, date of 

issue, validity, and attachment, and can add the license record before saving the 

information and proceeding to the next step of the export psychotropic substances license 

application. 
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Additional Information 

The user will enter the purchase order number, PO date, invoice details, and remarks and 

can save the information as a draft or proceed to the next step of the export psychotropic 

substances license application. 
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Substance Details 

The user will enter the substance name, license, packaging, and quantity details for 

psychotropic substances and can add, review, and save the substance record before 

proceeding to the next step of the export license application. 
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Supporting Details 

The user will select the required document type, upload the supporting document, and 

can add or review the document before saving or submitting the export psychotropic 

substances license application. 
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8.3.3 Controlled Substance 

The user will select the Exports tab and can choose Controlled Substance from the 

category dropdown to proceed with the license application. 

 

Exporter Details 

The user will review and enter the exporter and facility details, select the appropriate NOC 

address, and can save the information before proceeding to the next step of the export-

controlled substance license application. 
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Importer Details 

The user will enter the excise, importer, and consignee details and can verify the 

information before saving it and proceed to the next step of the export controlled 

substance license application. 
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Agent/Certificate Details 

The user will enter and verify the agent, certificate, plant-wise license, and drug license 

details and can save the information before proceeding to the next step of the export-

controlled substance license application. 
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Ultimate Consignment/Port Details 

The user will enter the country, port of entry, mode of transport, route details, and 

packaging instructions and can verify and save the information before proceeding to the 

next step of the export-controlled substance license application. 

 

Substance Details 

The user will enter the substance identification, license, packaging, quantity, and active 

ingredient details and can add, review, and save the substance record before proceeding 

to the next step of the export-controlled substance license application. 
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Additional Information 

The user will enter the purchase order number, PO date, invoice details, and remarks and 

can save the information as a draft or proceed to the next step of the export-controlled 

substance license application. 
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Supporting Document 

The user will select the required document type, upload the supporting document, and 

can add, review, and save the document before proceeding to the next step of the export-

controlled substance license application. 
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Background Information 

The user will answer the background and regulatory compliance questions, provide 

required declarations and remarks, and can confirm the accuracy of the information 

before saving the details or submitting the export-controlled substance license 

application. 
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9. Payment Process 

When the status is marked as ‘Payment Pending’, a ‘Proceed to Payment’ icon will be 

displayed to the user under the Action column, enabling them to complete the payment. 

Upon clicking this icon, a new screen will open where the user can complete the payment 

process. 

 

Upon clicking the ‘Proceed to Payment’ link, a new screen will appear displaying the 

payment details, as shown below 
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Once the user reviews all the details and fills in the required information, the <Submit> 

button will be activated, as shown in the screen below: 

 

Once the payment details have been submitted by the user, the system will update the 

status to ‘Initiate Payment’ and display a link to ‘Pay’ to the initiated payment under the 

Action column. 
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Upon selecting the ‘Pay’ icon, a payment details screen will be displayed, showing the 

application information and total payable amount. The user will then click the ‘Pay’ button 

to proceed with the payment. 
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After clicking the “Pay” button above, the user will be shown the option of make payment 

through Bharatkosh. Users can follow the on-screen instructions to complete payment. 

NOTE: If the payment fails, the status of the BE will be updated to ‘Pending Payment’. 

10. Release Order 

Once the Payment is successfully made by the user, the application moves to the 

“Release Order” tab where the user can see the updates status of “Test Report”. Here 

the user can perform two Actions: 

1. View 

2. Download 
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The report issued can be viewed and downloaded by clicking on the ‘View’ and 

'Download' icon as shown in the screen below. 
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11. Contact Us  

The contact details are as follows: 

ICEGATE, Directorate General of Systems 

1st Floor, CR Building, IP Estate  

New Delhi – 110002  

Toll Free No: 1800-3010-1000 

The user can also drop their queries at: 

Email: icegatehelpdesk@icegate.gov.in 

mailto:icegatehelpdesk@icegate.gov.in

