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Introduction and Accessing DGFT Portal  
 

This document is the help file for SEIS functions in the new system. To access the new portal, navigate to https://dgft.gov.in.   

The new portal is compatible with the following browsers: Chrome 70 + / Firefox 70 + / IE 12+Users are advised to refer to the latest 

help file available under Learn > Online Help & FAQ’s in the DGFT Portal.  

For accessing the SEIS module follow the navigation:  

Services -> SEIS  

  

Contact @DGFT  
 

https://dgft.gov.in/
https://dgft.gov.in/
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To raise any concern to DGFT the user may call the given Toll-Free Helpline number given on the DGFT Portal or raise a request 

using the “Contact @DGFT” page.  
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Login to the new Portal   

 

To log in to Directorate General Foreign Trade (DGFT) portal you would require:  

a) Internet Connection  

b) Valid Email and Mobile Phone Number provided to log in  

Then proceed with the following steps.  

1. Visit the DGFT website and proceed with Login by entering the User ID, Password and captcha then click on the login button 

to log in to the system.   

 

2. Once you logged in successfully you will be able to see your Dashboard  

 

 Screen Screen2 – 2 dashboard screen - Dashboard Screen    

  

                   

  

creen  1 -   Login screen   
Screen   1 -   Login screen   
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Applying For SEIS  

 

Introduction  

This section covers the process of applying for the Service Exports from India Scheme (SEIS).  

Pre-conditions for applying for SEIS:  

1. The applicant is active and logged into the DGFT Customer Portal.  

2. Applicant located in India is eligible for SEIS Scheme.  

3. The applicant should have a valid IEC number.  

4. IEC Status is Active (Not suspended / Cancelled) and IEC is not in DEL, the Scheme SEIS is not in DEL for the IEC.  

5. Applicant should have a valid RCMC as of the date of application.  

  
To apply for SEIS is as follows:  

1.  Login to the portal with valid credentials and click on the service option present at the top of the screen  

 
  

Screen 3 - Navigation to SEIS  

  

2.  Click on the SEIS option from the menu, you will be redirected to the SEIS page  
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Screen 4 - SEIS node  

  

3.  Scroll down to find the Apply for SEIS node and click on explore button on the SEIS node, you will be redirected to the Apply for 

SEIS application page.  

 

Screen 5 - Apply for SEIS node  

  

4. You can either proceed with the draft application or create a new application, for proceeding with the draft application select the radio 

button of the corresponding application and click on the Proceed with existing application button present at the bottom of the screen 

and go ahead with an application form where you left  
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Screen 6 - SEIS draft applications  

  

5.  For creating a fresh application, click on the Start Fresh Application button present at the bottom of the screen, you will be 

displayed with a fresh application   

  

Screen 7 - Applicant details screen  

  

6. Fill in the required fields in the applicant details section of the applicant details screen.  

7. Now in the PRC section, if PRC is not approved, click on ‘NO’ for ‘Is PRC Approved?’  
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Note: if PRC is not approved then ‘year of rendering exports for which SEIS claimed’ dropdown will display the current 

year and last 2 years or as per notify by DGFT.  

  

Screen 8 - PRC details section  

8. Now in the PRC section, if PRC is approved, click on ‘yes’ for ‘Is PRC Approved?’.   

9. If PRC approved, then enter the PRC reference number and upload the PRC document.  

Note: if PRC is approved then ‘year of rendering exports for which SEIS claimed’ dropdown will display the current year and last 5 

years  

  

Screen 9 - PRC Details screen with 'Yes'  

  

10. Select the ‘year of rendering services exports for which SEIS claimed’ and click on the Save & Next button in the applicant details 

screen, to land on the RCMC details screen  
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Screen 10 - RCMC Details screen  

  

11. Select the RCMC details and click on the save & next button.  

12. In ‘invoice wise details of new foreign exchange earned screen’ click on ‘download sample excel’ to download the sample excel 

of invoice details   

 

Screen 11 - Invoice Wise Details Screen  

13. In the downloaded excel make changes and save the excel sheet   

Note: The user must enter the dates in the excel sheet in DD/MM/YYY format. The user must select the Sl. No of services and 

currency type from the drop-down.  
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Screen 12 - Bulk upload Excel sheet  

14. Click on the bulk upload button in the invoice details section. Now click on ‘choose the file to upload’.  

 

Screen 13 - Bulk upload screen  

15. Click on the ‘upload’ button, then the bulk upload details will be updated to the table, the rate of entitlement as per appendix 3D 

will be auto-populated other details will be taken from the excel sheet uploaded  

Note: If the entry is incorrect then the error message will be displayed, user should modify the excel accordingly and 

upload it again. Excel will proceed once all the error messages of excel will resolve.  
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Screen 14 - Invoice table  

16. Enter all the mandatory details on the screen and click on the ‘save & next button to reach the other details page   

  

Screen 15 - Justification section  

17. In the other details, screen click on ‘do you want to split scrip?’ if you want to split the scrip. In case of split requested maximum 

value for each scrip is Rs 5,00,000.  

 

18. Click on the Next button to reach the attachment page  

  

  

Screen   16   -   Other details screen   
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Screen 17 - Attachment screen  

19. Upload the CA/CS as an attachment by selecting the attachment type and clicking on the ‘upload attachment button’.  

20. Click on the Save & Next button to reach the declaration page.  

Note: The user has to upload CA/CS attachment or add CA/CS details to CA/CS annexure details section to proceed further.  

21. On the declaration page click on yes to add penalty details  

  

Screen 18 - Declaration screen  

22. Enter the place and sign the declaration by clicking the box.  
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Screen 19 - Signing declaration  

  

23. Now click on the Save & Next button to reach the application summary page  

  

Screen 20 - Application summary screen  

24. Click on the print summary to print the summary of the application.  

25. To proceed with payment, click on proceed with a payment button  
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Screen 21 - Proceed to payment button  

26. After successful payment, the e-receipt will be generated   

  

Screen 22 - E-Receipt  

27. Click on the print or download receipt button to print/download the e-receipt  

  

Screen 23 - OK button in e-receipt  

28. Click on the ok button, the application successfully submitted message will be displayed.  
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Screen 24 - Application successfully submitted message  

29. Click on the ok button to reach the track status node to track the application  

  

Screen 25 - Track status of submitted application screen  

Performing actions on the submitted SEIS File  
 

Various actions can be performed on the submitted SEIS file, for this we need a submitted SEIS application.  

Proceed with the following steps.  
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1. Visit the DGFT portal website and proceed with Login by entering the User ID, Password and captcha, then click on the login 

button to log in to the system.   

2. Once you land on Dashboard then click on the 'my dashboard' option, click on the submitted application option from the 

dropdown, you will be redirected to the track status screen.  

  

 

 
  

 Screen 27 - Track status screen    

  

3. In the track status search parameter, select the type of scheme as SEIS and type of sub-scheme as Apply for SEIS to view all the 

submitted applications of Apply for SEIS.  

  

  

  

  

  

Screen   26   -   Navigation to track status   
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Screen 28 - Search result in track status screen  

4. Now click on the action button and view the list of options available under action that can be performed.  

  

 

5. Actions that can be performed are:   

• Click on the print option, to view the submitted application and print the same.   

• To view, the payment details click on the payment details option in the dropdown.   

• For viewing the lifecycle of the application click on the view life cycle button,  

• Similarly, for DSC signature details, transmission details, view approved license/ rejection letter, view submitted 

attachments, select the respective options from the list.  

  

  

  

  

  

  

  

  

  

  

  

  

  

Screen   29   -   Action list in track status   
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Screen 30 - Additional attachment action  

  

Screen 31 - Withdraw action  

  

Screen 32 - View Life Cycle  
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Screen 33 - View E-Sign Details  

  

Screen 34 - View Transmission details  

  

Screen 35 - Application summary -Track status  
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Amendment of SEIS Scrip  

 

Applicant can amend the issued SEIS scrips for a new validity period, new entity name, and new entity address.  

User may proceed with the following steps:  

 

Screen 36 - Navigation to SEIS node  

3. Now click the ‘Amendment of scrip Request’ node to proceed with the amendment of your SEIS file.  

  

 

Screen 37 - Amendment of SEIS scrip Request node  

4. The applicant will be redirected to the scrip management page, here the applicant should select scrip type as SEIS and search 

for the required scrip by clicking on the search button.  

  

  

  

  

  

1.   First login  with valid credentials.    

2.   Once you land on Dashboard click on services  - >  SEIS   
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Screen 38 - Scrip search node  

5. The applicant will be displayed with all the issued SEIS scrip. Select scrip to be amended and click on the amendment button.  

  

Note: only the scrip with active status can be amended  

  

Screen 39 - Scrip search result  

6. Now applicant will be directed to the amendment application form, in this form user should upload an attachment and at least 

select one reason to amend the scrip  

  

Screen 40 - Amendment application  
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Screen 41 - Reason for amendment screen  

  

Screen 42 - Attachment section  

7. Now click on the sign button, once the applicant clicks on the sign button, the amendment application cannot be edited.  

  

  

Screen 43 - Payment for amendment button  

8. After signing the amendment form click on the payment for amendment button to successfully make the payment and the e- 

receipt with file number will be generated.  
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Screen 44 - e-receipt for amendment  

  

  

  

  

  
  
  
  
  
Performing actions on the submitted Amendment SEIS File  

 

Various actions can be performed on the submitted amendment SEIS file, for this we need a submitted amendment of the SEIS 

application.  

Proceed with the following steps.  

1. Visit the DGFT portal website and proceed with Login by entering the User ID, Password and captcha, then click on the login 

button to log in to the system.   

2. Once you land on Dashboard then click on the 'my dashboard' option, click on the submitted application option from the 

dropdown, you will be redirected to the track status screen.  
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   Screen 46 - Track status screen  

  

3. In the track status search parameter, select the type of scheme as SEIS and type of sub-scheme as amendment of SEIS to view 

all the submitted Amendment of SEIS applications.  

  

  

  

  

  

  

Screen   45   -   Navigation to track status   
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Screen 47 - Amendment application search result  

  

4. Now click on the action button and view the list of options available under action that can be performed.  

 

  

5. Do the following to perform the actions on submitted files:  

• Click on the print option, to view the submitted application and print the same.   

• To view, the payment details click on the payment details option in the dropdown.   

• For viewing the lifecycle of the application click on the view life cycle button,   

• Similarly, for DSC signature details, transmission details, view approved license/ rejection letter, view submitted 

attachments, and select the respective options from the list.  

  

  

  

  

Screen   48   -   actions in amendment file   
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Screen 49 - Add Additional Attachments popup  

  

 

  

  

  

  

  

Screen   50   -   Withdrawal of application popup   

  

Screen   51   -   View life cycle    
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Responding to Deficiency  

 

Various actions can be performed on the submitted amendment SEIS file/ amendment of SEIS file. One such action is respond to 

deficiency. When the file is marked deficient by the Officer, then applicant can respond to deficiency and resubmit the application There 

are 2 ways to respond to deficiency:  

1. Respond to deficiency with amending the file  

2. Respond to deficiency without amending the file  

Proceed with the following steps.  

Responding to deficiency with amending the file:  

1.Go to track status (My dashboard -> submitted application)  

2. Select SEIS from type of scheme dropdown and type of sub-scheme as apply for SEIS / Amendment of SEIS   

  

  

Screen 52 - Track status screen  

3.Click on search button and find the application that is marked as deficient by the officer.  

4.Select the file and click on actions button.  

  

 

5.Now click on ‘respond to deficiency ‘in actions menu.  

  

Screen   53   -   Navigation to respond to deficiency   
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6.In the pop up click on view hyperlink to view the deficiency letter  

  

Screen 54 - Respond to deficiency popup  

  

Screen 55 - Deficiency letter  

7.Now click on respond button in popup  

  

  

Screen 56 - Confirmation to Amend or not  

8.Click on yes to amend the application, applicant will be redirected to the file.  
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Screen 57 - Application details screen of respond to deficiency  

9.Applicant can amend the application as per the comments given in the deficiency letter and proceed to submit the application  

Note: kindly sign the declaration in the declaration page before proceeding  

10.In application summary page, click on submit button your response to the deficient application will be submitted  

  

  

Screen 58 - submit button in respond to deficiency application  

  

Screen 59 - Acknowledgement of submission  

Responding to deficiency without amending the file:  

1.Go to track status (My dashboard -> submitted application)  

2. Select SEIS from type of scheme dropdown and type of sub-scheme as apply for SEIS / Amendment of SEIS.  
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Screen 60 - Track status page  

3.Click on search button and find the application that is marked as deficient by the officer.  

4.Select the file and click on actions button.  

  

 

5.Now click on ‘respond to deficiency in actions menu.  

6.In the pop up click on view hyperlink to view the deficiency letter  

  

  

Screen   61   -   navigation to respond to deficiency   
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Screen 62 - Respond to deficiency popup  

  

Screen 63 - Deficiency letter  

7.Now click on respond button in popup.  

  

  

Screen 64 - Confirmation to amend or not  

8.Click on ‘no’ to amend the application, applicant will be asked to attach supporting documents.  
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Screen 65 - Add attachment for deficiency 9.Attach 

valid documents with comments to the ‘add attachment for deficiency’ pop up.  

  

  

Screen 66 - Uploading attachments  

10.Now click on ‘Sign and Submit’ button to successfully submit the response to the deficiency.  

  

  

Screen 67 - Successfully uploaded popup  
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Viewing and printing the SEIS scrip  
 

In this module the View and printing of issued SEIS scrips is covered. There are 2 ways to view the seis scrips  

• Viewing SEIS scrip from view and print SEIS Node (Services -> SEIS -> View and print Node)  

• Viewing SEIS scrip from My Authorization section (My Dashboard -> My Authorizations)  

First, section of this module contains the steps to view scrip from View and Print Seis Node. Follow the below steps for the same:  

1. Open DGFT Customer Portal website and click on the Login button.  
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   Screen 68 – DGFT home page  

  

2. Login window open and user have to enter their credentials to open their account.  

  

 
  

Screen 69 - Login Page  

3. After entering the credentials and click on login, user redirect to the homepage   
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   Screen 70 - User Dashboard  

  

4. User has to click on the services to open the drop down and have to click on SEIS tile.  

  

 
  
   Screen 71 - Navigation to SEIS node  

  

5. After click on the SEIS tile, user redirect to  SEIS  Processes page and now user have to click on the View and Print Scrip 

tab .  
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   Screen 72- View and Print SEIS node  

6. User will redirects to the View and print Scrip page and then have to enter the details to search the scrip data.  

7. Now user have to select the scrip type filter and If user want to search the specific file then he has to enter the file no  

and then click on search button to find the scrip details.  

  

 
  

Screen 73 - Scrip management screen  

 
  
  Screen 74 - Scrip type selection in Scrip management  
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   Screen 75 - Search parameter - scrip management  

  

8. After click on the search button, Scrip details will be shown in Search details section. 9. 

Now user must select the scrip and have to click on the print button.  

  
  
  

 
  
   Screen 76 - Selection of scrip to be printed  

  

10. After click on the print the scrip will be downloaded in user’s local system.  

  

Second way to view the issued SEIS scrip through My Authorization node, follow the steps below for the same:  

  

1. Login with valid credentials to reach the DGFT homepage  

2. Now click on My Dashboard -> My Authorizations  
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Screen 77 - Navigation to my authorization  

3. Select type of scheme as SEIS and click on search in my authorization page  

  

 

Screen 78 - My authorization screen  

4. Scroll down to see the search results, you will find the scrip number. Click on the scrip number, and then the scrip will be 

saved in user’s local system.  
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Screen 79 - List of SEIS scrips  
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Viewing SEIS rates  

 

In this section viewing of SEIS rates is covered, follow the steps to view the seis rates   

  

1. Open DGFT Customer Portal website and click on the Login button.  

   

 
  
   Screen 80 - DGFT home page  

  

2. Login window open and user have to enter their credentials to open their account.  

 
  

  Screen 81 - Login page  

  
3. After entering the credentials and click on login, user redirect to the homepage dashboard.  

4. User has to click on the services to open the drop down and have to click on SEIS tile.  
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Screen 82 - Navigation to SEIS node  

  

5. After click on the SEIS tile, user redirects to SEIS Processes page and now user have to click on the View SEIS Rates tab.  

 
  

 
  

Screen 83 - Navigation to View SEIS Rates  

  

6. View SEIS Rate will open for searching SEIS Rates.  
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Screen 84 - View SEIS rate popup  

  

  

7. After opening the tab, User have to enter the CPC code or Service name and then enter captcha and click on view button.  

 
  

   Screen 85 - View SEIS Rate search  

  

8. After click on View button, user will be redirected to the search screen where user will be able to get the desired results.  

  

 
  

  Screen 86 - View SEIS Rate Screen  

  

List of Abbreviations  
 

The following abbreviations have been used in the document  

  

Table 1: Abbreviations  

Abbreviation  Expanded Form  

CBIC  Central Board of Indirect Taxes and Customs  

SEIS  Service Exports from India Scheme  
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DGFT  Directorate General of Foreign Trade  

DSC  Digital Signature Certificate  

IEC  Importer Exporter Code  

  


