Oz TR weHeeTey
DIRECTORATE GENERAL OF
FOREIGN TRADE

Directorate General of Foreign Trade

User Help File

Free Sales and Commerce Certificate (Certificate Management)
Version 3.0

October-2023



Directorate General

of Foreign Trade Free Sales and Commerce Certificate User Help File
V3.0

Table of Contents

1. Introduction and Accessing DGFT POrtal .....cc.uuiiiieoiiiiiiieec et e e e e e e e

2. Contact@DGFT

T = Yo TR (T g g Lo oY A AN L=V o 1 - | RPN

oY o [0} a2 1YY 10T o USSR

5. Apply for Free Sales and Commerce CertifiCate ...
6. My Dashboard (Submitted APPlICAtIONS) ....uiiiiiiiiei e

7. Print Certificate

DGFT Public

Page 2 of 20



Directorate General of Foreign Trade Free Sales and Commerce Certificate User Help File
V3.0

1. Introduction and Accessing DGFT Portal

This document is the help file for Free Sale and Commerce Certificate 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 11 +

Users are advised to refer to the latest help file available under Learn > Application Manuals in the DGFT
Portal.

2. Contact@DGFT

To raise a 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.

3. Registering on New Portal

To Register on Directorate General Foreign Trade (DGFT) portal you would require: a)
Internet Connection
b) Valid Email and Mobile Phone Number

Then proceed with the following steps.

1. Visit the DGFT website and proceed with registration process.

e wewre arfdvoa ¢ g sren Login
GOVERNMENT OF INDIA_ MINISTRY OF COMMERCE AN INDUSTRY AR A i TS0 TSSO el IS

» T anR wg e
DIRECTORATE GENERAL OF Home  AbOUtDGFT~  Services~  MyDashboard >  Regulatory Updates~  Learn~  Indian Trade Service~  Events and Reports ~ Q

FOREIGN TRADE
Click Login .

Register for your 1EC

P, LLP, Limite pany, Trust ety
View Your IEC Apply for 1EC

Are you an importer or an exporter?
© Importer Exporter Both

Select your ITC(HS) Code / Product Selection

x
Search ITC Code Example:- 741 ﬁ
[Askc VA E!

2. Enter the Registration Details.
+ Select Register User as “Importer/Exporter”
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¢ %= s v urea
#n0  DIRECTORATE GENERAL OF

e TORKIGN TRADE agister User ase
B PRY Fill in the information

below.
- Fields marked _are

Glad to see you = ’ mandatory fo fill in.

3. Enter the OTPs received on email and mobile number.

OTP sent successfully

REGISTER

Enter OTP's
IO recelved

= Click on
e Regjster

4. Upon Successful validation of the OTP, you shall receive a notification containing the temporary
password that you need to change upon first login.
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You can change your password here, Please keep your password safe.
Al fields are mandatory

Current Password* Password Hint:

@

®
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4. Forgot Password

If you have already registered and forgot the password, you may use the Forgot password feature
to request for a temporary new password and then set again your password by following the below
given steps.

1. Visit the DGFT website and click on Forgot Password hyperlink.

LOGIN REGISTER

W DIRECTORATE GENERAL OF
(& FOREIGN TRADE
T

User Name=:

Glad to see you

2. Enter registered email id in the username field.
3. Enter captcha code shown on the screen.
4. Click on the submit button.

FORGOT PASSWORD

User Name (Registered Email)*

WPDDR <

Type the above CAPTCHA Code. *

m

-
ai

5. Click OK to proceed with forgot password or click cancel to go back to previous screen.

DGFT Public Page 6 of 20



Directorate General of Foreign Trade Free Sales and Commerce Certificate User Help File
V3.0

FORGOT PASSWORD

Are you sure you wish to be sent a new password?

6. System will validate the email id provide by you and send the once time password on the registered
email id and mobile if email address is registered with DGFT. Registered User will be linked to an

IEC to proceed with Free Sale and Commerce application on Customer Portal
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5. Apply for Free Sales and Commerce Certificate

To apply for Free Sales and Commerce certificate on the DGFT portal you would require:

Pre-requisites:
a) Valid Login Credentials to DGFT Portal (After Registering on DGFT Portal).
b) User should have an active Importer Exporter Code (IEC).

c) Active Firm’s Bank account for entering its details in the Application and to make online payment
of the application fee

Then proceed with the following steps:

1. Visit the DGFT website and login in to the portal with valid credentials.

T LOGIN  REGISTER
DIRECTORATE GENERAL OF gy
FOREIGN TRADE

User Name (Registered Email)*:

abc@gmail.com

Type the above CAPTCHA Code. *

7R65M|

Show desktop

2. Navigate to Services - Certificate Management > Free Sales and Commerce
Certificate.

Sitemap | A~ A A+ | Heptine  1800-111-550 | AskVAHEI | Language ~ SAC =

e bl
‘GOVERNMENT OF INDIA. MINESTRY OF COMMERCE AND INDUSTRY

o R amaR PR - .
M4y DIRECTORATE GENERAL OF About DGFT~  Services~  MyDashboard~  RegulatoryUpdates~  Learn~  Indian Trade Service RTI Q 4

¥~ FOREIGN TRADE

Ac's Dashboard

£ 14Jun-2021 16:58:44

For Your Action Notifications

Your AA Application against File Number 05AX04000976AM22 is marked
Deficient by DGFT RA DELHI. DGFT

File Number HQRNORMAPPLY00188727AM22 is marked deficient and
pending for response for over 15 days. Please respond to the deficiency
from My Dashboard > Submitted Applications.

Norms for Advance authorisation 0511004826, issued against file
number 05AA04081551AM22, with file number
HQRNORMAPPLY00188727AM22 has been marked deficient by NC-6 on
07-02-2022 via MoM no. NC/6/MEET/Jan/202122/8.

File Number 0SEIEPC103017AM22 is marked deficient and pending for
response for over 30 days. Please respond to the deficiency from My
Dashboard > Submitted Applications.

ile Number HQRNORMAPPLY00121715AM22 Is marked deficient and
lending for response for over 30 days. Please respond to the deficiency
om My Dashboard > Submitted Applications

y Schemes
Advance Authorisation Export Promotion Capital Goods
Licenses Issued | 1 Licenses Issued | 29 <
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Certificate Management

14Jun-2021 16:58:44

What is Certificate Management

PROCESSES IN CERTIFICATE MANAGEMENT

Status Holder Certificate Free Sales and Commerce End User Certificate Print Certificates
" Certificate

Afree Sale and Commerce Certificate is a certificate issued
confirming that the product s freely sold in the country but
without any indication that the product is evaluated for safety
and efficacy and Is registered for use In the country. It gives an
assurance from a foreign agency that the products listed on
the certificate are freely sold and manufactured in the country

seeking to export a particular tem. An Importer / Exporter
may choose to apply for Free Sale and Commerce Certificate
or Application for free sale & commerce certificate for items
other than medical devices / instruments.

Explore

dentity Card Help and FAQs g v

Ask VAHEI
javascript

3. Click on “Start Fresh Application” button or click on “Proceed with Existing Application” Button
in case user already saved a draft application.

n ] o

Upload Offline Form  Download Offiine Utility  Download IEC Profile Data

Apply for Free Sales and Commerce Certificate

3 14-Jun-2021 16:58:44

Draft Application | Apply for Free Sales & Commerce Certificate

Show

s entrie: Search
Select S.No. 1 Application Number Created On Created By Last Updated On Last Updated By Action

1 ARNFSCCAPPLY00167713AM23 05/05/2022 11:18 ] 05/05/2022 11:18 | ] m

Start Fresh Application 9 Proceed With Existing Application

4. On “Application Details” screen user needs to fill in required details in various sections as described
below:

g -
Apply for Free Sales and Commerce Certificate Uplosd Offine Form s
£ 14Jun 2021 16:58:44
J ./ p—
Applicant Details Details of items exported under Attachment Declaration Summary

the certificate

Application Form A

Application for * IEC Number of the firm Name of the firm/Company
Branch Code * Address of the registered office/Branch Telephone No of the registered office/Branch
Email * Name of the Issuing Authority Address of the Issuing Authority

Declaration *

E © V/We have updated my/our profile in ANF-1 (My IEC profile)

a. Application For, IEC number of firm, Name of the Firm, Telephone number and Email will be pre- filled
and non-editable. User will be able to select the branch code on the basis of which Address of
registered Branch, Name of Issuing Authority and Address of Issuing Authority will be auto- populated.

b. RCMC detail will be auto populated as per IEC profile. User will select the active RCMC as per
requirement and will click on Save & Next.
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Application Form

RCMC Details

Show 10 & entries

Select S.No. RCMC Number Issue Date Issuing Authority Products for which registered Expiry Date Status
1 RCMC/2020/AKSM/0123 06/08/2020 Apparel Export Promotion Council gfhfgjyf 10/03/2021 Active
& 2 RCMC/2020/AKSM/0123 22/06/2020 Apparel Export Promotion Council gfhfgiyf 31/03/2021 Active
Purpose of items exported under the certificate v
Save & Proceed

On “Purpose of Items Exported under Certificate” section if user selects “Yes” for “Whether the
items of export fall under the Drugs and Cosmetics Act 1940. If so, indicate the same” then pop up

message will appear “DGFT doesn't issue license for items of export that falls under Drug and
Cosmetic Act,1940” screen as shown below:

DGFT doesn't issue license for items of export that falls under Drug and Cosmetic Act,1940.

Feedback

> Expand panel to show video

d. User will fill in other required details, will choose Manufacturer or Merchant from dropdown, enter

the description of product.
e. User will click on “Save & proceed” button

5. User will navigate to “Details of items exported under the certificate” screen and fill in required details
as below:

a. On “Details of items exported under the certificate” section user select ITC HS code and fill in other

required details
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Details of items exported under the certificate -~

ITC (HS) Code of items to be exported under the certificate * Product Description * Technical Description of the items to be exported under the certificate *

Select an Option

Details of Manufacturer/Supplier/Exporter PN

Name of Manufacturer * Address of Manufacturer *

Sow 3 enes
S.No. ITC (HS) Code of items to be exported under the certificate Product Description Technical Description of the items to be exported under the certificate Name of Manufacturer Address of Manufacturer Edit/Delete
5 09011142.Rob cherry: — PB Grade Rob cherry:— PB Grade  Test Descriptior Test Manufacturer Test Addres: &8

]

b. On “Details of Manufacturer/Supplier/Exporter” section user needs to fill manufacturer details

Details of the Foreign Buyer -

Name of the Foreign buyer * Address of the Foreign Buyer * Country of the Foreign Buyer

Email of the Foreign Buyer *

S:No. Name of the Foreign buyer 1 Address of the Foreign Buyer Country of the Foreign Buyer Email of the Foreign Buyer edit/Delete
est Name Test Address INDIA Test@gmall.com P2

o1 6f 1 entries 2]

c. On “Details of the Foreign Buyer” section user needs to fill foreign buyer details. User needs to fill all
the required details on screen and click on “Save and Proceed” button

6. On next screen “Attachment” user can upload any attachments as required.

Your Application ARNFSCCAPPLY00031377AM21 has been saved successfully

Attachment 2

Attachment Type Remark

please select v

Uploaded Document List
Show 10 & |entries
oL Click or Drag and Drop file to upload

Attachment Type Remark View/Add More Attachments Delete

No data available in table

| Clear All | Save & Proceed

back

ABOUTUS SERVICES REGULATORY LEARN CONTACT US

7. Under declaration screen, user will select terms and conditions check box to accept it. User can

update “Place” field if required and then click on “Save and Next” button.
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@ @ & © O

Applicant Details Details of items exported under Attachment Declaration Summary

the certificate

° Success Message X

Your Application ARNFSCCAPPLY00031377AM21 has been saved successfully

Declaration

Note:

Tick the box as acceptance of declaration/ undertaking and fill in the details below. *

Place® Date*

User Details

(Note: If user profile are not updated, Please update your logged in user profile before submitting the application by clicking on your Username > Profile in the top right corner of website.)

Name ©: AC Bros Designation @: Partner

e o[ obile o EE—

Residential Address ©

ER|  sove & Proceed

8. User navigates to Summary page. User can verify the filled in details in previous screens, and can
click on “Print Summary” button to see the printable version of filled in form. Then user click on

“Sign” button to digitally sign the application form. Finally, user clicks on “Submit” button to submit
the application.

& © ©

Applicant Details Attachment Declaration Summary
° Success Message
Your Application ARNFSCCAPPLY03916286AM22 has been saved successfully
Print Summary

Applicant Details ~

Apply for IEC Number of the firm Name of the firm/Company

I I
8ranch Code Address of the Issuing Authority Telephone No of the registered office/Branch
Email Address of the registered office/Branch Name of the Issuing Authority

Application Number RA File Number

DGFT Public Page 12 of 20



Directorate General of Foreign Trade Free Sales and Commerce Certificate User Help File
V3.0

RCMC DETAILS

|

RCMC Number Issue Date Issuing Authority Products for which registered Expiry Date Status

Handicraft
Purpose of items exported under the certificate ~

Whether the items of export fall under the Drugs and Cosmetics Act 1940, If 5o Whether Medical Devices/Instruments to be exported? Are you 8 Manufacturer or Merchant?

Indicate the same

Description of the product including the use Is the product licensed under the Drugs and Cosmetics Act for manufacture and

sale?

Details of the Foreign Buyer A

Name of the Foreign buyer Address of the Foreign Buyer Country of the Foreign Buyer Emall of the Foreign Buyer

abed abcd AMERICAN SAMOA abcd@abed.com

Note:

@ You have ticked the box as acceptance of declaration/ undertaking details.

Payment For Free Sales and Commerce Certificate

9. On application fee payment screen, user can verify the fee details and click on “Submit” button to
make the payment against application.

Payment Details

° Payments made from corporate accounts require additional approval from Bank portal. It may take 1 - 7 days to reflect in the system based on when approval is given from the checker account.

Applicant Name Applicant Email Applicant Address

Application Type Sarvice Type Application Number

ent v Free Sales and Commerce Certificate v ARNFSCCAPPLY03916286AM22

Service Description Fees Amount (%)

Free Sales and Commerce Certificate 1

e you already paid in Legacy Miscellaneous Payment System (eMPS) / Legacy Draft Application?

Yes © No

10. After Successful Payment, the user will be redirected to the DGFT Website and the receipt shall be
displayed, the user can also download the receipt.
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4, DIRECTORATE GENERAL OF
& FOREIGN TRADE

DGFT, Udyog Bhawan, New Delhi

E-PAYMENT RECEIPT

IEC |

File Number DLIFSCCAPPLY00000017AM23
Date of Submission 2022-05-04 04:34:31

IP Address 0:0:0:0:0:0:0:1

Firm Name

Firm Address

Service Availed

Free Sales and Commerce Certificate

Mode of Signature e Mudra
PAYMENT DETAILS
Transaction Id 2190752
Total Fee Amount (in INR) 1000.00
Date of Submission 2022-05-04 04:34:31
Mode of Payment ONLINE
Transaction Status SUCCESS

Transaction Complete Date

2022-05-04 04:34:31

11. The user shall receive the “Free Sale and Commerce Certificate” application submission message

with File number on the screen. User will also receive email/SMS for file submission.

DGFT Public
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6. My Dashboard (Submitted Applications)

1. User can check status of Submitted applications, check details of payment details, view lifecycle
and approved certificates via My Dashboard-> Submitted Applications.

Track Application Status ~

Type of scheme * Type of sub scheme * Status

Please Select v Please Select v Please Select v
From Date To Date File Number Application Number
RA Office Branch code

Please Select v Please Select v

Showing result for : Application process -> Certificate Management Application Sub process -> Apply for Free Sales & Commerce Certificate File

Number - DLIFSCCAPPLY00000017AM23

Search:
Entity RA File
SL.No. 1 Application Number File Number File Date Name Branch Office Status Action
1 ARNFSCCAPPLY03916286AM22  DLIFSCCAPPLYOO000017AM23  04/05/2022 - 0010 RADELHI  In
Process

Showing 1to 1 of 1 entries Previous n Next 8,

Track Application Status A

Type of scheme * Type of sub scheme * Status

Please Select v Please Select v Please Select v
From Date To Date File Number Application Number
RA Office Branch code

Please Select v Please Select v

Clear All Seall0

Withdraw

Showing result for : Application process -> Certificate Management Application Sub process -> Apply for Free Sales & Commerce CertificaeaCEileEE Uty
Number - DLIFSCCAPPLY00000017AM23 Payment Details

View Life Cycle
Search: DSC/eSign Details

Transmission Details
Entity RA File

Make a Copy
SLNo. 1 Application Number File Number File Date Name Branch Office Status

View Submitted Attachments

1 ARNFSCCAPPLY03916286AM22  DLIFSCCAPPLYOO000017AM23  04/05/2022 - 0010 RADELHI  In

Process

Showing 1 to 1 of 1 entries Previous n Next gl

2. User can also print the file summary from dashboard. By clicking on Print button under Action, user
will be redirected to Summary Page and Print Summary button will be there.
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Print Summary

Applicant Details ~
Apply for IEC Number of the firm Name of the firm/Company
Frees I I
Branch Code Address of the Issuing Authority Telephone No of the registered office/Branch
Email Address of the registered office/Branch Name of the Issuing Authority
I e —
Application Number RA File Number

ANF-2H/21

Apply for Free Sales and Commerce Certificate

1. Applicant Details

Free Sale and ONTINENTAL
Apply for Commerce {EC Mumberof the Nawme of thie NDIA PRIVATE
Certificate IMITED

000, Vatika
Mindscapes 11th
Floor, Tower.-B Nr Central Licensing

Branch Code Sarai Metro Statn Address of the Area (CLA).A Wing I:'n::?“n: :: of -
Sector-27D Contact Issuing Authority LP. Bhawan, |.P. homins vy

No: Estate,New Delhi
918979978999, Fari
dabad

atika Mindscapes
11th Floor, Tower -8

Address of the INr Sarai Metro Statn
Email registered [sector-27D Contact ::’:-. °';:"h - RA DELHI
office/Branch INo. ng Authority

[018979978999. Fari
[dabad, 121003

Application ARNFSCCAPPLYO DLIFSCCAPPLY00
Number 1186541AM21 FATHS Numbier 032167AM21 s

Expand panel to show video

3. User can also check the payment status of application by click on Payment Details button under
Actions
X

PAYMENT DETAILS

Showing result for : Application process -> Certificate Management Application Sub process -> Apply for Free Sales &

Commerce Certificate Application Number - ARNFSCCAPPLY01282105AM21 File Number - DLIFSCCAPPLY00035502AM21

SL.No. t  Date &Time Payment Status
@1 24/02/2021 06:23:41 PM SUCCESS
Showing 1to 1 of 1 entries Previous n hext

4. User can also check the life cycle of application by click on “View life cycle” button under Actions
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VIEW LIFE CYCLE

Showing result for : Application process -> Certificate Management Application Sub process -> Apply for Free Sales &

Commerce Certificate Application Number - ARNFSCCAPPLY01282105AM21 File Number - DLIFSCCAPPLY00035502AM21

SI.No. Action Action Date Action By

1 Submitted 24/02/2021 06:23:46 PM Importer/Exporter

5. Similarly, User can respond to Deficiency of Deficient File via ‘Respond to Deficiency’ button under
Action. User will be able to update the application form as per deficiency remarks and will submit
the application again. File number will be same for Respond to deficiency.

By choosing Amendment as Yes or No, User can submit the form (editable fields or attachment) as
per requirement.

Application Number File Number
Branch code RA Office
Please Select v Please Select v

Print

Clear All B Attach Documents

Respond Deficiency

Showing result for : Application process -> Certificate Management Application Sub process -> Apply for Free Sales & Commerce Certifica et

View Life Cycle

Search:

DSC/eSign Details

Transmission Details
File RA File

Make a Copy
SL.No. 1 Application Number File Number Date Entity Name Branch Office Status
View Submitted Attachments
1 ARNFSCCAPPLY01334368AM21  DLIFSCCAPPLYO0036728AM21  05/03/2021 | CONTINENTAL | 000 @ RA Deficient
INDIA PRIVATE DELHI
LIMITED
2 ARNESCCAPPLY01334145AM21  DLIFSCCAPPLYO0036680AM21  03/03/2021 | CONTINENTAL | 000 @ RA in
INDIA PRIVATE DELHI Process
LIMITED
3 ARNFSCCAPPLY01334110AM21  DLIFSCCAPPLY00036676AM21  03/03/2021 | CONTINENTAL | 000@ RA Approved
INDIA PRIVATE DELHI
DEFICIENCY LETTER X

Showing result for : Application process -> Certificate Management Application Sub process -> Apply for Free Sales & Commerce

Certificate Application Number - ARNFSCCAPPLY01334368AM21 File Number - DLIFSCCAPPLY00036728AM21

Deficiency issued RA Deficiency Previous Respond to
Sno 1 date office View Respond Remarks Deficiency
1 05/03/2021 RA DELHI ok Information
Incomplete
Showing 1to 1 of 1 entries First  Previous n Next Last

View Previous Responds
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DEFICIENCY LETTER

Do you want to amend application?

6. File number will be same for Respond to deficiency and will go to DGFT Officer for further
processing.
7. User also can make a Copy of submitted file. User can click on Copy button under Actions

Are you sure, You want to copy this application ?

Application has been copied with Application Number : ARNFSCCAPPLY01605002AM21
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User will go to Drafts and will be able to submit the application. All the fields will be filled already as per

original file.

| ] ] o

Upload Offline Form  Download Offiine Utility  Download IEC Profile Data

Apply for Free Sales and Commerce Certificate

g0 14-Jun-2021 16:58:44

Draft Application | Apply for Free Sales & Commerce Certificate

Select S.No. 1 Application Number Created On Created By Last Updated On Last Updated By Action

1 ARNFSCCAPPLY00167713AM23 05/05/2022 11:18 _ 05/05/2022 11:18 | ] m

Showing 1to 1 f 1 entries ]
Start Fresh Application * Proceed With Existing Application

B v amR e

:}ﬂ DIRECTORATE GENERAL OF
N FOREIGN TRADE

DGFT, Udyog Bhawan, New Delhi

E-PAYMENT RECEIPT
IEC l0308059631]
File Number DLIFSCCAPPLY00041739AM21
Date of Submission 2021-03-23 06:20:49
IP Address 106.215.72.130
Firm Name CONTINENTAL INDIA PRIVATE LIMITED|
Firm Address NH-58 MEERUT ROORKEE ROAD,MODIPURAM,MEERUT UTTAR PRADESH,250110
Service Availed Free Sales and Commerce Certificate
Mode of Signature e Mudra

PAYMENT DETAILS

Transaction Id 791900
Total Fee Amount (in INR) 1000.00

7.MPrinitf Certificate

User can print the certificate by using Print Certificate node under Certificate Management.

Certificate Management

a5t Login 22-Mar-2021 15:04:14

What is Certificate Management

PROCESSES IN CERTIFICATE MANAGEMENT

Status Holder Certificate Free Sales and Commerce End User Certificate Print Certificates
SIAR SO ters thia Certificate Ap an End: reificat A sed Print the generated certificates.

avascript:
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Home / services / Lertticate

Print Certificates

Last Login 23-Mar-2021 13:44:29

Print Certificate

Status Holder Certificate Free Sales and Commerce Certificate End User Certificate

show 10 & entries
Select Certificate Name File Number
@ Free Sale and Commerce Certificate DLIFSCCAPPLY00041726AM21

Showing 1to 1 of 1 entries

Print Certificate

After Approval from BO, User can click on Certificate hyperlink on buttons. Approved certificates will
appear with radio button. Select radio button and then click on Print Certificate button. Certificate (issued
at BO) will be downloaded on User’s system.

UDINFSCC00054274AM21

Government of India
Ministry of Commerce & Industry
Department of Commerce
Directorate General of Foreign Trade
Office of the Additional Director General of Foreign Trade CLA Delhi
Central Licensing Arca (CLA) A Wing L.P. Bhawan LP. Estate New Delhi

FREE SALE AND COMMERCE CERTIFICATE
Certificate No.:FSCC000006AM21

The Medical Devices/Instruments as per Annexure (Total items) manufactured by CONTINENTAL INDIA
PRIVATE LIMITED & Vatika Mindscapes 11th Floor Tower are
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