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1.0 GENERAL INFORMATION 

1.1 Overview 
Purpose of this document is to provide step-by-step explanations of application processes. 
(n)Trade application is intended to assist Importers/Exporters by providing PKI-enabled online interface to become a 
member and/or avail Registration-Cum-Membership-Certificate (RCMC) of various Export Promotion Councils. It also 
provides secured data transfer of digital RCMCs to DGFT ǎƻ ǘƘŀǘ LƳǇƻǊǘŜǊκ9ȄǇƻǊǘŜǊ ŘƻŜǎƴΩǘ ƴŜŜŘ ǘƻ ŎŀǊǊȅ ǇƘȅǎƛŎŀƭ 
RCMC for utilization and DGFT officials can have accurate and quick verification of RCMC.  
 
CǊƻƳ L9/ ƘƻƭŘŜǊΩǎ prospective; following are some key benefits of system. 
 
V Online filing of RCMC  
V Online review of RCMC [ability to track Application status] 
V Receive notifications of RCMC status by Email and SMS 
V Online Renewal, Cancellation and Endorsement requests. 
V Faster processing of Transactions at all levels 
V Reduction of the overall costs 
V Totally security from fraud & theft 
V Automatic Data transfer to DGFT 
V 24x7 Availability and accessibility of information 

1.2 Prerequisites  
 IEC - issued by DGFT 

Digital Signature Certificate ς Issued by DGFT 

1.3 Points of Contact 
 
For additional information, Export promotion council can be contacted through technical staff and helpdesk 
representative on <PHONE> or <EMAIL>. 
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2.0 ACRONYMS 
 

Acronym Description 

EPC Export Promotion Council 

DGFT Director General of Foreign Trade 

DSC Digital Signature Certificate 

IEC Importer-Exporter Code 

PKI Public Key Infrastructure 
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3.0 (n)TRADE LOGIN PROCESS 

3.1 Login Page 
 

To be able to login into (n) Trade, you must have valid IEC and DSC issued by DGFT. 
 

 
 
Steps for Login: As shown in above figure, 
 

1. IEC Number: Enter 10 digit Importer-Exporter-Code (IEC) number issued by DGFT. 

2. Company Name: Enter Company Name (minimum 3 letters) that is registered with DGFT. 

3. EPC Name: Select EPC name from list of available EPC for which you want to avail RCMC. 

4. Login: After providing all three details, click on Login button for accessing the system. 

5. Reserve Applicant Name:  
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After Login successfully, system will ask for selecting proper DSC as issued by DGFT. 
 

 
 

1. DSC: Select appropriate digital certificate from available list as issued by DGFT. 

2. OK: After selecting DSC, applicant has to press on ΨOK buttonΩ for successfully entering into system and to 
apply for RCMC. 

3. Cancel: tǊŜǎǎ ƻƴ Ψ/ŀƴŎŜƭ ōǳǘǘƻƴΩΣ ƛŦ invalid DSC has been selected. 

4. Certificate View: LŦ ŀǇǇƭƛŎŀƴǘ ǿŀƴǘǎ ǘƻ ǾƛŜǿ ŎŜǊǘƛŦƛŎŀǘŜ ŘŜǘŀƛƭǎ ǘƘŜƴ ƘŜκǎƘŜ Ƙŀǎ ǘƻ ŎƭƛŎƪ ƻƴ Ψ/ŜǊǘƛŦƛŎŀǘŜ ±ƛŜǿ 
ōǳǘǘƻƴΩ ŀǎ ǎƘƻǿƴ ƛƴ ŀōƻǾŜ ŦƛƎΦ 

5.  Close: !ǇǇƭƛŎŀƴǘ Ƙŀǎ ǘƻ ŎƭƛŎƪ ƻƴ Ψ/ƭƻǎŜ ōǳǘǘƻƴΩ ŦƻǊ ŎƭƻǎƛƴƎ 5SC window. 
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3.2 Home Page 
 

After selecting valid IEC and DSC, applicant will get redirected to home page as show in below figure. 

 

 On this screen there are two panel bars which contain information and required links. 
o Welcome Message 
o Top Panel Bar 
o Side Panel Bar 

 
Welcome Message  
Whenever user is redirected to home page, welcome message to the system is displayed showing current status 
ƻŦ ŀǇǇƭƛŎŀƴǘΦ Lǘ ŀƭǎƻ ǎƘƻǿǎ 9t/ LƴŦƻǊƳŀǘƛƻƴΣ !ǇǇƭƛŎŀƴǘΩǎ LƴŦƻǊƳŀǘƛƻƴ ŀǎ ǿŜƭƭ ŀǎ 5ƛƎƛǘŀƭ /ŜǊǘƛŦƛŎŀǘŜΩǎ LƴŦƻǊƳŀǘƛƻƴΦ 
 

1. EPC Information: It shows EPC Name, Contact person for EPC, its Contact Number and Email ID. 

2. !ǇǇƭƛŎŀƴǘΩǎ LƴŦƻǊƳŀǘƛƻƴΥ It shows applicant IEC number and its Company Name. 

3. 5ƛƎƛǘŀƭ /ŜǊǘƛŦƛŎŀǘŜΩǎ LƴŦƻΥ It shows Digital Certificate name. 

4. Apply / Renew RCMC: It shows direct link by which applicant can apply / renew RCMC by clicking on 
this link. 

 

 

Top Panel Bar 

Top Panel Bar 

Side Panel Bar Welcome Message 

1 
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3 
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1  To sign out from the system 

2 Welcome It shows Applicant name 

 

Side Panel Bar 
 

1 
 

To open Home page 

2 
 

To Create / Edit  application 

3 
 

To provide payment for apply / renew RCMC 

4 
 

To view payment made by applicant for apply / renew RCMC 

5 
 

Help file for applicant 
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4.0 APPLY FOR RCMC 

4.1 APPLICATION FORM 
 

By successful login applicant will be redirected to home page as shown in below figure. 
 

 
 
To apply for RCMC, applicant has to click on the link as shown in above figure. 
 

1. Apply/Renew RCMC: Applicant has to click on this link to apply for RCMC. 

1. Edit Application: Applicant can also click on this link to apply for RCMC.  
 
When applicant clicks on above mentioned link, he/she will be redirected to the APPLICATION FORM for applying 
RCMC as shown in below figure. 
 
 
 
 
 
 
 

1 

1 
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Applicant has to provide following information for applying RCMC. Information sent by applicant to DGFT will be 
automatically reflected in system, so applicant is not required to fill that information. Additional information other 
than DGFT required by EPC member for registering RCMC needs to be entered. 
 

 
 

A. IEC Number Details: Applicant has to provide all details regarding IEC. Here IEC number of applicant will be 
automatically available in system which applicant cannot change. Applicant is not required to enter IEC 
number.  

1. Date of Issue: Applicant has to enter IEC date of issue through calendar button  and selecting 
particular issue date. 

2. Issuing Authority: Applicant has to enter IEC issuing authority name. 
 

B. Registered / Head Office Address: Applicant has to provide all details regarding Head office registered in 
DGFT. Information sent by applicant to DGFT regarding head office i.e. Name, Address, Street, Telephone no, 
Email, City, Pin code will be reflected in system, so only those information which is missing / needs to be 
changed is only required to be entered by applicant.  

3. State: Applicant has to select state where he/she has registered head office from the available list. 

4. Fax No: Applicant has to enter fax no of head office. 

5. Web Site: Applicant has to enter website name of head office. 
 

A 
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D. Branch / Factory Details: Applicant has to provide all details regarding branch / factory. Here branch / 
factory name information is mandatory which user cannot skip, all other information regarding 
branch/factory are not compulsory. Applicant can add multiple branch / factory details. 

6. Branch / Factory: Applicant has to select branch / factory. 
7. Name: Applicant has to enter branch / factory name. 
8. Address: Applicant has to enter branch / factory address. 
9. Street: Applicant has to enter branch / factory street name. 
10. State: Applicant has to enter branch / factory state name. 
11. City: Applicant has to enter branch / factory city name. 
12. Zip: Applicant has to enter branch / factory zip code. 

13. Save: !ŦǘŜǊ ǇǊƻǾƛŘƛƴƎ ŀƭƭ ŘŜǘŀƛƭǎ ƻŦ ōǊŀƴŎƘ κ ŦŀŎǘƻǊȅ ŀǇǇƭƛŎŀƴǘ Ƙŀǎ ǘƻ ŎƭƛŎƪ ƻƴ Ψ{ŀǾŜ ōǳǘǘƻƴΩ 
for entering data in the system. LŦ ŀǇǇƭƛŎŀƴǘ Ŧŀƛƭǎ ǘƻ ŎƭƛŎƪ ƻƴ Ψ{ŀǾŜ ōǳǘǘƻƴΩ ǘƘŜƴ ƴƻ ƛƴŦƻǊƳŀǘƛƻƴ ǿƛƭƭ ōŜ 
saved in system. 

14. Cancel: When applicant clicks on cancel button all the information entered earlier for 
branch/factory details before saving to system will get erased and user has to provide again new 
information. 

 
D. Director Details: Applicant has to provide all details of Directors/Partners/ Proprietor/Karta. Here 

Directors/Partners/ Proprietor/Karta name information is mandatory which user cannot skip, all other 
information regarding branch/factory are not compulsory. Applicant can add multiple Directors/Partners/ 
Proprietor/Karta name. 

15. Type: Applicant has to select type for which they want to provide details i.e. Directors/Partners/ 
Proprietor/Karta. 

16. Name: Applicant has to enter Directors/Partners/ Proprietor/Karta name. 
17. CŀǘƘŜǊΩǎ bŀƳŜΥ Applicant has to enter Directors/Partners/ Proprietor/Karta fŀǘƘŜǊΩǎ ƴŀƳŜΦ 
18. Residential Address: Applicant has to enter Directors/Partners/ Proprietor/Karta residence 

address. 
19. Street: Applicant has to enter Directors/Partners/ Proprietor/Karta street name. 
20. State: Applicant has to enter Directors/Partners/ Proprietor/Karta state name. 
21. Telephone Number: Applicant has to enter Directors/Partners/ Proprietor/Karta telephone 

number. 
22. City: Applicant has to enter Directors/Partners/ Proprietor/Karta city name. 
23. Zip: Applicant has to enter Directors/Partners/ Proprietor/Karta zip code. 

24. Save: After providing all details of Directors/Partners/ Proprietor/Karta applicant has to 
ŎƭƛŎƪ ƻƴ Ψ{ŀǾŜ ōǳǘǘƻƴΩ ŦƻǊ ŜƴǘŜǊƛƴƎ Řŀǘŀ ƛƴ ǘƘŜ ǎȅǎǘŜƳΦ LŦ ŀǇǇƭƛŎŀƴǘ Ŧŀƛƭǎ ǘƻ ŎƭƛŎƪ ƻƴ Ψ{ŀǾŜ ōǳǘǘƻƴΩ ǘƘŜƴ 
no information will be saved in system. 

25. Cancel: When applicant clicks on cancel button all the information entered earlier for 
Directors/Partners/ Proprietor/Karta details before saving to system will get erased and user has to 
provide again new information.  

 After providing all above mentioned details, applicant has to click on  button to proceed 
further for applying RCMC. 

 When applicant clicks on cancel button all the information entered earlier for above mentioned details 
before clicking on continue will get erased and user has to provide again new information.  

Note: All the above mentioned information is not mandatory; applicant can skip any of this information if it does 

not exist. Information which is mandatory will be shown by  mark. 
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1. Constitution of firm: Applicant has to select constitution of firm from the available list which contains 
Government Undertaking, Public limited, Private limited, Proprietorship, Partnership, Others and none. If 
there is no constitution then applicant has to select none. This information is compulsory so applicant has to 
select one options from available list otherwise applicant cannot proceed further for applying RCMC. 

2. Exporter Type: Applicant has to select exporter type from available list which contains Service Provider, 
Manufacturer Exporter, Merchant/Manufacturer and Merchant Exporter. If applicant is manufacturer then 
he has to attach SSI Registration/Industrial License/IEM/Factory License whichever is applicable. This 
information is compulsory so applicant has to select one options from available list otherwise applicant 
cannot proceed further for applying RCMC. 

3. Attach Document: Based on selection of Exporter type, attach document summary will be shown to 

applicant. Documents which are mandatory will be shown by  mark, which applicant has to upload.  
4. Type: Applicant has to select document type from available list based on selection of exporter type. If 

applicant is manufacturer then he/she has to attach document of SSI Registration/Industrial 
License/IEM/Factory License whichever is applicable. 

5. Document Header: It will be automatically reflected in system as set by admin. Applicant is not allowed to 
edit this information. 

1 

2 

3 

4 

5 

6 
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6. Attach File: Applicant has to attach document related to selection of document type by clicking on 

 button. System will ask for location of document which applicant has to provide by providing 
appropriate path. Applicant can attach multiple file for same document type. 

7. Save: !ŦǘŜǊ ŀǘǘŀŎƘƛƴƎ ŘƻŎǳƳŜƴǘ ŀǇǇƭƛŎŀƴǘ Ƙŀǎ ǘƻ ǇǊŜǎǎ ƻƴ Ψ{ŀǾŜ ōǳǘǘƻƴΩ ŦƻǊ ǳǇƭƻŀŘƛƴƎ ŘƻŎǳƳŜƴǘ ƛƴ 
system. If document is saved properly then system will show message as . 

8. Cancel: When applicant clicks on cancel button all the information entered will get erased and 
he/She has to provide again new information. 

9. List of Attached Document: System will show list of attached document which contains document type, 
description and document creation date. 

10. Delete: If applicant wants to delete any of the attached documents then he/she has to click on  
button. 

11. Open: If applicant wants to view any of the attached documents then he/she has to click on button. 
 
 

 
 

1. Type: If the applicant is manufacturer then he/she has to provide either SSI Registration/Industrial 
License/IEM/Factory License from available list. 

2. No: Applicant has to enter SSI Registration/Industrial License/IEM/Factory License number. 

3. Issue Date: Applicant has to enter issue date for SSI Registration/Industrial License/IEM/Factory License 

through  button as shown in above figure. 

1 2 

3 

4 5 

6 

7 

8 9 10 

11 

12 

13 

14 

15 

16 

17 

18 

19 

20 

21 



         

User Manual ï Applicantôs Interaction   14 

 

4. Expire Date: Applicant has to enter date when SSI Registration/Industrial License/IEM/Factory License will 

get expired by clicking on  button. 

5. Issuing Authority: Applicant has to enter SSI Registration/Industrial License/IEM/Factory License issuing 
authority name. 

6. Type: Applicant has to select type of EH/Star EH/TH/Star TH/Premier TH from the available list. 

7. No: Applicant has to enter EH/Star EH/TH/Star TH/Premier TH number. 

8. Valid From: Applicant has to enter valid from date of EH/Star EH/TH/Star TH/Premier TH. This date is based 
on financial year so it will start from 1st April. 

9. Valid Up to: Applicant has to enter valid to date of EH/Star EH/TH/Star TH/Premier TH. This date is based on 
financial year so it will end on 31st March. 

10. Dated: Applicant has to enter issue date of EH/Star EH/TH/Star TH/Premier TH. 

11. Address: Applicant has to enter correspondence address where EPC member can communicate to applicant. 

12. Street: Applicant has to enter street name. 

13. State: Applicant has to enter state name for communication. 

14. Email: Applicant has to enter Email id so that EPC member can communicate to applicant on particular email 
id. 

15. Mobile No: Applicant has to enter their mobile number. 

16. Residence No: Applicant has to enter their residence phone number. 

17. City: Applicant has to enter city name. 

18. Pin code: Applicant has to enter pin code of their address. 

19. Website: Applicant has to enter their office website. 

20. Business No: Applicant has to enter business phone number for communication. 

21. Fax No: Applicant has to enter fax no of their office. 
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A. Product / Category: Applicant has to provide details of product which he/she wants to export. 

1. Category: Select category from available list. 

2. Product: Select product based on category from the available list. 

3. Save: After providing category based product details applicant has to press on  
Ψ{ŀǾŜ ōǳǘǘƻƴΩ ŦƻǊ ŜƴǘŜǊƛƴƎ Řŀǘŀ ƛƴ ǘƘŜ ǎȅǎǘŜƳΦ LŦ ǘƘŜ ǇǊƻŘǳŎǘ ƛǎ ŜƴǘŜǊŜŘ ǎǳŎŎŜǎǎŦǳƭƭȅ ǘƘŜƴ ŀǇǇƭƛŎŀƴǘ ǿƛƭƭ 
get message as . 

4. Cancel: When applicant clicks on cancel button all the information entered will get erased 
and applicant has to provide again new information. 

B. List of Product/Category: Applicant will get the list of category based product displaying category name, 
product name, description and type. 

5. Delete: If applicant wants to delete any of the product/Category from available list then he/she 

has to press on button. 

6. Total Investment made in the co: Applicant has to enter total amount of investment made in the 
company. 
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7. PAN Number: Applicant has to provide his/her PAN number. This information is mandatory which 
applicant cannot skip. 

8. Investment in Plant & Machinery: Applicant has to enter total amount of investment made in 
plant & machinery. 

9. Main Line of Business: Applicant has to enter text mentioning their business type. 

C. Authorized Representative for the Council: Applicant has to provide all the details of authorized council 
i.e. name, address, etc. 

10. Name: Applicant has to enter Council name. 
11. Residential Address: Applicant has to enter residential address of council. 
12. Street: Applicant has to enter street name of council. 
13. State: Applicant has to enter state name of council. 
14. Designation: Applicant has to enter designation of council. 
15. Fax No: Applicant has to enter fax no of council. 
16. City: Applicant has to enter city name of council. 
17. Pin Code: Applicant has to enter Pin Code of council. 
18. Telephone Number: Applicant has to enter telephone number of council for communication. 
19. Email: Applicant has to enter Email id of council for contact. 
 

 
1. Declaration: It is a declarative statement by which applicant agrees to abide all rules and regulation of EPC. 

2. Back: If applicant wants to go back on previous page for applying RCMC then he/she has to press on 
ǘƘƛǎ Ψ.ŀŎƪ ōǳǘǘƻƴΩΦ 

3. Save & Continue: After providing all necessary details for applying for RCMC and 
ŀƎǊŜŜǎ ǘƻ ŀōƛŘŜ ŀƭƭ ǊǳƭŜǎ ŀƴŘ ǊŜƎǳƭŀǘƛƻƴ ƻŦ 9t/Σ ŀǇǇƭƛŎŀƴǘ Ƙŀǎ ǘƻ ŎƭƛŎƪ ƻƴ Ψ{ŀǾŜ ōǳǘǘƻƴΩ ŦƻǊ ǇǊƻŎŜŜŘƛƴƎ ŦǳǊǘƘŜǊΦ 

4.  Cancel: If applicant wants to cancel their decision for applying RCMC after providing all necessary 
informaǘƛƻƴΣ ǘƘŜƴ ƘŜκǎƘŜ Ƙŀǎ ǘƻ ŎƭƛŎƪ ƻƴ Ψ/ŀƴŎŜƭ ōǳǘǘƻƴΩΦ 

Note: Information related to Constitution of firm, PAN Number, Correspondence State, Exporter type and 
documents related to exporter type are mandatory, all other information applicant can skip if it does not exist to 
apply for RCMC. 

1 

2 
3 
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4.2 Payment Form 
 

 After filling application form successfully, applicant has to provide membership subscription fee for at least 
one year. Application will not be considered valid until membership fee is paid and applicant will not be 
issued RCMC. Payment form provides applicant to pay membership fee by two modes as shown in below 
figure.  

1. Pay online through credit card / Net banking. 
2. Pay offline through Demand Draft (DD) / Multicity Cheque. 

 

 
 

1. Payment Mode: Applicant has to select payment mode either online or offline. 

2. Payment Method: Applicant has to select payment method. In case of online applicant can pay through net 
banking / Credit Card and if offline he/she can pay through Multicity Cheque / DD. 

3. Membership Details: Applicant has to select membership details either as Registered Exporter or Member 
Exporter. 

4. Membership Years: Applicant has to select no of years (minimum 1 and maximum 5) for which he/she 
wants to subscribe membership. 

5. Submit: After providing all ŀōƻǾŜ ƳŜƴǘƛƻƴŜŘ ŘŜǘŀƛƭǎΣ ŀǇǇƭƛŎŀƴǘ Ŏŀƴ ǇǊƻŎŜŜŘ ŦƻǊ ǇŀȅƳŜƴǘ ǘƘǊƻǳƎƘ Ψ{ǳōƳƛǘ 
ōǳǘǘƻƴΩΦ 

6. Cancel: LŦ ŀǇǇƭƛŎŀƴǘ ǿŀƴǘǎ ǘƻ ǎǘƻǇ ǇǊƻŎŜǎǎƛƴƎ ŦǳǊǘƘŜǊ ƘŜκǎƘŜ Ŏŀƴ ǇǊŜǎǎ Ψ/ŀƴŎŜƭ ōǳǘǘƻƴΩΦ 

1 

2 

3 

4 

5 6 
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4.3 Pay offline 

 

Pay offline through Demand Draft (DD) / Multicity Cheque 
 

 
 

A. Payment Mode: Applicant has to provide payment mode by which he/she wants to pay membership fee. 

1. Pay Offline through Multicity Cheque/DD: Applicant has to select this button if he/she wants to 
pay offline through Cheque / DD. 

B. Offline Payment Details: Applicant has to provide all offline payment details. 

2. Payment Type: Applicant has to select payment type either Multicity Cheque / DD. 

3. Bank Name: Applicant has to enter bank name by which he/she wants to pay. 

4. Branch Name: Applicant has to enter branch name of bank. 

5. Multicity Cheque / DD Number: Applicant has to enter Cheque / DD Number. 

6. Multicity Cheque / DD Date: Applicant has to enter Cheque / DD Date. 

C. Select any one from list below: Applicant has to provide membership details and no of years he/She 
wants to subscribe. 

7. Membership Details: Applicant has to select either as Member Exporter or Registered Exporter for 
which he/she wants to subscribe. 
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8. No of Years: Applicant has to select no of years for which he/she wants to pay. Applicant can select 
minimum 1 year and maximum 5 years. After completion of selected years, applicant has to again 
renew membership. 

9. Amount: Based on selection of no of years, Yearly membership, Entrance fee, Service tax and Sur 
charge will be calculated and displayed on screen. Applicant is not allowed to change amount. All 
calculation of amount is based on selection of no of years by applicant. 

10. Net Amount Payable: Net amount is calculated by adding yearly membership, Entrance fee, 
Service tax and Sur charge amount. Applicant is not allowed to change net amount. 

11. Membership Validity: Based on selection of no of years, membership validity expires. Membership 
year is calculated on basis of financial year i.e. 1st April to 31st March. If applicant applies for RCMC in 
middle of financial year even though his/her 1 year validity will expire on 31st March. If membership 
validity expires then applicant has to again Renew RCMC by extending membership year. 

12.  Submit: After providing all details properly, applicant has to clicƪ ƻƴ Ψ{ǳōƳƛǘ ōǳǘǘƻƴΩ ŦƻǊ 
processing payment. 

13.  Cancel: If applicant wants to cancel their decision for processing payment after providing 
ŀƭƭ ƴŜŎŜǎǎŀǊȅ ƛƴŦƻǊƳŀǘƛƻƴΣ ǘƘŜƴ ƘŜκǎƘŜ Ƙŀǎ ǘƻ ŎƭƛŎƪ ƻƴ Ψ/ŀƴŎŜƭ ōǳǘǘƻƴΩΦ 

 
Note: If applicant is manufacturer then he/she has to check SSI Registration/Industrial License/IEM/Factory 
License expiry date before proceeding for payment. SSI Registration/Industrial License/IEM/Factory License expiry 
date should be greater then membership expiry date otherwise application form will not be accepted. 
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4.4 Payment Receipt for Offline Mode 
 

 After providing payment successfully, applicant will get payment receipt which will contain all payment 
details i.e. payment mode, payment type, membership year, total amount paid, etc. Applicant will also 
receive email notification stating receipt of payment and application will be sent for further processing to 
EPC member for verification of details provided by applicant. 

 

 
 

1. Notification Message: Applicant will receive message regarding application status and payment receipt. 

2. Fee Paid Date: It will show date and time when applicant had completed payment transaction 

3. Membership Year: It will show membership year for which applicant had applied for RCMC. 

4. Payment Details: It will show all payment details i.e. Payment Mode, Validity period, Payment Status, 
Payment Type, Bank Name, Branch Name. 

5. Membership Amount: It will show total amount paid by applicant with all tax amount based on 
membership year. 
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4.5 Application Receipt / Notification 
 

 After providing payment successfully, application status will be updated which will be reflected on applicant 
Home page. 

 When applicant signs in next time its status will be updated as shown in below figure. 
 

 
 

1. Welcome Message: It shows updated message which shows applicant has been registered and its RCMC 
application has been sent for processing. 

2. EPC Information: It shows all details about EPC with which applicant has been registered including EPC 
Name, Email ID, Contact person name of EPC and its Contact Number. 

3. !ǇǇƭƛŎŀƴǘΩǎ LƴŦƻǊƳŀǘƛƻƴΥ Lǘ ǎƘƻǿǎ !ǇǇƭƛŎŀƴǘΩǎ ŘŜǘŀƛƭ ƛƴŎƭǳŘƛƴƎ ƛǎ L9/ bǳƳōŜǊ ŀƴŘ /ƻƳǇŀƴȅ bŀƳŜΦ 

4. 5ƛƎƛǘŀƭ /ŜǊǘƛŦƛŎŀǘŜΩǎ LƴŦƻΥ It shows DSC No which applicant has registered at DGFT. 

5. EPC Branch Contact Details: It shows EPC branch details where applicant has registered including its 
address, telephone no, email, etc. 

6. Membership History: It shows applicant membership history based on no of years which applicant has 
registered at the time for applying RCMC. It includes membership valid from date and valid up to date. 
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4.6 Pay online 

Pay online through Credit Card / Net Banking 
 

 
 

A. Payment Mode: Applicant has to provide payment mode by which he/she wants to pay membership fee 

1. Pay Online With Credit Card or Net Banking: Applicant has to select this button if he/she wants 
to pay online. 

B. Payment Method: Applicant has to select method in which way he/she wants to pay membership fee 
either through Credit Card or Net Banking. 

C. Select any one from list below: Applicant has to provide membership details and no of years he/She 
wants to subscribe. 

2. Membership Details: Applicant has to select either as Member Exporter or Registered Exporter for 
which he/she wants to subscribe. 

3. No of Years: Applicant has to select no of years for which he/she wants to pay. Applicant can select 
minimum 1 year and maximum 5 years. After completion of selected years, applicant has to again 
renew membership. 

4. Amount: Based on selection of no of years, Yearly membership, Entrance fee, Service tax and Sur 
charge will be calculated and displayed on screen. Applicant is not allowed to change amount. All 
calculation of amount is based on selection of no of years by applicant. 
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5. Net Amount Payable: Net amount is calculated by adding yearly membership, Entrance fee, 
Service tax and Sur charge amount. Applicant is not allowed to change net amount. 

6. Membership Validity: Based on selection of no of years, membership validity expires. Membership 
year is calculated on basis of financial year i.e. 1st April to 31st March. If applicant applies for RCMC in 
middle of financial year even though his/her 1 year validity will expire on 31st March. If membership 
validity expires then applicant has to again Renew RCMC by extending membership year. 

7.  SubmitΥ !ŦǘŜǊ ǇǊƻǾƛŘƛƴƎ ŀƭƭ ŘŜǘŀƛƭǎ ǇǊƻǇŜǊƭȅΣ ŀǇǇƭƛŎŀƴǘ Ƙŀǎ ǘƻ ŎƭƛŎƪ ƻƴ Ψ{ǳōƳƛǘ ōǳǘǘƻƴΩ ŦƻǊ 
processing payment. 

8.  Cancel: If applicant wants to cancel their decision for processing payment after providing 
all necessary information, then he/she has to click on Ψ/ŀƴŎŜƭ ōǳǘǘƻƴΩΦ 

Note: If applicant is manufacturer then he/she has to check SSI Registration/Industrial License/IEM/Factory 
License expiry date before proceeding for payment. SSI Registration/Industrial License/IEM/Factory License expiry 
date should be greater then membership expiry date otherwise application form will not be accepted. 
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5.0 VIEW PAYMENTS 

 
 Applicant will get list of all types of payment paid by him/her either for application/renewal/endorsement of 

RCMC till date. 

 Applicant has to click on view payment link found on side panel bar of home page as shown in below figure 
to view payment details. 

 
 

1. Type of Payment: It shows payment paid either for endorsement/transaction (i.e. application / renewal of 
RCMC).  

2. Fee Paid Date: It will show date and time when applicant had paid payment. 

3. Payment Details: It will show all payment details i.e. Payment Mode, Validity period, Payment Status, 
Payment Type, Bank Name, Branch Name. 

4. Membership Amount: It will show total amount paid by applicant with all tax amount based on 
membership year. 
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6.0 REQUEST FOR CANCELLATION 
 

 If applicant wants to cancel membership then he/she has to send request for cancellation with remarks. This 
request will be sent to EPC member who will verify all information and will take further steps for processing 
applicant request.  

 Applicant has to click on Request for Cancellation link found on side panel bar of home page to apply for 
cancellation of membership. 

 
 

1. Remarks: Applicant has to enter remarks mentioning why he/she wants to cancel membership. Applicant 
will not be able to submit cancellation request without mentioning remarks. 

2. Submit: !ŦǘŜǊ ǇǊƻǾƛŘƛƴƎ ǇǊƻǇŜǊ ǊŜƳŀǊƪǎΣ !ǇǇƭƛŎŀƴǘ Ƙŀǎ ǘƻ ŎƭƛŎƪ ƻƴ Ψ{ǳōƳƛǘ ōǳǘǘƻƴΩ ǘƻ ŀǇǇƭȅ ŦƻǊ 
cancellation of membership. This application will be forwarded to EPC member who will verify information 
and will revert back either accepting / rejecting cancellation request. 

3.  Cancel: Information entered for remarks before submitting will get erased and applicant has to 
provide new information for remarks. 
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7.0 CHANGE MEMBERSHIP TYPE 
 

 If applicant wants to change already existing membership type with new one then he/she has to click on this 
change membership type link found on side panel bar of home page as shown in below figure. 

 

 
 

1. Old Membership Type: It shows applicant already existing membership type. 

2. Old Membership Fee: It shows membership fee of existing membership type. 

3. New Membership Type: Applicant has to select new membership type from the available list which he/she 
wants to replace with old one. 

4. New Membership Fee: It shows membership fee for new membership type which applicant has selected. 

5. Net Amount Payable: Net amount is the amount after adding all tax which applicant has to pay. 

6. Remarks: Applicant has to mentioned remarks for changing membership type. Without remarks, applicant 
will not be able to submit request. 

7.  Submit: !ŦǘŜǊ ǇǊƻǾƛŘƛƴƎ ŀƭƭ ŘŜǘŀƛƭǎ ŀǇǇǊƻǇǊƛŀǘŜΣ ŀǇǇƭƛŎŀƴǘ Ƙŀǎ ǘƻ ŎƭƛŎƪ ƻƴ Ψ{ǳōƳƛǘ ōǳǘǘƻƴΩ ǘƻ ǎŜƴŘ 
request to EPC member. 

8.  Cancel: Previously entered information for above details before submitting will get erased and 
applicant has to again enter new information. 
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8.0 VIEW GUIDELINE / HELP 

 
 Applicant will get all information about system working in Help file. For this, applicant has to click on View 

Guideline / Help found on side panel bar of home page as shown in below figure. 
 

 
 

1. Link to Access File: Applicant has to click on this link to access help file. When applicant clicks on this link 
another window will open which will ask applicant either to open / save or cancel file. 

2. Open: !ǇǇƭƛŎŀƴǘ Ƙŀǎ ǘƻ ŎƭƛŎƪ ƻƴ ΨhǇŜƴ ōǳǘǘƻƴΩ ǘƻ ƻǇŜƴ ƘŜƭǇ ŦƛƭŜΦ 

3.  Save: !ǇǇƭƛŎŀƴǘ Ƙŀǎ ǘƻ ŎƭƛŎƪ ƻƴ Ψ{ŀǾŜ ōǳǘǘƻƴΩ ǘƻ ǎŀǾŜ ŦƛƭŜΦ !ǇǇƭƛŎŀƴǘ Ƙŀǎ ǘƻ ǇǊƻǾƛŘŜ ƭƻŎŀǘƛƻƴ 
where he/she wants to save file. 

4.  Cancel: !ǇǇƭƛŎŀƴǘ Ƙŀǎ ǘƻ ŎƭƛŎƪ ƻƴ Ψ/ŀƴŎŜƭ ōǳǘǘƻƴΩ ƛŦ ƘŜκǎƘŜ ǿŀƴǘǎ ŘƻŜǎ ƴƻǘ ǿŀƴǘ ǘƻ ƻǇŜƴ ƻǊ 
save file. 

5.  /ƭƻǎŜΥ LŦ ŀǇǇƭƛŎŀƴǘ ǿŀƴǘǎ ǘƻ ŎƭƻǎŜ ǿƛƴŘƻǿ ǘƘŜƴ ƘŜκǎƘŜ Ƙŀǎ ǘƻ ŎƭƛŎƪ ƻƴ ǘƘƛǎ Ψ/ƭƻǎŜ ōǳǘǘƻƴΩΦ 
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9.0 APPLY FOR ENDORSEMENT 

9.1 Endorsement FORM 
 

 If applicant wants to change any information that he/she has issued to EPC during registration of RCMC then 
applicant has to apply for endorsement. 

 Applicant has to click on apply for endorsement link found on side panel bar of home page as shown in below 
figure. 

 
 

A. Applicant Details: All information about applicant will be displayed including its name, address, telephone 
no and IEC number. Applicant will not be allowed to edit any details.  

B. Exporter Type: It shows information about current exporter type and new exporter type if applicant wants 
to add. 

1. Current Exporter Type: It shows present exporter type which applicant has filled during 
registration of RCMC. 

2. New Exporter Type: If applicant wants to add another exporter type, then he/she has to select 
from available list which contains Service Provider, Manufacturer Exporter, Merchant/Manufacturer 
and Merchant Exporter. 

C. Branch / Factory Details: Applicant can add, edit or delete new Branch / Factory details. Applicant has to 
provide all details regarding branch / factory if he/she wants to add new Branch / Factory. 

Click on this link to 

apply for endorsement 
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3. Branch / Factory: Applicant has to select branch / factory name which he/she wants to add. 
4. Name: Applicant has to enter branch / factory name. 
5. Address: Applicant has to enter branch / factory address. 
6. Street: Applicant has to enter branch / factory street name. 
7. State: Applicant has to enter branch / factory state name. 
8. City: Applicant has to enter branch / factory city name. 
9. Zip: Applicant has to enter branch / factory zip code. 

10. Save: !ŦǘŜǊ ǇǊƻǾƛŘƛƴƎ ŀƭƭ ŘŜǘŀƛƭǎ ƻŦ ōǊŀƴŎƘ κ ŦŀŎǘƻǊȅ ŀǇǇƭƛŎŀƴǘ Ƙŀǎ ǘƻ ŎƭƛŎƪ ƻƴ Ψ{ŀǾŜ ōǳǘǘƻƴΩ 
ŦƻǊ ŜƴǘŜǊƛƴƎ Řŀǘŀ ƛƴ ǘƘŜ ǎȅǎǘŜƳΦ LŦ ŀǇǇƭƛŎŀƴǘ Ŧŀƛƭǎ ǘƻ ŎƭƛŎƪ ƻƴ Ψ{ŀǾŜ ōǳǘǘƻƴΩ ǘƘŜƴ ƴƻ ƛƴŦƻǊƳŀǘƛƻƴ ǿƛƭƭ ōŜ 
saved in system. 

11. Cancel: When applicant clicks on cancel button all the information entered earlier for 
branch/factory details before saving to system will get erased and user has to provide again new 
information. 

D. List of Branch / Factory Details: It will show list of all existing Branch / Factory details including its type 
and address. 

12. Edit: !ǇǇƭƛŎŀƴǘ Ŏŀƴ ŜŘƛǘ ŀƴȅ ƻŦ ǘƘŜ ōǊŀƴŎƘ κ ŦŀŎǘƻǊȅ ŘŜǘŀƛƭǎ ŦǊƻƳ ƭƛǎǘ ōȅ ŎƭƛŎƪƛƴƎ ƻƴ ǘƘƛǎ Ψ9Řƛǘ 
ōǳǘǘƻƴΩΦ 

13.  Delete: Applicant can delete any of the branch / factory details from list by clicking on this 
Ψ5ŜƭŜǘŜ ōǳǘǘƻƴΩΦ 

 
A 
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A. Director Details: Applicant can add, edit or delete new Director Details. Applicant has to provide all details 
regarding Director if he/she wants to add new Director. 

1. Type: Applicant has to select type for which they want to provide details i.e. Directors/Partners/ 
Proprietor/Karta. 

2. Name: Applicant has to enter Directors/Partners/ Proprietor/Karta name. 
3. CŀǘƘŜǊΩǎ bŀƳŜΥ Applicant has to enter Directors/Partners/ Proprietor/Karta ŦŀǘƘŜǊΩǎ ƴŀƳŜΦ 
4. Residential Address: Applicant has to enter Directors/Partners/ Proprietor/Karta residence 

address. 
5. Street: Applicant has to enter Directors/Partners/ Proprietor/Karta street name. 
6. State: Applicant has to enter Directors/Partners/ Proprietor/Karta state name. 
7. Telephone Number: Applicant has to enter Directors/Partners/ Proprietor/Karta telephone 

number. 
8. City: Applicant has to enter Directors/Partners/ Proprietor/Karta city name. 
9. Zip: Applicant has to enter Directors/Partners/ Proprietor/Karta zip code. 

10. Save: After providing all details of Directors/Partners/ Proprietor/Karta applicant has to 
ŎƭƛŎƪ ƻƴ Ψ{ŀǾŜ ōǳǘǘƻƴΩ ŦƻǊ ŜƴǘŜǊƛƴƎ Řŀǘŀ ƛƴ ǘƘŜ ǎȅǎǘŜƳΦ LŦ ŀǇǇƭƛŎŀƴǘ Ŧŀƛƭǎ ǘƻ ŎƭƛŎƪ ƻƴ Ψ{ŀǾŜ ōǳǘǘƻƴΩ ǘƘŜƴ 
no information will be saved in system. 
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11. Cancel: When applicant clicks on cancel button all the information entered earlier for 
Directors/Partners/ Proprietor/Karta details before saving to system will get erased and user has to 
provide again new information.  

B. List of Director Details: It will show list of all existing director details including its type, name and address. 

12. Edit: !ǇǇƭƛŎŀƴǘ Ŏŀƴ ŎƘŀƴƎŜ ŀƴȅ ƻŦ ǘƘŜ ŘƛǊŜŎǘƻǊ ƛƴŦƻǊƳŀǘƛƻƴ ŦǊƻƳ ƭƛǎǘ ōȅ ŎƭƛŎƪƛƴƎ ƻƴ ǘƘƛǎ Ψ9Řƛǘ 
ōǳǘǘƻƴΩΦ 

13.  Delete: !ǇǇƭƛŎŀƴǘ Ŏŀƴ ŘŜƭŜǘŜ ŀƴȅ ƻŦ ǘƘŜ ŘƛǊŜŎǘƻǊ ŘŜǘŀƛƭǎ ŦǊƻƳ ƭƛǎǘ ōȅ ŎƭƛŎƪƛƴƎ ƻƴ ǘƘƛǎ Ψ5ŜƭŜǘŜ 
ōǳǘǘƻƴΩΦ 
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A. Product / Category: Applicant can add or delete new Product / Category. 

1. Category: Select category from available list. 

2. Product: Select product based on category from the available list. 

3. Save: After providing category based product details applicant has to press on  
Ψ{ŀǾŜ ōǳǘǘƻƴΩ ŦƻǊ ŜƴǘŜǊƛƴƎ Řŀǘŀ ƛƴ ǘƘŜ ǎȅǎǘŜƳΦ LŦ ǘƘŜ ǇǊƻŘǳŎǘ ƛǎ ŜƴǘŜǊŜŘ ǎǳŎŎŜǎǎŦǳƭƭȅ ǘƘŜƴ ŀǇǇƭƛŎŀƴǘ ǿƛƭƭ 
get message as . 

4. Cancel: When applicant clicks on cancel button all the information entered will get erased 
and applicant has to provide again new information. 

B. List of Product / Category: It will show list of all existing Products based on category. 

5.  Delete: Applicant can delete any of the product based category list by clicking on ǘƘƛǎ Ψ5ŜƭŜǘŜ 
ōǳǘǘƻƴΩΦ 

C. Attach Document: Applicant has to attach documents for the changes they have included in previous 
information. Applicant can add multiple documents. 

6. Document Header: Applicant has to enter document subject. 

7. Attach File: Applicant has to attach document related to changes through  button. 
System will ask for location of document which applicant has to provide by providing appropriate 
path. 
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8. Save: !ŦǘŜǊ ŀǘǘŀŎƘƛƴƎ ŘƻŎǳƳŜƴǘ ŀǇǇƭƛŎŀƴǘ Ƙŀǎ ǘƻ ǇǊŜǎǎ ƻƴ Ψ{ŀǾŜ ōǳǘǘƻƴΩ ŦƻǊ ǳǇƭƻŀŘƛƴƎ 
document in system. If document is saved properly then system will show message 
as . 

9. Cancel: When applicant clicks on cancel button all the information entered will get erased 
and he/She has to provide again new information. 

D. List of Attached Document: System will show list of attached document which contains document type, 
description and document creation date. 

10. Delete: If applicant wants to delete any of the attached documents then he/she has to click on 

 button. 
11. Open: If applicant wants to view any of the attached documents then he/she has to click on 

button. 

12. Apply: After making necessary changes in previous information, applicant has to press on 
this button to apply for endorsement. 

13. Cancel: When applicant clicks on cancel button all the information entered will get erased 
and he/She has to provide again new information. 
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9.2 ENDORSEMENT FEE PROCESS 
 

 After filling endorsement form successfully, applicant has to provide endorsement fee. Application will not be 
considered valid until endorsement fee is paid. Endorsement Fee process provides applicant to pay by two 
modes as shown in below figure.  

1. Pay online through credit card / Net banking. 
2. Pay offline through Demand Draft (DD) / Multicity Cheque. 

 
 

1. Payment Mode: Applicant has to select payment mode either online or offline. 

2. Payment Method: Applicant has to select payment method. In case of online applicant can pay through net 
banking / Credit Card and if offline he/she can pay through Multicity Cheque / DD. 

3. Endorsement Fee: It shows endorsement charge including all tax. Net amount is addition of endorsement 
fee and tax. 

4. Submit: !ŦǘŜǊ ǇǊƻǾƛŘƛƴƎ ŀƭƭ ŀōƻǾŜ ƳŜƴǘƛƻƴŜŘ ŘŜǘŀƛƭǎΣ ŀǇǇƭƛŎŀƴǘ Ŏŀƴ ǇǊƻŎŜŜŘ ŦƻǊ ǇŀȅƳŜƴǘ ǘƘǊƻǳƎƘ Ψ{ǳōƳƛǘ 
ōǳǘǘƻƴΩΦ 

5. Cancel: If applicant wants to stop processiƴƎ ŦǳǊǘƘŜǊ ƘŜκǎƘŜ Ŏŀƴ ǇǊŜǎǎ Ψ/ŀƴŎŜƭ ōǳǘǘƻƴΩΦ 
 
 
 
 
 

1 

2 

3 

4 5 



         

User Manual ï Applicantôs Interaction   35 

 

9.3 Pay offline 

Pay offline through Demand Draft (DD) / Multicity Cheque 
 

 
 

A. Payment Mode: Applicant has to provide payment mode by which he/she wants to pay endorsement fee. 

1. Pay Offline through Multicity Cheque/DD: Applicant has to select this button if he/she wants to 
pay offline through Cheque / DD. 

B. Offline Payment Details: Applicant has to provide all offline payment details. 

2. Payment Type: Applicant has to select payment type either Multicity Cheque / DD. 

3. Bank Name: Applicant has to enter bank name by which he/she wants to pay. 

4. Branch Name: Applicant has to enter branch name of bank. 

5. Multicity Cheque / DD Number: Applicant has to enter Cheque / DD Number. 

6. Multicity Cheque / DD Date: Applicant has to enter Cheque / DD Date. 

7. Amount: Based on no of changes, endorsement fee is calculated with tax. Applicant is not allowed 
to change amount. All calculation of amount is based on no of changes made by applicant. 

8.  Submit: After providing all ŘŜǘŀƛƭǎ ǇǊƻǇŜǊƭȅΣ ŀǇǇƭƛŎŀƴǘ Ƙŀǎ ǘƻ ŎƭƛŎƪ ƻƴ Ψ{ǳōƳƛǘ ōǳǘǘƻƴΩ ŦƻǊ 
processing payment. 

9.  Cancel: If applicant wants to cancel their decision for processing payment after providing 
ŀƭƭ ƴŜŎŜǎǎŀǊȅ ƛƴŦƻǊƳŀǘƛƻƴΣ ǘƘŜƴ ƘŜκǎƘŜ Ƙŀǎ ǘƻ ŎƭƛŎƪ ƻƴ Ψ/ŀƴŎŜƭ ōǳǘǘƻƴΩΦ 
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9.4 Payment Receipt for Offline Mode 
 

 After providing payment successfully, applicant will get payment receipt which will contain all payment 
details i.e. payment mode, payment type, membership year, total amount paid, etc. Applicant will also 
receive email notification stating receipt of payment and application will be sent for further processing to 
EPC member for verification of details provided by applicant. 

 

 
 

1. Notification Message: Applicant will receive message regarding application status and payment receipt. 

2. Fee Paid Date: It will show date and time when applicant had completed payment transaction 

3. Payment Details: It will show all payment details i.e. Payment Mode, Validity period, Payment Status, 
Payment Type, Bank Name, Branch Name. 

4. Membership Amount: It will show total amount paid by applicant with all tax amount based on 
membership year. 

 
Note: After successful payment for endorsement, application goes to EPC member and once it is approved by them 
afterwards only applicant can apply again for new endorsement. Before EPC member approval applicant cannot 
apply for new endorsement. 
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9.5 Pay online 

Pay online through Credit Card / Net Banking 
 

 
 

A. Payment Mode: Applicant has to provide payment mode by which he/she wants to pay endorsement fee. 

1. Pay Online With Credit Card or Net Banking: Applicant has to select this button if he/she wants 
to pay online. 

D. Payment Method: Applicant has to select method in which way he/she wants to pay endorsement fee 
either through Credit Card or Net Banking. 

2. Amount: Based on no of changes, endorsement fee is calculated with tax. Applicant is not allowed 
to change amount. All calculation of amount is based on no of changes made by applicant. Net 
amount payable is calculated by adding endorsement fees, tax and credit card / net banking charges. 

3.  SubmitΥ !ŦǘŜǊ ǇǊƻǾƛŘƛƴƎ ŀƭƭ ŘŜǘŀƛƭǎ ǇǊƻǇŜǊƭȅΣ ŀǇǇƭƛŎŀƴǘ Ƙŀǎ ǘƻ ŎƭƛŎƪ ƻƴ Ψ{ǳōƳƛǘ ōǳǘǘƻƴΩ ŦƻǊ 
processing payment. 

4.  Cancel: If applicant wants to cancel their decision for processing payment after providing 
all necessŀǊȅ ƛƴŦƻǊƳŀǘƛƻƴΣ ǘƘŜƴ ƘŜκǎƘŜ Ƙŀǎ ǘƻ ŎƭƛŎƪ ƻƴ Ψ/ŀƴŎŜƭ ōǳǘǘƻƴΩΦ 
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10.0 ENDORSEMENT DETAILS 

 
 Applicant can view status of endorsement list. 

 Applicant has to click on side panel bar of home page to view endorsement details as shown in below figure. 

 
 

A. Endorse Applications List: It shows all endorsement list applied by applicant with their date and status. 

1. Endorsement Date: It shows date at which applicant applied for endorsement. 

2. Status: It shows current status of endorsement application whether it is approved, rejected or on 
hold. 

3. Approved Date: It shows date at which action taken by EPC member. 

4. Approved By: It shows name of EPC member who has taken final action by approving, rejecting or 
keeping it on hold. 

5. View Endorsed Details: Applicant can view endorsement in details which shows changes that 
applicant has applied. 

6. Print: If applicant wants to take print of particular endorsement application then that facility he/she 
can access through this button. 

 

Click on this link to 

view endorsement 

details 
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