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Introduction 

• The User Manual provides the information and instructions needed to set up and use a product. 

A User Manual includes written and visual information (such a screen shots) to assist the user in 

completing tasks associated with the product (or service), organized along functional or 

workflow lines. 

Purpose   

• The User Guide explains how to do something with the product, and often includes the why, and 

what happens if the task is not done correctly. A well-constructed User Guide provides 

information geared to the typical user of the product, and provides both procedures and a 

context for completing the procedures in concise and jargon-free language. 

Definitions, Acronyms, and Abbreviations   

• Entity: The entity will be the one who wants to open a branch/incorporated office in the GIFT 

city. 

• CAF: It’s a Common Application Form (CAF) which needs to be filled by the entity for the 

registration. 

• Annexure: It’s a form containing the agreement between the entity and the IFSCA. 

• NOC: It’s a No Objection Certificate (NOC) which needs to be required by the entity for doing 

the business. 

• RBI: It’s a Reserve Bank of India (RBI) which is the domestic regulator. The entity needs an 

approval of the RBI in case of banking services. 

• SEBI: It’s a Securities and Exchange Board of India (SEBI) which is the domestic regulator. The 

entity needs an approval of the SEBI in case of stock market services. 

• IRDAI: It’s an Insurance Regulatory and Development Authority of India (IRDAI) which is the 

domestic regulator. The entity needs an approval of the IRDAI in case of insurance services. 

• GST: It’s a Goods and Services Tax (GST) which is required by the entity to obtain GST number for 

doing the business. 

• SEZ: It’s a Special Economic Zone (SEZ) which is required by the entity for the land, material 

requirement at the GIFT city. 

• SWIT: It’s a Single Window IT System (SWIT) which the entity can use for submitting the 

application and making the payment. 

• OTP: It’s a One Time Password (OTP) which can be used by the entity for the verification of the 

sensitive information. 

• CMI: It’s a Capital Market Intermediaries (CMI), which help the issuing entity and investing 

investors to perform various transactions in the capital market. 

• COR: It’s a Certificate of Registration (COR) which is required by the entity to open a branch or 

incorporate in the GIFT city. 
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Overview 

• This is the user manual for the entity. They can do registration, login, reset password, change 

password, create and manage applications, withdraw applications, reply queries, make the 

payment, etc. Various other features are mentioned in the screenshots below. 
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System Module: Empty Details 

Registration 

 

Steps: 

• Provide the required details. 

• Click on Home if the entity wants to login to the portal. 

• Click on Entity Registration if the entity wants to register into the portal. 

• Click on Office Login if the office user wants to login to the portal. 

• Click on Entity Login if the entity wants to login to the portal. 

• Click on Query Form if the entity/office user want to submit the query based on the department. 

• Click on Entity User Manual to download the user manual of the entity. 

• Click on Stop to stop the content of What’s New. 

• Click on Play to play the content of What’s New. 

• Click on What’s New content to view the respective content. 

• Click on Dropdown to select the respective option of the particular field. 

• Click on Info to view the respective details of the particular field. 

• Click on Eye to show/hide the password. 

• Click on Calendar to select the date. 

• Click on Refresh to refresh the security code. 

• Click on Submit to submit the details and view the OTP verification page. 

Notes: 
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• The mobile number, email address and registration number should be unique. 

• The phone code needs to be selected based on the entity’s residing country. 

• If the entity is registered in India, then inside India needs to be selected for entity from. 

• If the entity is registered outside India, then outside India needs to be selected for entity from. 

• The password and confirm password should be the same. 
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OTP Verification 

 

Steps: 

• Provide the required details. 

• Click on Home if the entity wants to login to the portal. 

• Click on Entity Registration if the entity wants to register into the portal. 

• Click on Office Login if the office user wants to login to the portal. 

• Click on Entity Login if the entity wants to login to the portal. 

• Click on Query Form if the entity/office user want to submit the query based on the department. 

• Click on Entity User Manual to download the user manual of the entity. 

• Click on Stop to stop the content of What’s New. 

• Click on Play to play the content of What’s New. 

• Click on What’s New content to view the respective content. 

• Click on Refresh to refresh the security code. 

• Click on Login to view the dashboard. 

• Click on Re-OTP to resend the OTP on the registered email address. 

• Click on Verify Account to verify the account. 
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Verify Account 

 

 

Steps: 

• Provide the required details. 

• Click on Home if the entity wants to login to the portal. 

• Click on Entity Registration if the entity wants to register into the portal. 

• Click on Office Login if the office user wants to login to the portal. 

• Click on Entity Login if the entity wants to login to the portal. 

• Click on Query Form if the entity/office user want to submit the query based on the department. 
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• Click on Entity User Manual to download the user manual of the entity. 

• Click on Stop to stop the content of What’s New. 

• Click on Play to play the content of What’s New. 

• Click on What’s New content to view the respective content. 

• Click on Refresh to refresh the security code. 

• Click on Get OTP to receive the OTP on the registered email address. 

• Click on Verify Account to verify the account and view the login page. 

• Click on Re-OTP to resend the OTP on the registered email address. 

Notes: 

• If the entity had provided the registration details and if the email is not verified by the OTP at the 

time of registration, then the entity can use the “Verify Account” feature. 

• Using the “Verify Account” feature, the entity can verify the email id (by OTP) which was provided 

at the time of registration. 

• The email id verification by OTP is mandatory so that the entity can login and access the 

account. 
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Login 

 

Steps: 

• Provide the required details. 

• Click on Home if the entity wants to login to the portal. 

• Click on Entity Registration if the entity wants to register into the portal. 

• Click on Office Login if the office user wants to login to the portal. 

• Click on Entity Login if the entity wants to login to the portal. 

• Click on Query Form if the entity/office user want to submit the query based on the department. 

• Click on Entity User Manual to download the user manual of the entity. 

• Click on Stop to stop the content of What’s New. 

• Click on Play to play the content of What’s New. 

• Click on What’s New content to view the respective content. 

• Click on Refresh to refresh the security code. 

• Click on Get OTP to receive the OTP on the registered email address and view the OTP 

verification page. 

• Click on Verify Account to verify the account. 

• Click on Forgot Password to reset the password. 

• Click on Info to view the respective details of the particular field. 

• Click on Eye to show/hide the password. 

Notes: 

• The email address needs to be provided for the username. 

• The registered email address and password needs to be provided. 
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OTP Verification 

 

Steps: 

• Provide the required details. 

• Click on Home if the entity wants to login to the portal. 

• Click on Entity Registration if the entity wants to register into the portal. 

• Click on Office Login if the office user wants to login to the portal. 

• Click on Entity Login if the entity wants to login to the portal. 

• Click on Query Form if the entity/office user want to submit the query based on the department. 

• Click on Entity User Manual to download the user manual of the entity. 

• Click on Stop to stop the content of What’s New. 

• Click on Play to play the content of What’s New. 

• Click on What’s New content to view the respective content. 

• Click on Refresh to refresh the security code. 

• Click on Login to view the dashboard page. 

• Click on Re-OTP to resend the OTP on the registered email address. 

• Click on Verify Account to verify the account. 

Notes: 

• The inbox or spam of the mail needs to be checked for the OTP. 
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Forgot Password 

 

Steps: 

• Provide the required details. 

• Click on Home if the entity wants to login to the portal. 

• Click on Entity Registration if the entity wants to register into the portal. 

• Click on Office Login if the office user wants to login to the portal. 

• Click on Entity Login if the entity wants to login to the portal. 

• Click on Query Form if the entity/office user want to submit the query based on the department. 

• Click on Entity User Manual to download the user manual of the entity. 

• Click on Stop to stop the content of What’s New. 

• Click on Play to play the content of What’s New. 

• Click on What’s New content to view the respective content. 

• Click on Refresh to refresh the security code. 

• Click on Get OTP to receive the OTP on the registered email address and view the OTP 

verification page. 

Notes: 

• The registered email address needs to be provided. 

• The inbox or spam of the mail needs to be checked for the OTP. 

  



 

User Manual  

 

  

  

    P a g e  13 | 150 

 

OTP Verification 

 

Steps: 

• Provide the required details. 

• Click on Home if the entity wants to login to the portal. 

• Click on Entity Registration if the entity wants to register into the portal. 

• Click on Office Login if the office user wants to login to the portal. 

• Click on Entity Login if the entity wants to login to the portal. 

• Click on Query Form if the entity/office user want to submit the query based on the department. 

• Click on Entity User Manual to download the user manual of the entity. 

• Click on Stop to stop the content of What’s New. 

• Click on Play to play the content of What’s New. 

• Click on What’s New content to view the respective content. 

• Click on Refresh to refresh the security code. 

• Click on Login to view the dashboard. 

• Click on Re-OTP to resend the OTP on the registered email address. 

• Click on Submit to submit the details and view the reset password page. 

Notes: 

• The inbox or spam of the mail needs to be checked for the OTP.  
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Reset Password 

 

Steps: 

• Provide the required details. 

• Click on Home if the entity wants to login to the portal. 

• Click on Entity Registration if the entity wants to register into the portal. 

• Click on Office Login if the office user wants to login to the portal. 

• Click on Entity Login if the entity wants to login to the portal. 

• Click on Query Form if the entity/office user want to submit the query based on the department. 

• Click on Entity User Manual to download the user manual of the entity. 

• Click on Stop to stop the content of What’s New. 

• Click on Play to play the content of What’s New. 

• Click on What’s New content to view the respective content. 

• Click on Refresh to refresh the security code. 

• Click on Submit to submit the details and view the login page. 

• Click on Info to view the respective details of the particular field. 

• Click on Eye to show/hide the password. 

Notes: 

• The password and confirm password should be the same. 

• The entity can login with the new password after the password is reset.   



 

User Manual  

 

  

  

    P a g e  15 | 150 

 

Connect with Us 

 

Steps: 

• Provide the required details. 

• Click on Home if the entity wants to login to the portal. 

• Click on Entity Registration if the entity wants to register into the portal. 

• Click on Office Login if the office user wants to login to the portal. 

• Click on Entity Login if the entity wants to login to the portal. 

• Click on Connect with Us if the entity/office user want to submit the query based on the 

department. 

• Click on Entity User Manual to download the user manual of the entity. 

• Click on Stop to stop the content of What’s New. 

• Click on Play to play the content of What’s New. 

• Click on What’s New content to view the respective content. 

• Click on Dropdown to select an option. 

• Click on Choose file to upload the file. 

• Click on Submit to submit the details. 

Notes: 

• The submitted details will be sent to the respective department and further process will be done 

manually. The entity will also receive an email of the submitted details. 
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Change Password 

 

Steps: 

• Provide the required details. 

• Click on Menu to show/hide the menu options. 

• Click on Dashboard in the menu to view the dashboard page. 

• Click on Common Application Form in the menu to view the CAF applications list. 

• Click on Apply for GST Registration in the menu to view the GST applications list. 

• Click on My Account to view the menu options. 

• Click on Eye to show/hide the password. 

• Click on Info to view the respective details of the particular field. 

• Click on Refresh to refresh the captcha. 

• Click on Submit to change the password. 

Notes: 

• The new password and confirm new password should be the same. 

• The entity can login with the new password after the password is changed.  
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Dashboard 

 

Steps: 

• Click on Menu to show/hide the menu options. 

• Click on Dashboard in the menu to view the dashboard page. 

• Click on Common Application Form in the menu to view the CAF applications list. 

• Click on Apply for GST Registration in the menu to view the GST applications list. 

• Click on My Account to view the menu options. 
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• Click on Select Your Application to select the application type and view the details accordingly. 

• Click on Select Your Application dropdown to select a regulator type and to view the dashboard 

details accordingly. 

• Click on Check Applications to view the applications. 

• Click on Total Applications to view all the applications of different status. 

• Click on Ongoing Applications to view the ongoing applications. 

• Click on Approved Applications to view the approved applications. 

• Click on Rejected Applications to view the rejected applications. 

• Click on Other Applications to view the other applications. 

• Click on GST Application Submitted to view the GST applications which are submitted. 

• Click on GST Application Under Process to view the GST applications which are under process. 

• Click on GTSN Generated to view the GST applications for which the GSTN is generated. 

• Click on Pending with RBI to view the CAF applications which are pending with the RBI. 

• Click on Pending with SEBI to view the CAF applications which are pending with the SEBI. 

• Click on Pending with IRDAI to view the CAF applications which are pending with the IRDAI. 

• Click on Total on Going CAF Applications with Regulators to view the CAF applications which are 

pending with the other regulators like SEZ and GSTn. 

Notes: 

• The details will be updated based on the actions performed by the entity, office user or super 

admin. 

• When the entity has to perform the relevant action on the submitted applications, it will be 

displayed in CAF quick action applications. 

• In CAF quick action applications, the CAF applications will be displayed in which queries are 

raised by the HOD/office user. 

• There will be two options in My Account: 

• Change Password: To change the password. 

• Logout: To logout from the portal. 
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CAF Applications 

 

Steps: 

• Click on Search to view the CAF applications based on the keywords provided in the search bar. 

• Click on Select to select any one regulator and view the CAF applications accordingly. 

• Click on New Application to create a new CAF application. 

• Click on Show Entries to select no. of entries and view the CAF applications accordingly. 

• Click on Sort of any table column to sort the CAF applications accordingly. 

• Click on Edit to edit the CAF application. 

• Click on View to view the CAF application. 

• Click on Transfer History to view the transfer history details of the CAF application. 

• Click on Withdraw to apply for withdrawal of the CAF application. 

• Click on Previous to view the previous CAF applications list. 

• Click on Page no. to view the CAF applications of the particular page no. 

• Click on Next to view the next CAF applications list. 

Notes: 

• By default, the CAF applications list will be displayed based on the newest to the oldest 

application no. 
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• In action column, the option of Edit will be displayed if the CAF application is created but not 

completed by making the payment. 

• In action column, the following options will be displayed if the CAF application is created and 

completed by making the payment: 

• View: To view the CAF application details. 

• Transfer History: To view the transfer history details. It will be displayed if the CAF application is 

transferred from one department to another department. 

• Withdrawal: To apply for the CAF application withdrawal. The entity needs to provide the reason 

which can be accepted/rejected by the IFSCA.  

• Application Withdrawn: It will be displayed when the CAF application is withdrawn by the entity 

and the IFSCA has accepted it. 

• Withdrawal Rejected: It will be displayed when the CAF application is withdrawn by the entity 

and the IFSCA has rejected it. 

• Apply for Withdrawal: It will be displayed when the CAF application is applied for withdrawal by 

the entity and the IFSCA hasn’t accepted/rejected it. 

• COR Approved: It will be displayed when the COR is approved (issued) by the IFSCA for the CAF 

application of the entity. 

• COR Rejected: It will be displayed when the COR is rejected by the IFSCA for the CAF application 

of the entity. 

• COR Raise Query: It will be displayed when the IFSCA has raised the COR query for the CAF 

application of the entity. 

• COR Submit Query: It will be displayed when the entity has submitted the COR query for the CAF 

application of the entity.  

• Principal Approved: It will be displayed when the IFSCA has approved the CAF application of the 

entity. 

• Principal Rejected: It will be displayed when the IFSCA has rejected the CAF application of the 

entity. 

• Principal Raise Query: It will be displayed when the IFSCA has raised the In Principal query. 

• Principal Submit Query: It will be displayed when the entity has replied to the In Principal query. 

• With HOD: It will be displayed when the CAF application of entity is with HOD. 

• Process Pending: It will be displayed when the domestic regulator hasn’t assigned the NOC for 

the CAF application of the entity. 

• NOC Raise Query: It will be displayed when the domestic regulator has raised the NOC query for 

the CAF application of the entity. 

• NOC Submit Query: It will be displayed when the entity has submitted the NOC query for the 

CAF application of the entity. 

• NOC Approved: It will be displayed when the NOC is approved (issued) by the domestic 

regulator for the CAF application of the entity. 

• NOC Rejected: It will be displayed when the NOC is rejected by the domestic regulator for the 

CAF application of the entity. 
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• After generating the report, the entity needs to E-sign the application by installing and running 

the Vsign Service application. Once the report is signed the status will be changed from “Entity 

Sign in Report Pending” to “With HOD”. 
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Select Regulation Type 

 

Steps: 

• Click on Add to create a new CAF application of the respective domestic regulator. 

• Click on Close to view the previous page. 

Notes: 

• The Banking regulator needs to be selected if the entity wants to open a branch/incorporate in 

GIFT city.  

• The Finance Company regulator needs to be selected if the entity wants to open a 

branch/incorporate in GIFT city.  

• The Capital Market Intermediaries regulator needs to be selected if the entity wants to open a 

branch/incorporate in GIFT city.  

• The Insurance Business regulator needs to be selected if the entity wants to open a 

branch/incorporate in GIFT city.  

• The Insurance Intermediary regulator needs to be selected if the entity wants to open a 

branch/incorporate in GIFT city.  

• The Insurance Web Aggregator regulator needs to be selected if the entity wants to open a 

branch/incorporate in GIFT city.  

• The Fund Management regulator needs to be selected if the entity wants to open a 

branch/incorporate in GIFT city.  

• The Framework for Fintech Entity regulator needs to be selected if the entity wants to open a 

branch/incorporate in GIFT city.  

• The Framework for Enabling Ancillary Services regulator needs to be selected if the entity wants 

to open a branch/incorporate in GIFT city.  
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• The Global In-House Centres regulator needs to be selected if the entity wants to open a 

branch/incorporate in GIFT city.  

• The Vault Manager regulator needs to be selected if the entity wants to open a 

branch/incorporate in GIFT city.  

• The Fintech Entities (Limited) regulator needs to be selected if the entity wants to open a 

branch/incorporate in GIFT city.  

• The Fintech Accelerators regulator needs to be selected if the entity wants to open a 

branch/incorporate in GIFT city.  

• The Other regulator needs to be selected if the entity wants to open a branch/incorporate in 

GIFT city.  
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Confirmation 

 

Steps: 

• Click on Yes to create a new CAF application by copying the details of the previous CAF 

application. 

• Click on No to create a new CAF application by not copying the details of the previous CAF 

application. 

• Click on Cancel to view the previous page. 

Steps: 

• If the entity is creating the CAF application for the first time, then this confirmation will not be 

there, because there will be no existing CAF applications at that time. 
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Declaration 

 

Steps: 

• Click on Checkbox to provide the declaration about the true and accurate information provided. 

• Click on Branch in IFSC or Incorporated in IFSC as per the requirement. 

• Click on Save & Next to save the above selection and view the next page. 

Notes: 

• The option of Save & Next will be displayed only when the declaration is provided. 

• Branch in IFSC: This needs to be selected if the entity wants to open a branch at the GIFT city. 

• Incorporated in IFSC: This needs to be selected if the entity wants to incorporate at the GIFT city. 

• The selection of Branch in IFSC or Incorporated in IFSC cannot be changed later. 
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CAF Application 
Section A 
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Steps: 

• Provide the required details. 

• Click on Dropdown to select an option. 

• Click on Choose File/Upload to upload a file. 

• Click on Calendar to select the date. 

• Click on Fetch Checkbox to copy the address details. 

• Click on Save to save the details. 

• Click on Radio to select an option. 

• Click on Info to view the information. 

• Click on Save & Next to save the details of the current page and view the next page. 

• Click on Cancel to view the dashboard page. 

Notes: 

• The greyed-out details can be viewed only. 

• In 0 point, the Licence/Registration Under will be displayed based on the selection of regulator 

type earlier. 

• In 1 point, the Name of Applicant will be displayed based on the entity registration details. 

• In 6 point, there can be multiple entries. 

• In 7.1, 7.2 point, there will be single entry for RBI, SEBI, IRDAI and there can be multiple entries 

for Others. 

• The annexure and NOC form will be displayed based on the selection of the regulator and the 

activity type. 

• If the provided details are Saved and clicked on Cancel, then the details will be there and need 

not to be provided again. 

• If the provided details are not Saved and clicked on Cancel, then the details will not be there and 

need to be provided again.  
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Section B 
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Steps: 

• Provide the required details. 

• Click on Add New to redirect to the section G. 

• Click on Dropdown arrow to select an option. 

• Click on Choose File/Upload to upload a file. 

• Click on Calendar to select the date. 

• Click on Edit to edit the details. 

• Click on Remove to remove the details. 

• Click on Save to save the details. 

• Click on Info to view the information. 

• Click on Save & Next to save the details of the current page and view the next page. 

• Click on Previous to view the previous page. 

• Click on Cancel to view the dashboard page. 
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Notes: 

• On click of Add New, it will be asked to redirect to section G. The details of section G can be 

provided and it will be reflected here.  



 

User Manual  

 

  

  

    P a g e  32 | 150 

 

Section C 
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Steps: 

• Provide the required details. 

• Click on Dropdown to select an option. 

• Click on Choose File/Upload to upload a file. 

• Click on Radio to select an option. 

• Click on Save & Next to save the details of the current page and view the next page. 

• Click on Previous to view the previous page. 

• Click on Cancel to view the dashboard page. 
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Section D 
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Steps: 

• Provide the required details. 

• Click on Verify PAN no. to verify the PAN no. 

• Click on radio to select an option. 

• Click on dropdown to select an option. 

• Click on Choose File/Upload to upload a file. 

• Click on Save & Next to save the details of the current section and view the next section. 

• Click on Previous to view the previous section. 

• Click on Cancel to view the dashboard page. 

Notes: 

• They greyed out details will be auto filled based on the entity registration details. 
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Section E 

 

Steps: 

• Review the details. 

• Click on Next to view the next section. 

• Click on Previous to view the previous section. 

• Click on Cancel to view the dashboard page. 

Notes: 

• The tick will be displayed based on the regulator selection at the time of creating the new CAF 

application. 
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Section F 

 

Steps: 

• Provide the required details. 

• Click on Save & Next to save the details of the current section and view the next section. 

• Click on Previous to view the previous section. 

• Click on Cancel to view the dashboard page. 

Notes: 

• The applicant name will be auto filled based on the entity registration details. 

• The date will be auto filled based on the current date. 
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Section G 
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Steps: 

• Provide the required details. 

• Click on Applicable or Not Applicable as per the requirement. 

• Click on Next to view the next section. 

• Click on Save & Add More to save and add more details. 

• Click on Previous to view the previous page. 

• Click on Previous to B to view the section B page. 

• Click on Cancel to view the dashboard page. 

Notes: 

• The details can be added/viewed based on the notes mentioned in the page. 
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Section H 
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Steps: 

• Provide the required details. 

• Click on Save & Add More to save and add more details. 

• Click on Checkboxes to provide the declaration. 

• Click on Save to save the details of the current section. 

• Click on Next to view the next section. 

• Click on Previous to view the previous section. 

• Click on Cancel to view the dashboard page. 



 

User Manual  

 

  

  

    P a g e  47 | 150 

 

Notes: 

• The entity needs to provide the details of that user who will be signing this page of the 

application, that user’s name and designation, user’s steal and stamp file. 
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Section I 

 

Steps: 

• Review the details. 

• Click on Next to view the next section. 

• Click on Previous to view the previous section. 

• Click on Cancel to view the dashboard page. 

Notes: 

• The list of fees will be displayed on the basis of the selected domestic regulator and the activity 

type.  
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Section J 
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Steps: 

• Review the details. 

• Click on Next to view the next section. 

• Click on Previous to view the previous section. 

• Click on Cancel to view the dashboard page. 

• Click on Choose File to upload the file. 

Notes: 

• The list of documents will be displayed based on the CAF application. 
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Annexure 
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Steps: 

• Provide the required details. 

• Click on Info to view the respective details of the particular field. 

• Click on Choose File to upload the file. 

• Click on Save & Next to save the details of the current section and view the details of the next 

section. 

• Click on Previous to view the previous section. 

• Click on Cancel to view the dashboard page. 

Notes: 

• The annexure form will be displayed based on the selection of the regulator and the activity 

type.  
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NOC 
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Steps: 

• Provide the required details. 

• Click on Next to view the next section. 

• Click on Previous to view the previous section. 

• Click on Cancel to view the dashboard page. 
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Notes: 

• The NOC form will be displayed based on the selection of the regulator and the activity type. 

• The NOC form will be displayed when the respective domestic regulator had issued the NOC to 

the entity. 

• If the there is no NOC based on the regulator and activity type, then this section will not be 

displayed and the fees section will be displayed. 
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Fees 

 

Steps: 

• Review the details. 

• Click on Info to view the respective details of the particular field. 

• Click on Pay to pay the fees online. 

• Click on Challan to pay the fees offline. 

• Click on Submit to submit the details. 

Notes: 

• The list of fees will be displayed on the basis of the selected domestic regulator and the activity 

type.  

• Once the fees are paid, then the CAF application will be submitted to the IFSCA and the 

respective domestic regulator for scrutiny and further process. 
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• Some fees can be paid after receiving the In Principal approval from the IFSCA. 

• On submitting the application, the entity needs to E-sign the application by installing and 

running the Vsign Service application. 
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System Module: Filled Details 

CAF Applications 

 

Steps: 

• Click on Menu to show/hide the menu options. 

• Click on Dashboard in the menu to view the dashboard page. 

• Click on Common Application Form in the menu to view the CAF applications list. 

• Click on Apply for GST Registration in the menu to view the GST applications list. 

• Click on My Account to view the menu options. 

• Click on Search to view the CAF applications based on the keywords provided in the search bar. 

• Click on Select to select any one regulator and view the CAF applications accordingly. 

• Click on New Application to create a new CAF application. 

• Click on Show Entries to select no. of entries and view the CAF applications accordingly. 

• Click on Sort of any table column to sort the CAF applications accordingly. 

• Click on Edit to edit the CAF application. 

• Click on View to view the CAF application. 

• Click on Transfer History to view the transfer history details of the CAF application. 

• Click on Withdraw to apply for withdrawal of the CAF application. 
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• Click on Previous to view the previous CAF applications list. 

• Click on Page no. to view the CAF applications of the particular page no. 

• Click on Next to view the next CAF applications list. 

Notes: 

• By default, the CAF applications list will be displayed based on the newest to the oldest 

application no. 

• In action column, the option of Edit will be displayed if the CAF application is created but not 

completed by making the payment. 

• In action column, the following options will be displayed if the CAF application is created and 

completed by making the payment: 

• View: To view the CAF application details. 

• Transfer History: To view the transfer history details. It will be displayed if the CAF application is 

transferred from one department to another department. 

• Withdrawal: To apply for the CAF application withdrawal. The entity needs to provide the reason 

which can be accepted/rejected by the IFSCA.  

• There will be the following IFSCA status: 

• Application Withdrawn: It will be displayed when the CAF application is withdrawn by the entity 

and the IFSCA has accepted it. 

• Withdrawal Rejected: It will be displayed when the CAF application is withdrawn by the entity 

and the IFSCA has rejected it. 

• Apply for Withdrawal: It will be displayed when the CAF application is applied for withdrawal by 

the entity and the IFSCA hasn’t accepted/rejected it. 

• COR Approved: It will be displayed when the COR is approved (issued) by the IFSCA for the CAF 

application of the entity. 

• COR Rejected: It will be displayed when the COR is rejected by the IFSCA for the CAF application 

of the entity. 

• COR Raise Query: It will be displayed when the IFSCA has raised the COR query for the CAF 

application of the entity. 

• COR Submit Query: It will be displayed when the entity has submitted the COR query for the CAF 

application of the entity.  

• Principal Approved: It will be displayed when the IFSCA has partially approved the CAF 

application of the entity. 

• Principal Rejected: It will be displayed when the IFSCA has rejected the CAF application of the 

entity. 

• Principal Raise Query: It will be displayed when the IFSCA has raised the In Principal query. 

• Principal Submit Query: It will be displayed when the entity has replied to the In Principal query. 

• With HOD: It will be displayed when the CAF application of entity is with HOD. 

• There will be the following NOC status: 
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• Process Pending: It will be displayed when the domestic regulator hasn’t assigned the NOC for 

the CAF application of the entity. 

• NOC Raise Query: It will be displayed when the domestic regulator has raised the NOC query for 

the CAF application of the entity. 

• NOC Submit Query: It will be displayed when the entity has submitted the NOC query for the 

CAF application of the entity. 

• NOC Approved: It will be displayed when the NOC is approved (issued) by the domestic 

regulator for the CAF application of the entity. 

• NOC Rejected: It will be displayed when the NOC is rejected by the domestic regulator for the 

CAF application of the entity. 

• After generating the report, the entity needs to E-sign the application by installing and running 

the Vsign Service application. Once the report is signed the status will be changed from “Entity 

Sign in Report Pending” to “With HOD”.  
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Declaration 

 

Steps: 

• Review the details. 

• Click on Menu to show/hide the menu options. 

• Click on Dashboard in the menu to view the dashboard page. 

• Click on Common Application Form in the menu to view the CAF applications list. 

• Click on Apply for GST Registration in the menu to view the GST applications list. 

• Click on My Account to view the menu options. 

• Click on Next to view the CAF application details. 

Notes: 

• The branch in IFSC/incorporated in IFSC will be displayed in the selected mode as per the 

submitted details by the entity. 
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CAF Application 
Section A 
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Steps: 

• Review the details. 

• Click on Menu to show/hide the menu options. 

• Click on Dashboard in the menu to view the dashboard page. 

• Click on Common Application Form in the menu to view the CAF applications list. 

• Click on Apply for GST Registration in the menu to view the GST applications list. 

• Click on My Account to view the menu options. 

• Click on Info to view the information of the respective field. 

• Click on Download to download the file. 

• Click on View to view the file. 

• Click on Next to view the next section. 

• Click on Cancel to view the dashboard page. 

• Click on E-File view to view the details accordingly. 

• Click on Principal Note History to view the history of principal notes. 

• Click on Principal Note Status History to view the status history of principal notes. 

• Click on Principal Query History to view the query history of principal. 

• Click on COR Query History to view the query history of COR. 

• Click on COR Status History to view the status history of COR. 

• Click on CMI Query History to view the query history of CMI. 

• Click on CMI Status History to view the status history of CMI. 

• Click on NOC Query History to view the query history of NOC. 

• Click on NOC Status History to view the status history of NOC. 

Notes: 

• The principal note history details will be displayed when the office user had accepted/rejected at 

the time of giving the in principal approval. 

• The principal note status history details will be displayed when the office user had 

accepted/rejected at the time of giving the in principal approval along with the status, date and 

time. 

• The principal query history details will be displayed when the office user had raised a query for 

the entity submitted CAF application. 

• The COR query history details will be displayed when the office user/regulator had raised a query 

for the entity submitted CAF application. 

• The COR status history details will be displayed when the office user/regulator had 

accepted/rejected the COR approval for the entity submitted CAF application. 

• The CMI query history details will be displayed when the office user/regulator had raised a query 

for the entity submitted CAF application. 

• The CMI status history details will be displayed when the office user/regulator had 

accepted/rejected the CMI approval for the entity submitted CAF application. 



 

User Manual  

 

  

  

    P a g e  68 | 150 

 

• The NOC query history details will be displayed when the regulator had raised a query for the 

entity submitted CAF application. 

• The NOC status history details will be displayed when the regulator had accepted/rejected the 

NOC approval for the entity submitted CAF application. 
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Section B 
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Steps: 

• Review the details. 

• Click on Menu to show/hide the menu options. 

• Click on Dashboard in the menu to view the dashboard page. 

• Click on Common Application Form in the menu to view the CAF applications list. 

• Click on Apply for GST Registration in the menu to view the GST applications list. 

• Click on My Account to view the menu options. 

• Click on Info to view the information of the respective field. 

• Click on Download to download the file. 

• Click on View to view the file. 
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• Click on Next to view the next section. 

• Click on Previous to view the previous section. 

• Click on Cancel to view the dashboard page. 

• Click on E-File view to view the details accordingly. 

• Click on Principal Note History to view the history of principal notes. 

• Click on Principal Note Status History to view the status history of principal notes. 

• Click on Principal Query History to view the query history of principal. 

• Click on COR Query History to view the query history of COR. 

• Click on COR Status History to view the status history of COR. 

• Click on CMI Query History to view the query history of CMI. 

• Click on CMI Status History to view the status history of CMI. 

• Click on NOC Query History to view the query history of NOC. 

• Click on NOC Status History to view the status history of NOC. 
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Section C 
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Steps: 

• Review the details. 

• Click on Menu to show/hide the menu options. 

• Click on Dashboard in the menu to view the dashboard page. 

• Click on Common Application Form in the menu to view the CAF applications list. 
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• Click on Apply for GST Registration in the menu to view the GST applications list. 

• Click on My Account to view the menu options. 

• Click on Info to view the information of the respective field. 

• Click on Download to download the file. 

• Click on View to view the file. 

• Click on Next to view the next section. 

• Click on Previous to view the previous section. 

• Click on Cancel to view the dashboard page. 

• Click on E-File view to view the details accordingly. 

• Click on Principal Note History to view the history of principal notes. 

• Click on Principal Note Status History to view the status history of principal notes. 

• Click on Principal Query History to view the query history of principal. 

• Click on COR Query History to view the query history of COR. 

• Click on COR Status History to view the status history of COR. 

• Click on CMI Query History to view the query history of CMI. 

• Click on CMI Status History to view the status history of CMI. 

• Click on NOC Query History to view the query history of NOC. 

• Click on NOC Status History to view the status history of NOC. 
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Section D 
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Steps: 

• Review the details. 

• Click on Menu to show/hide the menu options. 

• Click on Dashboard in the menu to view the dashboard page. 

• Click on Common Application Form in the menu to view the CAF applications list. 

• Click on Apply for GST Registration in the menu to view the GST applications list. 

• Click on My Account to view the menu options. 

• Click on Info to view the information of the respective field. 

• Click on Download to download the file. 

• Click on View to view the file. 

• Click on Next to view the next section. 

• Click on Previous to view the previous section. 

• Click on Cancel to view the dashboard page. 

• Click on E-File view to view the details accordingly. 

• Click on Principal Note History to view the history of principal notes. 

• Click on Principal Note Status History to view the status history of principal notes. 

• Click on Principal Query History to view the query history of principal. 

• Click on COR Query History to view the query history of COR. 

• Click on COR Status History to view the status history of COR. 

• Click on CMI Query History to view the query history of CMI. 

• Click on CMI Status History to view the status history of CMI. 

• Click on NOC Query History to view the query history of NOC. 

• Click on NOC Status History to view the status history of NOC. 
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Section E 

 

Steps: 

• Review the details. 

• Click on Menu to show/hide the menu options. 

• Click on Dashboard in the menu to view the dashboard page. 

• Click on Common Application Form in the menu to view the CAF applications list. 

• Click on Apply for GST Registration in the menu to view the GST applications list. 

• Click on My Account to view the menu options. 

• Click on Next to view the next section. 
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• Click on Previous to view the previous section. 

• Click on Cancel to view the dashboard page. 

• Click on E-File view to view the details accordingly. 

• Click on Principal Note History to view the history of principal notes. 

• Click on Principal Note Status History to view the status history of principal notes. 

• Click on Principal Query History to view the query history of principal. 

• Click on COR Query History to view the query history of COR. 

• Click on COR Status History to view the status history of COR. 

• Click on CMI Query History to view the query history of CMI. 

• Click on CMI Status History to view the status history of CMI. 

• Click on NOC Query History to view the query history of NOC. 

• Click on NOC Status History to view the status history of NOC. 

Steps: 

• The tick will be displayed based on the entity’s selection of the application type at the time of 

creating the new CAF application. 
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Section F 

 

Steps: 

• Review the details. 

• Click on Menu to show/hide the menu options. 

• Click on Dashboard in the menu to view the dashboard page. 

• Click on Common Application Form in the menu to view the CAF applications list. 
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• Click on Apply for GST Registration in the menu to view the GST applications list. 

• Click on My Account to view the menu options. 

• Click on Info to view the information of the respective field. 

• Click on Download to download the file. 

• Click on View to view the file. 

• Click on Next to view the next section. 

• Click on Previous to view the previous section. 

• Click on Cancel to view the dashboard page. 

• Click on E-File view to view the details accordingly. 

• Click on Principal Note History to view the history of principal notes. 

• Click on Principal Note Status History to view the status history of principal notes. 

• Click on Principal Query History to view the query history of principal. 

• Click on COR Query History to view the query history of COR. 

• Click on COR Status History to view the status history of COR. 

• Click on CMI Query History to view the query history of CMI. 

• Click on CMI Status History to view the status history of CMI. 

• Click on NOC Query History to view the query history of NOC. 

• Click on NOC Status History to view the status history of NOC. 
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Section G 

 

Steps: 

• Review the details. 

• Click on Menu to show/hide the menu options. 

• Click on Dashboard in the menu to view the dashboard page. 

• Click on Common Application Form in the menu to view the CAF applications list. 

• Click on Apply for GST Registration in the menu to view the GST applications list. 

• Click on My Account to view the menu options. 

• Click on Next to view the next section. 

• Click on Previous to view the previous section. 

• Click on Cancel to view the dashboard page. 

• Click on E-File view to view the details accordingly. 

• Click on Principal Note History to view the history of principal notes. 

• Click on Principal Note Status History to view the status history of principal notes. 

• Click on Principal Query History to view the query history of principal. 

• Click on COR Query History to view the query history of COR. 

• Click on COR Status History to view the status history of COR. 

• Click on CMI Query History to view the query history of CMI. 
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• Click on CMI Status History to view the status history of CMI. 

• Click on NOC Query History to view the query history of NOC. 

• Click on NOC Status History to view the status history of NOC. 
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Section H 

 

Steps: 

• Review the details. 

• Click on Menu to show/hide the menu options. 

• Click on Dashboard in the menu to view the dashboard page. 

• Click on Common Application Form in the menu to view the CAF applications list. 

• Click on Apply for GST Registration in the menu to view the GST applications list. 

• Click on My Account to view the menu options. 

• Click on Next to view the next section. 

• Click on Previous to view the previous section. 

• Click on Cancel to view the dashboard page. 

• Click on E-File view to view the details accordingly. 
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• Click on Principal Note History to view the history of principal notes. 

• Click on Principal Note Status History to view the status history of principal notes. 

• Click on Principal Query History to view the query history of principal. 

• Click on COR Query History to view the query history of COR. 

• Click on COR Status History to view the status history of COR. 

• Click on CMI Query History to view the query history of CMI. 

• Click on CMI Status History to view the status history of CMI. 

• Click on NOC Query History to view the query history of NOC. 

• Click on NOC Status History to view the status history of NOC. 
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Section I 

 

Steps: 

• Review the details. 

• Click on Menu to show/hide the menu options. 

• Click on Dashboard in the menu to view the dashboard page. 

• Click on Common Application Form in the menu to view the CAF applications list. 

• Click on Apply for GST Registration in the menu to view the GST applications list. 
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• Click on My Account to view the menu options. 

• Click on Next to view the next section. 

• Click on Previous to view the previous section. 

• Click on Cancel to view the dashboard page. 

• Click on E-File view to view the details accordingly. 

• Click on Principal Note History to view the history of principal notes. 

• Click on Principal Note Status History to view the status history of principal notes. 

• Click on Principal Query History to view the query history of principal. 

• Click on COR Query History to view the query history of COR. 

• Click on COR Status History to view the status history of COR. 

• Click on CMI Query History to view the query history of CMI. 

• Click on CMI Status History to view the status history of CMI. 

• Click on NOC Query History to view the query history of NOC. 

• Click on NOC Status History to view the status history of NOC. 
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Section J 
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Steps: 

• Review the details. 

• Click on Menu to show/hide the menu options. 

• Click on Dashboard in the menu to view the dashboard page. 

• Click on Common Application Form in the menu to view the CAF applications list. 

• Click on Apply for GST Registration in the menu to view the GST applications list. 

• Click on My Account to view the menu options. 

• Click on Info to view the information of the respective field. 

• Click on Download to download the file. 

• Click on View to view the file. 

• Click on Next to view the next section. 
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• Click on Previous to view the previous section. 

• Click on Cancel to view the dashboard page. 

• Click on E-File view to view the details accordingly. 

• Click on Principal Note History to view the history of principal notes. 

• Click on Principal Note Status History to view the status history of principal notes. 

• Click on Principal Query History to view the query history of principal. 

• Click on COR Query History to view the query history of COR. 

• Click on COR Status History to view the status history of COR. 

• Click on CMI Query History to view the query history of CMI. 

• Click on CMI Status History to view the status history of CMI. 

• Click on NOC Query History to view the query history of NOC. 

• Click on NOC Status History to view the status history of NOC 

Notes: 

• The list of uploaded documents will be displayed based on which the entity had uploaded at the 

time of creating the new CAF application. 
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Annexure 
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Steps: 

• Review the details. 

• Click on Menu to show/hide the menu options. 

• Click on Dashboard in the menu to view the dashboard page. 

• Click on Common Application Form in the menu to view the CAF applications list. 
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• Click on Apply for GST Registration in the menu to view the GST applications list. 

• Click on My Account to view the menu options. 

• Click on Info to view the information of the respective field. 

• Click on Download to download the file. 

• Click on View to view the file. 

• Click on Next to view the next section. 

• Click on Previous to view the previous section. 

• Click on Cancel to view the dashboard page. 

• Click on E-File view to view the details accordingly. 

• Click on Principal Note History to view the history of principal notes. 

• Click on Principal Note Status History to view the status history of principal notes. 

• Click on Principal Query History to view the query history of principal. 

• Click on COR Query History to view the query history of COR. 

• Click on COR Status History to view the status history of COR. 

• Click on CMI Query History to view the query history of CMI. 

• Click on CMI Status History to view the status history of CMI. 

• Click on NOC Query History to view the query history of NOC. 

• Click on NOC Status History to view the status history of NOC 

Notes: 

• The annexure will be displayed based on the entity’s selection of the regulator and activity type 

at the time of creating the new CAF application. 
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NOC 
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Steps: 

• Review the details. 

• Click on Menu to show/hide the menu options. 

• Click on Dashboard in the menu to view the dashboard page. 

• Click on Common Application Form in the menu to view the CAF applications list. 

• Click on Apply for GST Registration in the menu to view the GST applications list. 

• Click on My Account to view the menu options. 

• Click on Info to view the information of the respective field. 

• Click on Download to download the file. 

• Click on View to view the file. 

• Click on Next to view the next section. 

• Click on Previous to view the previous section. 

• Click on Cancel to view the dashboard page. 

• Click on E-File view to view the details accordingly. 

• Click on Principal Note History to view the history of principal notes. 

• Click on Principal Note Status History to view the status history of principal notes. 

• Click on Principal Query History to view the query history of principal. 

• Click on COR Query History to view the query history of COR. 

• Click on COR Status History to view the status history of COR. 

• Click on CMI Query History to view the query history of CMI. 

• Click on CMI Status History to view the status history of CMI. 

• Click on NOC Query History to view the query history of NOC. 

• Click on NOC Status History to view the status history of NOC 

Notes: 

• The NOC will be displayed based on the entity’s selection of the regulator and activity type at 

the time of creating the new CAF application. 
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Fees 
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Steps: 

• Review the details. 

• Click on Menu to show/hide the menu options. 

• Click on Dashboard in the menu to view the dashboard page. 

• Click on Common Application Form in the menu to view the CAF applications list. 

• Click on Apply for GST Registration in the menu to view the GST applications list. 

• Click on My Account to view the menu options. 

• Click on Download Receipt to download the payment receipt. 

• Click on Previous to view the previous section. 

• Click on Cancel to view the dashboard page. 

• Click on E-File view to view the details accordingly. 

• Click on Principal Note History to view the history of principal notes. 

• Click on Principal Note Status History to view the status history of principal notes. 

• Click on Principal Query History to view the query history of principal. 

• Click on COR Query History to view the query history of COR. 

• Click on COR Status History to view the status history of COR. 

• Click on CMI Query History to view the query history of CMI. 

• Click on CMI Status History to view the status history of CMI. 

• Click on NOC Query History to view the query history of NOC. 

• Click on NOC Status History to view the status history of NOC 

Notes: 

• The fees will be displayed based on the entity’s selection of the regulator and activity type at the 

time of creating the new CAF application. 
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Principal Note History 

 

Steps: 

• Review the details. 

• Click on Notes View to view the details. 

• Click on Download to download the file. 

• Click on View to view the file. 

• Click on Close to view the previous page. 
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Principal Note Status History 

 

Steps: 

• Review the details. 

• Click on Notes View to view the details. 

• Click on Download to download the file. 

• Click on View to view the file. 

• Click on Close to view the previous page. 
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Principal Query History 

 

Steps: 

• Review the details. 

• Click on Notes View to view the details. 

• Click on Download to download the file. 

• Click on View to view the file. 

• Click on Close to view the previous page. 
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COR Query History 

 

Steps: 

• Review the details. 

• Click on Notes View to view the details. 

• Click on Download to download the file. 

• Click on View to view the file. 

• Click on Close to view the previous page. 
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COR Status History 

 

Steps: 

• Review the details. 

• Click on Notes View to view the details. 

• Click on Download to download the file. 

• Click on View to view the file. 

• Click on Close to view the previous page. 
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CMI Query History 

 

Steps: 

• Review the details. 

• Click on Notes View to view the details. 

• Click on Download to download the file. 

• Click on View to view the file. 

• Click on Close to view the previous page. 
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CMI Status History 

 

Steps: 

• Review the details. 

• Click on Notes View to view the details. 

• Click on Download to download the file. 

• Click on View to view the file. 

• Click on Close to view the previous page. 
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NOC Query History 

 

Steps: 

• Review the details. 

• Click on Notes View to view the details. 

• Click on Download to download the file. 

• Click on View to view the file. 

• Click on Close to view the previous page. 
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NOC Status History 

 

Steps: 

• Review the details. 

• Click on Notes View to view the details. 

• Click on Download to download the file. 

• Click on View to view the file. 

• Click on Close to view the previous page. 
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Transfer History 

 

Steps: 

• Review the details. 

• Click on Close to view the previous page. 
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Apply Withdrawal 

 

Steps: 

• Provide the required details. 

• Click on Save to save the details. 

• Click on Close to view the previous page. 

Steps: 

• Once the entity applies for the withdrawal, the HOD/office user can accept/reject it. 
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Generated Report 

 

Steps: 

• Review the details. 

• Click on Sign here to provide the signature. 

• Click on Download to download the report. 

Notes: 

• After signing the report, it will be submitted to the respective HOD/office user. 
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GST Application: Empty Details 

 
GST Application 

 

Steps: 

• Click on Menu to show/hide the menu options. 

• Click on Dashboard in the menu to view the dashboard page. 

• Click on Common Application Form in the menu to view the CAF applications list. 

• Click on Apply for GST Registration in the menu to view the GST applications list. 

• Click on My Account to view the menu options. 

• Click on Search to view the GST applications based on the keywords provided in the search bar. 

• Click on New Application to create a new GST application. 

• Click on Show Entries dropdown to select an option and view the GST applications accordingly. 

• Click on Sort of any table column to view the GST applications accordingly. 

• Click on View to view the GST application details. 

• Click on Edit to edit the GST application details. 

• Click on Previous to view the previous page of GST applications. 

• Click on Page no. to view the GST applications of the particular page no. 

• Click on Next to view the next page of GST applications. 

Notes: 

• The GST application list will be displayed based on the recent to oldest ID. 

• If the GST application is completed, then it can be viewed. 

• If the GST application is not completed, then it can be edited.  



 

User Manual  

 

  

  

    P a g e  118 | 150 

 

New GST Application 

 

Steps: 

• Provide the required details. 

• Click on Menu to show/hide the menu options. 

• Click on Dashboard in the menu to view the dashboard page. 

• Click on Common Application Form in the menu to view the CAF applications list. 

• Click on Apply for GST Registration in the menu to view the GST applications list. 

• Click on My Account to view the menu options. 

• Click on Dropdown to select an option. 

• Click on Declaration to provide the declaration. 

• Click on Get OTP to receive the OTP on the provided email address. 

Notes: 

• The Get OTP option will be displayed after providing the declaration. 
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OTP Verification 

 

Steps: 

• Provide the required details. 

• Click on Menu to show/hide the menu options. 

• Click on Dashboard in the menu to view the dashboard page. 

• Click on Common Application Form in the menu to view the CAF applications list. 

• Click on Apply for GST Registration in the menu to view the GST applications list. 

• Click on My Account to view the menu options. 

• Click on Dropdown to select an option. 

• Click on Save & Next to save the details and view the GST application. 

• Click on Resend OTP to resend the OTP on the provided email address. 
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Part A 

 

Steps: 

• Provide the required details. 

• Click on Menu to show/hide the menu options. 

• Click on Dashboard in the menu to view the dashboard page. 

• Click on Common Application Form in the menu to view the CAF applications list. 

• Click on Apply for GST Registration in the menu to view the GST applications list. 

• Click on My Account to view the menu options. 

• Click on Calendar to select the date. 

• Click on Dropdown to select an option. 

• Click on Verify PAN No. to verify the PAN number. 

• Click on Save & Next to save the details and view the next section. 

• Click on Cancel to view the dashboard page. 

Notes: 

• The entity name, state, district and email address will be auto filled based on the entity’s 

registration details which will be viewed only. 
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Business Details 

 

Steps: 

• Provide the required details. 

• Click on Menu to show/hide the menu options. 

• Click on Dashboard in the menu to view the dashboard page. 

• Click on Common Application Form in the menu to view the CAF applications list. 

• Click on Apply for GST Registration in the menu to view the GST applications list. 

• Click on My Account to view the menu option.  

• Click on Calendar to select the date. 

• Click on Info to view the information of the respective field. 

• Click on Dropdown to select an option. 

• Click on Save & Next to save the details and view the next section. 
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• Click on Cancel to view the dashboard page. 

• Click on Previous to view the previous section. 

Notes: 

• The state and district will be auto filled based on the entity’s registration details which will be 

viewed only. 
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Promoter/Partner 
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Steps: 

• Provide the required details. 

• Click on Menu to show/hide the menu options. 

• Click on Dashboard in the menu to view the dashboard page. 

• Click on Common Application Form in the menu to view the CAF applications list. 

• Click on Apply for GST Registration in the menu to view the GST applications list. 

• Click on My Account to view the menu option.  

• Click on Calendar to select the date. 

• Click on Info to view the information of the respective field. 

• Click on Dropdown to select an option. 

• Click on Radio to select an option. 

• Click on Verify DIN to verify the DIN number. 

• Click on Verify PAN to verify the PAN number. 

• Click on Save to save the details. 

• Click on Next to view the next section. 

• Click on Cancel to view the dashboard page. 

• Click on Previous to view the previous section. 

Notes: 

• The state and district will be auto filled based on the entity’s registration details which will be 

viewed only. 

• If the authorized signatory is selected yes, then the same details will be displayed in the next 

section and there will be no PAN or any other verification in the next section. 

• If the authorized signatory is selected no, then the same details will not be displayed in the next 

section and there will be PAN or any other verification in the next section. 
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Authorized Signatory 
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Steps: 

• Provide the required details. 

• Click on Menu to show/hide the menu options. 

• Click on Dashboard in the menu to view the dashboard page. 

• Click on Common Application Form in the menu to view the CAF applications list. 

• Click on Apply for GST Registration in the menu to view the GST applications list. 

• Click on My Account to view the menu option.  

• Click on Calendar to select the date. 

• Click on Info to view the information of the respective field. 

• Click on Dropdown to select an option. 

• Click on Radio to select an option. 

• Click on Checkbox in case of primary authorized signatory. 

• Click on Verify DIN to verify the DIN number. 

• Click on Verify PAN to verify the PAN number. 

• Click on Save to save the details. 

• Click on Next to view the next section. 

• Click on Cancel to view the dashboard page. 

• Click on Previous to view the previous section. 

Notes: 

• The state and district will be auto filled based on the entity’s registration details which will be 

viewed only. 

• If the primary authorized signatory is selected, then the person details will be considered as the 

primary authorized signatory. That person’s aadhar and other verification will be done. 

• If the primary authorized signatory is not selected, then the entity will be asked to add primary 

authorized signatory at the time of final submit of the GST application.  
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Principal Place of Business 
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Steps: 

• Provide the required details. 

• Click on Menu to show/hide the menu options. 

• Click on Dashboard in the menu to view the dashboard page. 

• Click on Common Application Form in the menu to view the CAF applications list. 

• Click on Apply for GST Registration in the menu to view the GST applications list. 

• Click on My Account to view the menu option.  

• Click on Info to view the information of the respective field. 

• Click on Dropdown to select an option. 

• Click on Radio to select an option. 

• Click on Checkbox to select the nature of business. 

• Click on Save and next to save the details and view the next section. 

• Click on Cancel to view the dashboard page. 

• Click on Previous to view the previous section. 

Notes: 

• The state and district will be auto filled based on the entity’s registration details which will be 

viewed only. 

• If the “have additional place of business” is selected to yes, then the details needs to be added in 

the next section. 

• If the “have additional place of business” is selected to no, then the details needs not to be 

added in the next section. 
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Additional Place of Business 
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Steps: 

• Provide the required details. 

• Click on Menu to show/hide the menu options. 

• Click on Dashboard in the menu to view the dashboard page. 

• Click on Common Application Form in the menu to view the CAF applications list. 

• Click on Apply for GST Registration in the menu to view the GST applications list. 

• Click on My Account to view the menu option.  

• Click on Info to view the information of the respective field. 

• Click on Dropdown to select an option. 

• Click on Radio to select an option. 

• Click on Checkbox to select the nature of business. 

• Click on Save and next to save the details and view the next section. 

• Click on Cancel to view the dashboard page. 

• Click on Previous to view the previous section. 

Notes: 

• The state and district will be auto filled based on the entity’s registration details which will be 

viewed only.  
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Goods & Services 

 

Steps: 

• Provide the required details. 

• Click on Menu to show/hide the menu options. 

• Click on Dashboard in the menu to view the dashboard page. 

• Click on Common Application Form in the menu to view the CAF applications list. 

• Click on Apply for GST Registration in the menu to view the GST applications list. 

• Click on My Account to view the menu option.  

• Click on Info to view the information of the respective field. 

• Click on Radio to select an option. 

• Click on Save and next to save the details and view the next section. 

• Click on Cancel to view the dashboard page. 

• Click on Previous to view the previous section.  
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State Specific Information 

 

Steps: 

• Provide the required details. 

• Click on Menu to show/hide the menu options. 

• Click on Dashboard in the menu to view the dashboard page. 

• Click on Common Application Form in the menu to view the CAF applications list. 

• Click on Apply for GST Registration in the menu to view the GST applications list. 

• Click on My Account to view the menu option.  

• Click on Save and next to save the details and view the next section. 

• Click on Cancel to view the dashboard page. 

• Click on Previous to view the previous section.  
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Aadhar Authentication 

 

Steps: 

• Click on Menu to show/hide the menu options. 

• Click on Dashboard in the menu to view the dashboard page. 

• Click on Common Application Form in the menu to view the CAF applications list. 

• Click on Apply for GST Registration in the menu to view the GST applications list. 

• Click on My Account to view the menu option.  

• Click on Radio to select an option. 

• Click on Dropdown to select an option. 

• Click on Upload to upload the file. 

• Click on Calendar to select the date. 

• Click on Checkbox to select an option. 

• Click on Save and next to save the details and view the next section. 

• Click on Cancel to view the dashboard page. 

• Click on Previous to view the previous section. 

Notes: 

• Aadhaar Authentication: Add description 

• Selection : Add description 
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Verification 

 

Steps: 

• Provide the required details. 

• Click on Menu to show/hide the menu options. 

• Click on Dashboard in the menu to view the dashboard page. 

• Click on Common Application Form in the menu to view the CAF applications list. 

• Click on Apply for GST Registration in the menu to view the GST applications list. 

• Click on My Account to view the menu option.  

• Click on Dropdown to select an option. 

• Click on Checkbox to select an option. 

• Click on Submit to submit the details. 

• Click on Cancel to view the dashboard page. 

• Click on Previous to view the previous section. 

Notes: 

• The designation/status will be displayed in view only based on the details provided earlier. 

• The current date will be displayed in view only. 

• After submitting the GST application, the entity will receive the TRN number on their email 

address and can use that TRN number on the GST portal for the further process. 
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GST Application: Filled Details 

 
Part A 

 

Steps: 

• Review the details. 

• Click on Menu to show/hide the menu options. 

• Click on Dashboard in the menu to view the dashboard page. 

• Click on Common Application Form in the menu to view the CAF applications list. 

• Click on Apply for GST Registration in the menu to view the GST applications list. 

• Click on My Account to view the menu option.  

• Click on Next to view the next section. 

• Click on Cancel to view the dashboard page.  
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Business Details 
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Steps: 

• Review the details. 

• Click on Menu to show/hide the menu options. 

• Click on Dashboard in the menu to view the dashboard page. 

• Click on Common Application Form in the menu to view the CAF applications list. 

• Click on Apply for GST Registration in the menu to view the GST applications list. 

• Click on My Account to view the menu option.  

• Click on Info to view the information of the respective field. 

• Click on Download to download the file. 

• Click on View to view the file. 

• Click on Next to view the next section. 

• Click on Previous to view the previous section. 

• Click on Cancel to view the dashboard page. 
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Promoter/Partner 

 



 

User Manual  

 

  

  

    P a g e  139 | 150 

 

Steps: 

• Review the details. 

• Click on Menu to show/hide the menu options. 

• Click on Dashboard in the menu to view the dashboard page. 

• Click on Common Application Form in the menu to view the CAF applications list. 

• Click on Apply for GST Registration in the menu to view the GST applications list. 

• Click on My Account to view the menu option.  

• Click on Info to view the information of the respective field. 

• Click on Download to download the file. 

• Click on View to view the file. 

• Click on View details to view the details. 

• Click on Next to view the next section. 

• Click on Previous to view the previous section. 

• Click on Cancel to view the dashboard page. 
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Authorized Signatory 
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Steps: 

• Review the details. 

• Click on Menu to show/hide the menu options. 

• Click on Dashboard in the menu to view the dashboard page. 

• Click on Common Application Form in the menu to view the CAF applications list. 

• Click on Apply for GST Registration in the menu to view the GST applications list. 

• Click on My Account to view the menu option.  

• Click on Info to view the information of the respective field. 

• Click on Download to download the file. 

• Click on View to view the file. 

• Click on View details to view the details. 

• Click on Next to view the next section. 

• Click on Previous to view the previous section. 

• Click on Cancel to view the dashboard page. 
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Principal Place of Business 
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Steps: 

• Review the details. 

• Click on Menu to show/hide the menu options. 

• Click on Dashboard in the menu to view the dashboard page. 

• Click on Common Application Form in the menu to view the CAF applications list. 

• Click on Apply for GST Registration in the menu to view the GST applications list. 

• Click on My Account to view the menu option.  

• Click on Info to view the information of the respective field. 

• Click on Download to download the file. 

• Click on View to view the file. 

• Click on View details to view the details. 

• Click on Next to view the next section. 

• Click on Previous to view the previous section. 

• Click on Cancel to view the dashboard page. 

 

  



 

User Manual  

 

  

  

    P a g e  144 | 150 

 

Additional Place of Business 
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Steps: 

• Review the details. 

• Click on Menu to show/hide the menu options. 

• Click on Dashboard in the menu to view the dashboard page. 

• Click on Common Application Form in the menu to view the CAF applications list. 

• Click on Apply for GST Registration in the menu to view the GST applications list. 

• Click on My Account to view the menu option.  

• Click on Info to view the information of the respective field. 

• Click on Download to download the file. 

• Click on View to view the file. 

• Click on View details to view the details. 

• Click on Next to view the next section. 

• Click on Previous to view the previous section. 

• Click on Cancel to view the dashboard page. 
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Goods & Services 

 

Steps: 

• Review the details. 

• Click on Menu to show/hide the menu options. 

• Click on Dashboard in the menu to view the dashboard page. 

• Click on Common Application Form in the menu to view the CAF applications list. 

• Click on Apply for GST Registration in the menu to view the GST applications list. 

• Click on My Account to view the menu option.  

• Click on Info to view the information of the respective field. 

• Click on Next to view the next section. 

• Click on Previous to view the previous section. 

• Click on Cancel to view the dashboard page. 
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State Specific Information 

 

Steps: 

• Review the details. 

• Click on Menu to show/hide the menu options. 

• Click on Dashboard in the menu to view the dashboard page. 

• Click on Common Application Form in the menu to view the CAF applications list. 

• Click on Apply for GST Registration in the menu to view the GST applications list. 

• Click on My Account to view the menu option.  

• Click on Next to view the next section. 

• Click on Previous to view the previous section. 

• Click on Cancel to view the dashboard page. 
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Aadhar Authentication 

 

Steps: 

• Review the details. 

• Click on Menu to show/hide the menu options. 

• Click on Dashboard in the menu to view the dashboard page. 

• Click on Common Application Form in the menu to view the CAF applications list. 

• Click on Apply for GST Registration in the menu to view the GST applications list. 

• Click on My Account to view the menu option.  

• Click on Download to download the file. 

• Click on View to view the file. 

• Click on Next to view the next section. 

• Click on Previous to view the previous section. 

• Click on Cancel to view the dashboard page. 
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Verification 

 

Steps: 

• Review the details. 

• Click on Menu to show/hide the menu options. 

• Click on Dashboard in the menu to view the dashboard page. 

• Click on Common Application Form in the menu to view the CAF applications list. 

• Click on Apply for GST Registration in the menu to view the GST applications list. 

• Click on My Account to view the menu option.  

• Click on Previous to view the previous section. 

• Click on Cancel to view the dashboard page. 
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Generated Report 

 

Steps: 

• Review the details. 

• Click on Download to download the report. 

 


