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1. Introduction and Accessing DGFT Portal

This document is the help file for QCTD functions in the new system. To access the new portal, navigate to
https://dgft.gov.inThe new portal is compatible with the following browsers: Chrome 70 + / Firefox 70 + / IE
12+.

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

For accessing the QCTD module follow the navigation:

Services -> Quality Complaints and Trade Disputes -> Processes in Quality Complaints and Trade Disputes
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2. Contact@DGFT

For any issues users can raise any concern to DGFT and may call the given Toll-Free Helpline number given on
the DGFT Portal or raise a request using the “Contact@DGFT” page.
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3. User Registration @DGFT Customer Portal

1.User opens the DGFT Customer Portal. URL://dgft.gov.in.

2.User clicks on login node.

Siptomain content | Stemap| A- A A*| Mepie 1800117550/ 18005721550 | AskVAHEI| Engish' @ B4

e
‘GOVESNMENS OF INDUA. MANSTRY O COMMERCE AMD INDUSTRY

¢ RtwEmRREEE

Uy DIRECTORATE GENERAL OF Home  AboutDGFT-  Services~  MyDashboard ~  RegulatoryUpdates~  Learn~  Indian Trade Service~  RTI
5

%3 FOREIGN TRADE

This is a test website for DGFT ... This is a test website for DGFT ... This is a test website for DGFT

Register for your [EC

 Govegee
D:\;ﬂ\mmyuf mﬁ::“'lndi,
Ectorate Gmml;?&lpmn

Joi g
Nt Meetingof b,
Tade
. . an
Duncy Are you an importer or an exparter?
jouncil for Trade Deveiupmet i o i Gofioeme
6" June 2019, The Ashok, New Delhi I Select your ITC{HS) Code / Product Selection

Searcn basd on [TC[HS) Code or Product Descriprion. &, 52081230 or Shirting Fabrics
Joint Meeting of the Board of Trade and Counci of Trade Development & Promtion heid on 06.06.2019.

3.User clicks on Register .

o, P sarer b LOGIN | REGISTER

iy DIRECTORATE GENERAL OF
@5 FOREIGN TRADE

Glad to see you

4. User will select the type of Register user as:
Note:
1. Indian Firm should select Importer/Exporter.

2. Foreign firm should select Foreign Importer/Exporter.
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{ Directorate General of Foreign 7 X + - e

&« C @ egtfdgftgovin/UAT_CP/indexjsp a # O » = e o

@ Exmamrncima LOGIN  REGISTER
Wy DIRECTORATE GENERAL OF
> FORHBGN TRADE

Glad to see you

1 [ Docu M Sticky. ﬁ 199 (@ Fortict. @ Tern. | @5 et Gl ac. @ vntite. A

3. User will capture all the details, agree to the terms and conditions by clicking on the check box.
4. User clicks on Send OTP button.

5. OTP is received by the User on his mobile number and E-mail id.

6. User provides the OTP received.

7. Default password is then sent to user’s mobile number and E-mail id.
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4. Login to the new Portal

To Login on Directorate General Foreign Trade (DGFT) portal Indian/Foreign user would require:

a) Internet Connection
b)  Valid User ID and password provided to log in

User may proceed with the following steps.

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

Dot et LOGIN  REGISTER

DIRECTORATE GENERAL OF
FOREIGN TRADE
User Name (Registered Email)*:

o1 @gmail.com

Glad to see you

Password

Type the above CAPTCHA Code. *

DBBFY|

2. On successful login, Home page will be displayed with Basic details in Dashboard like IEC Number,
IEC status, Authorizations Issued, etc. For Your Action Notifications will be displayed on the left side
of the screen.

e e
AT O ke WFT T G U T A AT
=, TR29 S R

WA DORECTORART AR San Tesde herice= ATL 0, O
e
S FOADGN THADD

ksgongipls Dashboard
For Your Actlon Notifications

aing 10 e Ay Por new I0C 1o sl




Directorate General of Foreign Trade QCTD Customer Portal User Help File V1.0

5. Filing Complaint in CP by Indian/Foreign firm

Introduction
This section covers the process of filing Complaint against Indian/Foreign firm
Steps to apply for QCTD file number are as follows:

1. Login to the portal with valid credentials and click on ‘Services’ menu present in the top of the
screen

2. Importer/Exporter navigates through Services>>Quality complaints and Trade dispute.

_lml\hoald

For Yo Artion Netilications

3. User selects Indian Complainant or Foreign Complainant from Services under Trade Dispute

Quality Complaints and Trade Disputes

What is Trade Disputes

Pre-Requisites for Filing Complaint / Trade Dispute in QCTD

Users

directiy file a complaint in QCTD from provided link Other pre-requisites as mentioned in the Chapeer § of Foreign Trade Policy and Hand book of Procedures may be referred.

Services under Trade Dispute

Indian Complainant Foreign Complainant

4. Draft Complaints if any are displayed to the Complainant. User can select the radio button and proceed with
the draft Application.
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Directorate General of Foreign 7 X~ 4 -

& C 8 egtfdgftgovin/UA b7requestType=ApplicationRH&actionVal=checkLogin = Q 5t 0N e

File Complaint

22402021 174098

Draft Application | File Complaint

Select 5.No. Application Number Created On Created By Last Updated On Last Updated By Action
e

0 1 ARNQCTDACOMO0027737AM21 bhawngl1@gmail.com 21012021 1214 bhawnal1@gmail.com

0 2 ARNQCTDFICOMO00254304021 154 bnawna!1@gmail com 2312020207434 bhawina1@gmali com

ARNQCTDHCOMO00252744M21

bhawnall@gmail.com bhawnal1@gmail.com

0 4 ARNQCTDACONMO0025 1624M21 0912720201401 bhawnal1@gr

bhawna11@gmail.com

9] 5 ARNQCTDRCOMOQ0251364021 08i1220201237 bnawna! 1@gmail.com 06122020123 bhavinal1@gmall.com

6 ARNQCTDRCOMO00248044M2

bhawnaT1@gmail.com bhanns1@gmai.com

BE0BBE

4. User can file complaint by two ways, i) Start fresh application or ii) Proceed with Existing Application
Note:

1. Draft Application are the yet to be submitted or incomplete complaint applications. User can
choose any of the Draft Application by selecting the Radio Button and then click on Proceed with
Draft Application. The existing data captured will be populated as it is in editable mode.

2. For fresh Application User has to capture data for all the sections from the beginning.

10 ARNQCTDFICOMOO0TS765AM21 12411/2020 20:47 bhawna11@gmei com bhawna1@gmail.com

Select 5. No. Application Number Created On Created By Last Updated On Last Updated By Action

1 ARNQETDFICOMOD027737AM21 2000172021 16:38 bhawnal1@gmail.com 2200172021 12:14 bhawnall@gmailcom m

2 ARNQCTDFICOMO0025430AM21 1561242020 15:10 bhawnal1@gmai.com 23M12/202014:34 bnawna]1@gmail.com

3 ARNQCTDFIC 25274AM21 16:38 bhawnal1@gmall com 2/202016:38 bhawnal1@gmail.com m

4 ARNQCTDFICOMO00251624M21 09/12/2020 14:01 bhawna11@gmail com 09/12/2020 1402 bhawna11@gmall.com e

5 ARNQETDFICOMOD0251364M21 08/12/200012:37 bhawnal1@gmail.com bhawnall@gmailcom m

3 ARNQCTDFICOMO0024304AM21 0341242020 12:48 bhawnal1@gmai.com bnawns]1@gmail.com

7 ARNQCTDFICOMC 21 20:58 bhawnal1@gmail.com bhawna!1@gmail.com m

3 ARNQCTDFICONO00231864M21 24/11/2020 21:09 bhawina11@gmail com bhawna11@gmall.com e

B ARNQETDFICOMO0027163AM21 1941142000 12:50 bhawnal 1@ m
Action

Rerer]

Start Fresh Application  Procesd With Existing Application
| St bk aal

5. First Screen displays the Applicant details where the Nature of Compliant, Applicant Details is shown.
User has to provide the designation of the Person who is filing the complaint.

Note:
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1. In case the complainant is Indian then the Applicant Details including designation will be auto-
populated based on the IEC profile of the user and are non-editable.

2. In case of Foreign Complainant, the Applicant Details has to be captured by the user only like Name,
Mobile number, country will be auto populated based on the registered user’s profile and are non-
editable.

e | R B e OO 1T | o | e

6. In the Details of Firm against which complaint is being made user provides the relevant details.
Country is selected from the list of drop down values and contact No is entered.

Note:

i) In case of Indian Complainant the Applicant Details will be Auto populated based on the IEC Profile and are
non-editable.

10
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ii) In case of Foreign Complainant the Details of Firm against which Complaint is made is auto populated based
on the IEC of the Indian firm and are non-editable and Country will be India only.

iii) We have validation in our system where an Indian Firm cannot file complaint against Indian Firm and
similarly a foreign firm cannot file complaint against a Foreign Complainant.

7. User enters summary of complaint and clicks on Save and Next button.

11. Application number is generated after clicking on Save and Next button.

Stemap | A~ A At | Helploe 1800111550 | AskVAHEI | Language = & Suman -

MyDashboard = Regulstory Updates = Leam~  Indian TradeSenvice  RTl @ 2%

o ® O O ) O O

Applicant Detsils Category of Dispute Item Wise Details Transaction Histary Concered Offices Deciaration Complaint

Summary
Success Message
Your URN ARNGQCTDFCOMO0028036AME1 has been saved successfully
Category of Dispute ~

8 o

of products supplied
Note:
ue

4 Please il 1,2,5,6,7,8,9,10,11,12,17,18,19,20,21,22,23,24 mandatary i

Non-Supply of goods

12. Next screen is Category of Dispute, user can select multiple check boxes and for each selected
category user needs to enter remarks.

Note-For each category selected there is a note displayed showing set of fields which needs to be
captured mandatorily in the next Iltem Wise details screen. In case multiple categories are selected
then the Super set combining all the mandatory fields for each category will be marked with an asterix
symbol in the Item Wise Details screen.

1
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§ Directorate General of Forsign T X 4 - X
& C @ egtfdgftgov.in/UAT CP/weblrequestType=ApplicationRHlactionVal=checkLogin - a #« 0o »@ :

e Siemap | A A A% | heptes 1800111550 | AskVAHEI | Language = Suman =

R HERRA (299
Py DIRECTORATE GENERAL OF ADOUEDGFT~  Senvices~  MyDashboard~  ReguiatorylUpdates~  Leam~  IndianTradeServicew R Q £
£ FOREIGN TRADE

° © O O O O O
A= S A S S
Summary

° Success Message x

Your URN ARNQCTDFICOMODUZB036AM21 has been saved successfuily

£11,2,5,6,7,8,9,10,11,12,17,18,19,20,21,22,23,24

ty of products supplied category.

Non-Supply of goods

9 Partial supply of gonds

Note:

supply quantiy

1,567,89,10,11,12,13,14,15,16,20 mandatory fisds

Non-Payment for goods supplied

Partial Payment for goods supplied

13.QCTD-ltem wise details : A matrix for reference is displayed for QCTD Item wise details in a pop
up screen.

Q@ Teta Consultancy Services-Mes: X % Directorate General of Foreign T X+ = X
<« C @ egtfdgftgovin/UAT_CP/weblrequestType=ApplicationRH&actionVal=checkLogin - a % on@:

QCTD-ltem wise details

Below matrix is for reference and following details mentioned as mandatory need 1o be filled before proceeding

Non-
Poor Non. Partial Non- Partial adherence
Quality of | Nom- Partial Payment | Payment | Payment | Payment | to
products | Supplyof | supplyof | forgoods | forgoads | of Delivery | Any other
Category supplied | goods goods supplied | supplied i ission Schedules | issus

Description of the item(s) Mandatory | Mandatory | Mendatory | Mandatory | Mandatory | Mandatory | Mandarory | Mandacory

Date of arrival of goods at destination | Mandatary Mendatory | Mandstory | Mendatery | Mendstory | Mandatory
int

Bill Type
Bill Number
Total Quantity of consignment Mandatary | Mandatory | Mandatory | Mandatory | Mandatory | Mandatory | Mandatory | Mandatory
Unit Mandatory | Mandatory | Mandatory | Mandatory | Mandstory | Mandatery | Mandatory | Mandatory
Toxal Value of consignment Mandatary | Mandatory | Mandatory | Mendatory | Mandstory | Mandatery | Mendatory | Mandatory
Currency Mandatary Mandatory | Manda Mandatory | Mandatory | Ma Mandatory
Quantity under dispute/claim Mandatary Mandatory

Unit Mandatory Wendatory

Feedback

Amount under dispute/claim Mandatary Mandstory

Currency Mandatary | Mendatory | Mandstory

[ A Sty Notes [ Fiie plorer (] = Directorat.. | 3%/ Settings [

14. Next screen is for ltem wise details. User captures details for Transaction Summary, Quality and
Value Details, Contract Details, Other details and Click on Add button.

Note-Unit & currency are auto-filled if selected once under Quantity and value details tab.

12
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@ Tata Consultancy Services - Mest X ¥ Directorate General of Foreign 7 X+ - X
<« C @ egtfdgftgov.in/UAT CP/weblrequestType=ApplicationRHlactionVal=checkLogin - a %« 0o »@ :
9.Quantity under cispuss/ciaim * 10unie * 11.Ampunt under dispute/cisim * 12.Currency * 5
Conrract Details ~
13.Payment Contract Type * 14.Date of Payment Contract * 15.Contract details * 16.INCO terms @ *
seiez v v
A
Other Details A
17.Condition of the goods at destination poine + 18.Quatiey under dispute/elaim 19.Any other decails of the Quality complaint, if available * 20.Whether any sample was approved? +
ves )Mo
P £ £
21 Whether consiznment was in szaled condition 2 22.0hesher exgorter forwarded capy of inspection certficate ? * 23.umether any independent survey of the goodswas done ? = 24 Whether survey was carried out with or without the consent of
supptier2*
Yes No Ves No Yes. No o
Yes Ne
25 Whether quality defects were also covered by insuranceffor
perishable goods)?
Description of the itemys) Edit/Delete
sds Sl

([ 4 Sticky Notes [ File Explorer Q € Directorat... | £k Settings

15. A provision for attachment is provided for users to upload up to 5 attachments of 5 MB, user clicks
on Save and Next Button.

Q@ Teta Consultancy Services-Mes: X % Directorate General of Foreign T X+ = X
<« C @ egtfdgftgovin/UAT_CP/weblrequestType=ApplicationRH&actionVal=checkLogin - a % on@:
snow

SrNo Description of the item(s) Edit/Delete

1 sds 28

Sr.
Ne. File Name Action
1 security.pdf B

conTAcT Us

Feedback

Dureciorats Ganera o Forely

o

an Honirg, Gate i

16.User is given a provision to enter details of the complaints made in past under “Transaction
History" tab.

13
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@ Tata Consultancy Services - Mest X Directorste General of Foreign 7 X+
& C & egtidgftgov.in/UAT CP/web?requestType=ApplicationRH8lactionVal=checkLogin - a #« 0o »@ :

Stemap | A- A A¥ | htee 1800111550 | AscVAHEL | Language = & Suman =

seraen o
(COVESMETDF MDA MNESTRY O COMERCE AND HOLSTSY

R HERRA (299
DIRECTORATE GENERAL OF Home  ADOUEDGFT~  Sevices~  MyDashboard~  ReguiatorylUpdates~  Leam~  IndianTradeServicew R Q £
FOREIGN TRADE

o © & © O O

Appiicant Details Category of Dispute It Wise Detais Transaction History Concerned Offices Deciaration

° Success Message x

Your URN ARNQCTDFICOMODUZB036AM21 has been saved successfuily

Transaction History ~

Whether furthe

Qe

have been placed with the sam subssquently

Whetl

cted from this supplier/exporter in the past Complaint

Any other that may be assis DGFT Reference Number, if any such complaint

Feedback

CONTACT US
Directorte Geners o Foreg Track (Hesdquamiss), iyog S, New

2 Dircctorat.. | 3| Settings [ B oc

17. Next screen is concerned office details where the details of Concerned Embassy of India,
Concerned DGFT Regional Authority (RA), Concerned Department of Commerce Division will
be auto populated based on the country of Party against which complaint is made.

Hyperlink to view the Country-Embassy Division Mapping is provided for reference.

(] C 6 egtfdgftgovin/UAT CP/webrequestType=ApplicationRH&actionVal=chackLogin o Q w 0N e

T S Stemap | A- A A+ | Heipiine 1800111550 | AskVAHEI | Language = £ 5uman -

‘GCVERNMENT OF IIWA MINESTRY CF COMMERCE A0 INOUSTRY

g, FRm o rpRmeT
i DIRECTORATE GENERAL OF Home  AboutDGFT~  Services~  MyDashboard~  RegulatoryUpdates~  Leam~  Indian Trade Service=  RTI Q 3293
%25 FOREIGN TRADE

o G 0 & ® O O

Appiicant Details Caregory of Dispute Item Wise Detalis Transaction History Concerned Offices Declarstion Compisint
Summary

° Success Message

Yaur URN ARNGCTDFCOMODO28036AM21 has been saved successfully

e I
Concerned Embassy of India * @ Concerned DGFT Regional Authority (RA) * € Concerned Department of Commerce Division * €

v RA DELH! v

Arachment A~

18. In the same screen User may upload up to 5 attachments of 5 MB and enter the remarks

and clicks on Save and Next Button.
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Q Tata Consultancy Services - Mee' X Directorate General of Foreign T X = - X
P C & egtidgftgovin/UAT CP/web?requestType=ApplicationRH&actionVal=checkLogin -~ a % on@:
° Success Message - a
Your URN ARNQCTDFCOMOD0ZB0364M21 has been saved sticcessfully
Concerned Offices ~
merce D ping
DGFT Regionsl Authority (R4) * 6 Department of Commerce Division * €
v v v
Avachment A

Atcachment Type Remark

Uploaded Document List

Show| 10 @ |enries

Attachment Type Remark View/Add More Attachments Delete

Mo dats svailzble in table

E
%

19. Next screen is the Declaration Page, User accept the terms and condition by clicking on check
box and enters place. Date is auto populated as per calendar date and user Details are auto populated
from IEC profile. User clicks on Save and Next Button.

- L Js.

N L e

20. Last screen is the Complaint Summary, the details captured throughout in the Complaint
Application File is displayed in a single screen.

15
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n Sitesn Mesaige

)

21. User can take Print out of the Complaint in PDF format by clicking on the Print Summary button.
T

<« C @& egtfdgft.govin/UAT C =ApplicationRH&actionVal=checklogin o a % 0N e

| DIRECTORATE GENERAL OF Home  AbOUtDGFT -  Services-  MyDashboard~  RegulatoryUpdates=  Leam~  IndianTradeService=  RTl @ Q239
S5 FOREIGN TRADE

Applicant Details Category of Dispute rerm Wise Detais Transaccion History Cancerned Offices Deciaration

° Success Message x

Your URK ARNQCTDFACOMO0025036AM21 has been saved successfully

Complaint Summary

Nature of the Complaint

‘ Applicant Details ~

Name of the Eirm/C : E-mailld* Address of che F

22. At the end of the Complaint Summary page, user clicks on the Submit button.

16
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23. On successful Submission File number is generated.

T
<« C @ egtfdgftgovin/UAT CP/web?requestType=ApplicationRH&actionVal=checkLogin

Acknowledgement

You have successfully applied for TradeDispute Complaint
Your File no is§DGHQCTDFICOMO0000230AM21

=a % 0o»@®

17
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8. Common Features in CP

1. User can ftrack the status of a submitted Complaint via My Dashboard>>Submitted
Applications>> select Type of scheme as Quality Complaints and Trade Disputes (QCTD)

And Type of sub scheme as File complaint and click on Search button.

@ Frescobocs x Directorste General of Foreign 7 X | 4

< c

& egtfdgftgov.n/STG_CP/weblrequestType=ApplicationRH&actionVal=checklogin

RGP TR e R
GOVERNMENT OF INDIA  WINISTRY OF COMMERCE AND INDUSTRY

DIRECTORATE GENERAL OF Home  ADOUtDGFT~  Services~  MyDashboard~  RegulatoryUpdates~  Learn~  IndianTradeSenvice~ RT @ 599
o
&= FOREIGN TRADE

Sitemap | A- A A% | heiplne 1800-572-1550/ 1800-111-550 | AskVAHE! | Larguage = GASHUTOSH =

Track Application Status ~
Type of scheme * Type of sub scheme *
Quality Complaints and Trade Disputes (QCTD) v File Complaint v

From Date To Date

Application Number File Number
x
v
<
2 Branch code RA Office
o
o
] Please Select v Please Select v
w

Sleachl
Ask VAHEI
85 QcTD.CPo03-Ma.docx ~ | BB QCTD.CPO3-Ma.doox ~ Showall | X

@) P e B

F e S —

2. Other common features are under Action tab wherein user can withdraw the Filed complaint.
User can withdraw a submitted complaint within 2 days from the date of submission.

18
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3. User can make a copy of the existing submitted complaint. A similar copy of the complaint with

same data as in original complaint is created with a new Application Number. It will be present in
Draft Complaint list of user.

4. User can take a PRINT of the submitted Complaint in PDF format.

e e s [
E T e ey fur e s [ [ "an 1
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