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CA (MSEO) Application 
 
 
 

Secondary/Firm User Login 

 Login with valid premises id and password 
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 Click on “Apply” button to submit fresh application for CA application 
 

 
 
 
 

Firm Profile Section 

Description: 
 

 Firm Profile having details like status of firm (partnership, proprietorship, private limited, etc), years of business, 

various licenses, etc. 

 The name of the firm and district cannot be edited by the individual/firm level user. This will be the same as 

filled by the Corporate User while creating the user for this firm. 

 Applicant will be able to upload scanned copies of relevant documents like Partnership deed, Article of 

Association and Memorandum VOP registration certificate, Firm Registration Certificate, etc in PDF or jpeg 

format. 

 After filling the relevant details press on ‘Save & Next’ button 

 Confirmation message will be displayed 
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Premises Profile 

Description: 
 

 Premises Profile having details like address, premises rented or own, etc 

 Depending on the commodity some sections will be disabled or not shown as per the prevailing business 

rule. 

 Applicant will be able to enter relevant details. 

 After filling the relevant details press on ‘Save & Next’ button 

 Confirmation message will be displayed 
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Machinery Profile 

Description: 
 

 Machinery Profile having details like crushing/refining mill details, quantity of different oilseeds, machinery 

details, separately stored & crushed, precautions taken storage facility, etc 

 If applicant select “No” in “Are different oilseeds stored and crushed/oils refined separately?” then  uploaded 

field not available 

 After filling the relevant details press on ‘Save & Next’ button 

 Confirmation message will be display 
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Laboratory Details 

Description: 
 

 Laboratory Profile having details like type of laboratory, consent letter, Details of Approved      Chemists etc 

 Applicant will be able to upload scanned copies of relevant documents like Approval letter of  laboratory, 

consent letter, etc. in PDF or jpeg format. 

 After filling the relevant details press on ‘Save & Next’ button 

 Confirmation message will be displayed 
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Trade Brand Label (TBL) Details 

Description: 
 

 TBL Profile having details like type of TBL registration, legal ownership of TBLs address of TBL registration, etc 

 Applicant will be able to upload scanned copies of relevant documents like a pack size wise design of TBLs, 

documents related to ownership of TBLs i.e. owned (Ownership declaration from applicant)/ taken from other 

parties with a copy of agreements and consent letter from legal owner, Trade mark Registration Certificate, if 

any or any other registration of TBLs, etc in PDF or jpeg format. 

 Applicant will be presented with input fields in a tabular format. The fields will be namely ‘TBL Name’, 

‘Registered’, ‘Registration Number’ and ‘Upload file’ 

 Applicant will be able to add as many rows as required to the table. 

 Applicant will be able to ‘Edit’ or ‘Delete’ the information added until ‘Final Submit’ 

 If applicant selects ‘No’ in ‘Is TBL belongs to you?’ then and option to enter ‘Name and address TBL owner’ and 

upload the scanned copy of consent letter will be presented. If ‘Yes’ is selected then the file upload option will 

only be available. 

 After filling the relevant details press on ‘Save & Next’ button 

 Confirmation message will be displayed 
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Payment 

Description: 

 This section will list the commodities for which application is being made and the total charge. 

 Payment is to be made online at bharatkosh.gov.in and the details are to be entered here 

 Click on ‘Yes’ at “Is payment done at bharatkosh.gov.in” after you have made the payment successfully. 

 On click of ‘Yes’ as above enter the details like Receipt Number, Date of Transaction and upload the copy of the 

payment receipt received from bharatkosh.gov.in 

 FAQ are available along with a link to bharatkosh.gov.in for information on how to make the payment. 

 After filling the relevant details press on ‘Save’ button 
Confirmation message will be displayed 
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Final Submission of application 

Description: 
 

 When all the sections are filled and saved successfully a button ‘Final Submit’ will be enabled for the applicant to 

finally  

 On click of ‘Final Submit’ button a PDF format file is generated as per the prescribed format and display the popup on 

the screen with two options 1)“Submit with Esign” and 2) ”Submit without Esign” for application final submit process.

 
1. “Submit with Esign” 
 If applicant select the option “Submit with Esign” and click on proceed button then display the E- signing 

authentication window on the screen and E-signing is Aadhaar UID based.

 A formal approval is taken from the applicant for using the aadhaar number for e-signing. Click on the check box to 

accept the same.

 You can preview the generated PDF prior to e-signing

 The files are e-signed using OTP on the registered mobile number as per the aadhaar ID provided.

 Enter the OTP as received on mobile.

 Click on ‘Resend OTP’ to receive the OTP again

 On successful e-sign of the application PDF a confirmation message is displayed and the applicant is taken to the 

respective dashboard.

 After successful e-sign the PDF is updated with the e-sign details which are available to the   applicant for 

download and print.

 Here the applicant can view the e-signed application. 
 

2.  “Submit without Esign” 

 If applicant select the option “Submit without Esign” and click on proceed button then display the term and condition 
message box. 

 Click the check box and accept the term and condition for continue the final submit process. 

 

On Final Submission: 

 After the final submit the application with e-signed or without e-signed, all application section disabled (not editable). 

It is automatically sent to respective the DDO/PAO In-charge dashboard for payment verification. 

 After the final submit, applicant can view or download the application pdf from his dashboard. 
 If any doubt/query about payment to DDO/PAO then they referred back the application to applicant. 
 Applicant gets SMS or Email if DDO/PAO referred back the application. Referred back section highlighted with orange 

color tab. 

 Applicant fulfills the DDO/PAO requirement and save the payment section once again with updated information. 
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On Payment Verification: 

 After payment verified by DDO/PAO. It is automatically sent to the RO/SO In-charge dashboard as per the district 

wise jurisdiction for granted the application.

 If any doubt/query about application to RO/SO in-charge then RO/SO in-charge referred back to applicant with or 

without valuable comments.

 Applicant gets SMS or Email if RO/SO in-charge referred back the application. Referred back section    highlighted 

with orange color tab.

 On referred back section, section open in editable mode with comment box. Applicant saves the  reply comment 

and once again final submit the application.

 Final submit button not visible until applicant not replied to all referred back comment.

 Next procedure same as after final submit.

 
 

 
User Log History 

Description: 
 

 The applicant can view the history of all logins by clicking on ‘Log History’ from the left menu of the dashboard. 

 Search options are available for filtering the records and easy viewing 
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Applicant Dashboard with list of application pdfs and grant certificate pdfs with version, click to open and download. 
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