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1. Introduction and Accessing DGFT Portal

This document is the help file for logging and viewing the requests logged in the DGFT Helpdesk
system. To access the new portal, navigate to https://dgft.gov.in
The new portal is compatible with the following browsers: Chrome 70 + / Firefox 70 +/ IE 11 +

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

2. Create request in DGFT Portal

¢ Login into Directorate General Foreign Trade (DGFT) Portal

% TS aeR BERRREn LOGIN REGISTER
e DIRECTORATE GENERAL OF
435 FOREIGN TRADE

Glad to see you

¢ Navigate to My Dashboard

e Select Helpdesk Service
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NS wEER afves o e e itemap 4+ | Melptine VAMEI | Language * Prashant =
GOVERNMENT OF INDIA  MINISTRY OF COMMERCE AND INDUSTRY o LA AAl 190037 550 | Ak : ! B

o R R e

P DIRECTORATE

SENERAL Home  AbOUtDGFT~  Services~
22 rorEIGN TRADE

My Dashboard >  RegulatoryUpdates~  Leam~  Indian Trade Service»  RTI

Track Submitted

Prashant's Dashboard

Las Login 18-Apr-2020 10:45:13

For Your Action Notifications

Wy ¢ | | Manage Protie |
Link your existing IEC or apply for new 1EC to avail
further services

Frequently Accessed Links

Total Benefit Apply

Total Benefit Approved

Feedback

Y

DEL Status

¢ Navigate to Create new request

CTORATE GENERAL OF

Home About DGFT ~

Services ¥ My Dashboard ~ Regulatory Updates ~ Leamn ~ Indian Trade Service >

Helpdesk Service

Complaints & Suggestions

View Old Requests

Feedback

Request form will open, Fill mandatory values

User Details
Name

Moite Number

Email

Company/Drganisation Name

Request Details

Al flatdds marked with * are mandatory
Catugory® Sub Category®

Concarned Offica®

Type®

Sarvice Fmouers

Upload Attachment

Innse Description®

L Chck e Drag ana Doop e 22 upicad

Fill all details
and click submit
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e Click on Submit Button, Upon Submission Request will be generated and Notification will be sent
on SMS and Email.

Your Reguest is submitted successfully. Your Request Number is : 202008333

e}

e Fill all de.tclils
- -':‘.' T}
. and ¢ |IL.. submit 8
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3. View Request Status

¢ Navigate to My Dashboard

D S bl b 2 S Seeman | A A A% | wptee 1300111550 | AKVAHE | Langage +  &Prastane =

o7 Ru o maPeren

P DIRECTORATE GENERAL OF Home  AbowtDGFT~  Services*  MyDashbosrd~  Regulstory Updates=  Learn~  Indian Trade Service ~
5= FORIIGN TRADE

Helpdesk Service

Complaints & Suggestions

j Click on View
Request

status

Processes in Complaints & Suggestions
Create New Request View Request Status Call Helpdesk View Old Requests

e Select Helpdesk Service
The user will be displayed all the requests logged by the user.

R weeR wiftve v Iam e
GOVERNMENT OF INDIA MINISTRY OF COMMERCE AND INDUSTRY

Szernap | A~ A A+ | wwiptme 1800 111550 | ASkVAHEI | Langusge = & Prashane =

g 1330 |NR AE e

. DIRECTORATE GENERAL OF Home About DGFT ~ Services > My Dashboard ~ Regulatory Updates ~ Learn indian Trade Service ~ RN Q
S FOREIGN TRADE

o?

View Service Request

Request Number Date Of Request Raised | Request Type Channel Created By

202004132 16/04/2020 Service Request Customer Portal

Prashant Sehgal

15/0472020 Service Request Chatbot New Prashant Sehgal
20200411 110472020 Service Request Customer Portal New Prashant Sehgal
04106 08/04/2020 Fax Reopened Prashant Sehgal
07/042020 Fax Reopened Prashant Sehgat

06/04/2020 Service Request n Progress Prashant Sehgal

03/0

Letter Reopened Prashant Sehgal
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4. Respond to require for more inputs

¢ If the helpdesk user feels lack of information given by the user to resolve a ticket, he may request

for more request from the user.

e The user will receive an email "require more inputs" for the request. The user will be able to
update the inputs in the DGFT Portal (In the View Request).

Navigation

Navigate to My Dashboard
Select Helpdesk Services
Click on view request status

Search the ticket with status Pending with user
Click on Ticket & Provide additional information & submit again.

Request Number Date Of Request Raised Request Type Channel Status LS <. ot the ticket which is
20200348 27/03/2020 Customer Portal New Pras
20200493 02/04/2020 Service Rex Chatbot Pending With User
Shawing 11 to 17 of 17 encries B
Request Description
Concert ned Offle Request Type Category
Service </EDI
Sub Cotegory Stat Channet
KA ing With User
Issue Description Resolution Comenents Chatbot Logs
4 woff ¢ Vuser_says U}, (D0t says: uSorry. | really
: 4k oy o, wuser za
Work Logs
SiNo. Uploaded Documents o
i Enter description & click
submit
Comments

Upload Attachment

Ask VAHE!
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(el 202008232 06/08/2020

06/0:

e® 202008233

Status  New

Request Description

Concerned Office Request Type
DGFT HQ Service Request

Sub Category Status.
Online System New

Issue Description Resolution Comments

‘am facing problem in applying IEC, my PAN number is shawing invalid,

‘Work Lo,
orieboes SI No.

Service Request

Service Request

Uploaded Documents

Customer Portal

Customer Portal

Category

imparter-Exp

Channel

Customer Porzal

Chatbot Logs

Prashant Sengal

Prashant Sengal
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5. Re-Open Request
o If the user is not satisfied by the resolution provided, user can reopen the request from the DGFT
portal. Note: the user will be able to Re-Open the request in 15 days of being resolved. Once the
request is closed the user will not be able to Re-Open the request and log another request in the
system.
e User will be notified through message and email upon the same ticket "Request Reopen".
Navigation
¢ Navigate to My Dashboard
e Select Helpdesk Services
e Click on view request status
e Search the ticket to re-open
e Click on Re-open & Provide description
04 n o Customer Portal Resolved Prashal hgal
Request Description
Wecklg SI No. Uploaded Documents
o After successful save. The status will be updated & user will get reopen notification.
T 00
EY:
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6. Submit feedback

e Once request is resolved the importer/exporter will receive email & SMS with feedback link.

Feedback

Are you satisfied with the Resolution of your ticket:
O ves No

Rating
5/5

e B Bl [Pl ke

Comments/Suggestions

| am satisfied with resolution
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