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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.in.

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

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.

3. User Registration @DGFT Customer Portal

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

2.User clicks on login node.
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3.User clicks on Register .

e——

iy DIRECTORATE GENERAL OF
@55 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.

§ Directorate General of Forsign 7 X 4 S e %

¢ C & egtfdgftgovin/UAT CP/indexjsp a % on» =@ :
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Glad to see you
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User will capture all the details, agree to the terms and conditions by clicking on the check box.
1. User clicks on Send OTP button.

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

3. User provides the OTP received.

4. 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.

LOGIN REGISTER

User Name (Registered Email)*

.........

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.
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5. Filing Complaint in CP by Indian/Foreign firm

section covers the process of filing Complaint against Indian/Foreign firm

Steps to apply for QCTD file number are as follows:

1.

2.

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

Importer/Exporter navigates through Services>>Quality complaints and Trade dispute.
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3. User selects Indian Complainant or Foreign Complainant from Services under Trade
Dispute

COVRMENT oF YA ANSTRY CF COMRERCE AND HEUSTRY Siemap | A~ A At | Mepine 1800111550 | AskVAHE! | Language = & Sumen =

e R TR 299
Wy DIRECTORATE GENERAL OF Home  AboutDGFT~  Services~  MyDashboard~  RegulatoryUpdates~  Learn~  IndianTradeService> RTl QL
%% FOREIGN TRADE

Quality Complaints and Trade Disputes

What is Trade Disputes

Pre-Requisites for Filing Complaint / Trade Dispute in QCTD

can directly file 2 complaint in QCTD from provided link. Other pre-requisites as mentioned in the Chapeer 8 of Foreign Trade Policy and Hand book of Procedures may be referred

Services under Trade Dispute

Indian Complainant Foreign Complainant

Draft Complaints if any are displayed to the Complainant. User can select the radio button
and proceed with the draft Application.

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 must capture data for all the sections from the beginning
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4. First Screen displays the Applicant details where the Nature of Compliant, Applicant
Details is shown. User must provide the designation of the Person who is filing the
complaint.




Note:
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
noneditable.

W | A A A VO TR | M | e
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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.

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.
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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.

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

Sitemap | A- A A+ | Heplne 1800111550 | AskVAHEI | Language = @ Suman =

Home  AbOUtDGFT=  Services~  MyDashboard~  ReguiatoryUpdates~  Leam~  IndianTradeSenice~ RT @ 029

© © O O O O O

Appiicant Details Category of Dispute frem Wise Detais Transaction History Concemed Offices Deciaration Complaint

Summary
Success Message
Your URN ARNQCTDFICOMO0023036AM21 has been saved successfully
Category of Dispute ~

€ Poor Quaiiy of products suppiied

Note:

ase i 1,2,5,6,7,8,9,10,11,12,17,18,19,20,21,22,23,24 mandatory fieids ir: next screen for Poor Quaiity of product

Non-Supply of goods

9. 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 Item 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

10
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Asterisk symbol in the Item Wise Details screen.

§ Directorate General of Foreign T X + = (=} X

< C @ egtfdgft.gov.in/UAT_CP/web?requestType=ApplicationRH:

ionVal=checkLogin ~a % 0o»@:

e Stemap | A~ A A% | Heiptine 1800111550 | AskVAHEI | Language = @ Suman =
o TR e wePRE

W DIRECTORATE GENERAL OF Services~  MyDashboard~  RegulatoryUpdates~  Leam~  IndianTradeServicew  RTl Q299
£ FOREIGN TRADE

° () ‘& O ) @ o
A J J N J
Appiicant Details Category of Dispute item Wise Detai's Transaction History Concerned Offices Deciaration Complaint
Summary

° Success Message x

Your URN ARNQCTDFICOMOD028036AM21 has been saved successfully

Category of Dispute

@ Poor Quality o products supplied

= Note:
4 Plasse
Non-Supply of goods
@ Partial supply of goods
Note:

quantity

1,5,6.7,89,10,11,12,13,14,15,16,20 mans

Feedback

Non-Payment for goods supplied

Partial Payment for goods supplied

Directora.

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

Q Tata Consultancy Services - Meet X & Directorate General of Foreign 7 X + = a X

<« C @ egtfdgftgov.in/UAT CP/web?requestType=ApplicationRH&actionVal=checkLogin - a % 0»@ :

QCTD-Item wise details

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

Poor Non- Partial Nor Partial adherence
Qualityof | Non- Partial Payment | Payment Payment | to

products | Supplyof | supplyof | forgoods | forgoods | of o Delivery | Any other
Category supplied | goods goods supplied | supplied Schedules | issue

Date of arrival of goocs o cestinaion Men:a::»,,‘ ‘h'e-ca::f/ Wandsory | Mencatory | Mandsiery | Wandaory
Foinc

BirType
il Number
Total Quanty of consignmen Vangsory | ancatory | Mendstory | Wanasiory | Mansssory | wandstory | wancsiory | Mznsstory
vnie e Vangsiory | Manosiory | wenostory | Manasory
TotalValue of onsignment Vanssiory | wancsiory | wnastory | Wanasory | Manoscory | wanasary | Wenasiory | nensrory
curency Vanasry | Wancsiory | Mendstary | Wanastory | anossory | wanastary | wengsiory | wansstor
Quantiy under dispure/cisim Vangsory Vangsiory

Unit Mard Meng

Feedback

Amount under dispute/claim Mendatory Mandatory

Currency WMandat Mandatory

T A StickyNotes [ FileBplorer (£ 2 Directorat... we. GRQCTDwe. ~ @ Z

11. Next screen is for Item 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.

11
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12. 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 Tata Consultancy Services - Mes' X

¢ C & egtfdgftgovin/UAT ~a % 0o»@:
Shoy
Sr.No Description of the item(s) Edit/Delete

sas 28

No. File Name Action

SERCES REGULATORY

Feedback

" Foreign Trade Setement
Advanced Autherizston TCHS Based lrpert & Export Py
L

o

son
e festen
e 2
" ™ 18001

& sticky Notes [ File Explorer Q ¢ Directorat... | ¥ Settings @ ciscowe.. 'QCTD-USE... ~@ 7z 8B ;5,:)?,:’:,2|

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

Q Tata Consultancy Services - Mee' X Directorate General of Foreign T X+ - X
¢ C @ egtfdgftgov.in/UAT_CP/weblrequestType=Applicatio fal=checkLogin - a % o»@:

e -
T TR o Sitemap | A~ A A% | Heptine 1800111 550 | AskVAHEI | Language ~ & Suman =

AR HERRRTE
DIRECTORATE GENERAL OF
5= FOREIGN TRADE

AboutDGFT~  Services~  MyDashboard~  RegulatoryUpdates~  Leam~  IndianTradeService» R Q 0299

@ © @ © O O O
- S J
Appiicant Details Category of Dispute Item Wise Detsiis Transaction History Concerned Offices Deciaration Complaint

° Success Message

Your URN ARNQCTDFICOMOO028036AM21 has been saved successfully

Transaction History ~

Whether imports were effected from this supplier/exporter in the past

= O

Complaint on the past dealing with this trader (if any) and mode of their settlement. Whether further orders have been placed with the same trader subsequently

v @ e

Any other relevant information that may be assistance in investigation of the complaint DGFT Reference Number, if any such complaint is made earier on this portal

Feedback

ABOUTUS. SERCES REGULATORY E

CONTACTUS

DGFT Orgarization Sirueture 3 Foreign Tradk Suement. Appicaion Help & FAQs

HQConact dvanced Aaborizstion TCHS Based impert & Export Poiy

Divectovate General of Forign Trade (Hesdquaners), Lidyog Bhanen, New
Edearming Videos. Ders >

I[1 4 StickyNotes [ File Explorer Q

T 7 1338
2 Directorat.. | 4¥  Settings @ cove. TWacnwe. ~@ B 50

14. 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.

12
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Hyperlink to view the Country-Embassy Division Mapping is provided for reference.

€ C # egtfdgftgovin/ eb?requestType=ApplicationRH&actionVal=checkLogin o Q % 0B e

Sitemap | A~ A At | belptine 1800111550 | AskVAHEI | Language = 8 Suman ~

T SRR
GOVERNMENT OF DA MANESTRY OF COMMERCE AND INOUSTRY

oy RRmammR
iy, DIRECTORATE GENERAL OF Services  MyDashboard~  RegulatoryUpdates~  Leam~  IndisnTradeSenice RTl Q 0299
£ FOREIGN TRADE

0 @ 0 @ ® O O

Appicant Details Category of Dispute Irem Wise Detaiis TransactionHistory ~ Concerned Offices Declaration Complaint
Summary

° Success Message X

Your URN ARNGCTDFICOMO0028036AM21 nas been saved successfully

Concemned Offices ~

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

v RA DELH! v orth EamAsa v

Autachment A

15. 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.

Q Tata Consultancy Services - Mee: X Directorate General of Foreign 7 X =+ = X
¢ C @ egtfdgftgov.in/UAT_CP/weblrequestType=ApplicationRH&actionVal=checkLogin ~a % o»@:
° Success Message - -

Your URN ARNQCTDFICOMO0028036AM21 has been saved successfully

Concemned Offices -~

Division M: aopi
Concerned Embassy of India * @ Concerned DGFT Regional Authority (RA) * @ Concerned Department of Commerce Division * @
v v v

Attachment A
Attachment Type Remark

Uploaded Document List

Show| 10 @

Attachment Type Remark View/Add More Attachments Delete

No data availabie in tsble

Upload Attachments

Feedback

ABOUTUS SERCES REGULATORY [t CoNTACT US

[ 4 sticky... [B File Bxpl... Q % Director... [8¥ settings (@ Cisco.. R acTD

= 13:40
N ER s am

16. 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

13
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auto populated from IEC profile. User clicks on Save and Next Button.

. wpridghy ‘ - * o9

Sy (AR ARy 1Y N | b | g =

© Wy D - s e SR T wnieass T Qo™

b

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

° Swccesy Message

glf

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

14
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< C & egtfdgftgov.in/UAT

&actionVal=checkLogin

o a % 0»@
. DIRECTORATE GENERAL OF Services~  MyDashboard~  Regulatory Updates~  Learn~

2 FOREIGN TRADE

Indian Trade Service~  RTI Q02

o @ © @ © ©

Applicant Details Category of Dispute Irem Wise Detais Transaction History Concerned Offices Declaration

° Success Message

Your URN ARNQCTDFICOMOD02!

SAMZ21 nas been saved successfully

Complaint Summary

Nature of the Complaint

Complaint against

‘ Applicant Details

‘

Name of the Firm/C E-maillg* Address of che Firmy/C

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

Fandhack

15
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20. On successful Submission File number is generated.

<«

C @ egtfdgftgov.in/UAT CP/web?requestType=ApplicationRH&actionVal=checkLogin

Acknowledgement

You have successfully applied for TradeDispute Complaint
Your File no is§DGHQCTDFICOM0O0000230AM21 |

~a % o»@

16
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6. Common Features in CP

1. User can track 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.

@ FrescoDocs X § Directorate General of Foreign 7 X 4

CP/web?requestType=ApplicationRH&actionVal=checkLogin

C @& egtfdgftgovin/sT

<

Gavmnum“rugfm uumgfz'wmm.m Sitemap | A- A A+ | Hepline 1800-572-1550/ 1800-111-550 | AskVAHE| | Language ~ SASHUTOSH =

TR IR weiFRmTey
DIRECTORATE GENERAL OF Home About DGFT ~ Services ¥ My Dashboard ~
&> FOREIGN TRADE

Track Application Status -~

Type of sub scheme *

Regulatory Updates ~ Learn~ Indian Trade Service ¥ RT (o} Qs”

Type of scheme *

Quality Compla d Trade Disputes (QCTD) v File Complaint v

From Date To Date

Application Number File Number
X
v
Ll
o Branch code RA Office
°
@
@ Please Select v Please Select v
L

el
Ask VAHE!

Showall =~ X

@ QCTD.CP_03-Ma..docx A @ QCTD_CP_03-Ma...docx

T 0 v— 1S | A ) S S—
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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.

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.

Ty AR B — | — — ——
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