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Module —Change of Name of Establishment

1. User Login

Frafa Friteor aRee, e @@ P—

Export Inspection Council, Government of India
HOME ABOUT EIC ~ APPROVED FACILITIES KNOWLEDGE REPOSITORY ALERT AND NOTICES ~ CONTACT US _

Peanut and Peanut Products Exporters may utilize the service of EIA-Mumbai Pilot Test House for sampling and testing of Peanu

m

Login Id

Password

Legin Forgot Password

What'e New? 3

e Login with valid user credentials (Establishment User).

e Click on Login button.

i ml“ I IEI&‘ I Iit Iil LLGISIC Search here... -
£ Export Inspection Council, Government of India

Search Consignments

Consignment From To

d Search Date o] Date o] Search

List of Consignments

S.No. Consignment Id Consignee Name Destination Country Current Status

No records found.

pory 1 [

e Home page displayed.

2. Change of Name of Plant Request

e Go to Services>Request>Request for Change of Name
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LIMITLESS EXCELLENCE

frafa Fréigor aRug, ara @R

Export Inspection Council, Government of India

e A
e = S s _
»

Consignment Creation
& sampiing ana Analysis » [
[ FromDate | |?| To Date \— B " Search

Consignmi ‘ I o] | | Search ‘
Lab Payment Status — —

ceruea Forspert >

E-Health Certificate |

ALTIRAY

Actioning Tomorrow

USER MANUAL

| Search |

Consignee Name | Destination Country | Date/Time of Creation | Current Status |
Mo record Request » I Request For Approvals »
i I house ab . Associate Merehant oo

Request For Additional Facility

Request For Renewals 3

‘ Request For Change Of Name

Click on Request for Change of Name.

Dashboard of ‘Type of List’ is displayed.

Frafa Frlteor aReg, TR a@R

Select type of List

o Request for change name . View list of Name change request

| Proceed

Add new for change name

‘ sr. No. ‘ Approval No. ‘ Name of Establishment | Type of Facility | Commodity | Created Date | Action |
Processing .
1 MUM/BRI02052 Test Basmat R 31082015 I I
o Establishment asmaliice
(1of1) [9) 207
i A

e Click on “+’ icon link to apply for Change of Name request
Application for ‘Change of Name’ appears on the screen.

ESTABLISHMENT APPLICATION FORM FOR CHANGING THE NAME OF PLANT

1 Name of the establishment | Test | Address of the establishment | |

2. Name of registered office | | Address of registered office | |

3. Contact number |gggggggggg | E-mail address |r.upseﬁolme@eloic com |
+ Choose

4 New Name of the establishment | Undertaking and guarantee

+ Choose + Choose

Attested / Certified legal documents

s relating fo the change
+ Choose
s Alttested / Cerlified copy of legal identity
of the new facility.
+ Choose
- Attested / cerfified copy of the consent
lefter of PCB in the new name.
+ Choose
s Original Certificate of Approval issued 1o

the facility.

User Manual For Change of Name Module
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Attested / Certified copy of MPEDA registration
in new name.

+ Choose
Altested / certified copy of the |E code in the
new name.

+ Choose
Declaration regarding the finished goods in the
cold storage.

Undertaking from the new facility that they shall
1ake all the respensibility of the quality and
safety of the products processed / exported by
the existing facility.

+ Choose
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e Fill the application and click on ‘Submit to EIA’.

ALTIRAY

Actioning Tomorrow

3. Joint Director receives application for ‘Change of Name request’
e Joint director receives the Application and view it in his dashboard.

USER MANUAL

Frafa Fritao oftwe, ara a@r

Export Inspection Council, Government of India

m APPLICATIONS ~ HEALTH CERTIFICATES ~ APPLICATION ALERT HELPDESK LOGOUT _

Total Application ‘ Approval Appllcation ‘ ‘ Renewal Application Acditional Application ‘ ‘ Change Mame Application
List of approval application List of Renewal application
EDECT T T
73435282 Action Mo record found with given criters
2 21331079 Action
3 25332820 Action
viEw more..
List of additional application List of change name application
Cuery asked:
e | EIECTTETT | | T T—
regarding
2pplication Mo recard found with given criteria MUMER/02052 @
78438262

e User clicks on the Action link

e Dashboard of the ‘Change in Name Detail’ appears on the screen.

Frafa Frfter oftwe, s s@n

Export Inspection Council, Government of India

bl

HOME

APPLICATIONS -

HEALTH CERTIFICATES ~ APPLICATION ALERT

HELPDE 5K LOGOUT

Test Basmatl Aice

Changs rama appnoval fom

Apphradon Submitied By Expories

l Assign Application 1o officer

1000 craraciers resaing

) Ask Quory from Estabilis henenbOdmioer

Subedl | Chose

e User opens the Application by clicking on the given link ‘MUM/BR/02052°.
User writes in the remarks field and clicks on the assign application to officer for scrutiny
e User can also ask the query from Establishment/officer

4. ‘Assigned Officer for Scrutiny’ receives application for ‘Change of Name request’

User Manual For Change of Name Module

Page 5

Assigned officer receives the Application and view it in his dashboard.
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Loginid: DD_GOA

frafa Frieor oftee, Tra @R

Export Inspection Council, Government of India

Totai Appiication | Approval Application ‘ | Renewal Application | Additicnal Application | ‘ Change Name Appilcation

27 5 1 0 0

I e
T =
73722372 Action 1 MUMFFP/02042 Action
2 52301582 Action
2 72426262 Action
view more..
e
St No. |  ApprovaiNo | Action Sr. No. |  Appiication No | Action
No record found with given criteria 1 MUMBR/02052 @

e User clicks on the Action link
e Dashboard of the ‘Change in Name Detail’ appears on the screen.

Login id: DD_GO,

frafa Fiew oftwe, 9 s@n

Export Inspection Council, Government of India

Taaz Baimat Roe Charges furrol hgprdnl form

oot Pl B W]
] e

Appicesion Submitied i DD For Sonssny

1) Ask Query e EstablishmentOfficer | ~Seest- | "
W Submit the Application

User opens the Application by clicking on the given link ‘MUM/BR/02052’.

User writes in the remarks field and clicks on the ask the query from Establishment/officer
User can also assign the application to another officer.

User has the option to submit the Application

User Manual For Change of Name Module = Page 6
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frafa Friveor ofwe, W @R

Export Inspection Council, Government of India

Change Name Detail

MUN/BR/O2052 Tast Bazmati Rice Change name approval form

Query forwarded to Shalu Jacob

Application Ststus Log

“ SRS
Application Submitted to DD For Scrutiny

1000 characters remaining.
@ Assign Application to officer
© Ack Query from Establishment/Officer Shalu Jacob |
@ 5ubmit the Application
=
5r. Mo Remarks. Uploaded Document{s) Remark By
1 Ask Query from Estabizhment'Oficar DD_GOA
Assign Applicstion to officar Shalu Jasoh

aorn [0 KB 0D oma

e Asked Query is forwarded to the Joint Director.

5. Joint Director receives Query from ‘Assigned Officer’
e Joint director receives the query and forward it to the Establishment.

Login Id : Shalu Jacob

frafa Fler oivg, wra g@r

'ci,__. Export Inspection Council, Government of India

m APPLICATIONS ~ HEALTH CERTIFICATES ~ APPLICATION ALERT HELPDESK LOGOUT _

Change Name Detail

MUM/BR/OZ052 Test Basmati Rice Change name approval form

Application Status Log

e

Ask Query from EstablishmentOfficer

“
Query Assigned To JD For Scrutiny @

Pl
1000 characters remaining

© Ask Query from Establishment/Officer

Test -l
@ Reply to Query

Submit Close

Sr. No. Remarks Uploaded Document(s) Remark By

6. Establishment receives Query from ‘Joint Director’

Establishment gets the alert for asked query and view the asked query in the given screenshot.
e Go to Services>Request>Request for Change of Name

User Manual For Change of Name Module = Page 7
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frafa Fréigor aRug, ara @R

L-cj_,;. Export Inspection Council, Government of India

Consignment Creation

B =-samping anc anaysis » _

Consignm¢ Search From Date To Date Search
Lab Payment Status

[ ] e erggen

$.No. E-Health Certificate | Consignee Name Destination Country Date/Time of Creation Current Status
Mo record l Request » I Request For Approvals »
In house lab 13 Associate Merchant : n n m

Request For Additional Facility

Request For Renewals 3

‘ Request For Change Of Name

e Click on Request for Change of Name.
e Dashboard of ‘Type of List’ is displayed.

o Select the radio button of View list of Name change request and click on Proceed button.

Previously Created Dashboard appears on the screen.
Login Id : Test

frafa Frlteor afve, ara @R

_,_. Export Inspection Council, Government of India

@ Request for change name iew list of Name change request

Previously created list

S

No Approval No. Name of Establishment Type of Facility Commodity Created Date Status Action
Processing
MUM/BR/02052
1. Test Cetablishment Basmati Rice 1710272018 Processing @

worn (23 ) ) EX

e Click on the reply icon as mentioned in the above screen shot.

User Manual For Change of Name Module = Page 8
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Login Id : Test

frafa Frler aftve, wra g@r

; Export Inspection Council, Government of India

Change Name Detail

MUM/BRIO2052 Test Basmati Rice Change name approval form

Application Status Log

_ RE—
Query nas been replied from Establisnment regarding Clarification
Query has been asked from Establishment o

regarding Clarification

© Reply to Query

e Establishment receives the query and reply to the query by writing in the Remarks dialog box.
e Establishment clicks on the Submit button. Query has been replied back to the Join Director.

935 characters remaining.

ShaluJacob | 7

Submit Close

7. Joint Director receives answer of Query from ‘Establishment’
e Joint director receives the answer of the Query and forward it to the officer who was dealing with it.

Login Id : Shalu Jacob

Fafa Fliger aRue, Tra a@r

2. Export Inspection Council, Government of India

Change Name Detail

MUM/BR/02052 Test Basmati Rice Change name approval form

Apgplication Status Log

_ SRS
Query Assigned To JD For Scruting
Query Assigned To JO For Scrutiny @

e
1000 characters remaining.

PPy I = i Officer

© Reply to Query

-Select—- | 7

Submit Close

Sr. No. Remarks Uploaded Documentis) Remark By

8. ‘Assigned Officer for Scrutiny’ receives answer of Query forwarded by Joint Director
o Assigned officer receives the answer of the Query and view it in his dashboard.

User Manual For Change of Name Module ~ Page 9
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Loginid: DD_GOA

frafa Fréteor aRue, TR @R (4®))

Export Inspection Council, Government of India "\—w

l

| Totai Appiication | ‘ Approval Application ‘ ‘ Renewal Application | Additionsl Application | ‘ Change Name Appilcation ‘

27 5 1 0 0

e

T =
73722373 Action 1 MUMFFP/02042 Action

2 52301583 Action

3 73426262 Action

e |

St. No |  ApprovaiNo | Action sr.No |  Appiication No Action

No record found with given criteria 1 MUMBR/02052 @

e User clicks on the Action link
e Dashboard of the ‘Change in Name Detail’ appears on the screen.

frafa e oftve, 9 @R

,;. Export Inspection Council, Government of India

Received Applications »

- Pending Applications Change Name Detail
MUM/BRI02052 Test Basmati Rice Change name approval form

Applicaticn Status Log

_ R
Submit the Application

4

Query Replied To DD For Scrutiny

1000 characters remaining

. Assign Application to officer

@ Ask Query from Establishment/Officer Shalu Jacob | ¥
| © Submit the Application
Close
Sr. No. Remarks Uploaded Document(s) Remark By
1 Query Assigned To JD For Serdiiny Shalu Jacob
2 Ask Query from EstablishmentOfficer DOD_GOA
3 Assign Application to officer Shalu Jacob

e User views the remarks in the remarks field and clicks on ‘Ask the query from Establishment/officer’ again, if he wants to ask query
again.
User can submit the Application, if all the queries is cleared to him.

e Application will be submitted to the Joint Director.

User Manual For Change of Name Module  Page 10
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9. Joint Director receives application submitted by ‘Assigned Officer’

e Joint director receives the application. He can view in the remarks section about the scrutiny process and then forward it to the respective
EIC officer. He can recommend the Approval Request or Rejection Request.

Login Id : Shalu Jacob

frata Fdeor oftug, g a@r

Export Inspection Council, Government of India

st A

Change Name Detail

MUMBRIOZ052 Test 2asmat Rice Changs name apgroval form

Application Status Log

_ i
Recommend Approval Request for the Change name of the plant
Application Submitted To JD For Inspection @

A

1000 characters remaining.

© Recommend Approval Request for the Change name of the plant

—-Seleci— =
@ Recommend Rejection Request for the Change name of the plant
Submit Close
Sr. No. Remarks Uploaded Documentis) Remark By
1 Submit the Application DO_GOA
2 Query Assigned To JD For Scrutiny Shalu Jacoh

10. EIC Officer receives application forwarded by ‘Joint Director’

e EIC officer receives the application. He can view the application in the given link and the remarks in the remarks section .He can ask the
approval from the director for the clarification of the queries related to the application.
In case of no clarification he can recommend to approve or reject the request.

User Manual For Change of Name Module  Page 11
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frafa Fheor oftvg, g a@r

i:cj‘,;. Export Inspection Council, Government of India

Change Name Detail

MUM/BRID2052 Test Basmatl Rice Change name approval form

Application Status Log

R
Request to director for the approval of clarification
Application Submitted To DD-EIC o

4

1000 characters remaining

Seek clarification from EIA
) Reguest to director for the approval of clarification

-Select—- | ¥
. Recommend Approval Request for the Change name of the plant
@ Recommend Rejection Request for the Change name of the plant
Submit Close
Sr. No. Remarks Uploaded Documentis) Remark By
1 Recommend Approval Request for the Change name of the plant Shalu Jacob

11.Director receives approval request from EIC officer for Clarification to be asked from ‘Joint Director
Director receives the application. He can view the application in the given link and the remarks in the remarks section .He can give the

approval or can ask the officer to discuss the matter. Approving the clarification request will send the application to its respective EIA
office.

Login Id : Director

frata Fler o, 9ra a@r

Export Inspection Council, Government of India

m APPLICATIONS ~ HEALTH CERTIFICATES ~ APPLICATION ALERT HELPDESK MIS REPORT ~ LOGOUT -

Change Name Detail

MUM/BRIOZ052 Test Basmati Rice Change name approval form

Application Status Log

R
Approve the Clarification Request
Request Clarification From JO To Director @

F
1000 characters remaining

@ Discuss with officer regarding the Clarification

© Approve the Clarification Request

Submit Close

SK. No. Remarks ‘ Uploaded Document(s) Remark By

12. Joint Director receives Query forwarded by ‘Director’

Joint director receives the application. He can view asked query in the remarks section and then reply the query by writing in the remarks
section. The application will be forwarded to the respective EIC officer.

User Manual For Change of Name Module  Page 12
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Login Id : Shalu Jacob

frata e afteg, ara @R

Export Inspection Council, Government of India

Change Name Detail
MUM/BRID2052 Test Basmati Rice Change name approval form

Application Status Log

_ e
Reply to the Clarification asked by EIC
Request Clarification From EIA e

e

1000 characters remaining

‘ © Reply to the Clarification asked by EIC ‘ Deputy Director | =
Submit Close
Sr. No. Remarks Uploaded Document(s) Remark By
1 Approve the Clarification Request Director
2 Recommeand Approval Request for the Change name of the plant Shalu Jacoh

13.EIC officer receives answer of the Query form ‘Joint Director’
EIC officer receives the application. He can view answer of asked query in the remarks section.
In this way he can ask the more queries from the Joint Director with the approval of Director.
If he has no further queries, he can give his recommendation to the director.

Login Id : Deputy Director

Export Inspection Counc:|l Government of India

Change Name Detail

MUNMBRIDZ052 Test Basmati Rice Change name approval form

Application Status Log
SR
Recommend Approval Reguest for the Change name of the plant
Clarification Replied To JO @

g

1000 characters remaining

@ Seek clarification from EIA

@ Request to director for the approval of clarification

Director | =
o Recommend Approval Request for the Change name of the plant
@ Recommend Rejection Request for the Change name of the plant
Submit Close
Sr. No. Remarks Uploaded Document{s) Remark By
1 Reply to the Clarification asked by EIC Shalu Jacoh

14. Director give the Approval/Rejection decision of the ‘Change Name’ request
Director receives the application. He can view the application in the given link and the remarks in the remarks section .Based on the
recommendation of the EIC officer, he can give the approval or can clarify with EIC officer. Approving the request will change the name
of the Establishment.

User Manual For Change of Name Module  Page 13
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Login Id : Director

frata Fdter aftvg, ara w@R

Export Inspection Council, Government of India

m AFPPLICATIONS ~ HEALTH CERTIFICATES ~ APPLICATION ALERT HELPDESK MIS REPORT ~ LOGOUT -

Received Applications »

- Pending Applications Change Name Detail

MUM/BRI02052 Test Basmati Rice Change name approval form

Application Status Log

_ g
Approve the request of Change name of plant
Approval Request Submitted By DD-EIC o

4

1000 characters remaining.

‘ © Approve the request of Change name of plant

. Reject the request of Change name of plant

@ Clarify with the officer
Submit Close

Sr. No. Remarks Uploaded Document(s) Remark By
1 Recommend Approval Request for the Change name of the plant Deputy Director
2 Approve the Clarification Requast Director
3 Request to the director for the spp of clarification Deputy Director

15.Establishment views the status of the Application
Establishment can view the status of the Application. When the application is approved by EIC. The new name of the Establishment will
be visible as New name(Old name).

Login Id : Test

frafa e aRue, 9 war

Export Inspection Council, Government of India

E-Health Certificate

- ‘ Request » ‘ Request For Approvals » Search by Consignment Date

Consignmi - ) . [a} To Date @ Search
Consignment Creation » Associate Merchant L

- E-Sampling and Analysis b  Request For Additional Facility  FTEsisss

S.No. In house lab » . Request For Renewals ’ Destination Country Datel/Time of Creation Current Status

N rd: |
it Lab Payment Status

- Certificate For Export »

Request For Change Of Name

User Manual For Change of Name Module  Page 14
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Login Id : Test

frrata Fter oitee, 9T @@R

Export Inspection Council, Government of India

-
Select type of List
@ Request for change name © view list of Name change request
Proceed
Add new for change name
Sr. No. Approval No. Name of Establishment Type of Facility Commodity Created Date Action
Processing -

1. MUM/BR/D2052 M Test B ti R 31/08/2018 +

lewname | Test) Establishment asmati Rice -

aor 123 G 300 EX

Login Id : Test

frafa Fftaor aRwg, ara a@r

Export Inspection Council, Government of India

Select type of List

@ Request for change name | © view list of Name change request|

Proceed

Previously created list

S
No.

Prgtameﬁsmg i -
MUM/BR/O2052
1 Mewname ( Test) Establishmeant Basmati Rice 17/09/2018 Approved

aorn 2 [ 31 EXA

Approval No. Name of Establishment Type of Facility Commodity Created Date Status Action

User Manual For Change of Name Module  Page 15



