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Note: This document is intended for companies which have to apply to Development Commissioner’s 

office for setting up a unit in desired Special Economic Zone. This documents guides users about how to 

file application form “F” through SEZ Online 
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1 INTRODUCTION 

When a company plans to set up a unit in a specific Special economic zone, they need to apply to  

Development commissioner’s office under whose jurisdiction Special Economic Zones operates. 

Company needsto file application form “F” stipulated by SEZ rules. Form “F” needs to be submitted online 

through SEZ Online System using module New Unit Application. 

 

The steps for New Unit Application are as summarized below: 

1. Creation of applicant user id 

2. Filing of New Unit Application (NUA) request (through the Created User id)  

3. Submission of online New Unit Application request to DC office  
 

4. Print of form “F” 
 

5. Rectification of deficiencies, if request is sent back by DC office.  

 
6. Approval of New Unit Application request by DC office. 

 
7. Updating Registration Fee payment 

 
8. Creation of Unit admin user  

 
9. Creation of Unit operational users (Unit Maker User /CHA User, Unit Approver User)  

 
10. Submission of Lease deed details 

 
11. Approval of Lease deed details by DC office.  
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2   PROCESS FOR NEW UNIT APPLICATION 

     2.1 Registration of Applicant User 

 Applicant user has to first create user id for submission of for “F” using NUA module. For the purpose 

of registration, applicant user shall login to SEZ online System using link: https://www.sezonline-

ndml.com. User shall select the link for – New Unit/Developer/Co-developer Registration 

Fig: Screenshot of “SEZOnline Website” 

 

Fig: Screenshot of “New Unit Application” 
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Upon click on new unit registration link, below user ID creation form will open 

 

Fig: Screenshot of “Applicant user id creation page” 
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Once all the details are keyed in and submit button is clicked, system will prompt user for about 

generation of user ID and display further link to proceed with registration 

 

 

 

Fig: Screenshot of “Confirmation of creation of user ID” 
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Here the User can key in the user id and password which was created for new unit application 

 

 

 

Fig: Screenshot of “SEZOnline login page” 

 

Post creation of user ID and successful login user will see  New Unit application link 

 

Fig: Screenshot of “SEZOnline New Unit application Home Page” 

 

From the above home page of SEZ online system, click the link “New Unit application”  

Once “New Unit application” link has been clicked General Details Tab will appear 
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Fig: Screenshot of “General Details Tab” 
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2.2  General Details Tab 

Fields mentioned below needs to be captured by user. 

 

SL NO  Description Details to updated / 

Selected  

Particulars Requirement 

 

 

 

 

1) Details Of Promoter 

/ Industrial 

Undertaking 

 

 

 

    TYPE OF UNIT 

User has to Select any 

one of the Four options. 

1) Manufacturing  

2) Service Oriented  

3) Trading 

 4) Bonded Warehouse 

Mandatory 

COMPANY CODE Short Name of Company 

i.e. User can make his 

own short code to 

capture here 

Mandatory 

NAME OF THE 

COMPANY/APPLICANT 

Full Name of the 

Company  

Mandatory 

SEZ The Name of SEZ has to 

be Selected from the 

search picker 

Mandatory 

IEC NO Import Export Code of 

the Company   

Mandatory 

PAN  Permanent Account 

Number of the Company 

Mandatory 

PASSPORT  Passport number of the 

authorized signatory 

Optional 
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SL NO  Description Details to updated / 

Selected  

Particulars Requirement 

 

 

 

 

2) Registered Address 

ADDRESS Full Address of the 

Company where the 

registered office is 

located 

Mandatory 

CITY/TOWN/VILLAGE Place where the 

registered office is 

located 

Mandatory 

COUNTRY Country where the 

registered office is 

located 

Mandatory 

STATE State where the 

registered office is 

located 

Mandatory 

PIN CODE  Import Export Code of 

the Company   

Mandatory 

PHONE NUMBER  Phone number with 

Country code 

Mandatory 

MOBILE NUMBER Mobile number of the 

authorized signatory 

  Optional 

FAX NUMBER  Fax  number with 

Country code 

Mandatory 

EMAIL ADDRESS Email address of the  

authorized signatory 

Mandatory 

 

WEB SITE Company’s Website Optional 
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SL NO Description Details to updated / Selected Particulars Requirement 

 

 

3) Bank Details  

NAME OF THE BANK Name of Bank where 

Applicant unit’s account is 

held 

Mandatory 

BRANCH NAME Branch where Applicant 

unit’s account is held 

Mandatory 

CITY City where the Unit is 

located 

Mandatory 

ACCOUNT NUMBER Account Number of the 

Applicant Unit 

Mandatory 

 

4) Nature of Business 

AREA ( IN HECTARES ) Total Land Area occupied 

by the unit in Hectares 

Mandatory 

CONSTITUTION OF 

APPLICATION FIRM 

From the drop down list 

Applicant user has to select 

any one of the below 

options as per the 

applicability 

1)GovernmentUndertaking 

2) Public Limited Company 

3)PrivateLimitedCompany 

4) Properioter Ship  

5) Partnership Firm 

6) Others 

 

Mandatory 
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NATURE OF INDUSTRIAL 

UNDER TAKING  

From the drop down list 

Applicant user has to select 

any one of the below 

options as per the 

applicability 

1) Large Scale  

2) Medium Scale 

3) Small Scale  

Mandatory 

FOREIGN TECHNOLOGY 

AGREEMENT  

Applicant user has to Select 

Yes or No  based upon the 

applicability of Foreign 

Technology agreement  

from the radio buttons 

available 

Mandatory 

SUBCONTRACTING  Applicant user has to Select 

Yes or No  based upon the 

applicability of 

Subcontracting agreement  

from the radio buttons 

available 

Mandatory 

 

5) Nature of Industry  

MAJOR INDUSTRY Applicant user has to Select 

Major Industry from the 

drop dowm 

Mandatory 

MINOR INDUSTRY Applicant user has to Select 

Minor Industry from the 

drop down 

 

 

 

Mandatory 
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SL NO Description Details to updated / Selected Particulars Requirement 

 

 

6) Bank Details  

NAME OF THE BANK Name of Bank where 

Applicant unit’s account is 

held 

Mandatory 

BRANCH NAME Branch where Applicant 

unit’s account is held 

Mandatory 

CITY City where the Unit is 

located 

Mandatory 

ACCOUNT NUMBER Account Number of the 

Applicant Unit 

Mandatory 

 

7) Nature of Business 

AREA ( IN HECTARES ) Total Land Area occupied 

by the unit in Hectares 

Mandatory 

CONSTITUTION OF 

APPLICATION FIRM 

From the drop down list 

Applicant user has to select 

any one of the below 

options as per the 

applicability 

1)GovernmentUndertaking 

2) Public Limited Company 

3)PrivateLimitedCompany 

4) Properioter Ship  

5) Partnership Firm 

6) Others 

 

Mandatory 
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NATURE OF INDUSTRIAL 

UNDER TAKING  

From the drop down list 

Applicant user has to select 

any one of the below 

options as per the 

applicability 

1) Large Scale  

2) Medium Scale 

3) Small Scale  

Mandatory 

FOREIGN TECHNOLOGY 

AGREEMENT  

Applicant user has to Select 

Yes or No  based upon the 

applicability of Foreign 

Technology agreement  

from the radio buttons 

available 

Mandatory 

SUBCONTRACTING  Applicant user has to Select 

Yes or No  based upon the 

applicability of 

Subcontracting agreement  

from the radio buttons 

available 

Mandatory 

 

8) Nature of Industry  

MAJOR INDUSTRY Applicant user has to Select 

Major Industry from the 

drop dowm 

Mandatory 

MINOR INDUSTRY Applicant user has to Select 

Minor Industry from the 

drop down 

Mandatory 
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9) Demand Draft  Details 

 

 

NUMBER 

 

 

Demand draft Number 

 

 

Mandatory 

DATE  Date on which Demand 

draft was drawn 

Mandatory 

AMOUNT  INR DD for Rs 5000 has to be 

drawn and the details has 

to be updated in the 

system 

Mandatory 

DRAWN ON  Name of the Bank where 

DD id drawn 

Mandatory 

PAYABLE AT Place and branch were DD 

is payable at 

Mandatory 

DOLLAR CONVERSION RATE Dollar Conversion rate on 

the day of submission of 

the Application 

Mandatory 



NSDL DATABASE MANAGEMENT LTD.  New Unit Application  

SEZ Online Manual Page 15 

 

 

After updating all the details in the General Tab  user has to click on save , Once saved New Unit 

Application request id gets generated in the system Which can be used for further correspondence 

and more tabs will be displayed for proceeding with registration. 

 

 

Fig: Screenshot of “New Unit application Request Id” 

 

After successfully updating the General details information, user has to update Director Details 

 

 

 

Fig: Screenshot of “Director Tab” 
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2.3Director  Details Tab:-The below details are to be updated in the Director details tab after 

updating the details save button has to be clicked. 

 

SL NO  Description Details to be 

updated/Selected 

Particulars Requirement 

 

 

 

 

 

 

AddDirectors/Partn

er/ProprietorDetails 

NAME Name of the Director/Partner 

/Proprietor of the firm 

Mandatory 

DESIGNATION Designationofauthorizedsignatory Mandatory 

ADDRESS Residential Address of the place 

where  authorized signatory lives 

Mandatory 

CITY 

/TOWN/VILLAGE 

City/Town/VillageWhere the 

authorized signatory lives has to 

keyed in 

Mandatory 

COUNTRY Country Where the authorized 

signatory lives has to be selected 

from the dropdown 

Mandatory 

STATE State Where the authorized 

signatory lives has to be selected 

from the dropdown 

Mandatory 

PIN Pincode of the Place Where the 

authorized signatory lives has to be 

Keyed in  

Mandatory 

PHONE Phone number with Country Code 

and Std Code of the authorized 

signatory has to be keyed in  

Mandatory 

EMAIL ADDRESS Email address of the authorized 

signatory 

Mandatory 

WEBSITE Website of the Company Optional 



NSDL DATABASE MANAGEMENT LTD.  New Unit Application  

SEZ Online Manual Page 17 

 

 

Option to Add multiple directors :-  User has the option to add multiple directors by clicking on 

Add button  

  

 

 

Option to Delete directors :-  User has the option to delete directors by clicking on delete button 

After  selecting the check box  

 

 

 

 

 

 

     Click here to Add 

     Select here      Click here to Delete 
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After successfully updating the Directors  details Tab user has to update Item Details 

 

Fig: Screenshot of “Item Tab” 

2.4  Item  Details Tab:-The below details are to be updated in the item details tab after updating 

the details save button has to be clicked. In this tab company needs to indicate items which they 

would be exporting and for which they are seeking approval. 

SL NO  Description Details to be 

updated/Selected 

Particulars Requirement 

 

 

 

 

1) Add Item 

ITEM DESCRIPTION User has to key in Items of 

manufacture/service activity ( 

Including By Product ,Co Product) 

Mandatory 

ITC HS CODE User has to key in eight  ITC HS Code 

of Manufacture 

Mandatory 

METRIC User has to Select Metric value of 

the item which is to be 

manufactured from the drop down 

list 

Mandatory 

PRODUCTION 

CAPACITY 

User has to key in estimated 

production capacity value per annum 

Mandatory 
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Option to Add multiple Items :-  User has the option to add multiple items by clicking on Add 

button  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

     Click here to Add 
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After updating the Item details tab user has to update Investment details 

 

 

Fig: Screenshot of “Investment Tab” 
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2.5 Investment details tab: - The following details are to be updated in the Investment details tab 

 

 

 

 

 

SL NO  Description Details to be 

updated/Selected 

Particulars Requirement 

 

1) Plant and 

Machinery  

 

 

 

INDIGENOUS Value of Indegnous goods Rs in 

Lakhs 

Mandatory 

IMPORTED CIF VALUE Imported CIF Value Rs in Lakhs Mandatory 

DETAILS OF SOURCE OF 

FINANCE 

User has to key in the source of 

finance through which P&M 

was acquired 

Mandatory 

REMARKS Remarks if any Optional 

 

2) Requirement of 

Material and Inputs  

 

 

 

CAPITAL GOODS User has to Key in the Rupee 

value of Imported and 

Indegenous Capital goods 

Mandatory 

RAW MATERIAL 

COMPONENTS 

CONSUMABLES 

PACKING MATERIALS, 

FUEL ETC FOR 5 YEARS 

 

User has to Key in the Rupee 

value of Imported and 

Indegenous Raw material 

Component of Consumables 

packing Materials fuel etc for 5 

Years 

Mandatory 

Notes :-               1- USD value is taken based on the Dollar conversion rate updated in the system 

                                2- Total value is taken automatically by the system 
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After successfully updating the Investment  details Tab user has to update Infrastructure Details 

 

 

 

 

Fig: Screenshot of “Infrastructure Tab” 
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2.6 Infrastructure tab: - The following details are to be updated in the Infrastructure tab 

SL NO  Description Details to be 

updated/Selected 

Particulars Requirement 

 

1) Requirement of 

Land (in Sq. mtrs) 

 

 

 

FACTORY AND OFFICE User has to update the land 

area required for factory 

and office purposes 

Mandatory 

WAREHOUSING AND 

STORAGE 

User has to update the land 

area required for 

warehousing and Storage 

purposes 

Mandatory 

OTHERS User has to update the land 

area required for any other 

purpose 

Optional 

REQUIREMENT OF BUILT 

UP AREA 

User has to update the total 

built up area required for 

setting up the unit 

Mandatory 

2) Requirement of 

Water in Kilo Litres 

FOR INDUSTRIAL 

PURPOSES 

User has to update water 

required in Kilo Litres for 

Industrial Purpose 

Mandatory 

FOR DRINKING PURPOSES User has to update water 

required in Kilo Litres for 

Drinking  Purpose 

Mandatory 

FOR OTHER PURPOSE User has to update water 

required in Kilo Litres for 

Other  Purpose if any 

Optional 

    Note:-  Total Water requirement will be automatically calculated by the system  

 

SL NO  Description Details to be 

updated/Selected 

Particulars Requirement 
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3) Effulent Treatment  

 

 

 

QUANTUM AND 

NATURE OF EFFLUENTS 

AND NATURE OF 

DISPOSAL 

User has to update the 

details of effluents and its 

nature of disposal 

Mandatory 

SPECIFY WHETHER OWN 

EFFLUENT TREATMENT 

PLANT WILL BE 

CREATED 

User has to Select Yes or No 

from the radio button 

option 

 

Mandatory 

REQUIREMENT OF 

POWER IN KVA 

User has to update the 

requirement of power in 

Kilowatt 

Mandatory 

 

 

 

4) Employment Details 

 

 

 

 

NUMBER OF MALE 

EMPLOYEES 

 

User has to update the total 

number of Male employees 

Mandatory 

NUMBER OF FE MALE 

EMPLOYEES 

User has to update the total 

number of FeMale 

employees 

Mandatory 

 

  Note :- Total Number of Employees will be calculated by the system 



NSDL DATABASE MANAGEMENT LTD.  New Unit Application  

SEZ Online Manual Page 25 

 

After successfully updating the Infrastructure details Tab user has to update Equity Details 

 

 

 

Fig: Screenshot of “Equity Tab” 
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2.7 Equity Details 

Details to be updated in Equity tab: - The following details are to be updated in the Equity tab 

 

 

 

 

 

SL NO  Description Details to be 

updated/Selected 

Particulars Requirement 

 

 

 

 

 

1) Equity Including 

Foreign Investment 

 

 

EQUITY User has to update 

Proposed and Existing 

Authorized ,Subscribed and 

Paid Up capital Rs In Lakhs 

Mandatory 

PATTERN OF HOLDING 

AND PAID UP CAPITAL  

User has to update pattern 

of Holding under 

a) Foreign Holding 

b) NRI Company/ Individual 

Holding   

c) Residential holding 

Mandatory 

EXTERNAL COMMERCIAL 

BORROWINGS 

User has to update external 

commercial borrowing if 

any  and remarks of 

commericial borrowing has 

to be updated 

Optional 

Notes:- 1 -Usd value is taken based upo n the dollar conversion rate updated in the system 

              2- Total Equity value is calculated by the system after updating values in columns a ) to C) 
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2.8 Forex Details 

After successfully updating the Equity details Tab user has to update Forex Details 

 

 

 

Fig: Screenshot of “Foreign Exchange Tab” 
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Details to be updated in Foreign Exchange Tab: 

 

In the Foreign Exchange tab user has to update EXPORTS projection (FOB Value )for the next  

5 years and FOREIGN EXCHANGE OUT GO projection for the next 5 years to arrive at  

Projected NET FOREIGN EXCHANGE EARNINGS 

 

The projected  Net Foreign Exchange for each year  is calculated by the system as under 

 

SL NO PARTICULARS AMOUNT RS IN LAKHS 

A FOB VALUE OF EXPORTS XXXXX 

B FOREIGN EXCHANGE OUT GO XXXXX 

NET FOREIGN EXCHANGE EARNINGS ( A- B ) XXXXX 

 

 

Note:- Usd value is taken based upo n the dollar conversion rate updated in the system 
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2.9  Applicant Details 

 

After successfully updating the Forex  details Tab user has to update Applicant  Details 

 

 

Fig: Screenshot of “Applicant Tab” 

Details to be updated in the Applicant Tab 

The applicant user has to update the Name, Designation , Full  Residential Address along with 

phone number and email address as in the screen shot .User can also update Company’s website 

which is optional. 

 

 

 

 



NSDL DATABASE MANAGEMENT LTD.  New Unit Application  

SEZ Online Manual Page 30 

 

2.10  Market CollabrationDetails 

After successfully updating the Applicant  details Tab user has to update Market CollabrationDetails 

 

Fig: Screenshot of “Market Collaboration” 

 

 

User Can Skip this tab in case if there is no market collaboration and Miscelllaneous details by 

clicking on Save. 
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Details to be updated when the user has  Market Collobaration and Miscellanous Information  

When the Applicant unit has Market Collobaration  the same can be updated by clicking on Add  

 

After clicking on Add user has to update and save two mandatory details which contains 

            1)  Market Collaboration Name 

            2) Market Collaboration Description  

 

 

 

 

 

     Click here to Add 

Click here to Save 



NSDL DATABASE MANAGEMENT LTD.  New Unit Application  

SEZ Online Manual Page 32 

 

Option to Add, Modify or Delete Marketing Collaboration Details 

Applicant user has the option to  Add / Modify or Delete Marketing Collaboration Details by clicking  

On Add/Delete buttons 

 

 

Fig: Screenshot of “Market Collaboration Add Option” 

 

 

 

Fig: Screenshot of “Market Collaboration Delete Option” 

Click here to Add 

     Select here 
     Click here to Delete 
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Fig: Screenshot of “Market Collaboration Edit Option” 

Miscellanous Information 

In the Miscellanous  information user has  the option to  update the follwing fields if any 

    1- Any Special feature of the project which the user want to highlight 

    2- Details of Letter of proposal or industrial licence which was obtained earlier 

    3-  Any other application which was submitted pending with Dc office 

    4- Whether the applicant or any of the partner/Director who are also partners/Directors of  
Another company or firms its associate concerns are being proceeded against or have been  
Debarred from getting any License/Letter of Intent/Letter of Permission under Foreign Trade  
(Development and Regulation) Act, 1992 or Foreign Exchange Management Act, 1999  
Or Customs Act, 1962 or Central Excise Act, 1944. 
 

 

 

Click here to open  

Update here to make 

the changes 

Click here to Save 
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2.11 Add Documents 

After updating all the details user has to update Add documents field 

 

Fig: Screenshot of “Add Documents” 

 

Details to be updated in Add Documents field 

In the Add Document Tab user has to update the details of supporting documents which are to  be  

Submitted to DC office for approval 

 For each supporting document which is being  user has to update the following 

              1- Document Name which is mandatory 

              2- Doucument Subject – Subject of the document  which is optional 

              3- Document reference number if any  which is optional 

              4- Any remarks relating to the document which is optional 
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Documents details to be updated inAdd Documents  field and to be submitted to Dc office  

User has to submit the following documents physically to dc office and  the details of the document 

has to be updated in Add documents field  

       1- Copy of Incorporation Certificate ,Articles and Memorandum of Association of the Company 

      2- Demand Draft of Rs. 5000/- in Favor of The Pay & Accounts Officer, Payable location 

     3- Copy of Company’s  profile, Directors Profile, and Project Report 

     4-  Copy of Board  Resolution 

     5- List of Imported and Indigenous capital goods 

    6-  Form 18 and 32 filed with ROC 

    7- Copy of residential proof and identity proof of directors 

   8- Last three years Income tax returns of the company 

  9-Copy of Audited financials 

  10- Copy of IEC Code of the company 

  11- PAN Card Copy of the company 

 12- Copy of Term sheet for incubation premises 

13-Copy of Term sheet for main premises 

14-Letter for marketing / Buy back plan 

15-List of directors with details such as address, contact details etc 

16-Letter mentioning web and email address 

17-Undertaking for Pollution control 

18-Affidavit 

19-  Form F containing the details of New unit Application 
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Option to Add, Modify or Delete Document Details 

Applicant user has the option to  Add list of supporting documents which will be furnished along 

with application form “F”. 

 

Generation of Acknowledgment receipt 

Applicant User has the option to generate Acknowledgment receipt of the documents which will be 

physically submitted to DC office along with form “F” 

pdf format or print can be taken directly by the user for reference. 

 

Update here 

Click here to Save 

Select here to Export the output 
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3.    Submission of New Unit Application request to DC office  
After capturing details in all tabs, the request can be submitted to DC office for verification. User 
shall specify the remarks to be communicated to the DC in External Remarks field. User shall click 
on Submit button to submit the request. The NEW UNIT APPLICATION Confirmation screen is 
displayed. User shall select the check box to confirm and click on Confirm button. A message, 
‘Request Processed Successfully,’ is displayed.  
 
(Note: User has to make sure pop up blocker is off in order to view confirmation screen) 

 

 

 

                                 Fig: Screen shot of Submit button 

 

 

Click here to Submit 
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                                        Fig: Screen shot of Confirm button 

 

Select here 

       Click here to Confirm 
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Fig: Screenshot of “message being displayed on Successful submission of request” 

4.   Generation of NEW UNIT APPLICATION FORM F  FROM the system 

After submitting the request applicant user has to take a Print out of NEW UNIT APPLICATION 

Submitted to DC office in FORM F  by clicking on search request by updating the Request from 

date,Request to date Request type as new unit application and by click on search. 

 

 

Select Request From and To Date within in 30 days range of Submission  

Select New Unit Application from drop down 

Click here to Search 
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Fig : Screen shot of request id retrieval using date range option 

 

Alternatively user can retrieve the request just by putting the request id number without updating 

other fields by clicking on search 

 

 

 

Fig : Screen shot of request id retrieval using request number  

 

After retrieving the request id user has to click on the request id number to open the request 

 

Update request Id number 

Click here to Search 

Click here to open 



NSDL DATABASE MANAGEMENT LTD.  New Unit Application  

SEZ Online Manual Page 41 

 

Fig : Screen shot of opening request number  

 

 

After opening the request user has to Click on Print button to generate  FORM F  out put in PDF 

 

 

Fig : Screen Shot of Print button  

 

Once Print button is pressed user will get the output in Pdf format with the option to open, Save or cancel 

 

 

Click Here to Print 



NSDL DATABASE MANAGEMENT LTD.  New Unit Application  

SEZ Online Manual Page 42 

 

Fig : Screen Shot of Pdf out put popup 

 

 

Once output file is opened Form F generated from the system has to be taken a print for DC office 

submission and the form look like this  

 

 

 

 

Fig: Screen Shot of Form F 
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5.  Approval ofNew Unit Application request 

Once DC office approves the NUA request online, unit applicant willreceive an email alert in the email id 

provided during user registration. Email will indicate further process for getting enabled in system and start 

using various modules. 

Note: Tab wise information post creation of request ID need not be filled in sequence and user has a facility 

to save partial information by saving concerned tab and can re-login later, fill remaining information and 

submit the request. 

6. Updation of registration fee details and Creation of Users after approval from Dc office 

After approval from DC office, Registration Fee Payment Link will get enabled for entry of payment details 

which would be verified and authorized by NDML. Upon authorization of payment ,unit applicant user can 

create administrator and operational users  for transaction processing. 

 

 

 

Fig: Screen Shot registration fee payment link 

Once payment is made, NDML representative will verify receipt of payment and will authorize the 

payment upon verification of valid payment entry in SEZ Online System. 

After payment is authorized, unit gets enabled for creation of admin and operational user IDs. 

     Click here to update registration fee payment details 
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