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User Manual 

1. User Login: - Open link"www.cdscoonline.gov.in" and then after filling up correct credentials 

(Username or Email and Password) user can Login onto SUGAM portal, as shown in Figure 1-1. 

 

Figure 1 - 1 : Homepage (Login) 
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2. Dashboard: - After Login a New Window (Dashboard) will open there  are five parts of the 

dashboard Add Official Details, Registration Application, Upload Retail and Wholesale Data, 

Manufacturing Site Registration Application and Formulation Application, as shown in Figure 

1-2.  

 

Figure 1 - 2 : Dashboard 
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3. Change Password: - After accessing Dashboard, User can Change their password and can Sign-

out from the Dashboard by clicking onto their Login Username on Extreme top-right, as shown 

in Figure 1-3. 

 

Figure 1 - 3 : Change Password 
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Add official Details 
 

 

Figure 1 - 4 : Add Official Details 
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1. Add State Official Details: - After clicking on Add Official Details on the Dashboard, a new 

window will open as shown in Figure 1-5.

 

Figure 1 - 5 : Add State Official Details 

Note:- 

 User can add Official Details from this page by clicking on the Add Official Details button, after 

filling up the whole form. 

 User can Edit the form details if needed by clicking button under the Edit Menu (highlighted), 

and delete the form details also after selecting data using checkbox and then click on Delete 

(highlighted) button. 
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Registration Application 

 

Figure 1 - 6 : Registration Application 

 

Figure 1 - 7 : New Applications 
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1. New Registration Application: - After clicking on New Application in Registration 

Application in given Figure 1-7, a new window will open as shown in Figure 1-8. 

 

Figure 1 - 8 : New Registration Application 

Note:- 

 Under Edit Manu, User can either Approve or Reject the applied Applications. 
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2. Approved Registration Details: - If user Approve the application then the application will 

move to the Approved Application Details, which contains all the approved application, as 

shown in Figure 1-9. 

 

Figure 1 - 9 : Approved Registration Details 

3. Rejected Registration Details: - If user Rejects the application then the application will move 

to the Rejected Registration Details, which contains all the rejected application, as shown in 

Figure 1-10. 

 

Figure 1 - 10 : Rejected Registration Details 
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4. Approved and Rejected Applications: - User can view all these Approve or Rejected 

application (highlighted) directly from Dashboard, as shown in Figure 1-11. 

 

Figure 1 - 11 : Approved and Rejected Application 
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Manufacturing Site Registration Application 

 

Figure 1 - 12 : Manufacturing Site Registration Application 

 

Figure 1 - 13 : New Application 
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1. Unapproved Manufacturing Site Details: - After clicking on New Application in 

Manufacturing Site Registration Application in given Figure 1-13, a new window will open as 

shown in Figure 1-14. 

 

Figure 1 - 14 : Unapproved Manufacturing Site Details 

Note:- 

 Under Edit Manu, User can either Approve or Reject from the menu or Edit the details. 

 On selecting Official from Official List, User can assign the Manufacturing Site Received 

Applications to Different officials so they will be Accepting or Rejecting the Assigned 

Applications. 

 User can download License document under License menu. 
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2. Add/Edit Manufacturing Site Details (State Wise): - If User wants to Edit the application 

then, a new window will open as shown in Figure 1-15. 

 

Figure 1 - 15 : Add Manufacturing Site Details 

Note:- 

 After Editing the details user have to click on Save Details button to Save the edited details. 
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3. Approved Manufacturing Site Details: - If user clicks on Accept then the application will be 

moved to Approved Manufacturing Site Applications, as shown in Figure 1-16. 

 

Figure 1 - 16 : Approved Manufacturing Site Details 

 

 

 



       
                         User Manual Process 

 
 

18 

 

4. Rejected Manufacturing Site Details: - If user clicks on Reject then the application will be 

moved to Rejected Manufacturing Site Applications, as shown in Figure 1-17. 

 

Figure 1 - 17 : Rejected Manufacturing Site Details 

5. Approved and Rejected Applications: - User can view all these Approve or Rejected 

(highlighted) directly from Dashboard, as shown in Figure 1-18. 

 

Figure 1 - 18 : Approved and Rejected Applications 
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Upload Wholesale/Retail Data 
 

 

Figure 1 - 19 : Upload Wholesale/Retail Data 
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1. Upload Retail and Wholesale Data: - After clicking on Upload Retail and Wholesale Data 

option on Dashboard, a new window will open, as shown in Figure 1-20. 

 

Figure 1 - 20 : Upload Retail and Wholesale Data 

Note:- 

 Now users can Upload Retail and Wholesale Data by simply selecting State, Year and Month and 

after selecting all these details User has to select file to upload the Retail and Wholesale Data. 
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2. Show and Upload the Data: - After clicking on Show button on the page, the data will show 

some like this, as shown in Figure 1-21. 

 

Figure 1 - 21 : Show and Upload the Data 

Note:- 

 User can only first show and then save the records. 

 User can not edit data after upload, so user must upload the Updated data every time. 

 After Showing the data user has to save the data by clicking on save button to upload this file 

onto SUGAM. 


