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1.Over View :

 This document provides a step-by-step guide for users on the brand & label registration
process.

2.Brand & Label Registration Direct Approval Process :

 Login to the application by visiting the provided URL and entering valid applicant login
credentials.

 Once logged in, the user will see the Support screen, user need to click on the Brand
Label Management tab to continue.
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 When the user click on the Brand Label Management tab, it expands. To proceed, user
need to click on the New Brand Label Registration tab.

 To add a new brand label registration, the user need to click on the
‘[+ Brand Label Application]’ button.

 After clicking the ‘[+ Brand Label Application]’ button, a new tab will open the Brand
Label Application.
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Application Type : drop-down list includes two options:

 Existing Label Registration :-
For labels already in the system. Users need choose the option from drop-down list as
"Existing Label Registration" as the application type.

Name of Company Drop-down List

 Displays eligible manufacturing unit types for brand registration in the drop-down list.
( ‘Bottling Unit ‘ , ‘Brewery ‘ , ‘ Home-Made Wine ‘, ‘ Import ‘ ) .

3. Brand Name :

 User needs to enter a valid brand number or name in the field and select an option.
 Based on the brand number / name, the system will auto-fetch the brand number ,

segment and also strength.

 To add multiple brands, the user can click the (+ New Row) button on the left side of
the page.
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 To remove brands, select the individual checkbox beside each brand on the left and
click the (- Remove Row) button. The first row cannot be removed but it can be edited.

 To add multiple entries for the same brand the user can click the (+ New Row) button
on the right side of the page.
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For example:

User can select different values for the same brand, such as "Issued for," state, size, pack
type, and ex-bond price.

 To remove a brand, select the checkbox next to it under the 'Issued For' column on the
left, then click the (- Remove Row) button on the right. The first row cannot be
removed, but you can edit it. After this, the next screen will appear.
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 To register a new brand label, select an option from the drop-down list and enter the
required values in the text fields.

For example :

 After select the brand name ,user need to scroll towards right side to continue.
 User need to choose the option from the drop-down list.
 If the user selects "Bottling Unit" or "Brewery" as the Name of Company, the issued for

will be displayed on the screen accordingly.

 If the user selects "Import" as the Name of Company, the issued for will be displayed
on the screen accordingly.
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 If the user selects "Home Made Wine" as the Name of Company, the issued for will be
displayed on the screen accordingly.

For example : Types of Issued Options for Brand Sales.

Choose the right 'Issued For' option based on where and to whom you want to sell your
products.

a) To sell within the same state — choose "Local".
b) To sell outside the state — choose "Export".
c) To sell to another state — choose "Import".
d) To sell to foreign entities — choose "Foreign (BIO)".
e) To sell within the state to paramilitary units — choose "Paramilitary Local".
f) To sell to paramilitary forces in other states — choose "Paramilitary Import".
g) To sell outside the state to paramilitary forces — choose "Paramilitary Export".
h) To sell to military canteens in other states — choose "Military Canteen Import".
i) To sell to the Superintendent of Police or the 6th Battalion — choose "Police Canteen".
j) To sell to Home Made wine— choose "Home Made Wine".
Note: 5.State drop-down list classified into two type local and export.

If the 'Issued For' option is one of the following :

a) Local.
b) Import.
c) Foreign (BIO).
d) Paramilitary Local.
e) Paramilitary Import.
f) Military Canteen Import.
g) Police Canteen.
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h) Home Made Wine Then, the State field will be automatically set to 'Meghalaya'.

If the 'Issued For' option is:

i) Export.
j) Paramilitary Export Then, the user must manually select the state from the drop-

down list.



11 | Page

 After Selecting an option from the drop-down list and enter the value manually in the
respective field.

 After clicking the [ Cost Card ] button , a Pop-up window will be displayed.

 After clicking the [ Cost Card ] Icon. it will re-directed another window.
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 After click on the 'Save' button, a success pop-up message will be displayed and user
need to click on the ‘OK’ button,To save the new brand registration.

 After clicking 'OK,' the next screen will appear.

 User needs to upload the file in the physical cost card, click on the 'Upload' button ,in
the pop-up window, select 'No file selected,' then click on the 'Upload' button.
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 After click on the 'Upload' button, a confirmation pop-up window will appear, where
the user need to click 'Yes' button , To upload the file.

 After click on the 'Yes' button, the next screen will appear.

 After clicking 'Upload file ,' the next screen will appear.
To re-upload,click on the re-upload button , a pop window appear user need upload the
file and click on the upload button and also click on the confirmation pop-up & success
pop-up window.
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 User needs to upload the file in the Sample Label, click on the 'Upload' button ,in the
pop-up window , select 'No file selected' for both front and back fields.

 After click on the 'Save' button, the next screen will appear.

 After click on the 'OK' button, the next screen will appear.
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 After clicking the Save button, navigate to the ‘Label Documents’ page.
 User need to click on the “No file selected” and providing remarks in the text field , and

then click the Submit button.

 After click on the 'Submit' button, the next screen will appear.

 After click on the 'OK' button, the next screen will appear.
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Note :
1. Application is submitted than it will forwarded to Inspector of Excise.

3.Login to the application ,entering valid IOE credentials :

 Once logged in, the user will see the main screen. User need to click on the Brand Label
Management tab to continue.

 When the user click on the Brand Label Management tab, it expands. To proceed, user
need to click on the New Brand Label Registration tab.
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 To approve the brand label registration, the user needs to click the '[View]' button.

 After click on the 'View' button, the next screen will appear.

 User can view and verify the details, then click the Next button to proceed.



18 | Page

 User can view and verify the details, then click the Next button to proceed.

 After click on the 'Next' button, the next screen will appear.
 User can verify the details, enter remarks, and then click the Approve button.

 After click on the 'Approve' button, the next screen will appear.
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 After click on the 'OK' button, the next screen will appear.

Label Application Print
[ This print is generated after application is submit ]
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Local Cost card
[ This is print generated individual cost card ]

Label Final Print
[ This print will generated after approved ]

--------------------- Thank You ---------------------
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