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2 INTRODUCTION 

2. 1 PRODUCT FUNCTION 

The Export Oriented Unit (EOU) Management module allows units to register 

under EOU section for seeking benefits from SEEPZ SEZ.  

 

The performance of units under the EOU scheme is monitored quarterly or 

annually. Units outside SEEPZ SEZ seeking SEZ tax and other benefits must 

register through the EOU module, where their registration and approval 

process will be managed. 

2. 2  INDENDED AUDIENCE    

This manual is designed for two User. 
 

 SEEPZ User 

The Seepz User plays a key role in managing applications submitted by Unit 

Users. They have the authority to review, approve, forward, and raise queries 

on applications as needed. Additionally, they can add notes for reference or 

clarification. 

 UNIT User 

The Unit User is responsible for submitting the Unit Registration and On 

boarding details, along with uploading essential documents such as the LOP 

and Green Card. They can also respond to queries raised by the Seepz User, 

ensuring smooth communication and processing of applications. By fulfilling 

these tasks, the Unit User facilitates the registration and approval process within 

the system.  
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3 ONE TIME REGISTRATION 

 

 

 

Figure 1 - Home Page 

Click on One Time Registration 
Tab. 

Enter the mobile number, email 

ID and click on [Get OTP] button. 

Figure 2 - Get OTP 
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Once the details are entered, the OTP is generated and sent to the registered 

mobile number and email ID. 

 

 

 
Once the verification process is complete, the user can proceed with one-time 

registration. 

 

 

Figure 3 - OTP Verification 

Enter the OTP and click on 

[Verify OTP] button. 

Provide the basic details, browse for 
the profile photo, and attach it. 

Figure 4 - One Time Registration Process 
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Once the details are submitted, the one-time registration process is complete. 

The unit user can then login using their credentials. 

Enter the address details, select the declaration 

box, and click the [Submit] button. 

Figure 5 - One Time Registration (1) 
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4 UNIT USER 

 

 

 
 

 

 

Figure 6 - Login Page 

 

 

 
 

 

 

 

Figure 7 - Module List 

 

Enter the Username, Password, Captcha and click on [Login] button to login. 

Select Export Oriented Unit module from functional Modules List. 
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4.1  INBOX 

 

 
 

 

 

 

Figure 8 - Notifications 

 

4.2 SERVICES 

4.2.1 UNIT REGISTRATION 

 
 

 

 

 
 
 
 
 
 

User can view the Notifications here. 

Figure 9 - Unit Registration (1) 

Click on [+ Register Unit] button for unit registration.  
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Figure 10 - Unit Registration (2) 

 

 
 

 

 

 

 

 

Figure 11 -  Unit Registration (3) 

 

 
 

 

 

 

 

 

 

 

 

 

 

                                                             Figure 12 - Service List 

Choose the Unit Type as Existing Unit, enter the unit name and click on [Save] button. 

Click on [View] button. 

Click on EOU Registration. 
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4.2.2 UNIT ONBOARDING 

Unit onboarding is a facility that allows SEEPZ users to onboard existing 

registered units. 

 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Figure 13 - Adding Unit On boarding details (1) 

 
  

Furnish the required details. 
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Figure 14 -  Adding Unit On boarding details (2) 

 

4.2.3 DOCUMENTS UPLOADING 

 
 

 
 

 

 

 

Figure 15 - Document uploading 

Furnish the required details and click on [Save] button. 

Upload the LOA and Green Card document, click on [Upload] button. 
After uploading both documents click on [Submit] button to submit the 
attachments. 
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Note: Once the application is submitted to the Seepz User, it will appear under 

the Application Tab. A submitted application will be marked as "Submitted," an 

approved application will be labelled as "Approved," and if the Seepz User 

raises any queries for clarification, the status will be displayed as "Queried”.  

 
 
 

 

                                                     Figure 16 -  Applications 

 

 

 
 

 

 

Figure 17 - Query Reply 

 
 
 

Enter the reply, upload the document and click on [Resubmit] button. 

Click on Queried link to respond to query. 
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5 SEEPZ USER 

 

 
 

 

Figure 18 - Login Page 

 

5.1 INBOX 

 

 
 
 
 
 

Enter the Username, Password, Captcha and click on [Login] button to login. 

Figure 19  - Notification 

Click on the relevant notification, it will redirect to the concerned tab for the process. 
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5.2 APPLICATION 

 
 

 

                                           Figure 20 - Received Application 

 

 

 

Click on [View] button to view the received application. 

Submitted application details will be 
displayed here. 

Figure 21 - Application Details 
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                                            Figure 22 - Adding Notes 

 
 
 
 
 
 
 
 
 
 
 
 

Enter the note and click on [Add Note] button to add the notes. 
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Figure 23 - Sending query 

 

 
 

 

                                           

 

 

 

 

 

 

 

 

 

 

 

 

                                                 Figure 24 - Received LOP 

 

 

 
 
 

5.2.1 APPLICATION FORWARDING 

LOP Details get auto populated here. 

Enter the Query and click on [Send query] button to send the query. 
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Figure 25 -  Application Forwarding (1) 

 

 
 

 

 

Figure 26 - Application Forwarding (2) 

 

5.2.2 APPLICATION APPROVING 

Click on [Forward] button to forward the application 

Select the Sections, Seat under section-IA and click 
on [Forward] button to forward the application. 

Green Card Details get auto populated here. 
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                                    Figure 27 - Approving Application 

 

 

 
 

 

 

 

Figure 28 - Approved Application 

 

Click [View] button to view the approved application. 

Click on [Approve] button to approve the application. 
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Note: Received applications will be displayed under Inbox >> Received, queried 

applications under Inbox >> Queried, approved applications under Inbox >> 

Approved, and forwarded applications under Inbox >> Forwarded. 

 

 

 

 
 
 
 
 
 
 
 
 
 

 

 

 

 

 

 

 

Figure 29 - Action Icons 

Click [Attachment] icon 
to view the Attachments. 

Click [Notes] icon to 
view the Notes. 

Click [Query] icon to 
view the Query. 
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**End Of the Module - RISe (EOU – UNIT ONBOARDING) 

 

“Thank you for thoroughly exploring the features and information.” 
 


