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I. AGENT CFT APPLICATION PROCESS 
 

Step 1 - Select CFT Application Tab  
 

User can apply for CFT Application Form by clicking on CFT Application under “CERTIFICATE FOR 

TRANSFER APPLICATION Tab” provided in top menu as displayed in screen below:- 
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Step 2- Fill in the CFT Application Form for Agent 
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Step 3- Enter Certificate for Transfer Details 
 

 
 

 Select Transport & Shipping (T&S) Officer from the drop down or will be auto populated 

depending on the date of EC Creation. 

 Enter ECIN Number for which transfer has to be made.  

 Click Add button and system will Auto Populate the data incase of system generated ECs. 

 In case of manual ECs, User will have to manually enter the relevant data and will have to 

select the manual checkbox only in the case of sub-contractor otherwise it will directly be 

picked up from EC. 
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Step 4 - Enter Contract Details 
 

 

 Enter Transferor and Transferee incase of Manual ECs  

 Enter relevant details like Sub Contractors Name, Contract No. etc as mentioned in CFT 

Application form, 

 In case of manual ECs, User will have to manually enter the relevant data and will have to 

select the manual checkbox only in the case of sub-contractor otherwise it will directly be 

picked up from EC. 

 

Step 5- Enter Details of List of goods and upload relevant documents as mentioned 

 

 
 

 Enter the quantity or any changes in List of Goods. The quantity or value should not be more 

than EC Value. Only S.No. ,Transfer Quantity and Unit Value are editable fields 

 In case of manual ECs, User will have manually enter the data in list of goods. 

 If the goods are under negative list (for goods like explosives, radioactive substances etc.), user 

will have to select the checkbox of negative list. 
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SUMMARY- AGENT CFT APPLICATION PROCESS 

 
     To Summarise, the steps for CFT Application by Operator/Transferee are as follows: 

1. User will selects the CFT Application from Tab titled as “CERTIFICATE FOR TRANSFER 

APPLICATION” above.  

 

2. User fills the required data fields. 

 

3. Select Operator/Transferee Officer from the drop down 

 

4. Select Transport & Shipping (T&S) Officer from the drop down or will be auto populated 

depending on the date of EC Creation. 

 

5. Enter ECIN Number for which transfer has to be made.  

 

6. Click Add button and system will Auto Populate the data incase of system generated ECs. 

 

7. Enter the quantity or any changes in List of Goods. The quantity or value should not be more than 

EC Value. 

 

8. In case of In case of manual ECs, User will have to manually enter the relevant data and will have 

to select the manual checkbox only in the case of sub-contractor otherwise it will directly be picked 

up from EC. 

9. Agent User will attach the documents by selecting them from drop down list provided 

10. User has the functionality to upload multiple documents and clicks “Submit Button“. User can 

select “Others” incase document name is not part of the document dropdown list already provided. 

11. Then the CFT request is forwarded to ONGC Operator/Transferee for Reccommendation. 
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II. Agent’s CFT Application Approval by Operator/Transferee 

User 
 

Purpose : 

The screen is used to verify Agent CFT Application details by Operator/Transferee User to Recommend 

or Not Recommend the CFT Application  

 

Screen Layout: 

Operator/Transferee Home Page 

Operator/Transferee will click on “hyperlink” CFT Application displaying in screen below in grid titled 

as “Certificate for Transfer Application Requests” & the CFT Application submitted by Agent can be 

reviewed and recommendation for the same can be approved by Operator/Transferee.  
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For Editing the Agent CFT Application Details Operator/Transferee will click on edit as shown 

below:-  

 

 

 

On click of Edit button there is another confirmation dialog box with “Do you want to change the 

Application. If pressed Yes, the following screen appears  
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After making changes in the application, Operator/Transferee User clicks on “Save” button and on 

success the following screen appears  

On click of Edit button there is another confirmation dialog box with “Do you want to change the 

Application. If pressed Yes, the following screen appears  

 

 

After making changes in the application, Operator/Transferee User clicks on “Save” button and on 

success the following screen appears  
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Operator/Transferee User clicks on “View and Download” button to download the latest CFT 

application and finally uploads it along with digital signature of Operator/Transferee After upload 

of the latest CFT application Operator/Transferee User clicks “Submit” button to finally submit 

the CFT application.  
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To Summarise, the steps for Agent CFT approval by Operator/Transferee are as 

follows : 

1. Operator/Transferee User Login to the application and home page is displayed as 

shown above.  

2. All the CFT requests by agent  pertained to that particular Operator/Transferee user is 

displayed in the CFT’s Pending list 

3. On clicking hyperlink, agent CFT Application details will be displayed. 

4. The Operator/Transferee will select the T&S Officer from dropdown or will be auto 

populated depending on the date of EC Creation. 

5. On clicking “Edit”, the complete agent CFT application details are displayed. 

Operator/Transferee User will modify the details and clicks “Submit” button 

6. The Operator/Transferee will download Application and Annexure B from the 

hyperlink as mentioned above. 

7. On clicking “Submit” button the screen is redirected to agent CFT Application view 

screen 

8. On clicking “Recommend” button the CFT Application request by Agent is approved 

by Operator/Transferee User and forwarded to ONGC EC Cell. 

9. On clicking “Not Recommend” button CFT Application request is rejected and status 

is emailed to the corresponding Agent. 

10. If any queries raised by ONGC regarding the Agent CFT Application, queries is 

displayed in the list of queries. 

11. Operator/Transferee User will respond to each query raised by ONGC. 
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III. OPERATOR/TRANSFEREE CFT APPLICATION 

PROCESS 
 

Step 1 - Select CFT Application Tab  
 

User can apply for CFT Application Form by clicking on CFT Application under “CERTIFICATE FOR 

TRANSFER Tab” provided in top menu as displayed in screen below:- 

 

 Select Certificate For Transfer Application Tab for all new applications by 

Operator/Transferee. 
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Step 2- Fill in the CFT Application Form for Operator/Transferee 
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Step 3- Enter Certificate for Transfer Details 
 

 
 

 Select Transport & Shipping (T&S) Officer from the drop down or will be auto populated 

depending on the date of EC Creation. 

 Enter ECIN Number for which transfer has to be made.  

 Click Add button and system will Auto Populate the data incase of system generated ECs. 

 In case of manual ECs, User will have to manually enter the relevant data and will have to 

select the manual checkbox only in the case of sub-contractor otherwise it will directly be 

picked up from EC. 
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Step 4 - Enter Contract Details 
 

 

 Enter Transferor and Transferee incase of Manual ECs  

 Enter relevant details like Sub Contractors Name, Contract No. etc as mentioned in CFT 

Application form, 

 In case of manual ECs, User will have to manually enter the relevant data and will have to 

select the manual checkbox only in the case of sub-contractor otherwise it will directly be 

picked up from EC. 

 

Step 5- Enter Details of List of goods and upload relevant documents as mentioned 

 

 
 

 Enter the quantity or any changes in List of Goods. The quantity or value should not be more 

than EC Value. Only S.No. ,Transfer Quantity and Unit Value are editable fields 

 In case of manual ECs, User will have manually enter the data in list of goods. 

 If the goods are under negative list (for goods like explosives, radioactive substances etc.), user 

will have to select the checkbox of negative list. 
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SUMMARY- OPERATOR/TRANSFEREE CFT APPLICATION PROCESS 

 
     To Summarise, the steps for CFT Application by Operator/Transferee are as follows: 

1. User will selects the CFT Application from Tab titled as “CFT” above.  

 

2. In CFT application user have the option to apply CFT with CFT Application 

 

3. User fills the required data fields. 

 

4. Select Transport & Shipping (T&S) Officer from the drop down or will be auto populated 

depending on the date of EC Creation. 

 

5. Enter ECIN Number for which transfer has to be made.  

 

6. Click Add button and system will Auto Populate the data incase of system generated ECs. 

 

7. Enter the quantity or any changes in List of Goods. The quantity or value should not be more than 

EC Value. 

 

8. In case of manual ECs, User will have to manually enter the relevant data and will have to select 

the manual checkbox only in the case of sub-contractor otherwise it will directly be picked up from 

EC. 

 

9. User will attach the documents by selecting them from drop down list provided 
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12. Operator/Transferee User clicks on “View and Download” button to download the latest CFT 

application and finally uploads the downloaded application and upload it along with digital 

signature of Operator/Transferee. After upload of the latest CFT application 

Operator/Transferee User clicks “Submit” button to finally submit the EC application.  

13. User has the functionality to upload multiple documents and clicks “Submit Button“. User can 

select “Others” incase document name is not part of the documents dropdown list already provided. 

14. Then the CFT request is forwarded to ONGC EC Cell for Recommendation. 
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IV. Responding to Queries related to CFT Application by 

Operator/Transferee  
  

Operator/Transferee User can respond to queries directly using List of Queries grid as shown below 

when CFT Application does not need to be modified.  

 

 

When CFT Application needs to be modified apart from responding to queries, Operator/Transferee 

User clicks “Edit” button to open the application in Edit mode as shown below (partial view). After 

making the changes user clicks “Save” button.    
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After successful Save of the application, user clicks “View and Download Application” and “View and 

Download Annex B as shown in the screen below to download the updated CFT Application and upload 

it along with digital signature of Operator/Transferee and finally submit the application by clicking 

“Save”.  

 

 


