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1. Login:  
 

Step 1: Click on the “Implementing Agency Login” option to login using the Implementing Agency user 

details. 

 

 

Step 2: Enter the login id and password of the Implementing Agency user. 
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2. Dashboard:  
 

Step 3: Valid credentials will lead to the Dashboard, where multiple application wise details can be 

listed. 

1. Total Application Received: List of total applications received at the Implementing Agency user 

login. 

2. Application to be Processed: The applications which are kept under processing by the logged in 

user. 

3. Application Rejected by IA: The applications which are rejected by the Implementing Agency. 

4. Forwarded to Bank: List of applications which are Forwarded to Bank for further processing at Bank 

level. 

5. Pending Beyond Timeline: List of Applications which are pending beyond 26 days after status 

updated to Under Process. 

6. Returned by IA for Correction: list of applications where the Application has been send back to the 

application for modifications in the Application Form, Score Card details or Documents. 

7. Application Rejected by Bank: List of applications rejected by the Bank. 

8. Application Withdrawn by Applicant: List of applications which were withdrawn by the application 

as no action was taken by IA. 

9. Physical Re-Verification Request: The applications which have been marked as Defunct or Non-

Traceable, the applicant can apply for re-verification.  
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3. Status Update-> New Loan: 
 

Step 4: Click on the “Status Update” Menu and under the menu and select the “New Loan” Sub-menu 

to get the list of all the applications available with the logged in user. 

 

 

Step 5: From the application list the user can click “View” button to display the details of the 

application. This grid will show the Application Code, Applicant’s Name, Date of Submission of 

application to the Implementing Agency, Current status of the Application and View button to check 

the details of the application like Application form, Score Card and Documents. 
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Step 6: “Application Form” option will display the Non-Editable format of the Applicant Form filled by 

the Applicant. 

 

 

Click on the Check box for “Verified Application form by Implementing Agency” and click on 

the Save button to proceed further. 
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Step 7: “Documents” option will display the list of Documents uploaded by the applicant. 

 

Click on the Check box for “Verified Documents by Implementing Agency” and click on the 

Save button to proceed further. 

 

Step 8: “Score Card” option will display the list of checklist items updated by the Applicant with the 

required documents.  
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Click on the Check box for “Verified and Finalized Marks by Implementing Agency” and click 

on the Save button to proceed further. 

 

Step 9: “Interaction Details” option will display the interactions done by the Implementing Agency 

user with the Applicant. The logged in user can Update the Interaction done with the applicant via 

email, phone or by other mode of communication. 

 

Step 10: The application status can be updated from the “Applicant Status” Menu.  

 Select the status as “Under Process” if the user wants to work further on the application, user 

will have to add remarks for keeping the application Under Process and then click on the “Save 

Record” button. 



 
 
User Manual PMEGP Portal   
  

Page 9 of 37 
 

 

 Select the status as “Action Required from Applicant” if the user wants some inputs/ updates 

from the applicant. Clicking on the Action Required from Applicant option, and first select the 

appropriate tab where the updates are required from: 1. “Application Form”, 2. “Detail 

Project Report”, 3. “Score Card and Documents” and 4. “DPR and other Documents”. 

Secondly, Select the field for correction to be suggested to the applicant. Add the relevant 

remarks for the specific updates which are required from applicant and then click on Save 

Records button to forward the application to the applicant. 

 

 Select the status as “Rejected by Agency”, if the user wants to reject the application and the 

reason can be selected from the dropdown.  

 Once the Application is rejected the Applicant can apply for the new loan with updated details 

and then click on the “Save Record” button. 
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 Select the status as “Score Card Verified and to be forwarded to Bank” in case the user wants 

to Forward the application to Financing Bank. Add the remarks to be forwarded to the Bank 

and click on the “Save Records” button. Once the status is selected and Save Record button 

is clicked the application will be forwarded to the First Financing Bank selected by the 

application/ updated by the Implementing Agency user. 
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4. Status Update-> Second Loan: 
 

Step 11: Click on the Status update menu and click on the Second Loan sub-menu. This will show the 

Dashboard with the updates for all the Second loan applications.  

 

 

Step 12: Click on the more info option of Application Under Process to get the list of application where 

action from the Implementing Agency user is required.  
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The list of application where the action is pending from the user are listed here. 

 

Step 13:  Click on the View button to open the application details. 

 

 

Click on the Check box for “Verified Application form by Implementing Agency” and click on 

the Save button to proceed further. 
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Step 14: Click on the Documents tab to view all the documents uploaded by the applicant for the 

Second loan. 

 

Click on the Check box for “Verified Documents by Implementing Agency” and click on the 

Save button to proceed further. 

 

Step 15: “Interaction Details” option will display the interactions done by the Implementing Agency 

user with the Applicant. The logged in user can Update the Interaction done with the applicant via 

email, phone or by other mode of communication. 
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Step 16: The application status can be updated from the “Applicant Status” Menu.  

 Select the status as “Under Process” if the user wants to work further on the application, user 

will have to add remarks for keeping the application Under Process and then click on the “Save 

Record” button. 

 

 Select the status as “Action Required from Applicant” if the user wants some inputs/ updates 

from the applicant. Clicking on the Action Required from Applicant option, and select the 

appropriate tab where the updates are required from: 1. “Application form”, 2. “DPR and 

other Documents” and 3. Others, add the relevant remarks for the specific updates which are 

required from applicant and then click on Save Records button to forward the application to 

the applicant. 
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 Select the status as “Rejected by Agency” if the user wants to reject the application and the 

reason can be selected from the dropdown. Once the Application is rejected the Applicant can 

apply for the new loan with updated details and then click on the “Save Record” button. 
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 Select the status as “Forwarded to Bank”, add the remarks to be forwarded to the Bank and 

click on the “Save Record” button. Once the status is selected and Save Record button is 

clicked the application will be forwarded to the Financing Bank selected by the application/ 

updated by the Implementing Agency user. 
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5. Bank Rejection-> New Loan: 
 

Step 17: The applications rejected by the Banks will be available in the “Bank Rejection – New Loan” 

option where the user can check the applications rejected by the Banks.  These applications might be 

rejected by the Primary Bank or the Alternate Bank.  

 

 

Step 18: Click on any of the application shown in the list onto the “View” button. The grid will view 

the Application Code, Applicant Name, Date of Application submission, Application Current Status and 

the View details button. 

 

Step 19: After clicking on the View button the application details will be shown and the Primary 

Financing Bank and Alternate Financing Bank details will be shown to the user. 
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Step 20: The user will be able to see the status as Rejected for the Primary Financing Bank with the 

Rejection Reason selected by the Bank. 

 

Step 21: The user can then as per discussion with the Applicant forward the application to the 

previously selected Alternate Bank or Other Bank can be selected from the dropdown (Other than the 

Primary Bank) and user can forward the case to Alternate Bank by clicking on the “Forwarded to 

Alternate Bank” button. 
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Step 22: The user can also reject the application and return the application to the applicant’s id if the 

application is to be rejected, by clicking on the “Rejected/ Return” button. The Reason should be 

added while Rejecting the application. 
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6. Bank Rejection-> Second Loan: 
 

Step 23: The applications rejected by the Banks will be available in the “Bank Rejection – Second 

Loan” option where the user can check the applications rejected by the Banks.  

 

 

Step 24: Click on any of the application shown in the list onto the “View” button. The grid will view 

the Application Code, Applicant Name, Date of Application submission, Application Current Status and 

the View details button. 

 

Step 25: After clicking on the View button the application details will be shown and the Primary 

Financing Bank details will be shown to the user. 
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Step 26: The user will be able to see the status as Rejected for the Primary Financing Bank with the 

Rejection Reason selected by the Bank. 
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7. MM Claim – New Loan: 
 

Step 27: Click on the MM Claim-> New Loan menu to get the list of applications which have been 

sent back by the Central Agency user to reply to the queries for Margin Money approval. IA user 

needs to reply to the queries with the updated documents required for MM Approval.  

 

Step 28: Click on the New Loan option to get the list of Applications pending for Clarifications from 

Central Agency. 

 

Step 29: Click on the View button to view the application details and IA user can reply to the queries 

raised from Central Agency team. The User can view the Application Form, Documents uploaded (by 

the Applicant, Bank and IA if any), Score Card data and Application status. 

Tab 1: Application form will display the form filled by the applicant. 
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Tab 2: Documents uploaded by Applicant, Bank and Implementing Agency will be listed in the 

documents tab. 

 

Tab 3: Score card filled by the Applicant will be displayed in the below given tab. 

 

Tab 4: Application Status will show the options to upload document based on the queries raised by 

the Central Agency user. Queries will be displayed at the end of the documents. Select the document 

and click on Upload button and then click on the Submit button as shown in the below image. 

 

 

  



 
 
User Manual PMEGP Portal   
  

Page 24 of 37 
 

8. MM Claim – Second Loan: 
 

Step 27: Click on the MM Claim-> Second Loan menu to get the list of applications which have been 

sent back by the Central Agency user to reply to the queries for Margin Money approval. IA user 

needs to reply to the queries with the updated documents required for MM Approval.  

 

Step 28: Click on the New Loan option to get the list of Applications pending for Clarifications from 

Central Agency.  

 

Step 29: Click on the View button to view the application details and IA user can reply to the queries 

raised from Central Agency team. The User can view the Application Form, Documents uploaded (by 

the Applicant, Bank and IA if any), Score Card data and Application status. 

Tab 1: Application form will display the form filled by the applicant. 
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Tab 2: Documents uploaded by Applicant, Bank and Implementing Agency will be listed in the 

documents tab. 

 

Tab 3: Application Status will show the options to upload document based on the queries raised by 

the Central Agency user. Queries will be displayed at the end of the documents. Select the document 

and click on Upload button and then click on the Submit button as shown in the below image. 
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9. Physical Verification: 
 

Step 30: Click on Physical Verification menu and select the Physical Verification option to get the list 

of applications for which the Physical Verification is completed by the India Post. 

 

 

Step 31: Click on the option to get the list of applications where the Physical Verification is 

completed.  
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Step 32: Click on the “View” button under the “Action” option to view the application details filled in 

by the Physical Verification Agency user. 
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Step 33: Click on the “Show” button under the “Geo Location” option to view the exact location of 

the applicant’s unit. 

 

 

  



 
 
User Manual PMEGP Portal   
  

Page 29 of 37 
 

10. EDP Updates: 
 

Step 34: Click on the EDP Update option to view the list of applicant’s where the EDP details are 

pending to be updated by the applicant. 

 

Step 35: For any application available in the list, click on the “View” button under the “View details” 

option to open the application.  

 

Step 36: The IA user can update the Training Mode details, Training conducted Pre Sanction / Post 

Sanction, Training Center Name, Training Dates, Certificate Issue date and Certificate Copy. 
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11. Grievance: 
 

Step 37: “Grievance” menu can be used by the user to reply to the queries raised by the Applicant’s 

for their application. 
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12. Others-> Reset Password: 
 

Step 38: “Others-> Reset Password” menu can be used by the user to change the existing password. 

Enter the Old Password and update the New password two times and then click on the Reset Password 

button to reset the password. 

 

 

  



 
 
User Manual PMEGP Portal   
  

Page 32 of 37 
 

13. Others-> Update Profile: 
 

Step 39: “Others-> Update Profile menu can be used by the user to change the existing details of the 

Implementing Agency. 
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14. Others- Update Address of Applicant: 
 

Step 40: Enter the application number into the search box and click on the search. It will give the 

details of the application and the Update button to change the applicant’s address. 

 

 

16. User Manual: 
 

Step 41: Click on the user manual option to view the PDF copy of the User Manual. 
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17. Camp/ Workshop: 
 

Step 42: Click on Camp/ Workshop menu to get the list of Workshop, Meeting, Camp related forms. 

Select any form to enter the details of the Training/ Meeting/ Camps arranged by the Implementing 

Agency. 

 

Step 43: Click on the District Level Awareness Camps sub menu to fill the form and enter all the 

necessary details and click on the Save button. 

 



 
 
User Manual PMEGP Portal   
  

Page 35 of 37 
 

Step 44: Click on the State Level Workshop sub menu to fill the form and enter all the necessary 

details and click on the Save button. 

 

Step 45: Click on the State Level Exhibition sub menu to fill the form and enter all the necessary 

details and click on the Save button. 
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Step 46: Click on the Quarterly Bankers Review Meeting sub menu to fill the form and enter all the 

necessary details and click on the Save button. 

 

Step 47: Click on the State Level Monitoring Committee Meeting sub menu to fill the form and 

enter all the necessary details and click on the Save button. 
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Step 48: Click on the Staff Training Workshops sub menu to fill the form and enter all the necessary 

details and click on the Save button. 

 


