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1. Introduction 

 About Portal 

This is a Web Portal for online submission of the Preliminary Project Report (PPR), considered by the Fund Bank and 
ADB Division, for seeking external assistance from Multilateral Development Banks (MDBs). 

 Purpose of the document 

The purpose of this document is to provide the detail “User Manual for the users”. It describes that how to 
work on new developed module  and which types of work user can .  

 Objective 

The objective of this “Quick Start” training manual is to help you learn how to use the Project Process Cycle 

for DEA, MDB’s/BA’s, Line Ministries/Departments and Project Authorities. This manual will give you step-

by-step instructions, detailing various options for the organization and presentation of cost information. 

 

This user manual has following modules 

➢ User Authentication. 
➢ PPR 
➢ Send/View acknowledgement/acceptance/reject/drop. 
➢ Send Mission visits request 
➢ Mission visits approval 
➢ Project concept preparation and clearance 
➢ Fact finding PRC 
➢ Send mission clearance request aide memoire 
➢ Aide memoire confirmation 
➢ SRM/MRM 
➢ PAD/PAM confirmation 
➢ PRC before loan negotiation 
➢ Loan negotiation 
➢ Approval of DEA secretary 
➢ Negotiated loans documents 
➢ Approval of DEA secretary 
➢ Board approval 
➢ PRC before loan agreement 
➢ Loan signing document 
➢ Legal opinion 
➢ PRC before loan effectiveness 
➢ Project implementation & loan disbursement 
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2. User Authentication 

 How to register on portal 

  Step 1.  Open the website using link https://eapdea.gov.in/ppr 

 Step 2. Click on Register here 

 Step 3. Enter your email id and click on register button 

 Step 4.  Enter OTP which is sent on your mail. 

 Step 5. Click on Register Button 

 Step 6. Fill your complete details and click on submit. The following details you need to fill 

• The User registration screen opens with following fields: 
o Select Ministries/ Departments/ States/ MDB/ PSE from the drop-down menu (Mandatory) 
o Select Department from drop down menu 
o Select Designation from drop down menu (Mandatory) 
o Enter Name (Mandatory) 
o Enter Telephone with STD Code 
o Enter Address1 (Mandatory) 
o Enter Address2  
o Enter Address3 
o Enter Mobile 
o Enter Password 
o Enter Confirm Password 
o Enter Captcha 
o Click Submit to proceed 

o Click Refresh to reset the screen 

 Step 7. Please send your confirmation details to sanjeevm@nic.in to verify your account or ask to your nodal  
 officer to verify your account. After verification of your account, user will get an email confirmation   to login 
on system. 

  

 

Enter your email and 
click on Register button 

Enter OTP and 
click on Register 

button 

https://eapdea.gov.in/ppr
mailto:sanjeevm@nic.in
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 How to Login on portal 

 Step 1: Open website 

  Step 2: Enter username or email id in User Name textbox.  

 Step 3: Enter Password  

 Step 4: Enter captcha code. 

 Step 5: Click on Login Button 

 

Fill the details 
and click on 

Submit button 

Click here after 
entering the valid 

user name and 
password 
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********* If user enters five times wrong user name/password, account is locked. If your account is locked, user will send email 
to sanjeevm@nic.in to unlock account or user can reset account using forgot password option to unlock it, In case of user forgot 
the password, user can reset password using forgot password button. ******************** 

 

 How to Reset Password/unlock the user account on portal 

 Step 1: Open website 

  Step 2: Enter username or email id in User Name textbox.  

 Step 3: Enter captcha code. 

 Step 4: Click on Forgot password Button 

 Step 5: Enter OTP 

 Step 6: Enter New Password and Confirm password 

 Step 7: Click on Submit button 

 

 

 

Click on Forgot 
Password Button 
after entering the 

username and 
captcha 

mailto:sanjeevm@nic.in
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Received OTP on 
email 

Click on Submit 
button after entering 

the OTP, New 
Password and 

Confirm Password 
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3. PPR  

In this section MDB’s/BA’s and DEA user can see the complete details of PPR including following options. 

 Timeline 

i. The Web Portal for online submission of the Preliminary Project Report (PPR), to be considered by the 

Fund Bank and ADB Division, for seeking external assistance from MDBs will be launched from 

November 1,2018. 

ii. DEA would continue to accept PPR offline (through post/email) for seeking external assistance from 

MDBs during the period November 1, 2018 to December 31, 2018. However, all such proposals would 

be processed only when the PPR is also submitted online through DEA's web portal for the same. 

iii. PPR Proposals submitted w.e.f. January 1, 2019 will be accepted only through DEA's web portal. 

 Filling & Submission of PPR 

i. The PPR can be first drafted by a user (other than the nodal authority) on the web- portal by signing-

in and clicking “PPR Details” -> “Create PPR”. The PPR can be saved at each stage if needed. Upon 

completion of the PPR form, the user may submit the PPR form. 

ii. Submitted PPRs will get reflected in the account of the concerned nodal authority of the originating 

Central Ministry/Department or State Government, as the case may be. 

iii. User/Nodal can also create PPR from previous created PPR, using import option which is available on 

PPR fist page. 

 Verification of PPR by Nodal Authorities and Marking to Line Ministries/Departments 

i. PPRs submitted by other users will appear in the account of the concerned nodal authority. 

ii. The nodal authority may choose to edit/delete the PPR, if needed. 

iii. The nodal authority will be responsible for marking the PPR to concerned Line Ministry(ies) and/or NITI 

Aayog for concurrence by clicking on “PPR Details” -> “PPR Mark” > “Select PPR” and selecting all 

applicable Ministries/Departments (some default Ministries/Departments may already be selected 

depending on whether the project is a Central/State (Special Category/Other project). 

 Comments/Concurrence of Line Ministries/Departments 

i. PPRs submitted and marked to Line Ministry(ies)/Department(s) by the Nodal authority of the 

originating entity will be reflected in the account of the Nodal authority of the concerned to Line 

Ministry(ies)/Department(s). 

ii. Comments on individual PPRS can be recorded by clicking on “Comments” ->“Record Comments”. 

 Responding to comments and sending reminders 

i. The Nodal authority of the originating entity (Central/State) will be able to view/reply to comments on 

submitted PPRs by clicking “Comments” and then choosing the relevant option. 

ii. In case of any clarifications sought on the submitted PPR, originating entities (Nodal authority) will be 

able to reply through the web-portal itself by clicking “Record Comments/Reply” 

iii. In case of delay in receiving concurrence/comments of Line Ministries/Departments, originating 

entities (Nodal authority) will be able to send reminders by clicking on “Comments” -> “View 

Comments” ->” Send Reminder” 

 Consideration of PPR by DEA 

i. Once completed PPRs, with comments/concurrence of Line Ministries/Departments are received, by DEA, 

DEA will take up the proposal in its Screening Committee Meeting (usually held monthly) 

ii. Meeting Notices for the Screening Committee Meeting to discuss the submitted PPR will be uploaded on the 
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web-portal and can be viewed by clicking on “Meeting Details” -> “View Meeting” 

iii. Subsequently, Minutes of the Screening Committee meeting will be uploaded on the web-portal and can be 

viewed by clicking on “Meeting Details” -> “View MOM” 

 Withdraw/Close PPR (Only for Nodal/DEA) 

i. PPR   can   be   withdrawn   on   any   stage   before   posing, to   withdraw   PPR   go to PPR Details -> 

Withdrawn PPR, click on red cross button and withdrawn the PPR. When user creates new PPR from previous 

one for correction, user should need to withdraw the previous PPR. 

PPR Details up to 31st Dec 2018 

• Number of PPR: User can view how many PPRs are uploaded on server related to his/her MDB’s/BA’s. 

• PPR Posed to Bank: User can view how may PPRs are posed to his/her MDB’s/BA’s. 

• PPR Pending for posing: User can view how many PPRs are pending to posing. 

➢ PPR Details from 1st Jan 2019 

• Number of PPR Uploaded on portal 

• PPR uploaded but not placed for screening committee 

• PPR Placed for screening committee 

• Approved 

• In principle approved 

• Deferred 

• Rejected  

• Posed 

• Pending for posing 

• Pending for meeting minutes 

• No. of screening committee 

• No. of MoM (Minutes of Meeting) issued 

• No. of MoM (Minutes of Meeting) not issued 

  

➢ List of Received PPR: List of PPR which are related to Ministry/Departments. 
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4. Inbox – Project Process Cycle 

 How to Send/View acknowledgement/acceptance/reject/drop? 

The send/view acknowledgment/acceptance/reject/drop module enables sending/viewing of 
acknowledgement/acceptance/reject/drop action on posed PPR. 

To open this module, click on Send Acknowledgment/Acceptance/Reject/Drop Box as shown in screen 

 

Module screen details 

 

 

 

 

 

 

Back button to got to the 
Project process cycle 

Click here to show 
options for new actions 

Click to open this module 
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  How to view received PPR for action/How to take action on received posed PPR? 

Step 1 Click on Send/View Acknowledgment/Acceptance/Reject/Drop box 

Step 2 Click on received top on left side, and in the right side you can view all received documents 
related to posing 

Step 3 Click on any one to Send/View to acknowledgment/Acceptance/Reject/Drop Details. 

 

 

 

 

 

Click to view 

Search using any of the 
shown fields like PPRId, doc 

id etc. 

Click to show old 
records 

Left Panel. 
Right Panel. 
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Posed PPR Documents Details 

 

 

 How to view responded action/PPR details? 

Step 1 Click on the view/send acknowledgement/reject/drop 

Step 2 Click on the Responded tab on left side, in the right side you can view all responded document related 
to posing. 

Step 3 Click on any one to view details. 

PPR details Select Action 
Select Attachment if any Enter remarks 

Registered user list to send mail 
confirmation, user can check or 

uncheck. 

Submit the action 



  

 

Page 18 of 135 
 

 

 

Responded action details on Posed PPR 

 

 

 How to view sent action/PPR details (Only for DEA)? 

Step 1 Click on the view/send acknowledgement/reject/drop  

Step 2 Click on the sent tab on left side, in the right side you can view all sent document related to posing. 

Step 3 Click on any one to view complete details of PPR. 

Click to 
view 

Responded Details 
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 How to view draft action? 

Draft facility is not available for the module 

 How to view Alert/reminder? 

Step 1 Click on the view/send acknowledgement/reject/drop. 

Step 2 Click on Send Alert tab on left side, you can view all Alert document related to posing. 

 

Alert Details  

 

 

Click to 
view 

Click to 
view 

Alert Details send by ADB 

Responded by DEA 
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*********Alert functioning is common for all module; Alert Document will show basis of module. E.g. If user click on 
Alert tab in Acceptance/Acknowledgement/Reject/Drop section, user will see alert only related to this. *********** 

 

 How to view Closed PPR? 

Step 1 Click on view/send acknowledgement/reject/drop 

Step 2 Click on closed tab on left side, in right side, you can view all closed PPR related to all module. 

Step 3 Click on any one to view complete details. 

 

Closed PPR Details 

 

 

********************Closing functioning is common for all module***************** 

 

 How to Pose a new PPR to MDB’s/BA’s (only for DEA)? 

Step 1 Click on Send/Acknowledgement/Reject/Drop box 

Step 2 Click on Send new doc/Alert/Close 

Step 3  Click on Pose New PPR 

Step 4 Fill the entire details and submit 

Click to 
view 

Closing Details 



  

 

Page 21 of 135 
 

 

 

 

 How to send Alert/Reminder message? 

Step 1 Click on Send/Acknowledgement/Reject/Drop box 

Step 2 Click on Send New Doc/Alert/Close 

Step 3  Click on Send Alert/Reminder message 

Step 4 Select PPR 

Step 5 Click on Alert/Reminder on tab on right bottom side of screen. 

Step 6 Enter your message 

Step 7 Select User (User section is depending on logged user, if logged user is belonging to DEA, there will two 
users MDB’s/BA’s and Project Authority) as shown in screen. 

 

 

 

 

 

Click on Pose New 
PPR 

Select PPR 

Select Type (Loan/Grant/Both-Laon & 
grant/TA 

Select MDB’s/BA’s 

Enter Posing Date 

Select Posing 
documents 

Click on Send Alert/Reminder Message 
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 How to close any PPR/Project? 

Click on Send new doc/Alert/Close -> Click on Close PPR 

 

 

   

Select PPR 
Click on Alert/Reminder 

Enter message 

Chose any one to send 
message. Here two options 

available basis of user, if DEA 
user login- Project Authority 

and MDB’s/BA’s. 

Click on Close PPRPPR 

Select PPRPPR 

Enter closing reason 
Click on Submit to Close 
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 Send Mission visits request & Mission visits Approvals 

This module provides the facilities to send mission visits request against project number, loan number, TA, and Seminar 
or any others points. 

 

  How to send Mission visits request? 

Step 1 Send Mission Visits Request 

Step 2 Click on Send New Doc/Alert/Close or move you mouse pointer on Mission Clearance option on top 
menu. 

Step 3 Click on Send New Mission Request or click on create mission request on top menu. 

 

 

 

 

 

 

 

 

 

 

 

 

 

Click on Send New Doc/Alert/Close 

Click Send New Mission 
Request 
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Mission Request Form Details 

 

 

 

Mission Clearance Details 
Form 

Click See preview 
details 

Click to save details 
in Draft 
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Mission Request Preview 

 

 

 

 

 

Mission Preview 
Details 

Click to submit mission with 
document log features 

Click to Back to Mission 
clearance page for editing 

details 
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Mission Request Document Details 

 

 

 

 How to see received approval on mission? 

Step 1 Click on Send Mission visits request. 

Step 2 Click on Click on Received tab on left panel (By default received tab is selected) as shown on screen. 

 

User these 
buttons to add, 

remove recipients  

These two fields auto 
generated, sender name is 
currently login user name 
and receiver name id pick 

from previous page. 

This Message is auto 
generated, user can edit 

it before sending  

Click to send details 
to selected 
recipients   

Click to save details 
in Document draft 
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 How to Approve pending missions? 

Step 1 Click on Send Mission visits request. 

Step 2 Click on Click on Received tab on left panel (By default received tab is selected) as shown on screen. 

Step 3 Click on Attached File to view complete details of Mission clearance. 

Click on received tab 
Click to see details of received approval 

Mission approval details 
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Step 4 Click on Open Mission Clearance Request. 

Step 5 Click on Approve. 

Step 6 Enter DEA file number 

Step 7 Click on Save & Send (screen attached step by step) 

 

Click on Send Mission visits request ->Click on Click on Received tab on left panel (By default received tab is selected) 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Click on received 
tab 

Click on any 
pending request 
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Mission Request Details 

 

 

 

 

 

 

 

 

Click here to 
download Details 

Click here to 
submit request 
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Mission Request Filled Details 

 

 

 

Click to Approve/Reject/Clarification 
request 
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Mission Request Approval Details 

 

 

 How to see sent mission request details? 

Step 1 Click on Send Mission visits request. 

Step 2 Click on Click on sent tab on left panel. 

Step 3 Click on any one to view details. 

Step 4 User can also send reply /Reminder on it. 

Enter DEA file no. 

User can see 
preview, save & 

Download or save 
and send to initial 

user 
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 How to see draft mission request details? 

Step 1 Click on Send Mission Visits Request. 

Step 2 Click on Draft tab on left panel. 

Step 3 In right panel, all Mission Draft request will appear. 

Click on Sent tab 

Click on any one to 
view details Click here to send 

reminder 

Click here close 
the document 

Sent document 
details 
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 How to send Alert/Reminder on mission request? 

Please see the point 4.2.5 (How to see the sent details) 

 How to see close project details? 

This module is same for all, for more details please see the point 4.1.6 

 How to see all mission request? 

Step 1 Move your mouse pointer on Mission Clearance. 

Step 2 Click on All Mission Request as shown on screen. 

 

 

 

 

 

 

 

 

 

 

 

 

 

Click on Draft tab 
Click here to edit the 

details 

Click here 



  

 

Page 34 of 135 
 

All Mission Request Details with various filter 

 

 

 

 

 How to see no action taken by DEA? 

Step 1 Move your mouse pointer. 

Step 2 Click on No Action taken by DEA as shown on screen. 

Filter Reports 
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No Action taken by DEA details 

 

 

  How to see sent document details? 

User can see all sent document including mission clearance and aide memoire module. 

Step 1 Move your mouse pointer on Document log 

Step 2 Click on Document Sent as shown on screen. 

Step 3 User can also create the new Document including Aide memoire, just click on Add New 
button on left side of the of window as shown in screen. 

 

 

 

Click here 

Click here 
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Sent Document details with various filter option 

 

 

******* User can also filter this report using given filter option, user can also send new documents, view document, 
send reminder, and close document features from this page********** 

 

 How to see received document details? 

Step 1 Move your mouse pointer on Document Log. 

Step 2 Click on Document Received. 

Step 3 User can also create the new Document including Aide memoire, just click on Add New 
button on left side of the of window as shown in screen. 

 

 

 

 

 

Send New 
document 

Click to view 
details 

Click to send 
reminder 

Click to close this 
document 

Click here 
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Received document Details with various filter 

 

 

 How to see draft document details? 

Step 1 Move your mouse pointer on Document Log. 

Step 2 Click on Draft. 

Step 3 User can also create the new Document including Aide memoire, just click on Add New 
button on left side of the of window as shown in screen. 

 

 

 

 

 

 

 

 

 

 

Click here to 
view details 

Click here to 
send reply 

Click here 
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Draft Document Details 

 

 

 How to send reminder on specific mission/documents/aide memoire? 

Please see above point 4.2.4 

 How to close document log? 

Please see above point 4.2.4 

 

 

 Project Concept Preparation & Clearance 

This module is used to update the status of Project. It is only access to MDB’s/BA’s staff, except MDB’s/BA’s staff, 
Project Authority can also see the status of project which will submitted by MDB’s/BA’s. 

 How to Submit Project Preparation & clearance 

Step 1 Click on Project Preparation & Clearance 

Step 2 Click on the Send New Doc/Alert/Close. 

Step 3 Click on Send Project Preparation Concept. 

Step 4 Fill entire details as shown in screen and Submit 

 

 

 

Click here to 
view 

Click here to 
delete draft 
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Project Preparation & Concept form 

 

 

 

 How to see to submitted project preparation & clearance? 

Step 1 Click on Project Preparation & Clearance 

Step 2 Click on Sent tab on left panel. 

Step 3 Click on any one on right side shown details to view filled details. 

Select PPR No 

Select 
Attachment 

Check/uncheck mail 
notification 

Enter Remarks, If 
required 

Click to submit the 
record 
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Project Preparation & Concept Sent details 

 

 

 

 

 Fact Finding PRC 

Project authority can submit PRC through this module to MDB’s/BA’s for clearance. MDB’s/BA’s users have rights to 
approve or reject PRC. To open this module, click on Inbox section after login-> click on Fact Finding PRC box. 

 How to submit new PRC? 

Step 1 Click on Fact Finding PRC box. 

Step 2 Clin on Send New/Doc/Alert/Close. 

Click to show sent 
record 

Click to anyone to 
see details 

Submitted details 
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Step 3 Click on Create New PRC. 

Step 4 Select PPR. 

Step 5 Select status for each section of PRC- Yes/No/NA and Upload PDF file if you select Yes. 

Step 6 Enter Comments if required. 

Step 7 Submit details. 

 

Fact Finding PRC Entry form  

 

 

 

 How to View received/Pending action on PRC/Received? 

Step 1 Click on Fact Finding PRC Box. 

Step 2 Click on Received tab on left panel. 

Step 3 In right panel, all received PRC will be appeared. 

Step 4 Click on any one to take action. 

Click here 

Select PPR 
Select Yes/No/NA 

Click to see 
preview and submit 

Click to save in 
Draft 

Enter Remarks 

Select File 
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Fact Finding PRC received details for Approve/Reject 

Click to view & take 
required action 



  

 

Page 43 of 135 
 

 

Click to approve 

Click to reject 

Click to view document 
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 How to view responded action? 

Step 1 Click on Fact Finding PRC box 

Step 2 Click on responded tab on left side. 

Step 3 In side panel, click on any one to view details. 
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Fact Finding PRC Responded Details 

 

 

 How to see sent PRC status? 

Step 1 Click on Fact Finding PRC box. 

Step 2 Click on Sent Tab on left panel. 

Step 3 In side panel, all sent PRC with status will appear, click on any one to view complete details. 
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 How to resubmit PRC in case of rejection? 

Step 1 Click on Fact Finding PRC box. 

Step 2 Click on received tab on left panel. 

Step 3 In right side panel, all received PRC including approved/Rejected will show. 

Step 4 Click on rejected PRC, user will redirect to PRC submission form. 
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Fact Finding PRC Resubmission details  

 

 

 How to save/edit PRC in/from draft? 

Step 1 Click on Fact Finding PRC box. 
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Step 2 Click on draft tab on left panel. 

Step 3 In right side panel, all draft PRC request will appear. 

Step 4 Click on any one to fill complete details. 

 

 

 Send MC Request Aide Memoire/Aide Memoire 
Confirmation/Document Log 

This module enables to sending aide memoire details to DEA users after mission clearance for their confirmation. 

 

 How to Create/Save Draft/Send Aide Memoire? 

Step 1 Click on MC Request Aide Memoire Box. 

Step 2 Click on Send new Doc/Alert/Close. 

Step 3 Click on Send Aide Memoire. 

Step 4 Fill entire details and click on send. 

Click to edit 
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Aide Memoire Entry form Details 

 

 

 How to see received Aide memoire & send confirmation on Aide memoire (Only 
for DEA)? 

Step 1 Click on Aide Memoire Confirmation. 

Select Aide Memoire 
Document Type 

This field is auto generated 

User these buttons to add 
and remove recipients  

Click to send details  

Click to save details in 
draft  
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Step 2 Click on Received tab on left panel. 

Step 3 In right side panel, all received aide memoire request will appear. 

Step 4 Click on any one to view details and reply. 

  

 

View Aide memoire details & send reply if required 

 

 

 

 

 

Click on any one from  
received list  

Click on reply button  
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Aide memoire reply details. 

 

 

 How to see received reply on Aide memoire/Forwarded Aide Memoire? 

Step 1 Click on Send MC Aide memoire Confirmation 

Step 2 Click on Received tab on left panel 

Step 3 In right panel, all received document will appear. 

Step 4 Click on any one to view complete details. 

 

 

 

 

Click on send button 
to submit reply  

Click to view 
Details  

Click on 
Received 

Tab  
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Replied/forwarded Details. 

 

 

 How to see sent Aide Memoire details? 

Step 1 Click on Send MC Aide Memoire Confirmation. 
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Step 2 Click on Sent tab on left panel. 

Step 3 In right side panel, all sent details will appear, click on any one to view complete details. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Click to view 
Details  

Click on sent 
Tab  
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Sent Details 

 

 

 

 How to see and edit draft of Aide Memoire? 

Step 1 Click on Send MC Aide Memoire Confirmation. 

Step 2 Click on Draft tab in left panel, in right side panel, all draft detail will appear. 

Step 3 Click on any one to view and submit details. 
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Click here to edit 
details  Click on 

Draft Tab  
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 SRM/MRM. 

This module enables to sending SRM/MRM Document. 

 

 How to submit SRM/MRM Details? 

Step 1 Click on SRM/MRM box. 

Step 2 Click on Send New Doc/Alert/Close. 

Step 3 Click on Send SRM/MRM. 

Step 4 Fill entire details and click on submit. 
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MRM/SRM Entry Details 

 

  

Select PPR  Select Date  Select Attachment  

Add 
Remarks/
Comment

s 

Click here 
to submit 

Record  
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 How to update SRM/MRM Details? 

Step 1 Click on SRM/MRM box. 

Step 2 Click on Sent tab on left panel. 

Step 3 In right panel, all submitted details will appear, click on any one to update details. 

Step 4 Submitted details will appear. 

Step 5 Click on update button to update details. 

Step 6 Enter details which you want to update. 

Step 7 Click on update button. 

 

 

 

 

 

 

 

 

 

 

 

 

Click here to 
view sent 
document 

Click here to 
Edit or update 

SRM/MRM 
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MRM/SRM submitted details 

 

 

Click Update 
details button to 
Edit the record 



  

 

Page 60 of 135 
 

MRM/SRM details to update  

 

 

  

 

  

Click Update 
button to update 

record 
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 PAD/PAM Confirmation. 

This module enables to sending PAD/PAM Document. 

 How to Send PAD/PAM after Aide Memoire? 

Step 1 Click on PAD/PAM confirmation box. 

Step 2 Click Send New Doc/Alert/Close. 

Step 3 Click on Send PAD/PAM after Aide Memoire. 

Step 4 Fill entire details and click on submit button. 

 

Click here to send 
PAD/PAM after 
Aide Memoire  
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PAD/PAM confirmation entry form details 

 

 

  

Select PPR 
Add Pad/PAM 

Document 

Add Pad/PAM 
Date 

Add Remarks/ 
Comments 

Click here to 
send PAD/PAM 

to DEA 
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 How to View Received PAD/PAM after Aide Memoire? 

Step 1 Click on PAD/PAM Confirmation box 

Step 2 Click on Received tab on left panel, in right side panel, all received details will appear 

Step 3 Click on any one to view details. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Click here to view 
received PAD/PAM  
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PAD/PAM submitted Details 

 

 

 How to see sent PAD/PAM confirmation? 

Step 1 Click on Sent tab on left panel, in right side panel all sent detail will appear 

Step 2 Click on any one to view submitted details. 

Click here to 
view PPR Details  

Click here to view 
comments against PPR  Click here to view 

MoM Document 
of PPR  

Click here to view 
Posing Document 

of PPR  
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Submitted details of PAD/PAM 

 

 

  

Click on sent to view 
list of sent PAD/PAM 

confirmation  

Click on link to view 
details of PAD/PAM  

Click here to 
view PPR details  

Click here to 
view Comments  

Click here to 
view Posed 
Document  

Click here to 
view PAD/PAM 

Document  

Click here to 
view MoM 
Document  
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 PRC before Loan Negotiation. 

This module enables to send PRC before Loan Negotiation. 

 How to submit new PRC? 

Step 1 Click on PRC before Loan Negotiation box. 

Step 2 Click on Send New Doc/Alert/Close. 

Step 3 Click on Send PRC before Loan Negotiation. 

Step 4 Select PPR from drop down. 

Step 5 Select Yes/No/NA for each point of PRC. 

Step 6 Select PDF attachment in case if user select yes in drop down in any PRC’s point. 

Step 7 Enter comments if required. 

Step 8 Click on submit to send PRC. 

 

 

 

 

 

 

 

Click here to send PRC 
before Loan Negotiation 
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PRC entry form details. 

 

 

  

Select PPR 

Select Yes/No/NA 

Select document 

Add Remarks/Comments 

Click here to 
submit Record  
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 How to see Received/Pending PRC? 

Step 1 Click on PRC before Loan negotiation Box. 

Step 2 Click on Received tab on left panel, in the right-side panel, all received details will appear. 

Step 3 Click on any one to view and submit approval on that. 

 

 How to Approve/Reject PRC? 

Step 1 Click on PRC before Loan negotiation Box. 

Step 2 Click on Received tab on left panel, in the right-side panel, all received details will appear. 

Step 3 Click on any one to view and submit approval on that. 

Click here to view 
Received/Pending 

PRC 
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.  

Click here to view 
and submit 

action. 
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PRC Approve/Reject Details. 

 

Click here to 
Verify Document 

Click here to 
Reject Document 

Click here to 
view Document 

Click here to 
submit record 
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 How to see the Responded action on PRC? 

Step 1 Click on PRC before Loan Negotiation Box. 

Step 2 Click on Responded tab on left side panel, in the right-side panel, all responded details will 
appears 

Step 3 Click on any one to view complete details. 

 

Click here to view 
Responded PRC 

Click here to view 
Responded PRC 

Details 
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PRC responded Details. 
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 How to resubmit PRC in case of rejection? 

Step 1 Click on PRC before Loan Negotiation Box. 

Step 2 Click on Received tab in left panel, in right side panel, details will appear with status 

Step 3 Click on Details which status is Rejected. 

Step 4 Enter details which are rejected. 

Step 5 Click on Submit. 

 

Click here to view 
Received PRC 

Details 
 List of Rejected 
PRC Show here PRC Status 

Display here 
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PRC Resubmission details. 

 

 

 

 

 

 

 

 

Click here to 
submit Record 

Click here to 
save page data 
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 How to see sent PRC? 

Step 1 Click on PRC before loan Negotiation Box. 

Step 2 Click on Sent tab on left side panel, in right side panel, all sent details will appear. 

Step 3 Click on any one to view complete details. 

 

 How to save/edit PRC in/from draft? 

Step 1 Click on PRC before Loan Negotiation Box. 

Step 2 Click on Draft tab in left side panel, in right side panel, all draft request will appear. 

Step 3 Click on any one to view and edit. 

 

  

Click on Draft to 
see list of Draft PRC 

Details 

List of Draft PRC 
Details show here 

Click on Sent to see 
list of Sent PRC Details 

List of Sent PRC 
Details show here 
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 Loan Negotiation. 

This module enables to send Loan Negotiation Document. 

 How to submit/mark to line ministry loan negotiation details? 

Step 1 Click on Loan Negotiation Box. 

Step 2 Click on Send New Doc/Alert/Doc 

Step 3 Click on Send Loan Document. 

Step 4 Select PPR from drop down. 

Step 5 Select entire Drop down to upload document related to negotiation. 

Step 6 Click on Submit. 

 

Click here to send 
Loan Document 
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Loan Negotiation Entry Details. 

 

Select PPR 

Add Remarks 

Click here to 
Submit record 
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 How to submit comments by line ministry on loan negotiations? 

Step 1 Click on Loan Negotiation box. 

Step 2 Click on Received tab in left side panel, in right side panel, all received details will appear. 

Step 3 Click on any one to view /Submit comments. 

Step 4 Enter comments, select PDF file if required. 

Step 5 Click on Submit. 

 

 How to Submit comments by project authority on loan negotiations? 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Click on link to 
open and submit 

comment 
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Loan negotiation details to submit comments. 

 

 

 How to see received comments of line ministry/project authority? 

Step 1 Click on Loan Negotiation box. 

Step 2 Click on received tab in left side panel, in right side panel, all received details will appear. 

Step 3 Click on any one to view complete details. 

Click on 
Submit reply 

Select 
Attachment 

Add Remarks/ 
Comments 

List of Other 
Ministry Comments 
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Loan Negotiation Details 
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 How to see sent loan negotiation details? 

Step 1 Click on Loan Negotiation Box. 

Step 2 Click on Sent tab in left side panel, in right side panel, all sent details will appear including sent 
loan negotiation details, comments details, etc. 

Step 3 Click on any one to view complete details 

 

 

  

Click here to 
see sent Loan 
Negotiation 

Details 

Click here to view 
complete details. 
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 Approval of DEA Secretary (Point no. 10 for MDB’s/BA’s/PA, 9 
for DEA). 

This module enables to Approve Loan Document from DEA Secretary. 

 How to upload/submit approval of DEA Secretary? 

To Upload/Submit approval of DEA Secretary click on Approval of DEA Secretary box -> click on Send New Doc/Alert/Close 
-> click on send SE(Approval) Confirmation. 

Step 1 Click on Approval of DEA Secretary Box. 

Step 2 Click on Send New Doc/Alert/Close 

Step 3 Click Send SE(Approval) Confirmation 

Step 4 Select PPR from drop down 

Step 5 Enter entire details. 

Step 6 Click on Submit. 

 

Click here to Send 
SE(Approval) 
Confirmation 
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DEA Secretary Approval Entry Details 

 

 

 

 

  

Select 
PPR/Project 

Select 
Approval Date 

Select Approval 
Attachment 

Add Remarks/ 
Comments 
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 How to see received approval of DEA secretary? 

Step 1 Click on Approval of DEA Secretary Box. 

Step 2 Click on Received tab on left side, in right side panel, all received details will appear. 

Step 3 Click on any one to view complete details. 

 

 

  

Click on Received 
to see received 

Approval of DEA 
Secretary 

Here you can 
see received 
approval for 

DEA Secretary 
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 How to see sent approval of DEA secretary? 

Step 4  Click on Approval of DEA Secretary Box. 

Step 5 Click on Sent tab on left side, in right side panel, all received details will appear. 

Step 6 Click on any one to view complete details. 

. 

  

Click on sent to 
see sent 

Approval of DEA 
Secretary 

Here you can 
see sent 

approval for 
DEA Secretary 



  

 

Page 86 of 135 
 

 Negotiated Loan Document. 

This module enables to Negotiate Loan Document. 

 How to submit negotiated loan doc? 

Step 1 Click on Negotiated Loan Document Box. 

Step 2 Click on Send New Doc/Alert/Close. 

Step 3 Click on Send Loan Negotiation confirmation 

Step 4 Select PPR from Drop Down box. 

Step 5 Enter entire details and click on submit. 

 

 

 

Click here to Send  
Confirmation 
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Loan Negotiated Document Entry Details 

 

 

 

  

Select 
PPR/Project here 

Select 
Negotiation 

Date 

Add 
Negotiation 
Document 

Add 
Remarks/ 

Comments 

Click here 
to Submit 

Record 
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 How to submit nomination by Project authority? 

Nomination will appear only to Project Authority, when MDB’s/BA’s submit details, it will appear in received 
section of user. 

Step 1 Click on Loan Negotiated Document. 

Step 2 Click on Received tab in left side panel, in right side panel, all received details will appear. 

Step 3 Click on any one to submit nomination details. 

Step 4 Enter details of nominee. 

Step 5 Click on Submit details. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Click on 
Received to view 

details 

Click on link to 
view complete 

details 
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Loan Negotiated Document Nomination 

 

 

 How to DEA reply (if required)? 

When MDB’s/BA’s/Project Authority will submit details, it will show in received section of DEA. 

Step 1 Click on Loan Negotiated Document Box. 

Step 2 Click on Received tab in left panel, in right side panel, all received details will appear, 

Step 3 Click on any one to view details 

Step 4 With submitted and nominated details, comments box will also appear to submit comments/reply if 
reply. 

Select 
Attachment 

Add 
Remarks/ 

Comments 

Add here 
Nominated User 

Click here to Submit 
Details to DEA 
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Click on 
Received to view 

Legal Opinion 
Submitted 

Click on link to 
view Legal 

Opinion 
Submitted 
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 How to see responded details? 

Step 1 Click on Negotiated Loan Document Box. 

Step 2 Click on Responded tab in left side panel, in right side panel, all responded details will appear. 

Step 3 Click on any one to view complete details. 

 

 

Click on 
Responded 

Click on link to view 
Nominated User lists 

DEA Comments 
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Loan Negotiated Document Details 

  

Nominated User 
List Show here 
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 How to see sent details? 

Step 1 Click on Loan Negotiated Document Box. 

Step 2 Click on sent tab in left side panel, in right side panel, all sent details will appear. 

Step 3 Click on one to view complete details. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Click on sent to 
see sent 

Negotiation Doc 

Here list of sent 
Negotiation Doc 
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Loan Negotiated Document Submitted Details 

 

 

 How to upload final negotiated documents? 

The final document of loan negotiation can upload after date of negotiation. MDB’s/BA’s user can only upload 
final document from Sent tab or Received tab (in case of nomination received) 

Step 1 Click on Loan Negotiated Document Box. 

Step 2 Click on Received tab (in case of nomination received)/Sent tab in left side panel, in right side 
panel all detail will appear. 

Step 3 Click on one to submit final document. 
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Click link to open for 
upload final 

negotiation document  

Click on Received to 
see list negotiation 
document Details  
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Loan Negotiated Document For final document upload 

 

  

Select 
Negotiation 
Document 

Add Final 
Negotiation 

Remarks/ 
Comments 

Click here to submit 
Final Negotiation 

Document 

Click here to submit 
New Negotiation 

Document 
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 Approval of DEA Secretary (Point no. 12 for MDB’s/BA’s/PA, 11 
for DEA). 

This module enables to Approve Loan Document from DEA Secretary. 

 How to upload/submit approval of DEA Secretary? 

Step 1 Click on Approval of DEA Secretary Box. 

Step 2 Click on Send New Doc/Alert/Close. 

Step 3 Click on Send SE(Approval) Confirmation 

Step 4 Enter entire details and click on Submit. 

 

  

Click here to Send 
SE(Approval) 
Confirmation 
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SE (Approval) Entry Details 

 

 

 

 

  

Select 
PPR/Project 

Select 
Approval Date 

Select Approval 
Attachment 

Add Remarks/ 
Comments 
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 How to see received approval of DEA secretary? 

Step 1 Click on DEA Secretary Approval Box. 

Step 2 Click on Received tab in left side panel, in right side panel, all details will appear. 

Step 3 Click on any one to view complete details like point 10. 

 

 

  

Click on Received 
to see received 

Approval of DEA 
Secretary 

Here you can 
see received 
approval for 

DEA Secretary 
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 How to see sent approval of DEA secretary? 

Step 4  Click on DEA Secretary Approval Box. 

Step 5 Click on Sent tab in left side panel, in right side panel, all details will appear. 

Step 6 Click on any one to view complete details like point 10. 

 

  

Click on sent to see 
sent Approval of 

DEA Secretary 

Here you can 
see sent 

approval for 
DEA Secretary 



  

 

Page 101 of 135 
 

 Board Approval. 

This module enables to Approve Loan Document from Board Approval. 

 How to upload/submit board approval? 

Step 1 Click on Board Approval Box. 

Step 2 Click Send new Doc/Alert/Close 

Step 3 Click on Send Board Approval. 

Step 4 Enter entire details and click on submit. 

. 

 

Click here to Send 
Board Approval 
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Board Approval Entry Details 

 

 

  

Select PPR/ 
Project 

Select Board 
Approval Document 

Select Board 
Approval Date 

Add Remarks/ 
Comments 

Click here to 
submit Record 

to DEA 
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 How to submit acknowledgement (if required) by DEA? 

To Submit acknowledgment by DEA (if required) click on Board Approval -> click on Received. 

Step 1 Click on Board Approval Document Box. 

Step 2 Click on Received tab in left panel, in right side panel, all received details will appear 

Step 3 Click on any one  

Step 4 Enter comments if required and click on submit. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Click on Received 
to view Submit 
Board Approval Click on link to 

open and Submit 
acknowledgment 
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Board Approval Details and Comment Submission 

 

 

 How to see submitted board approvals/Received Comments? 

Step 1 Click on Board Approval Box. 

Step 2 Click on Sent (for sent details)/Received tab (for received comments from DEA) tab in left 
panel, in right panel, all sent/received document will appear. 

Step 3 Click on any one to view complete details. 

Add Remarks/ 
Comments 

Click on submit  button 
Acknowledgment to Bank 
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Board Approval Details 

 

 

Click on sent to 
see list of 
submitted 

board Approval 

Click here to 
open submitted 
board approval 

request 
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 PRC Before Loan Agreement. 

This module enables to PRC Before Loan Agreement. 

 How to submit a new PRC? 

Step 1 Click on PRC before Loan Agreement Box. 

Step 2 Click on Send New Doc/Alert/Close. 

Step 3 Click on Send PRC before Loan Agreement. 

Step 4 Select PPR from drop down box. 

Step 5 Select Yes/No/NA for each point of PRC. 

Step 6 Select PDF Attachment for each of points which are selected Yes. 

Step 7 Enter comments if required. 

Step 8 Click on Submit. 

 

Click here to 
send PRC 

Before Loan 
Agreement 
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PRC Entry Details 

 

 

  

Click here to 
Select 

YES/NO/NA 

Select YES then 
Select 

Attachment 

Add Remarks 
/Comments  

Click here to 
submit record  

Click here to 
Save record in 

draft mode  
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 How to see received/Pending PRC? 

Step 1 Click on PRC before Loan Agreement Box. 

Step 2 Click Received tab in left panel, in right panel all received details will appear with current 
status. 

Step 3 Click on any one to view details. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Click here to See 
Received/Pending PRC 

 Here list of 
Received/ Pending 
PRC 
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PRC Details 

 

 

 

  

Click here to 
submit record  Click here to 

Save record in 
draft mode  

Click here to 
Approved 
Document 

Click here to 
Reject 

Document 

Click here to 
View 

Document 

Here show 
the Status of 
PRC Points 
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 How to Approve/Reject PRC? 

Step 1 Click on PRC before Loan Agreement Box. 

Step 2 Click Received tab in left panel, in right panel all received details will appear with current 
status. 

Step 3 Click on any one to view details. 

Step 4 Click to approve or reject as per screen shown. 

 

 

Click on Received to 
see the Received/ 
Pending PRC for 

Approved/ Reject List of Received/ 
Pending PRC show 

here 

Here see the 
status of PRC 

Click link to 
open PRC for 
Approved / 

Reject 
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Click here to 
Approved 
Document 

Click here to 
Reject 

Document 

Click here to 
View 

Document 

Click here to 
Submit 
Record 

Here show 
the Status of 
PRC Points 
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 How to see the responded action on PRC? 

Step 1 Click on PRC before loan Negotiation Box. 

Step 2 Click on Responded tab in left panel, in right panel all responded details will appear with status. 

Step 3 Click on any one to view details. 

 

  

Click on 
Responded to see 
Responded PRC Here list of 

Responded PRC 
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 How to Resubmit PRC in case of rejection? 

Step 1 Click on PRC before Loan Negotiation Box. 

Step 2 Click on Received tab in left panel, in right side panel all received PRC document will appear, click on 
any one which is status with rejected. 

Step 3 To view rejection reason, click on Reject file. 

Step 4 Upload new file and click on submit. 

 

  

Click here to 
Select 

YES/NO/NA 

Select YES then 
Select 

Attachment 

Add Remarks 
/Comments  

Click here to 
Resubmit 

record  

Click here to 
Save record in 

draft mode  
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 How to see sent PRC? 

Step 1 Click on PRC before Loan Negotiation Box. 

Step 2 Click on sent tab in left panel, in right side panel, all sent details will appear. 

Step 3 Click on any one to view complete details. 

 

  

Click on Sent to 
see Sent PRC 

Here list of Sent 
PRC 
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 How to save/edit PRC in/from draft? 

Step 1 Click on PRC before Loan Negotiation Box. 

Step 2 Click on Draft tab in left panel, in right side panel, all Draft details will appear. 

Step 3 Click on any one to complete details and submit. 

 

 

Click on Draft to 
see Draft PRC 

Here list of 
Draft PRC 

Add Remarks 
/Comments  

Click here to 
submit record  

Click here to 
Save record in 

draft mode  

Select YES then 
Select 

Attachment 

Click here to 
Select 

YES/NO/NA 
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 Loan Signing Document. 

This module enables to Loan Signing Document. 

 How to submit signing loan doc? 

To Submit a Loan Signing Document, click on Loan Signing Document BOX-> click on Send New Doc/Alert/Close -> click on 
send loan Signing Confirmation. 

Step 1 Click on Loan Signing Document Box. 

Step 2 Click on Send New Doc/Alert/Close. 

Step 3 Click on Send Loan Signing Confirmation. 

Step 4 Enter entire details and click on submit. 

 

Click on Send 
Loan Signing 
Document  
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Loan Signing Entry form 

 

 

 

 

  

Select PPR/ 
Project  

Select Signing 
Date  

Select Signing 
Attachment  

Add 
Comments
/ Remarks 
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 How to submit nomination by Project authority? 

When MDB’s/BA’s will submit Loan Signing details on portal, it will be received to DEA and Project Authority. 
DEA can submit comments if required. Project Authority will nominate member details. 

Step 1 Click on Loan Signing Confirmation Box. 

Step 2 Click on Received tab in left panel, in right panel all received details will appear with status, 
click on any one to submit nomination. 

Step 3 Fill Nomination Details, add comments if required, add attachment if required and submit 

 

 

 

Click on Received  

Click on any one  
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 How to see nomination Details? 

Step 1 Click on Loan Signing Confirmation Box. 

Step 2 Click on Received tab in left panel, in right panel all received details will appear with status, 
click on any one to view nomination details. 

 

 

Fill Nomination 
Details 
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Click to See 
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Nomination Details 
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 How to see sent details? 

Step 1 Click on Loan Signing Document Box. 

Step 2 Click on Sent tab in left panel, in right panel, all sent details will appear 

Step 3 Click on any one to view complete details. 

 

 

Loan Signing Submitted Details 

 

 

Click on Sent to 
see the Sent 
Loan Signing 

Details  

Here see the list 
of Sent Loan 

Signing  Details 
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 How to upload final signing documents? 

Step 1 Click on Loan Signing Confirmation Box. 

Step 2 Click on Received tab in left panel, in right panel all received details will appear with status, 
click on any one view details. 

Step 3 In the bottom of screen, Final Signing document upload option is available but it will appear 
only when signing date is over. 

 

 

 

 

 

 

 

 

 

 

 

 

Click on 
Received to see 

the Received 
Loan Signing 

Details  Here see the list 
of Received 
Loan Signing 

Details 
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Submit Loan Signing Final Document 

 

 

 

Select Loan 
Signing 

Document 

Add Final 
Loan Signing 

Remarks/ 
Comments 

Click here to 
send Final 
Sign Doc 

Click here to 
send New 
Sign Doc 
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 Legal Opinion. 

This module enables to Legal Opinion. 

 How to upload/submit legal opinion? 

Step 1 Click on Legal Opinion Box. 

Step 2 Click on Send New Doc/Close/Alert. 

Step 3 Click on Send Legal Opinion  

Step 4 Enter entire details and click on submit. 

 

Click on Legal 
Opinion 
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Legal Opinion Entry Details 

 

 

  

Select PPR/ 
Project 

Select 
Supporting 
Document 

Select Legal 
Opinion 

Date 

Add 
Remarks/ 

Comments 

Click here to 
Submit 

Record to DEA 
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 How to submit acknowledgement (if required) by MDB's/BA's? 

 

 

Submit Acknowledgement by MDB’s/BA’s details 

 

 

  

Click on 
Received to 

see the list of 
Legal Opinion 

List of Legal 
Opinion 

sent by DEA 

Submit 
Acknowledgment 

if required 
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 How to see submitted Legal Opinions? 

Step 1 Click on Legal Opinion Box, 

Step 2 Click on Sent Tab in left panel, in right panel, all sent details will appear 

Step 3 Click on any one to view details. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Click on Sent 
to see the list 
of Submitted 
Legal Opinion 

here to see 
the list of 
Submitted 

Legal Opinion 
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Submitted Legal Opinion Details 
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 PRC Before Loan Effectiveness. 

*****Function of this module is same as PRC before Loan Negotiation and PRC before Project Agreement. **** 

 

 

 Project Effectiveness. 

This module enables to Project Effectiveness. 

 How to update status of Project effectiveness? 

Step 1 Click on Project Effectiveness Box 

Step 2 Click on Send New Doc/Alert/Close 

Step 3 Click on Update Project Effectiveness Details 

Step 4 Enter entire details and click on submit 

 

 

 

 

 

 

 

 

 

 

Click on Update Project 
Effectiveness Details 
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Project Effectiveness Entry Details form 

 

 

 How to see updated status of Project effectiveness? 

Step 1 Click on Project Effectiveness Box 

Step 2 Click on sent tab on left panel, in right panel, all submitted details will appear. 

Step 3 Click on any one to view complete details. 

Select PPR/Project Select Date Select Attachment 

Add Remarks/ 
Comments 

Add Loan Number 



  

 

Page 132 of 135 
 

 

 

Project Effectiveness submitted details 

 

 

  

Here you can see 
the Status of Project 
Effectiveness 

Click on Sent to 
See the Updated 
Status of Project 
Effectiveness 
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 Project Implementation & Loan Disbursement. 

This module enables to Project Effectiveness. 

 How to update status of Project? 

Step 1 Click on Project Implementation & Loan Disbursement Box. 

Step 2 Click on Send New Doc/Alert/Close. 

Step 3 Click on Update Disbursement Status. 

Step 4 Fill entire details and click o submit. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Click on Update 
disbursement Details 
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Project Implementation and Loan Disbursement Entry Details 

 

 

  

Select PPR/Project 
Select Disbursement 
Status 

Select Date 

Add Remarks/ 
Comments 
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 How to see updated status of Project? 

Step 1 Click on Project Implementation & Loan Disbursement Box. 

Step 2 Click on sent tab in left panel, in right panel all sent details will show, click on any one to view complete 
details. 

 

 

Project Implementation and Loan Disbursement Submitted Details 

 

 

Click on Sent to 
See the Updated 
Status of Project 

Here you can 
see the Status of 
Project 


