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1. About this Document 
 
 

The purpose of this document is to fully describe how the users of State Designated Agency 

(SDA) can use the PAT NET Portal. 
 

Intended Audience 
 

This document is intended for the following list of users: 
 

PATNet Portal Users 
 

State Designated Agency 
 

o Technical Officer - 
TO o Nodal Officer - NO 

 

2. New SDA Registration Process 
 
 

This section explains the registration process for a new State Designated Agency users with the PAT 

NET portal. Below are the step-by-step information on the activities to perform this operation. 
 

1. Open e-filing portal (https://escerts.gov.in).  
(The ‘BEE PATNET portal Login’ page appears).  

2. Click on New User button on the login page as shown in below image.  

 

                                                                    Figure 1: Login Link Page  
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3. The system redirects the user to select User Type page. Select SDA from the User Type 

drop-down and then click on Submit button.  
 
 

 

 

Figure 2: User Type selection 
 

4. The State Designated Agency (SDA) Registration section appears as shown in below 

image, perform the following action:  
Select the State name from the drop-down to auto populate the SDA name, 

Recovery email Id and Address line details.  
Enter the Technical Officer Details. 

Enter the Nodal Officer Details. 

Click on Next button.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Figure 3: SDA Registration Page  
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1. In the File Upload section, under Upload File field, select the file name from the drop-

down to upload a file. Click on the Browse button to browse and select a specified file 

from your system. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

Figure 4: File Upload Section 
 

2. The selected file will be added to the list under Upload Documents section as shown 
below. Click on Submit button.  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

Figure 5: Document List 
 

3.  The confirmation pop-up message appears, click on the OK button to proceed.  
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Figure 6: Confirm Proceed Message 
 

4. The message Successfully Registered appears on the page and that indicates 
successful registration process for SDA as shown in below image.  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

Figure 7: Successful Registration Message 
 

Notes: 
 

1) Mandatory fields to fill are marked with (*) mark.  
2) The SDA Record will be assigned to ‘SDA Head’. 

 
5. After completion of registration, SDA user will receive login credentials in his/her 

official email Id as shown in below image. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

Figure 8: Registration completion email with login credentials  
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3. Initial Login Process 
 
 

This section explains the first time log in process of SDA. 
 

1. Open e-filing portal by clicking the link (https://escerts.gov.in).  
(The ‘BEE PATNET portal Login’ page appears).  

2. Enter the User ID and Password which is received via email, enter the Captcha and 
then click on Login button as shown in below image.  

 
 

Figure 9: Login Link Page 
 

 
 

 Figure 9.1: Login Page 
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3. After successful login, Change Credentials page appears and user has to enter the new 
User ID, Enter the new Password, Confirm Password and then click on Submit button 

as shown in below image.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

Figure 10: Change Initial User Id and Password  
 
 
  
 
 

 

4.  Success window appears as shown in below image. Click on Login Again button.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

 

 

 

 

Figure 11: Password Change Success Message 
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5. Login page will be displayed again, enter the new User Id and new Password, enter the 
Captcha and then click on Login button.  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

Figure 12: Login Page  
 
 
 

6. ‘One Time Password’ page will be displayed. User has to enter the OTP received on 

his/her registered mobile number and click on Submit button as shown in below image.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

Figure 13: One Time Password Page 
 

Note: If SDA is not receiving the OTP on the registered mobile number then click on Re-Send 
OTP button to receive the new OTP.  
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Figure 14: Re-Send OTP Button 
 

7. If the entered OTP is wrong, an error message will show as shown below. Click on Re-

Send OTP to receive a new OTP.  
 
 
 
 
 
 
 
 
 
 
 

 

Figure 15: Incorrect OTP Message  
 
 
 
 

4. Forgot User ID? 
 
 

This section explains the step-by-step procedure for SDA users to reset their login user ID in 
case they forgot the user ID. 
 

Note: Forgot User ID feature can be used in case if the user remembers the registered email 
address. 
 

Below given is the detailed steps to perform this operation from the PATNET portal. 
 

1. Open e-filing portal by clicking the link (https://escerts.gov.in).  
(The ‘BEE PATNET portal Login’ page appears).  

2. Click on Forgot User ID link which is present in the login page as shown in below image.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Figure 16: Forgot User ID 
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3. The system navigates to Forgot User ID page. Enter the Email Id, enter the Captcha 

and then click the Submit button. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

Figure 17: Forgot User ID Field  

 

 

4. After successful submission, the system will redirect user to success page and 

User ID will be sent to the registered email ID of user as shown- “The UserID has 

been sent to your registered mail” in below image. 
  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Figure 19: Email with User ID 
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Note: If the user enters wrong Email ID and clicks on Submit button then the system will 
show Invalid Email ID message as shown in below image.  
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Figure 20: Invalid Email Id Message 
 

5. Forgot Password? 
 
 

This section explains the step by step procedure for SDA to reset their login password. 
 

Note: Forgot password feature can be used in case if the user remembers the login ID. 
 

Below given are the detailed steps to perform this operation from the PATNET portal. 
 

1. Open e-filing portal by clicking the link (https://escerts.gov.in).  
(The ‘BEE PATNET portal Login’ page appears).  

2. Click on Forgot Password link which is present in the login page as shown in below 

image.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

Figure 21: Forgot Password  
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3. The Forgot Password window appears in the system. Enter the User Id, enter the 

Captcha and then click the Submit button. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Figure 22: Forgot Password Field 
 

4. After successful changing a password, the system displays a success message and sends 
the new password to the registered email Id as shown as –“New Password has been sent 

to your mail”.  
 
 
 
 

Note: If user enters wrong user ID, system will show Invalid User ID message as shown as –

“Invalid User ID”.   
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6. Reset Login Details for SDA 
 
 

This section explains the process of changing the details of the SDA users (TO or NO) in their 
absence. 
 

In some cases, SDA users leaves organisation without handing over their existing user details. In 

these scenarios SDA can reset their details by using “Reset Details” functionality available in 

PATNET Portal home page. 
 
 

Note: The above mentioned procedure will applicable if recovery email address have been 
updated in the system for organizations. 
 

SDA can reset their login ID and password by following the below steps. 
 

1. Open e-filing portal by clicking the link (https://escerts.gov.in).  
(The ‘BEE PATNET portal Login’ page appears).  

2. Click on Reset Details link which is present in the login page as shown in below image.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

figure 26: Reset Details 
 

3. The system will redirect user to the Reset Details page. Enter the recovery Email Id given by 

the SDA at the time of registration and the Captcha and then click the Submit button. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Figure 27: Reset Details Page  
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4. After successful submission, a web link will be sent to recovery email Id of SDA and 

success message will be displayed as shown as –“An email has been sent to your mail id 

with link to reset the details”. 
 
 
 
 
 

Note: If given Recovery Email ID is wrong then system shows invalid Email ID message as 
shown as “Recovery email is invalid (or) Registration is not approved”.  
 

 

5. The authorized person who handles the recovery email will receive the link to reset the 

details. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

Figure 30: Reset Email 
 

6. Click on the Reset Link, a portal page opens with the options to select the organisation. 

Select the organisation from the list to modify the details and click the Submit button. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Figure 31: Multi Organization Selection List 
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7. User is re-directed to the portal and where he/she can modify the details and click on 

Update button. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

Figure 32: Reset User Detail 

8. The Confirmation message pop-ups as below, click Ok. 
 
 
 
 
 
 
 
 

 

Figure 33: Confirmation pop-up Message 

9. The record will be updated and user will get success page. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Figure 34: Reset User Detail Success Message 
 

10. After successful update of login details, an email with new login credential will be sent 

the email address of SDA user. 
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Note: Reset Link will get expire once user updates the record using shared link.  
 

 

7. SDA Profile Update by the Nodal Officer 
 
 

This section explains how the Nodal Officer updates the SDA profile details. 
 

1. Nodal Officer Logs in to PATNET portal by using his/her login credentials (Refer to 

section 3 for the login steps). 
 

2. On successful login, the Nodal officer home page appears as shown in below image. Click 

on Profile link.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

Figure 35: Home Page 
 

3.  The SDA profile page will be displayed with Edit Profile button as shown in below image.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

Figure 36: SDA Edit Profile  
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4. Click on Edit Profile button. Then the fields will be editable for Technical Officer (TO) 
and Nodal officer (NO) as shown in below image.  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

Figure 37: SDA Edit Profile 
 

5. User will edit the information and submit the record. Then the success message will be 

displayed as shown in below image. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

Figure 38: Profile Details Update Success Message  
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8. Review and Provide Comments on Form 1 
 
 

Login to the BEE portal with application URL, Technical Officer (TO) User Name, and 

Password. 
 

On Successful login the user is navigated to the SDA Dashboard page. Perform the following 
actions on the SDA Dashboard page to approve all the forms. 
 

1. On the SDA Dashboard page select the PAT Cycle from the ‘PAT Cycle’ drop-down list and 

then click the Search button. All the forms submitted for that PAT Cycle by DC/EmAEA 

under respective Forms (1, A, B, D, 2and 3) icon will appear on the page.  
2. Click on Form 1 icon, and then click List of Form 1’s tab to view records related to the 

selected PAT cycle.  
3. Click the View link of the records to view and review the Form 1 details.  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Figure 39: Technical Officer Dashboard Page 
 

4. The ‘Sector-wise Details’ page appears as shown in below image. Technical officer (TO) 
will review the Form 1 details entered by the EM.  
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Figure 40: Sector-wise Details Page  

 
 
 

 

5. Click on Comment button to enter the review comments.  
6. The Comments window appears as shown below. User can enter the comment and 

submits the record after clicking on Submit button.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

Figure 41: Comments pop-up Box 
 

7.  The comments will be saved in View Comments pop up window.  
 
 
 
 
 
 
 
 
 
 
 
 

 

Figure 42: Comments Page 
 

Notes: The following activities take place on verifying the Form 1. 
 

1) An email notification will be sent to the SDA-Nodal Officer (NO) to Verify/Review 

Form 1.  
2) For SDA-Nodal Officer (NO), above commenting process will be repeated.  

 
 
 
 
 
 
 
 
 
 
 
 
 



 

Strictly Confidential! © Bureau of Energy Efficiency                                                                               Page 21 of 52 
 

 
 
 

9. Review and Provide Comments on Form A 
 
 

Login to the BEE portal with application URL, Technical Officer (TO) User Name, and 
Password. 
 

On Successful login the user is navigated to the SDA Dashboard page. Perform the following 

actions on the SDA Dashboard page to approve all the forms. 
 

1. On the SDA Dashboard page select the PAT Cycle from the ‘PAT Cycle’ drop-down list 

and then click the Search button.  
All the forms submitted for that PAT Cycle by DC/EmAEA are listed under respective 

Form’s icon (1, A, B, D, 2 and 3) into different tabs such as ‘Pending Verification, ‘Verified’ 

and ‘Reversed’ as shown in below image.  
2. Click on Form A icon, and then click Pending Verification tab to view records related 

to the selected PAT cycle.  
3. On click of verify link, if user has not provided the comments, it will throw a validation 

message to add a comments  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Figure 433: Verify Link 
 

 

4.  Click the View link for the record to view and review Form A details.  
 
 
 
 
 
 
 
 
 
 
 

 

. 
Figure 444: View Link 

 

5. The ‘Energy Efficiency Project Implemented’ page appears as shown in below image. 
Technical Officer (TO) will review the Form A details entered by the EM.  
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Strictly Confidential! © Bureau of Energy Efficiency                                                                               Page 23 of 52 
 

 

Figure 455: Energy Efficiency Project Implemented Page 
 

6. Click on Comment button to enter the review comments.  
7. The Comments pop-up window appears as shown in below image where user can enter 

the review comments and submits the record by clicking on Submit button.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

Figure 46: Comments pop-up window 
 

8.  The comments will be saved in View Comments pop up window.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

Figure 467: Comments Page  
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9.  Under Pending Verification tab click on the Verify button to verify Form A.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

Figure 48: Click Verify 
 

 

10. The Confirmation message pop-ups, click Ok.  
 
 
 
 
 
 
 
 

 

Figure 49: Confirmation Message 
 

11. The verified Form A records are available under the Verified tab.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

Figure 50: Verified Form A  
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Notes: The following activities take place on verifying the Form A by Nodal Officer (NO) user. 
 

1) On verification of Form-A record by Technical Officer (TO), an email notification will 

be sent to the SDA-Nodal Officer (NO) to Review/Verify Form A.  
2) Similar commenting process will be repeated by SDA- Nodal Officer (NO) user.  
3) On verification of Form-A by SDA- Nodal Officer (NO) user, the Form A record will be 

assigned to Sector Project Engineer (SPE) or Sector Expert (SE) available for that 

sector in BEE.  
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10. Review and Provide Comments on Form B 
 
 

Login to the BEE portal with application URL, Technical Officer (TO) User Name, and 
Password. 
 

On Successful login the user is navigated to the SDA Dashboard page. Perform the following 
actions on the SDA Dashboard page to approve all the forms. 
 

1. On the SDA Dashboard page select the PAT Cycle from the ‘PAT Cycle’ drop-down list 
and then click the Search button.  
All the forms submitted for that PAT Cycle by DC/EmAEA are listed under respective  
Form’s icon (1, A, B, D, 2 and 3) into different tabs such as ‘Pending Verification, 
‘Verified’ and ‘Reversed’ as shown in below image.  

2. Click on Form B icon, and then click Pending Verification tab to view records related 
to the selected PAT cycle.  

3. On click of verify link, if user has not provided the comments will throw a validation 

message to add a comment.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

Figure 51: Verify Link 
 

4.  Click the View link for the record to view and review Form B details.  
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Figure 52: View Link 
 

5. The ‘Performance Assessment Document’ page appears as shown in below image. 
Technical Officer (TO) will review the Form B details entered by the EmAEA.  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

Figure 53: Performance Assessment Document Page 
 

6. Click on Comment button to enter the review comments.  
7. The Comments pop-up window appears as shown in below image where user can enter 

the review comments and submits the record by clicking on Submit button.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 



 

Strictly Confidential! © Bureau of Energy Efficiency                                                                               Page 28 of 52 
 

 
 
 
 
 
 
 
 
 
 
 

 

Figure 54: Comments Pop-up Box 
 

8.  The comments will be saved in View Comments pop up window.  
 
 
 
 
 
 
 
 
 

 

Figure 55: Comments Page 
 

9.  Under Pending Verification tab click on the Verify button to verify Form B.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

Figure 56: Click Verify Button  
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10. The Confirmation message pop-ups, click Ok.  
 
 
 
 
 
 
 
 

 

Figure 57: Confirmation Message 
 

11. The verified Form B records are available under the Verified tab.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

Figure 58: Verified Form B 
 

 

Notes: The following activities take place on verifying the Form B by Nodal Officer (NO) user. 
 

1) On verification of Form-B record by Technical Officer (TO), an email notification will 
be sent to the SDA-Nodal Officer (NO) to Review/Verify Form B.  

2) Similar commenting process will be repeated by SDA- Nodal Officer (NO) user.  
3) On verification of Form-B by SDA- Nodal Officer (NO) user, the Form B record will be 

assigned to Sector Project Engineer (SPE) or Sector Expert (SE) available for that 
sector in BEE.  
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11. Review and Provide Comments on Form C 
 
 

Login to the BEE portal with application URL, Technical Officer (TO) User Name, and Password. 
 

On Successful login the user is navigated to the SDA Dashboard page. Perform the following 

actions on the SDA Dashboard page to approve all the forms. 
 

1) On the SDA Dashboard page select the PAT Cycle from the ‘PAT Cycle’ drop-down list 

and then click the Search button.  
All the forms submitted for that PAT Cycle by DC/EmAEA are listed under respective  
Form’s icon (1, A, B, D, 2 and 3) into different tabs such as ‘Pending Verification, 

‘Verified’ and ‘Reversed’ as shown in below image.  
2) Click on Form C icon, and then click Pending Verification tab to view records related to 

the selected PAT cycle.  
3) On click of verify link, if user has not provided the comments will throw a validation 

message to add a comment  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Figure 59: Verify Link 
 

4) Click the View link for the record to view and review Form C details.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

Figure 60: View Link  
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5) The FROM C page appears as shown in below image. Technical Officer (TO) will review 
the Form C details entered by the EmAEA.  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Figure 61: FORM C DETAILS PAGE 
 

6) Click on Comment button to enter the review comments.  
7) The Comments pop-up window appears as shown in below image where user can enter 

the review comments and submits the record by clicking on Submit button.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

Figure 62: Comments pop-up window  
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6.  On clicking of Comments icon, a pop-up window of Comments is presented.  
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 

7. Figure 63: Comments Icon 
 

 

8. The comments provided by the Technical Officer (TO) user will be presented in View 

Comments pop up window.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

Figure 64: Comments Page 
 

9.  Under Pending Verification tab click on the Verify button to verify Form C.  
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Figure 65: Click Verify 

 

10. The Confirmation message pop-ups, click Ok.  
 
 
 
 
 
 
 
 

 

Figure 66: Confirmation Message 
 

11. The verified Form C records are available under the Verified tab.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

Figure 67: Verified Form A 
 

 

Notes: The following activities take place on verifying the Form C by Nodal Officer (NO) user. 
 

1) On verification of Form-C record by Technical Officer (TO), an email notification will 

be sent to the SDA-Nodal Officer (NO) to Review/Verify the specified Form C.  
2) Similar commenting process will be repeated by SDA- Nodal Officer (NO) user.  
3) On verification of Form-C by SDA- Nodal Officer (NO) user, the Form B record will be 

assigned to Sector In-charge (SI) of that sector in BEE.  
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12. Review and Provide Comments on Form D 
 
 

Login to the BEE portal with application URL, Technical Officer (TO) User Name, and 

Password. 
 

On Successful login the user is navigated to the SDA Dashboard page. Perform the following 
actions on the SDA Dashboard page to approve all the forms. 
 

1) On the SDA Dashboard page select the PAT Cycle from the ‘PAT Cycle’ drop-down list 
and then click the Search button.  
All the forms submitted for that PAT Cycle by DC/EmAEA are listed under respective 

Form’s icon(1, A, B, D, 2 and 3) into different tabs such as ‘Pending Verification and 

‘Verified’ as shown in below image.  
2) Click on Form D icon, and then click Pending Verification tab to view records related 

to the selected PAT cycle.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

Figure 68: Pending Verification FORM D 

 

3) On click of Verify link, if user has not provided the comments, it will throw a validation 
message to enter comments. Below Confirmation message pop-ups, click Ok.  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

Figure 69: Verify Link  
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4) Click the View link for the record to view and review Form D details.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

Figure 70: View Link 
 

5) The FORM D page appears as shown in below image. Technical Officer (TO) will review 
the Form D details entered by the Plant Head (PH).  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

Figure 71: FORMD Details Page 
 

6) Click on Comment button to enter the review comments.  
7) The Comments pop-up window appears as shown in below image where user can enter 

the review comments and submits the record by clicking on Submit button.  
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Figure 72: Comments pop-up box 
 

8) The review comments provided by the user will be presented in View Comments pop 

up window.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

Figure 73: Comments Page 
 

9) Under Pending Verification tab click on the Verify button to verify Form D.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

Figure 74: Click Verify  
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10. The Confirmation message pop-ups, click Ok.  
 
 
 
 
 
 
 
 

 

Figure 75: Confirmation Message 
 

11. The verified Form D records are available under the Verified tab.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

Figure 76: Verified Form D 
 

Notes: The following activities take place on verifying the Form D by Nodal Officer (NO) user. 
 

1) On verification of Form-D record by Technical Officer (TO), an email notification will 
be sent to the SDA-Nodal Officer (NO) to Review/Verify specified Form D.  

2) Similar commenting process will be performed by SDA- Nodal Officer (NO) user.  
3) On verification of Form-D by SDA- Nodal Officer (NO) user, the Form D record will be 

assigned to Sector In-Charge (SI) of that sector in BEE.  
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13. Review and Provide Comments on Form 2 
 
 

Login to the BEE portal with application URL, Technical Officer (TO) User Name, and 

Password. 
 

On Successful login the user is navigated to the SDA Dashboard page. Perform the following 

actions on the SDA Dashboard page to approve all the forms. 
 

1. On the SDA Dashboard page select the PAT Cycle from the ‘PAT Cycle’ drop-down list 

and then click the Search button.  
All the forms submitted for that PAT Cycle by DC/EmAEA are listed under respective  
Form’s icon (1, A, B, D, 2 and 3) into different tabs such as ‘Pending Verification and 

‘Verified’ as shown in below image.  
2. Click on Form 2 icon, and then click Pending Verification tab to view records related 

to the selected PAT cycle.  
3. On click of Verify link, if user has not provided the comments, it will throw a validation 

message to enter comments. Below Confirmation message pop-ups, click Ok.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

Figure 77: Verify Link 
 

 

4.  Click the View link for the record to view and review Form 2 details.  
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Figure 78: SDA Dashboard Page – Form 2 
 

5. The ‘Details of energy saving measures recommended……’ page appears as shown in below 

image. Technical Officer (TO) will review the Form 2 details entered by the Plant Head (PH).  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Figure 79: Details of Energy Saving Measures Page 
 

10. Click on Comment button to enter the review comments.  
11. The Comments pop-up window appears as shown in below image where user can enter 

the review comments and submits the record by clicking on Submit button.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

Figure 80: Comments Pop-up window  
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12. The comments will be presented Comments pop up window.  
 
 
 
 
 
 
 
 
 
 
 
 
 

Figure 81: Comments Page 
 

13. Under Pending Verification tab click on the Verify button to verify Form 2.  
 
 
 
 
 
 
 
 
 
 
 
 

Figure 82: Click Verify Button 

14. The Confirmation message pop-ups, click Ok. 
 
 
 
 
 
 
 
 

 

Figure 83: Confirmation Message 
 

15. The verified Form 2 records are available under the Verified tab.  
 
 
 
 
 
 
 
 
 
 
 

 

Figure 84: Verified Form 2 
 

16. Click Print button on the ‘Details of energy saving measures recommended…’ page to 
take print out of Form 2.  
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Figure 85: Click Print button 

17. The Print format of Form 2 is shown in below image. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

Figure 86: Form 2 Print format 
 

Notes: The following activities take place on verifying the Form 2 by Nodal Officer (NO) user. 
 

1) On verification of Form-2 record by Technical Officer (TO), an email notification will 

be sent to the SDA-Nodal Officer (NO) to Review/Verify the specified Form 2.  
2) Similar commenting process will be performed by SDA- Nodal Officer (NO) user.  
3) On verification of Form-2 by SDA- Nodal Officer (NO) user, the Form 2 record will be 

assigned to respective Sector Project Engineer or Sector Expert (SE) available for that 
sector in BEE.  
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14. Review and Provide Comments on Form 3 
 
 

Login to the BEE portal with application URL, Technical Officer (TO) User Name, and Password. 
 

On Successful login the user is navigated to the SDA Dashboard page. Perform the following actions 

on the SDA Dashboard page to approve all the forms. 
 

1. On the SDA Dashboard page, select the PAT Cycle from the ‘PAT Cycle’ drop-down list and 
then click on the Search button.  
All the forms submitted for that PAT Cycle by DC/EmAEA are listed under respective  
Form’s icon (1, A, B, D, 2 and 3) into different tabs such as ‘Pending Verification and 
‘Verified’ as shown in below image.  

2. Click on Form 3, and then click Pending Verification tab to view records related to the 
selected PAT cycle.  

3. On click of Verify button, if user has not provided the comments, it will throw a validation 
message to enter comments. Below Confirmation message pop-ups, click OK.  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

Figure 87: Verify button 
 

4. Click the View link for the record with Order Status as Initial to view and review the Form 

3 details.  
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Figure 88: SDA Dashboard Page 
 

5. The ‘Details of energy conservation measures implemented…’ page appears as shown in 
below image. Technical Officer will review the Form 3 details entered by the Plant Head.  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

Figure 89: Details of Energy Conservation Measures page 
 

6. Click on Comment button to enter the review comments.  
7. A new pop-up window will be presented where user can provide the comments and click on 

Submit button.  
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                                              Figure 90: Comments Pop-up Box 
 

8.  The comments will be presented Comments pop up window.  
 
 
 
 
 
 
 
 
 
 
 

 

Figure 91: Comments Page 
 

9.  Under Pending Verification tab click on the Verify button to verify Form 3.  
 
 
 
 
 
 
 
 
 
 
 

 

                                            Figure 93: Click Verify Button  
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10. The Confirmation message pop-ups, click Ok. 
 
 
 
 
 
 
 
 
 

 

Figure 93: Confirmation Message 
 

11 The verified Form 3 records are available under the Verified tab. 

                                        Figure 94: Verified Form 3 
 

12. Click Print button on the ‘Details of energy Conservation measures implemented’ page to 
take print out of Form 3. 
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Figure 95: Click Print 
  

         
13 The print format of Form 3 is shown below.  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Figure 96: Form 3 Print Format 
 
 
 
 
 
 
 
 
 
 
 

                                              Figure 97: Form 3 with Order status as Final 
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Notes: 
 

 Technical Officer (TO) to perform similar process to view and review Form 3 with 
‘Order’ field status as ‘Final’.



 On verification of Form-3 record by Technical Officer (TO), an email notification will be 
sent to the SDA-Nodal Officer (NO) to Review/Verify specified Form 3.



 Similar commenting process will be performed by SDA- Nodal Officer (NO) user.


 On verification of Form-D by SDA- Nodal Officer (NO) user, the Form D record will be 

assigned to Sector Project Engineer or Sector Expert (SE) available for that sector in BEE. 
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15. Reversal of comments by Nodal Officer 
 
 

Login to the BEE portal with application URL, Nodal Officer (NO) User Name, and Password. 
 

On Successful login the user is navigated to the SDA Dashboard page. Perform the following actions 
on the SDA Dashboard page to all the forms. 
 

1. On the SDA Dashboard page select the PAT Cycle from the ‘PAT Cycle’ drop-down list and 
then click the Search button.  
All the forms submitted for that PAT Cycle by DC/EmAEA are listed under respective  
Form’s icon (1, A, B, D, 2 and 3) into different tabs such as ‘Pending Verification, ‘Verified’ 

and ‘Reversed’ as shown in below image.  
2. Click on any Forms (A, B, C, D, 2, 3), and then click Pending Verification tab to view 

records related to the selected PAT cycle.  
3. Click the View link to review the record.  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

Figure 98: View Link 
 

4.  Click on Comment button to enter the reversal comments.  
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Figure 99: Comments page  

 

5. Click on the comment’s icon highlighted in below image to review the Technical officer 
comments.  

 
 
 
 
 
 
 
 
 
 
 

 

Figure 100: Comments Icon 
 

6. If comments are not proper provided by Technical Officer in the comments pop-up window 

then in that case Nodal Officer has privilege to reverse the Comments to Technical Officer.  
 
 
 
 
 
 
 
 
 
 
 
 
 

 

Figure 101: Comments Page 

 

7. Nodal Officer can review form and comments given by Technical Officer in the pop-up window 

when clicked on ‘Comment’ button. He/Shae can provide reversal comments and 

‘Reverse’ the form. 
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Figure 102: Reverse Comments page  
 
 
 

16. Updation of Comments by Technical Officer as suggested 

by Nodal Officer 
 
 

Login to the BEE portal with application URL, Technical Officer (TO) User Name, and Password. 
 

On Successful login the user is navigated to the SDA Dashboard page. Perform the following actions 

on the SDA Dashboard page to all the forms. 
 

1. On the SDA Dashboard page select the PAT Cycle from the ‘PAT Cycle’ drop-down list and 

then click the Search button.  
2. Click on any Forms (A, B, C, D, 2, 3), and then click Verified tab, to view the records 

related to the selected PAT cycle.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

Figure 103: Verified Records Page 
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On click of ‘Comments’ button, comments pop-up window will be presented where 
Technical Officer can see the reversal comments provided by the Nodal Officer.  

 
 

 

Figure 104: Comments Icon  
 
 
 
 
 
 
 
 
 

 

Figure 105: Comments Page  
 
 

 

3. Technical Officer can enter comments suggested by Nodal Officer in the pop up window 

when clicked on ‘Comment’ button.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

Figure 106: Comments Button  
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Figure 107: Comments Submit Button 

 

 

4. Nodal Officer can see the latest comments provided by the Technical Officer.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

Figure 108: Comments Page  
 


