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1. Purpose  

The purpose of this document is to describe how BEE users can use the DCRM application for PAT 

related activities. 

2. BEE DCRM Users  
This document is intended for the following list of BEE DCRM users: 

 Sector Project Engineer 

 Sector Expert 

 Sector In-charge 

 ESCerts In-charge 

 Director–General 

 Ministry of Power 

3. Login Process 

This section explains the login process for all BEE DCRM users. 

1. Access BEE DCRM application by clicking the link 

(https://dcrm.escerts.gov.in/). 

2. The BEE DCRM Sign in page appears. Enter the Username, enter the Password and then 

click Sign-in. 
 

Figure 1: BEE DCRM Login Page 

3. On successful login, user navigates to their respective Dashboards. 
 
 
 
 
 
 
 



Strictly Confidential! © Bureau of Energy Efficiency Page: 5 of 70 

 

    

 

 
 
 

4. Sector Project Engineer (SPE) 

This section explains the below activities performed by Sector Project Engineer in BEE DCRM. 

 DC registration Verification 

 Verification of Form 1 

 Verification of Form A 

 Verification of Form B 

4.1. DC Registration Verification Process 

This section explains the DC registration verification process by Sector Project Engineer. 

Whenever Designated Consumer submits DC registration form for verification, SPE will be 

notified by email and SMS. 

1. Login to BEE DCRM with Sector Project Engineer (SPE) login credentials. 
2. Refer to section 3 for the login steps. 
3. On successful login, user navigates to the ‘Dashboard’ page which displays list of tasks to 

be performed by the Sector Project Engineer. 
a. Regarding: Activity to be performed by the Sector project Engineer. 
b. Subject: Information regarding the activity to be performed. 
c. Date Created: Activity created date. 

 

Figure 2: Sector Project Engineer Dashboard 

Note: Click on ‘Regarding’ to open activity to be performed by Sector Project Engineer. 

4. On click of ‘Regarding’, DC Registration page opens where Sector Project Engineer can 
verify the details submitted by Designated Consumers. 

 

Figure 3: DC Registration Information page 
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5. After verifying the DC Registration form details, Sector Project Engineer can perform the 
following actions: 

a. Approve: If SPE is satisfied by the details submitted by Designated 
Consumers, SPE can approve the DC Registration Form. 

b. Reverse: If SPE is not satisfied by the details submitted by Designated 
Consumers, SPE can Reverse the DC Registration Form. 

6. To approve the DC Registration Form click the Approve button on the top left menu. 
 

Figure 4: Click Approve button 

7. The confirmation pop-up window appears, enter comments for approving the DC record 
and click on Approve button. 

 

 

Figure 5: Approve DC Registration Record 

Notes: 

1) On approval of DC registration by SPE, record will be assigned to Sector Expert (SE) 

for further verification approval. 

2) Incase if there is no Sector Expert (SE) available for the particular sector then 

registration will get approved on approval of SPE. 

3) In case if there is no SPE available for the sector then the application will 

directly come to SE for approval. 

8. To Reverse DC registration form click the Reverse button on the top left menu. 
 

Figure 6: Click Reverse button 
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9. The confirmation pop-up window appears, select the Stage by selecting the check box and 
enter the Remarks for reversing a DC registration, then click on Reverse button. 
Note: Entering Remarks is mandatory to reverse the application. 

 

 

Figure 7: Reverse DC Registration Record 

Notes: 

1) On click of Reverse button, EM and PH will receive the email notification regarding 

reversal of registration with the reason for reversing the application. 
 

Figure 8: Reverse Email Notification 

2) In case SPE wants to upload documents related to DC Registration Record, SPE can 
upload documents by using Upload Documents option. 
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Figure 9: Upload Documents 

 Upload Document window pops-up, click the Choose file button to browse the file 
from your system and click on Upload button to upload a file. 

 

Figure 10: Upload Document 

 On successful document upload success pop-up message appears, click Ok. 
 

Figure 11: Success Message 

 The uploaded files will be available in the Documents section as shown in below 
image. 

 Click Download icon to download and view the uploaded file. 
 

Figure 12: Documents Section 

4.2. Form 1 Verification Process 

This section explains Form 1 verification process by Sector Project Engineer. Whenever 

Designated Consumer submits Form 1 for verification, SPE will be notified by email and SMS. 

1. Login to BEE DCRM with Sector Project Engineer (SPE) login credentials. 
2. Refer to section 3 for the login steps. 
3. On successful login, user navigates to the ‘Dashboard’ page which displays list of tasks to 

be performed by the Sector Project Engineer. 
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a. Regarding: Activity to be performed by the Sector Project Engineer. 
b. Subject: Information regarding the activity to be performed. 
c. Date Created: Activity created date. 

 

Figure 13: SPE Dashboard 

Note: Click on ‘Regarding’ to open activity to be performed by Sector Project Engineer. 

4. On click of ‘Regarding’, Form 1 page opens where Sector Project Engineer can verify the 
details submitted by Designated Consumer. 

 

Figure 14: Form 1 Information page 

5. After verifying the Form 1 details SPE can perform the following action: 
 Submit: If SPE is satisfied by the details submitted by PH and EM, SPE can Submit 

the Form 1. 

6. To submit Form 1 click the Submit button on the top left menu. 
 

Figure 15: Click Submit button 

7. The pop-up window to enter Comments appears. Select the check box to acknowledge, 

enter the comment and then click on Submit button 
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Figure 16: Submit Form 1 

Notes: 

1) On submit of Form 1 by SPE, Form 1 will be assigned to Sector Expert (SE) for 
verification. 

2) If the SPE wants to view comments entered by him/her for submitting Form 1, 
click on View Comments option as shown below. 

 Click the View Comments button on the top left menu to view the comments entered 
by the SPE. 

 

Figure 17: Click View Comments 

 The comments given by users who worked on Form 1 can be seen in the comments 

window as shown below 
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Figure 18: View Comments 

3) If the SPE wants to upload any documents related to Form 1 then click on Upload 
Document option as shown below. 

 Click Upload Documents, then Upload Document window pops-up as shown in 
below image. 

 

Figure 19: Upload Documents 

 Click on the Choose file button to browse a file from your system and click on Upload 
button. 

 

Figure 20: Upload Document 

 On successful document upload success pop-up message appears, click Ok. 
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Figure 21: Success Message 

 The uploaded files will be available in the Documents section as shown in below 
image. 

 Click Download icon to download and view the uploaded file. 
 

Figure 22: Documents Section 

4) All the Form 1 verified by SPE will be available in the Form section. 

 Click Sector Project Engineer drop-down menu, under Forms section click 
Form 1. 

 

Figure 23: Verified Forms 

 Under System Views, select Verified Pending Form 1 SPE to view the list of Form 

1 verified by SPE. 
 

Figure 24: Verified Form 1 SPE 

5) All the Form 1 reversed by SI will be available in the view as shown below 
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Figure 25: SI Reversed View 

 
 

4.3. Form A Verification Process 

This section explains the Form A verification process by Sector Project Engineer. Whenever 

Designated Consumer submits Form A for verification, Sector Project Engineer will be notified by 

email and SMS. 

1. Login to BEE DCRM with Sector Project Engineer (SPE) login credentials. 
2. Refer to section 3 for the login steps. 
3. On successful login, user navigates to the ‘Dashboard’ page which displays list of tasks to 

be performed by the Sector Project Engineer. 
a. Regarding: Activity to be performed by the Sector Project Engineer. 
b. Subject: Information regarding the activity to be performed. 
c. Date Created: Activity created date. 

 

Figure 26: SPE Dashboard 

Note: Click on ‘Regarding’ to open activity to be performed by Sector Project Engineer. 

4. On click of ‘Regarding’, Form A page opens where Sector Project Engineer can verify the 
details submitted by Designated Consumers. 
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Figure 27: Form A Information page 

5. After verifying the Form A details Sector Project Engineer can perform the following 
action: 

 Submit: If SPE is satisfied by the details submitted by Designated Consumer, SPE can 
Submit the Form A. 

6. To submit Form A click the Submit button on the top left menu. 
 

Figure28: Click Submit button 

7. The pop-up window to enter Comments appears. Select the check box to acknowledge, 

enter the comment and then click on Submit button to submit Form A. 
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Figure 29: Submit Form A 

 
 

8. On Successful Verification their verified records will move to the view as shown below 

 

Figure 30: Verified Form A 

9. SPE can view the SI reversed FORM A in a view as shown below 
 

 

Figure 31: Reversed Form A 



Strictly Confidential! © Bureau of Energy Efficiency Page: 16 of 70 

 

    

 

 
 

  
 
 

 
Notes: 

1) On submit of Form A by SPE, Form A will be assigned to Sector Expert (SE) for 

verification. 

2) If the SPE wants to view comments entered by him/her for submitting Form A, 
click on View Comments option as shown below. 

 Click the View Comments button on the top left menu to view the comments 
entered by the SPE. 

 

Figure 32: Click View Comments 

 The Form A comments window appears which displays the comments entered by 
SPE. 

 

Figure 33: View Comments page 

3) If the SPE wants to upload any documents related to Form A then click on Upload 
Document option as shown below. 

 To upload required documents, click Upload Documents, then Upload Document 

window pops-up as shown in below image. 

 Click on the Choose file button to browse the file from your system and click on 

Upload button. 
 
 
 
 
 
 



Strictly Confidential! © Bureau of Energy Efficiency Page: 17 of 70 

 

    

 

 

  

 

Figure 34: Upload Document 

 On successful document upload success pop-up message appears, click Ok. 
 

Figure 35: Success Message 

 The Uploaded file will be available in the Documents section as shown in below 

image. 

 Click Download icon to download and view the uploaded file. 
 

Figure 36: Documents Section 

4.4. Form B Verification Process 

This section explains the Form B verification process by Sector Project Engineer. Whenever 

Designated Consumer submits Form B for verification, SPE will be notified by email and SMS. 

1. Login to BEE DCRM with Sector Project Engineer (SPE) login credentials. 
2. Refer to section 3 for the login steps. 
3. On successful login, user navigates to the ‘Dashboard’ page which displays list of tasks to 

be performed by the Sector Project Engineer. 
a. Regarding: Activity to be performed by the Sector Project Engineer. 
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b. Subject: Information regarding the activity to be performed. 
c. Date Created: Activity created date. 

 

Figure 37: SPE Dashboard 

Note: Click on ‘Regarding’ to open activity to be performed by Sector Project Engineer. 

4. On click of ‘Regarding’, Form B page opens where Sector Project Engineer can verify the 
details submitted by Designated Consumers. 

 

 

Figure 38: Form B Information page 

5. After verifying the Form B details Sector Project Engineer can perform the following 
action: 
 Submit: If SPE is satisfied by the details submitted by Designated Consumer, SPE 

can Submit the Form B. 

6. To submit Form B click the Submit button on the top left menu. 
 

Figure 39: Click Submit button 

7. The pop-up window to enter Comments appears. Select the check box to acknowledge, 

enter the comment and then click on Submit button. 
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Figure 40: Submit Form B 

 
 

8. On Successful Verification their verified records will move to the view as shown below 

 

 
 

Figure 41: Verified Form B 

 
 

9. SI reversed Form B will be visible in the below view as shown below. 
 
 

 

Figure 42: SI Reversed Form B 
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Notes: 

1) After submit the Form B by SPE, Form B will be assigned to Sector Expert (SE) for 

verification. 

2) If the SPE wants to view comments entered by him/her for submitting Form B, 
click on View Comments option as shown below. 

 Click the View Comments button on the top left menu to view the comments 

entered by the SPE. 
 

Figure 43: Click View Comments 

 The Form B comments window appears which displays the comments entered by 

SPE. 
 

Figure 44: View Comments Page 

3) If the SPE wants to upload any documents related to Form B then click on Upload 
Documents option as shown below. 

 Upload Document window pops-up 
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Figure 45: Upload Documents 

 Click the Choose file button to browse the file from your system and click on 

Upload button. 
 

Figure 46: Upload Document 

 On successful document upload success pop-up message appears, click Ok. 
 

Figure 47: Success Message 

 The uploaded document will be available in the Document section as shown in 

below image. 

 Click Download icon to view the uploaded file. 
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Figure 48: Documents Section 

5. Sector Expert (SE) 
This section explains the below activities performed by Sector Expert in BEE DCRM. 

 DC Registration Verification 

 Verification of Form 1 

 Verification of Form A 

 Verification of Form B 

 
 

 
5.1. DC Registration Verification Process 

This section explains the DC registration verification process by Sector Expert. Whenever 

Designated Consumer submits DC registration form for verification, Sector Expert will be notified 

by email and SMS. 

1. Login to BEE DCRM with Sector Expert (SE) login credentials. 
2. Refer to section 3 for the login steps. 
3. On successful login, user navigates to the ‘Dashboard’ page which displays list of tasks to 

be performed by the Sector Expert. 
a. Regarding: Activity to be performed by the Sector Expert. 
b. Subject: Information regarding the activity to be performed. 
c. Date Created: Activity created date. 

 

Figure 49: Sector Expert Dashboard 

Note: Click on ‘Regarding’ to open activity to be performed by Sector Expert. 

4. On click of ‘Regarding’, DC Registration page opens where Sector Expert can verify the 
details submitted by the Designated Consumers. 
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Figure 50: Sector Expert Dashboard 

5. After verifying the DC Registration form details, Sector Expert can perform the following 
actions: 

a. Approve: If SE is satisfied by the details submitted by Designated 
Consumers, SE can approve the DC Registration Form. 

b. Reverse: If SE is not satisfied by the details submitted by Designated 
Consumers, SE can Reverse the DC Registration Form. 

6. To approve the DC Registration Form click the Approve button on the top left menu. 
 

Figure 51: Click Approve button 

7. The confirmation pop-up appears, enter the Comments and click on Approve button. 
 

 

Figure 52: Approve DC Registration Form 

Note: 
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1) On approval of DC registration by Sector Expert (SE), record will be assigned to 

Sector In-charge (SI) for further verification approval. 

Note: Only if the Sector Expert is associated to the DC, then only will be assigned to 

SE. 

8. To Reverse the DC Registration Form click the Reverse button on the top left menu. 
 

Figure 53: Click Reverse button 

9. The confirmation pop-up window appears, select the Stage by selecting the check box, 
enter the Remarks then click on Reverse button. 
Note: Entering Remarks is mandatory to reverse the application. 

 

 

Figure 54: Reverse DC Registration Form 

Notes: 

1) On click of Reverse button, EM and PH will receive an email notification regarding 

reversal of registration with the reason for reverse the application. 
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Figure 55: Reverse Email Notification 

2) In case SPE wants to upload documents related to DC Registration Record, SPE can 
upload documents by using ‘Upload Documents’ option. 

 

Figure 56:Upload Documents 

 Upload Document window pops-up, click on the Choose file button to browse the 
file from your system and click on Upload button to upload a file. 

 

Figure 57: Upload Document 

 On successful document upload success pop-up message appears, click Ok. 
 

Figure 57: Success Message 
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 The uploaded files will be available in the Documents section as shown in below 
image. 

 Click Download icon to download and view the uploaded file. 
 

Figure 58: Documents Section 

5.2. Form 1 Verification Process 

This section explains the Form 1 verification process by Sector xpert. Whenever Designated 

Consumer submits Form 1 for verification, Sector Expert will be notified by email and SMS. 

1. Login to BEE DCRM with Sector Expert (SE) login credentials. 
2. Refer to section 3 for the login steps. 
3. On successful login, user navigates to the ‘Dashboard’ page which displays list of tasks to 

be performed by the Sector Expert. 
a. Regarding: Activity to be performed by the Sector Expert. 
b. Subject: Information regarding the activity to be performed. 
c. Date Created: Activity created date. 

 

Figure 59: Sector Expert Dashboard 

Note: Click on ‘Regarding’ to open activity to be performed by Sector Expert. 

4. On click of ‘Regarding’, Form 1 page opens where Sector Expert can verify the details 
submitted by the Designated Consumer. 
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Figure 60: Form 1 Information Page 

5. After verifying the Form 1 details Sector Expert can perform the following action: 
 Submit: If SE is satisfied by the details submitted by PH and EM, SE can Submit the 

Form 1. 

6. To submit Form 1 click the Submit button on the top left menu. 
 

Figure 61: Click Submit button 

7. The pop-up window to enter Comments appears. Select the check box to acknowledge, 

enter the Comment and then click on Submit button. 
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Figure 62: Submit Form 1 

8. On Successful verification record will move to the verified View as shown below. 
 

 
 

Figure 63: Verified Form 1 

 
 

9. SI Reversed Records will show in a different view as shown below. 
 

 

Figure 64: SI Reversed Form 1 

Notes: 

1) On submit of Form 1 by SE, Form 1 will be assigned to Sector In-charge (SI) for 
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verification. 
 
 

If the SE wants to view comments entered by him/her for submitting Form 1, click on View Comments 

option as shown below. 
 

Figure 65: Click View Comments 

 The Form 1 comments window appears which displays the comments entered by SE. 
 

Figure 66: View Comments 

2) If the SE wants to upload any documents related to Form 1 then click on ‘Upload 
Documents’ option as shown below. 

 

Figure 67: Upload Documents 

 Upload Document window pops-up, click on the Choose file button to browse the 
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file from your system and click on Upload button. 
 

 
  

 

 

Figure 68: Upload Document 

 On successful document upload success pop-up message appears, click Ok. 
 

Figure 69: Success Message 

 The Uploaded file will be available in the Documents section as shown in below image. 
 Click Download icon to view the uploaded file. 

 

Figure 70: Documents Section 

5.3. Form A Verification Process 

This section explains the Form A verification process by Sector Expert. Whenever Designated 

Consumer submits Form A for verification, Sector Expert will be notified by email and SMS. 

1. Login to BEE DCRM with Sector Expert (SE) login credentials. 
2. Refer to section 3 for the login steps. 
3. On successful login, user navigates to the ‘Dashboard’ page which displays list of tasks to 

be performed by the Sector Expert. 
a. Regarding: Activity to be performed by the Sector Expert. 
b. Subject: Information regarding the activity to be performed. 
c. Date Created: Activity created date. 
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Figure 71: Sector Expert Dashboard 

Note: Click on ‘Regarding’ to open activity to be performed by Sector Expert. 

4. On click of ‘Regarding’, Form A page opens where Sector Expert can verify the details 
submitted by Designated Consumers. 

 

Figure 72: Form A Information page 

5. After verifying the Form A details Sector Expert can perform the following action: 
 Submit: If SE is satisfied by the details submitted by Designated Consumer, then SE 

can Submit the Form A. 

6. To submit Form A click the Submit button on the top left menu. 
 

Figure 73: Click Submit button 

7. The pop-up window to enter Comments appears. Select the check box to acknowledge, 

enter the comment and then click on Submit button. 
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Figure 74: Submit Form A 

Notes: 

1) On submit of Form A by SE, Form A will be assigned to Sector In-charge (SI) for 

verification. 

2) If the SE wants to view comments enterd by him/her for submitting Form A, click on 
View Comments option as shown below. 

 

Figure 75: Click View Comments button 

 The Form A comments window appears which displays the comments entered by 

SE. 
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Figure 76: View Comments Page 

3) If the SPE wants to upload any documents related to Form A then click on ‘Upload 
Documents’ option as shown below. 

 

Figure 25:Upload Documents 

 The Upload Document window pops-up, click the Choose file button to browse a 
file from your system and click on Upload button. 

 

Figure 77: Upload Document 

 On successful document upload success pop-up message appears, click Ok. 
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Figure 78: Success Message 

 The uploaded document will be available in the Documents section as shown 

in below image. 

 Click Download icon to view the uploaded document. 
 

Figure 79: Documents Section 

5.4. Form B Verification Process 

This section explains the Form B verification process by Sector Expert. Whenever Designated 

Consumer submits Form B for verification, Sector Expert will be notified by email and SMS. 

1. Login to BEE DCRM with Sector Expert (SE) login credentials. 
2. Refer to section 3 for the login steps. 
3. On successful login, user navigates to the ‘Dashboard’ page which displays list of tasks to 

be performed by the Sector Expert. 
a. Regarding: Activity to be performed by the Sector Expert. 
b. Subject: Information regarding the activity to be performed. 
c. Date Created: Activity created date. 

 

Figure 80: Sector Expert Dashboard 

Note: Click on ‘Regarding’ to open activity to be performed by Sector Expert. 

4. On click of ‘Regarding’, Form B page opens where Sector Expert can verify the details 
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submitted by the Designated Consumers. 
 
 

  

 

 

Figure 81: Form B Information Page 

5. After verifying the Form B details Sector Expert can perform the following action: 
 Submit: If SE is satisfied by the details submitted by Designated Consumer, SE can 

Submit the Form B. 

6. To submit Form B click the Submit button on the top left menu. 
 

Figure 82: Click Submit button 

7. The pop-up window to enter Comments appears. Select the check box to acknowledge, 

enter the comment and then click on Submit button. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



Strictly Confidential! © Bureau of Energy Efficiency Page: 36 of 70 

 

    

 

 
 
 

 

 

Figure 83: Submit Form B 

8. On Successful verification record will move to the verified View as shown below. 
 

Figure 84: Submit Form B 

 
 

9. SI Reversed Records will show in a different view as shown below. 

 

Figure 85: Submit Form B 
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Notes: 

1) On the submit of Form B by Sector Expert, Form B will be assigned to Sector In- 

charge (SI) for verification. 

2) If the SE wants to view comments entered by him/her for submitting Form B, click 
on View Comments option as shown below. 

 

Figure 86: Click View Comments button 

 The Form B comments window appears which displays the comments entered by 

Sector Expert. 
 

Figure 87: View Comments Page 

3) If the SPE wants to upload any documents related to Form B then click on ‘Upload 
Documents option’ as shown below. 

 

Figure 88:Upload Documents 

 The Upload Document window pops-up, click the Choose file button to browse a 

file from your system and click on Upload button. 
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Figure 89: Upload Document 

 On successful document upload success pop-up message appears, click Ok. 
 

Figure 90: Success Message 

 The Uploaded document will be available in the Documents section as shown in 
below image. 

 Click Download icon to view the uploaded document. 
 

Figure 91: Documents Section 
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6. Sector In-charge (SI)  
This section explains the below activities performed by Sector In-charge in BEE DCRM. 

 Verification of Form 1 

 Verification of Form A 

 Verification of Form B 

 Verification of Form 2 

 Verification of Form 3 

 Verification of Compliance Verification Certificate 

6.1. Form 1 Verification Process 

This section explains the Form 1 verification process by Sector In-charge. Whenever Designated 

Consumer submits Form 1 for verification, Sector In-charge will be notified by email and SMS. 

1. Login to BEE DCRM with Sector In-charge (SI) login credentials. 
2. Refer to section 3 for the login steps. 
3. On successful login, user navigates to the ‘Dashboard’ page which displays list of tasks to 

be performed by the Sector In-charge. 
a. Regarding: Activity to be performed by the Sector In-charge. 
b. Subject: Information regarding the activity to be performed. 
c. Date Created: Activity created date. 

 

Figure 92: Sector In-charge Dashboard 

Note: Click on ‘Regarding’ to open activity to be performed by Sector In-charge. 

4. On click of ‘Regarding’, Form 1 page opens where Sector In-charge can verify the details 
submitted by the Designated Consumer. 
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Figure 93: Form 1 Information page 

5. After verifying the Form 1 details Sector In-charge can perform the following actions: 
a. Approve: If SI is satisfied by the details submitted by Designated 

Consumers, SI can approve the Form 1. 

b. Reverse: If SI is not satisfied by the details submitted by Designated 
Consumers, SI can Reverse the Form 1. 

6. To Approve the Form 1 click the Approve button on the top left menu. 
 

Figure 94: Click Approve button 

7. The pop-up window to enter Comments appears. Select the check box to acknowledge, 

enter the Comment and then click on Approve button. 
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Figure 95: Approve Form 1 

8. To Reverse Form 1 click Reverse button on the top left menu. 
 

Figure 96: Click Reverse button 

9. The confirmation pop-up window appears, select the Stage by selecting the check box and 
enter the Remarks, then click on Reverse button to reverse Form 1. 
Note: Entering Remarks is mandatory to reverse the application. 
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Figure 97: Reverse Form 1 

10. On click of Reverse button, based on the user selected above, the user will receive the 
email notification regarding reversal of Form 1 with the reason for reversing. 

 

 

Figure 98: Reverse Email Notification 

Notes: 

1) On submit of Form 1 by Sector In-charge, the Status of Form 1 updates as 
‘Approved’. 

2) If the Sector In-charge wants to view comments entered by him/her for 

submitting Form 1, click on View Comments option as shown below. 
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Figure 99: Click View Comments button 
 
 
 

 
 

 The Form 1 comments window appears which displays the comments entered by 

Sector In-charge. 
 

Figure 100: View Comments 

3) If the Sector In-charge wants to upload any documents related to Form 1 then click 

on Upload Document option as shown below. 
 

Figure 101: Upload Documents 

 The Upload Document window appears, click on the Choose file button to browse 

the file from your system and then click on Upload button. 
 



Strictly Confidential! © Bureau of Energy Efficiency Page: 44 of 70 

 

    

 

 
 
 

 

Figure 102: Upload Document 

 On successful document upload success pop-up message appears, click Ok. 
 

Figure 103: Success Message 

 The Uploaded document will be visible in the Documents section as shown in below 

image. 

 Click Download icon to download the uploaded file. 
 

Figure 104: Documents Section 

6.2. Form A Verification Process 

This section explains the Form A verification process by Sector In-charge. Whenever Designated 

Consumer submits Form A for verification, Sector In-charge will be notified by email and SMS. 

1. Login to BEE DCRM with Sector In-charge (SI) login credentials. 
2. Refer to section 3 for the login steps. 
3. On successful login, user navigates to the ‘Dashboard’ page which displays list of tasks to 

be performed by the Sector In-charge. 
a. Regarding: Activity to be performed by the Sector In-charge. 
b. Subject: Information regarding the activity to be performed. 
c. Date Created: Activity created date. 
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Figure 105: Sector In-charge Dashboard 

Note: Click on ‘Regarding’ to open activity to be performed by Sector In-charge. 

4. On click of ‘Regarding’, Form A page opens where Sector In-charge can verify the details 
submitted by the Designated Consumer. 

 

Figure 106: Form A Information Page 

5. After verifying the Form A details Sector In-charge can perform the following actions: 

a. Approve: If SI is satisfied by the details submitted by Designated 
Consumers, SI can approve the Form A. 

b. Reverse: If SI is not satisfied by the details submitted by Designated 
Consumers, SI can Reverse the Form A. 

6. To approve the Form A click the Approve button on the top left menu. 
 

Figure 107: Click Approve button 

7. The pop-up window to enter Comments appears. Select the check box to acknowledge, 

enter the Comment and then click on Approve button. 
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Figure 108: Approve Form A 

8. To reverse Form A click Reverse button on the top left menu. 
 

Figure 109: Click Reverse Button 

9. The confirmation pop-up window appears, select the Stage by selecting the check box and 
enter the Remarks then click on Reverse button to reverse to the selected user. 

Note: Entering Remarks is mandatory to reverse the application. 
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Figure 110: Reverse Form A 

10. On click of Reverse button, based on the user selected above, the user will receive the 
email notification regarding reversal of Form A with the reason for reversing. 

 

 

Figure 111: Reverse Email Notification 

Notes: 

1) On Approval of Form A by Sector In-charge, the Status of Form A updates as 
‘Approved’. 

2) If the Sector In-charge wants to view comments enterd by him/her for submitting 

Form A, click on View Comments option as shown below. 
 
 
 
 
 
 

  

 

 

Figure 112: Click View Comments 

 The Form A comments window appears which displays the comments entered by 
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Sector In-charge. 
 

Figure 113: View Comments 

3) If the SPE wants to upload any documents related to Form 1 then click on Upload 

Document option as shown below. 
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Figure 114: Upload Documents 

 The Upload Document window appears, click on the Choose file button to browse 

the file from your system and then click on Upload button. 
 

Figure 115: Upload Document 

 On successful document upload success pop-up message appears, click Ok. 
 

Figure 116: Success Message 

 The uploaded document will be visible in the Documents section as shown in below 
image. 

 Click Download icon to download the uploaded document. 
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Figure 117: Documents Section 

6.3. Form B Acceptance Process 

This section explains the Form B verification process by Sector In-charge. Whenever Designated 

Consumer submits Form B for verification, Sector In-charge will be notified by email and SMS. 

1. Login to BEE DCRM with Sector In-charge (SI) login credentials. 
2. Refer to section 3 for the login steps. 
3. On successful login, user navigates to the ‘Dashboard’ page which displays list of tasks to 

be perfomed by the Sector In-charge. 
a. Regarding: Activity to be performed by the Sector In-charge. 
b. Subject: Information regarding the activity to be performed. 
c. Date Created: Activity created date. 

 

Figure 118: Sector In-charge Dashboard page 

Note: Click on ‘Regarding’ to open activity to be performed by Sector In-charge. 

4. On click of ‘Regarding’, Form B page opens where SI can verify the details submitted by 
the Designated Consumer. 

5. Form B will have reference value from Form A which will help the SI to compare the 
ESCerts value of Form B with the Form A. 
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Figure 119: Form B Information page 

5. After verifying the Form B details Sector In-charge can perform the following actions: 

a. Approve: If SI is satisfied by the details submitted by Designated 
Consumers, SI can approve the Form B. 

b. Reverse: If SI is not satisfied by the details submitted by Designated 
Consumers, SI can Reverse the Form B. 

6. To approve the Form B click the Approve button on the top left menu. 
 

Figure 120: Click Approve button 

7. The pop-up window to enter Comments appears. Select the check box to acknowledge, 

enter the Comment and then click on Approve button. 
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Figure 121: Approve Form B 

 
 

5. On Successful Approval of Form B SI Recommended ESCsert which is mentioned in the 

Form B will be submitting to DG for further Recommendation. 

6. Incase SI want to review the already submitted Form B user can request for modification 

by clicking the button as shown below. 

 

Figure 122: Approve Form B 

6. On click of Request for Modification button, a pop up message displays as shown below 
 

Figure 122: Request modification confirmation 

 
7. Click ok to request for modifications. 
8. Confirmation popup shows to the Sector In-charge as shown below 
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Figure 123: Request for Modification status 

9. Upon successful request an email goes to DG. 
10. Modifications Requested form B’s will be seen as shown below 

 
 

Figure 124: Modification Request by SI 
 

11. Sector In-charge will receive either allowed or discarded notification from DG in case 
of approval or discard. 

12.  If modification is allowed then Sector In-charge edits the form B then submits 
to Director General. 

13. Modifications allowed form B’s will be seen shown below. 
 

Figure 125: Modification allowed view 
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14.  If modification request is discarded by Director General, then Sector In-charge 
cannot modify the form B. Discarded details will be seen as shown below. 

 

Figure 126: Modification Discarded 

15. Detailed modifications will be seen on form B as shown below 
 

Figure 126: Modification tracker details 

7. On Click of this a request will be sent to DG to modify the already submitted Form B. 

8. On Approval of DG SI can modify the Form B 

9. To reverse Form B click Reverse button on the top left menu 
 

Figure 127: Click Reverse Button 

10. The confirmation pop-up window appears, select the Stage by selecting the check box and 
enter the Remarks, then click on Reverse button to reverse to the selected user. 
Note: Entering Remarks is mandatory to reverse the application. 
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Figure 128: Reverse Form B 

11. On click of Reverse button, based on the user selected above, the user will receive the 
email notification regarding reversal of Form B with the reason for reversing. 

 

 

Figure 129: Reverse Email Notification 

Notes: 

1) On Approval of Form B by Sector In-charge, the Status of Form B updates as 

‘Approved’. 

2) If the Sector In-charge wants to view comments entered by him/her for 

submitting Form B, click on View Comments option as shown below. 
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Figure 130: Click View Comments 

 The Form B comments window appears which displays the comments entered by 

Sector In-charge. 
 

Figure 131: View Comments 

3) If the SPE wants to upload any documents related to Form B then click on ‘Upload 

Documents’ option as shown below. 
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Figure 132: Upload Documents 

 The Upload Document window appears, click on the Choose file button to browse 

the file from your system and then click on Upload button. 
 

Figure 133: Upload Document 

 On successful document upload success pop-up message appears, click Ok. 
 

Figure 134: Success Message 

 The Uploaded document will be visible in the Documents section as shown in below 
image. 

 Click Download icon to download the uploaded file. 
 
 
 
 
 
 
 
 



Strictly Confidential! © Bureau of Energy Efficiency Page: 58 of 70 

 

    

 

 

Figure 135: Documents Section 

6.4. Form 2 Verification Process 

This section explains the Form 2 verification process by Sector In-charge. Whenever SDA-NO 

submits Form 2 for verification, Sector In-charge will be notified by email and SMS. 

1. Login to BEE DCRM with Sector In-charge (SI) login credentials. 
2. Refer to section 3 for the login steps. 
3. On successful login, user navigates to the ‘Dashboard’ page which displays list of tasks to 

be performed by the Sector In-charge. 
a. Regarding: Activity to be performed by the Sector In-charge. 
b. Subject: Information regarding the activity to be performed. 
c. Date Created: Activity created date. 

 

Figure 136: Sector In-charge Dashboard page 

Note: Click on ‘Regarding’ to open activity to be performed by Sector In-charge. 

4. On click of ‘Regarding’, Form 2 page opens where Sector In-charge can verify the details 
submitted by the SDA-NO. 

 

Figure 137: Form 2 Information page 
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5. After verifying the Form 2 details Sector In-charge can perform the following actions: 

a. Approve: If SI is satisfied by the details submitted by SDA-NO, SI can 
approve the Form 2. 

6. To approve the Form 2 click the Approve button on the top left menu. 
 

Figure 138: Click Approve button 

7. The pop-up window to enter Comments appears. Enter the Comment and then click on 
Approve button to approve the Form 2. 

 

 

Figure 139: Approve Form 2 

Notes: 

1) On Approval of Form 2 by Sector In-charge, the Status of Form 2 updates as 

‘Approved’. 

2) If the Sector In-charge wants to view comments entered by him/her for 

submitting Form 2, click on View Comments option as shown below. 
 

Figure 140: Click View Comments button 
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 The Form 2 comments window appears which displays the comments entered by 

Sector In-charge. 
 

Figure 141: View Comments 

3) If the Sector In-charge wants to upload any documents related to Form 2 then click 

on Upload Document option as shown below. 
 

Figure 142: Upload Documents 

 The Upload Document window appears, click on the Choose file button to browse 
the file from your system and then click Upload button. 
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Figure 143: Upload Document 

 On successful document upload success pop-up message appears, click Ok. 
 

Figure 144: Success Message 

 The uploaded document will be visible in the Documents section as shown in below 

image. 

 Click Download icon to download the uploaded file. 
 

Figure 145 : Documents Section 

6.5. Form 3 Verification Process 

This section explains the Form 3 verification process by Sector In-charge. Whenever SDA-NO 

submits Form 3 for verification, Sector In-charge will be notified by email and SMS. 

1. Login to BEE DCRM with Sector In-charge (SI) login credentials. 
2. Refer to section 3 for the login steps. 
3. On successful login, user navigates to the ‘Dashboard’ page which displays list of tasks to 

be performed by the Sector In-charge. 
a. Regarding: Activity to be performed by the Sector In-charge. 
b. Subject: Information regarding the activity to be performed. 
c. Date Created: Activity created date. 
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Figure 146: Sector In-charge Dashboard page 

Note: Click on ‘Regarding’ to open activity to be performed by Sector In-charge. 

4. On click of ‘Regarding’, Form 3 page opens where Sector In-charge can verify the details 
submitted by the SDA-NO. 

 

Figure 147: Form 3 Information page 

5. After verifying the Form 3 details Sector In-charge can perform the following actions: 

a. Approve: If SI is satisfied by the details submitted by SDA-NO, SI can 
approve the Form 3. 

6. To approve Form 3 click the Approve button on the top left menu. 
 

Figure 148: Click Approve button 

7. The pop-up window to enter Comments appears. Enter the Comment and then click on 

Approve button to approve the Form 3. 
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Figure 149: Approve Form 3 Initial 

Notes: 

1) On Approval of Form 3 by Sector In-charge, the Status of Form 3 updates as 

‘Approved’. 

2) If the Sector In-charge wants to view comments entered by him/her for 

submitting Form 3, click on View Comments option as shown below. 
 

Figure 150: Click View Comments button 

 The Form 3 initial comments window appears which displays the comments entered 
by Sector In-charge. 
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Figure 151: View Comments 

3) If the Sector In-charge wants to upload any documents related to Form 3 then click 

on Upload Documents option as shown below. 
 

Figure 152: Upload Documents 

 The Upload Document window appears, click on the Choose file button to browse 

the file from your system and then click on Upload button. 
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Figure 153: Upload Document 

 On successful document upload success pop-up message appears, click Ok. 
 

Figure 154: Success Message 

 The uploaded document will be visible in the Documents section as shown in below 

image. 

 Click Download icon to download the uploaded file. 
 

Figure 155: Documents Section 

4) Perform the same action to review and approve Form 3 final. 

6.6. Compliance Certificate Verification Process 

This section explains the Compliance Certificate verification process by Sector In-charge. 

Whenever EmAEA submits Compliance Certificate for verification, Sector In-charge will be 

notified by email and SMS. 

1. Login to BEE DCRM with Sector In-charge (SI) login credentials. 
2. Refer to section 3 for the login steps. 
3. On successful login, user navigates to the ‘Dashboard’ page which displays list of tasks to 

be performed by the Sector In-charge. 
a. Regarding: Activity to be performed by the Sector In-charge. 
b. Subject: Information regarding the activity to be performed. 
c. Date Created: Activity created date. 
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Figure 156: Sector In-charge Dashboard Page 

Note: Click on ‘Regarding’ to open activity to be performed by Sector In-charge. 

4. On click of ‘Regarding’, Compliance Certificate page opens where Sector In-charge can 
verify the details submitted by an EmAEA. 

 

Figure 157: Form C Information Page 

5. After verifying the Compliance Certificate details Sector In-charge can perform the 
following actions: 

a. Approve: If SI is satisfied by the details submitted by EmAEA, SI can 
approve the Compliance Certificate. 

6. To approve the Compliance Certificate click the Approve button on the top left menu. 
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Figure 158: Click Approve button 

7. The pop-up window to enter Comments appears. Select the check box to acknowledge, 

enter the Comment and then click on Approve button to approve the Form C. 
 

 

Figure 159: Approve Form C 

Notes: 

1) On Approval of Form C by Sector In-charge, the Status of Form C updates as 

‘Approved’. 

2) If the Sector In-charge wants to view comments entered by him/her for 

submitting Form C, click on View Comments option as shown below. 
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Figure 160: Click View Comments 

 The Form C comments window appears which displays the comments entered by 
Sector In-charge. 

 

Figure 161: View Comments 

3) If the Sector In-charge wants to upload any documents related to Form C then click 

on Upload Document option as shown below. 
 

Figure 162: Upload Documents 

 The Upload Document window appears, click on the Choose file button to browse 

the file from your system and then click Upload button. 
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Figure 163: Upload Document 

 On successful document upload success pop-up message appears, click Ok. 
 

Figure 164: Success Message 

 

 

 

 The uploaded document will be visible in the Documents section as shown in below 
image. 

 Click Download icon to download the uploaded file. 
 

 

Figure 165: Documents Section 
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6.7. File Uploads 
This section explains how to upload documents to BEE D365 

1. Click on the Upload Documents button as shown in below screen shot, then a popup 

window opens. 

Figure 166: Upload Documents 

2. Click on choose file 
 

Figure 167: Upload Document Pop up 
Select the document to be uploaded 

3. Click on upload button, it takes a few seconds based on the file size to save the document 

to the database. 

4. Click on either close button or cross symbol to close the popup. 

5. If any of the uploaded document has to be downloaded then click on download button 

6. SI can generate the report for the recommend Form B records as shown below. 
 

Figure 167: Run Report 
 
 
 


