
Steps to Log In 

1. Enter Company PPO: 

o Click on the "PPO Number" field. 

o Type in your unique company PPO (e.g., TEST/2024/01). 

2. Generate OTP: 

o After entering your PPO, click on the "Generate OTP" button. 

 

 

 

 

 

 

 

 

 

 

 

 



  Receive OTP: 

 Check your registered email and phone number for the OTP. 

  Enter OTP: 

 Click on the first box in the OTP entry field. 

 Enter each digit of the OTP into the corresponding boxes. 

  Verify OTP: 

 After entering the complete OTP, click on the "Verify OTP" button. 

  



  OTP Message: A message containing your OTP sent to your registered phone number. 

  OTP Validity: Each OTP is valid for 10 minutes. 

  OTP Entry Screen: The screen where you enter the received OTP to complete the 

verification. 
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  Check the Checkboxes: 

 Click on the first checkbox to mark it as checked. 

 Click on the second checkbox to mark it as checked. 

  Proceed to the Next Step: 

 After checking both checkboxes, click on the "Next" button to move to the next 

screen. 

 

 

 

 



Steps to Verify and Proceed 

1. Check PPO ID: 

o Verify that the PPO ID displayed is correct. 

2. Check Full Name: 

o Verify that your full name is correct. 

3. Check Aadhaar Number: 

o Verify that your Aadhaar number is correct. 

4. Check PAN Number: 

o Verify that your PAN number is correct. 

5. Check Mobile Number: 

o Verify that your mobile number is correct. 

6. Check Email ID: 

o Verify that your email address is correct. 

7. Check Postal Address: 

o Verify that your postal address is correct. 

8. Proceed to Next Step: 

o After verifying all the information, click on the "Next" button to proceed to 

the next step. 

 

 

 

 



Steps to Upload Documents 

1. Upload Aadhaar Card: 

o Click on the "Upload Aadhaar card" section. 

o Select the Aadhaar card file from your device (ensure it is in JPG or PDF 

format). 

o The file name will appear in the placeholder. 

o If you need to remove the file, click on the red "X" button next to the file 

name. 

2. Upload PAN Card: 

o Click on the "Upload PAN card" section. 

o Select the PAN card file from your device (ensure it is in JPG or PDF format). 

o The file name will appear in the placeholder. 

o If you need to remove the file, click on the red "X" button next to the file 

name. 

3. Upload Supporting Document: 

o Click on the "Upload Supporting Document" section. 

o Select the supporting document file from your device (ensure it is in JPG or 

PDF format). 

o The file name will appear in the placeholder. 

o If you need to remove the file, click on the red "X" button next to the file 

name. 

4. Proceed to Next Step: 

o After uploading all required documents, click on the "Next" button to proceed 

to the next step. 

 



  Grant Permission: 

 When prompted with the permission request pop-up, select "While using the app" or 

"Only this time" to allow the app to access your camera. 

  Capture Selfie: 

 Click on the "Capture" button. 

 Position yourself in front of the camera ensuring good lighting and a clear 

background. 

 Follow any additional on-screen instructions to take a live photo. 

  Review Selfie: 

 Once the photo is captured, review it to ensure it is clear and meets the required 

standards. 

 If the photo is not satisfactory, retake it by clicking the "Capture" button again. 

  Proceed to Next Step: 

 After capturing and reviewing your selfie, the photo will be displayed in the 

placeholder area. 

  

 

 Check the checkbox to confirm you agree with the declaration. 



         Submit: 

 After uploading your selfie and checking the declaration checkbox, click on the 

"Submit" button to complete this step. 

 

 

 

 

 

 

Declaration Text: A statement confirming the authenticity of the uploaded documents. 



Check Application Status: 

 Review the status message at the top of the dashboard to check the current status of 

your application. 

 Example: "Your application is pending for approval." 
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