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मानक संचालन ŮिŢया

आयातक पंजीकरण ŮिŢया

1. ŮिŢया / Procedure 

चरण 1: आयातक पंजीकरण शुŝ करŐ   
STEP 1 Initiate Importer Registration

पोटŊल के होम ˌीन पर, पंजीकरण ŮिŢया शुŝ करने के िलए 
the portal home screen, click on “Register as Importer” to begin the registration process.

आकृित 1 : आयातक िवकʙ के 
 
चरण 2: आयातक की बुिनयादी जानकारी दजŊ करŐ
STEP 2 Enter Importer's Basic Information
 
आयातक की बुिनयादी जानकारी  खंड भरŐ  और लागू इकाई Ůकार चुनŐ
section, selecting the applicable entity type:

 कंपनी / Company  
 मािलकाना / Proprietorship 
 पाटŊनरिशप / Partnership 

आकृित 2 : आयातक की बुिनयादी सूचना फामŊ
 

मानक संचालन ŮिŢया / STANDARD OPERATING PROCEDURE
 

आयातक पंजीकरण ŮिŢया / Importer Registration Process 

Importer Registration 

पंजीकरण ŮिŢया शुŝ करने के िलए “ आयातक के ŝप मŐ पंजीकरण करŐ
the portal home screen, click on “Register as Importer” to begin the registration process.

आयातक िवकʙ के ŝप मŐ पंजीकरण / Figure 1: Register as Importer option

आयातक की बुिनयादी जानकारी दजŊ करŐ   
STEP 2 Enter Importer's Basic Information 

भरŐ  और लागू इकाई Ůकार चुनŐ / Fill in the Importer's Basic Information 
section, selecting the applicable entity type: 

Proprietorship  

आयातक की बुिनयादी सूचना फामŊ / Figure 2: Importer's Basic Information form

STANDARD OPERATING PROCEDURE 

 

आयातक के ŝप मŐ पंजीकरण करŐ ” पर İƑक करŐ  / On 
the portal home screen, click on “Register as Importer” to begin the registration process. 

 
Figure 1: Register as Importer option 

Fill in the Importer's Basic Information 

 
Figure 2: Importer's Basic Information form 



चरण 3: दˑावेज़ अपलोड करŐ  और पता िववरण दजŊ करŐ
STEP 3 Upload Documents & Enter Address Details
            
आवʴक सहायक दˑावेज़ संलư करके और पता िववरण दजŊ करके दˑावेज़ अपलोड और पता 
Complete the Documents Upload & Address section by attaching the requi
and entering the address details. 

आकृित 3 : दˑावेज़ अपलोड एवं पता खंड
 
 
चरण 4: आयात वˑु का िववरण दजŊ करŐ  
STEP 4 Enter Import Item Details 
 
आयात वˑु िववरण भरŐ , िजसमŐ शािमल हœ / Fill in the Import 

 भूिम सीमा शुʋ और समुūी बंदरगाह खंड
 आयात वˑु खंड / Item Import Section

आकृित 4 : आयात वˑु ɯौरे खंड
 
 
चरण 5: िवȅीय जानकारी और िटɔणी दजŊ 
STEP 5 Enter Financial Information & Remarks and Submit
संबंिधत िवȅीय िववरण के साथ िवȅीय जानकारी और िटɔणी खंड पूरा करŐ
Financial Information & Remarks section with the relevant financial
form. 

दˑावेज़ अपलोड करŐ  और पता िववरण दजŊ करŐ  
STEP 3 Upload Documents & Enter Address Details 

आवʴक सहायक दˑावेज़ संलư करके और पता िववरण दजŊ करके दˑावेज़ अपलोड और पता 
Complete the Documents Upload & Address section by attaching the required supporting documents 

दˑावेज़ अपलोड एवं पता खंड / Figure 3: Documents upload and address section

 

Fill in the Import Item Details, covering : 
भूिम सीमा शुʋ और समुūी बंदरगाह खंड / Land Custom and Sea Port Section.

Item Import Section.  

आयात वˑु ɯौरे खंड / Figure 4: Import item details section 

िवȅीय जानकारी और िटɔणी दजŊ करŐ  तथा Ůˑुत करŐ  
STEP 5 Enter Financial Information & Remarks and Submit 
संबंिधत िवȅीय िववरण के साथ िवȅीय जानकारी और िटɔणी खंड पूरा करŐ , िफर फॉमŊ Ůˑुत करŐ
Financial Information & Remarks section with the relevant financial details, then proceed to submit the 

आवʴक सहायक दˑावेज़ संलư करके और पता िववरण दजŊ करके दˑावेज़ अपलोड और पता खंड  पूरा करŐ  / 
red supporting documents 

 
Figure 3: Documents upload and address section 

and Custom and Sea Port Section. 

 

िफर फॉमŊ Ůˑुत करŐ  / Complete the 
ils, then proceed to submit the 



आकृित 5 : िवȅीय सूचना एवं िटɔणी खंड

आकृित 6 : 
 
चरण 6: Ůˑुित के िलए लॉिगन पेज पर जाएं
STEP 6 Proceed to the Login Page for Submission
 
जमा करने के िलए लॉिगन पेज पर जाएं और पहले िदए गए ŢेडŐ
successfully, go to the Importer section.

आकृित
 
चरण 7: लॉिगन के बाद आयातक खंड पर जाएँ
STEP 7 Access the Importer Section After Login
 
सफलतापूवŊक लॉिगन करने के बाद, आयातक खंड मŐ जाएं
section. 

िवȅीय सूचना एवं िटɔणी खंड / Figure 5: Financial information & remarks section

6 : Ůˑुित का कायŊ / Figure 6: Submit action 

Ůˑुित के िलए लॉिगन पेज पर जाएं 
the Login Page for Submission 

जमा करने के िलए लॉिगन पेज पर जाएं और पहले िदए गए ŢेडŐिशयʤ का उपयोग करके लॉिगन करŐ
successfully, go to the Importer section. 

आकृित 7 : लॉगइन पृʿ / Figure 7: Login page  

खंड पर जाएँ 
STEP 7 Access the Importer Section After Login 

आयातक खंड मŐ जाएं / After logging in successfully, go to the Importer 

 
Figure 5: Financial information & remarks section 

 

िशयʤ का उपयोग करके लॉिगन करŐ  / After logging in 

 

After logging in successfully, go to the Importer 



आकृित 8 : लॉगइन के बाद

चरण 8: दˑावेज़ खोलŐ 
STEP 8 Open the Document 
समीƗा के िलए आयातक खंड से Ůˑुत दˑावेज़ खोलŐ
section for review. 

आकृित 9 : दˑावेज़
 
चरण 9: दˑावेज़ की समीƗा करŐ  
STEP 9 Review the Document 
अंितम जमा करने से पहले सटीकता और पूणŊता की पुिʼ के िलए दˑावेज़ के सभी िववरणो ंकी साव
Carefully review all details in the document to confirm accurac
submission. 

आकृित 10 : दˑावेज़ समीƗा ˌीन
 
 
 
 

बाद आयातक खंड / Figure 8: Importer section after login
 

खंड से Ůˑुत दˑावेज़ खोलŐ / Open the submitted document from the Importer 

दˑावेज़ खोलना / Figure 9: Opening the document 

अंितम जमा करने से पहले सटीकता और पूणŊता की पुिʼ के िलए दˑावेज़ के सभी िववरणो ंकी सावधानीपूवŊक समीƗा करŐ
Carefully review all details in the document to confirm accuracy and completeness before final 

दˑावेज़ समीƗा ˌीन / Figure 10: Document review screen 

 
Figure 8: Importer section after login 

Open the submitted document from the Importer 

 

धानीपूवŊक समीƗा करŐ  / 
y and completeness before final 

 



चरण 10: अंितम Ůˑुित पूरा करŐ  
STEP 10 Complete Final Submission 
 
ŮिŢया को अंितम ŝप देने के िलए दˑावेज़ Ůˑुत करŐ

आकृित 11: अंितम Ůˑुित ˌीन
 
 
पįरणाम : आपका फामŊ सफलतापूवŊक जमा
 
 
2. महȕपूणŊ िनदőश / Important Notes 

 अˢीकृित से बचने के िलए जमा करने से पहले सभी 
Ensure all mandatory fields and document uploads are completed before submission to 
avoid rejection.   

 लॉिगन चरण के दौरान केवल खाते के िलए िदए गए Ţे
credentials provided for the account during the Login step. 

 अंितम Ůˑुित करने से पहले दˑावेज़ की अǅी तरह समीƗा करŐ
होगा / Review the document thoroughly before final submission, as changes may not b
possible afterward.  

 
3. िजʃेदारी / Responsibility 

 अवेदक उपयोगकताŊ सटीक जानकारी
है / The Applicant/User is responsible for entering accurate information and uploading the 
required documents. 

 इस एस. ओ. पी. को बनाए रखने और अपडेट करने की िज़ʃेदारी Ůोसेस ओनर 
है / The Process Owner / Import Operations team is responsible for maintaining and 
updating this SOP. 

 समीƗक अंितम जमा करने से पहले जमा िकए गए दˑावेज़ को सȑािपत कर
Reviewer is responsible for verifying the submitted document prior to final submission.

 
 

 

के िलए दˑावेज़ Ůˑुत करŐ  / Submit the document to finalize the process. 

अंितम Ůˑुित ˌीन / Figure 11: Final submission screen 

जमा हो गया है / Result: Your form is submitted successfully.

 

अˢीकृित से बचने के िलए जमा करने से पहले सभी अिनवायŊ फ़ीʒ और दˑावेज़ अपलोड पूरे करŐ
Ensure all mandatory fields and document uploads are completed before submission to 

लॉिगन चरण के दौरान केवल खाते के िलए िदए गए ŢेडŐिशयʤ का ही उपयोग करŐ
credentials provided for the account during the Login step.  
अंितम Ůˑुित करने से पहले दˑावेज़ की अǅी तरह समीƗा करŐ , Ɛोिंक उसके बाद बदलाव संभव नही ं

Review the document thoroughly before final submission, as changes may not b

जानकारी दजŊ करने और आवʴक दˑावेज़ अपलोड करने
The Applicant/User is responsible for entering accurate information and uploading the 

को बनाए रखने और अपडेट करने की िज़ʃेदारी Ůोसेस ओनर / आयात पįरचालन
The Process Owner / Import Operations team is responsible for maintaining and 

समीƗक अंितम जमा करने से पहले जमा िकए गए दˑावेज़ को सȑािपत करने के िल
Reviewer is responsible for verifying the submitted document prior to final submission.

Submit the document to finalize the process.    

 

Result: Your form is submitted successfully. 

अिनवायŊ फ़ीʒ और दˑावेज़ अपलोड पूरे करŐ  / 
Ensure all mandatory fields and document uploads are completed before submission to 

डŐ िशयʤ का ही उपयोग करŐ  / Use only the 

उसके बाद बदलाव संभव नही ं
Review the document thoroughly before final submission, as changes may not be 

करने के िलए िजʃेदार 
The Applicant/User is responsible for entering accurate information and uploading the 

आयात पįरचालन टीम की 
The Process Owner / Import Operations team is responsible for maintaining and 

ने के िलए िजʃेदार है / The 
Reviewer is responsible for verifying the submitted document prior to final submission. 



STANDARD OPERATING PROCEDURE 

Filing the Importer Monthly Return (Jute Smart Portal) 

SOP Title Importer Return – Monthly Statement for Importers 

Applicable Module Jute Smart Portal → Importer Page → Importer Return Section 

Applicable To Registered Importers of Raw Jute / Jute Goods 

Frequency Monthly (within 10 working days after the end of each month) 

 

1. Purpose 

This SOP explains the step-by-step process for a registered Importer to file the Monthly Statement (Importer Return) on the Jute 

Smart Portal, covering opening stock, imports, purchases, sales, consumption, stock adjustment, and closing stock of Raw Jute / 

Jute Goods. 

2. Prerequisites 

• Importer must already be registered on the Jute Smart Portal with an active Registration Status. 

• Importer login credentials (user ID and password) must be available. 

• Bill of Entry, invoice, and stock details for the reporting month should be kept ready before starting. 

3. Procedure 

Step 1. Navigate to the Importer Return Section 

From the Home page, go to Jute Commissioner → Importer Page. Under the Importer Return Section, click Monthly Statement 

for Importers. 

 

Step 2. Start a New Monthly Statement and enter Importer Details 

Click New to open a fresh "New Monthly Statement for Importers" form. On the Importer Details tab, enter: 

• Name of the Importer – select from the list. 

• Return Filing Month – select the month that is pending submission. 

Note: Return Filing Months must be selected in sequential order — you cannot skip a month. 



Registration Details (Registration No., Application No., Registration Status) and Importer Details (Business Organization Name, 

Full Address, IEC Number) are auto-populated from the importer master record and do not need to be entered manually. 

 

Step 3. Fill Opening Stock 

Go to the Opening Details tab. Click Add Row and enter the HSN Code, Item Name, Opening Stock in Metric Tonne, and Unit of 

Measurement for each item. 

Note: For the first-ever return, the opening stock must be entered manually. From the second month onward, the opening 

stock is carried forward automatically as the previous month's closing stock. 

 

Step 4. Record Import of Raw Jute / Jute Goods 

Go to the Import of Raw Jute/Jute Goods tab and click Add Row for each consignment imported during the month. 

 

In the row editor, complete all sections: 

• Bill of Entry Details – Bill of Entry number, Bill of Entry Date, Supplier Details. 

• Importer Custom Details – Importer Custom Station, Jute Importing Country. 

• Item Details – HSN Code, Item Name, Grade. 

• Details of Import in USD – Quantity of Import, Unit Price in USD, Unit of Measurement, Total Value of Import in USD. 

• Details of Import in INR – Total Value of Import in INR. 

• Quantity in Metric Tonne – Total Quantity in Metric Tonne. 



Repeat Add Row for each import line, then close the row editor to return to the tab list. 

 

Step 5. Record Purchase of Imported Raw Jute / Jute Goods (From Other Sellers) 

Go to the Purchase of Imported Raw Jute/Jute Goods (From Other Sellers) tab and click Add Row for each domestic purchase of 

already-imported goods. 

 

Complete the row for each purchase: 

• Invoice Details – Invoice No., Invoice No. Date. 

• Item Details – HSN Code, Item Name. 

• Purchased Details – Purchased Quantity, Unit of Measurement, Purchased Value in INR. 

• Seller Details – Seller Details (reference), Business Organization Name / Proprietor Name, PAN No., GST No. 

• Quantity in Metric Tonne – Purchased Quantity in Metric Tonne. 

 



Step 6. Record Sales of Raw Jute / Jute Goods 

Go to the Sales Raw Jute/Jute Goods tab and click Add Row for each sale made during the month. 

 

Complete the row for each sale: 

• Invoice Details – Invoice No., Invoice No. Date. 

• Item Details – HSN Code, Item Name. 

• Sales Details – Sales Quantity, Sales Value in INR, Unit of Measurement. 

• Buyer Details – Buyer Details (reference), Business Organization Name / Proprietor Name, PAN No., GST No. 

• Quantity in Metric Tonne – Sales Quantity in Metric Tonne. 

 

Step 7. Record Consumption of Raw Jute / Jute Goods 

Go to the Consumption Raw Jute/Jute Goods tab and click Add Row for each item consumed in-house during the month. 

 

Complete the row: HSN Code, Item Name, Consumption Stock, Unit of Measurement, Quantity in Metric Tonne, and a Reason 

(if applicable). 



 

Step 8. Enter Stock Adjustment (if applicable) 

Go to the Stock Adjustment tab. Only use this tab if there is a discrepancy (e.g., damage, wastage, or correction) that needs to be 

adjusted against stock. Click Add Row and enter the HSN Code, Item Name, Adjustment Stock Quantity in Metric Tonne, and 

Unit of Measurement. Leave this tab empty if no adjustment is required. 

 

Step 9. Verify Closing Stock 

Go to the Closing Raw Jute/Jute Goods tab to review the closing stock position. The Closing Stock Quantity in Metric Tonne for 

each item is calculated automatically by the system based on Opening Stock + Import + Purchase − Sales − Consumption ± 

Adjustment, and does not need to be entered manually. 

 

Step 10. Submit the Return 

After verifying all tabs, click the "Submit this document to confirm" banner at the top of the form, then click Save. Once 

submitted, the statement moves out of "Not Saved" status for review/approval as per portal workflow. 

Note: The importer must submit the return within ten (10) working days after the end of the reporting month. Timely 

submission automatically renews the registration for the following month; failure to do so may render the registration liable 

to cancellation. 

4. Key Points to Remember 

• Always select the Return Filing Month in sequential order — months cannot be skipped. 

• Opening stock is manual only for the first return; thereafter it is auto-carried from the prior month's closing stock. 

• Every transaction tab (Import, Purchase, Sales, Consumption) requires a separate row per line item — use Add Row for 

each. 



• Stock Adjustment is optional and should be used only for genuine discrepancies. 

• Closing stock is system-calculated — do not attempt to edit it manually. 

• Certify that goods reported are new products (not used / old / recycled) before submission, as stated on the Importer 

Details tab. 
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