
 
 

                               
                     
                                          

 

 

 

 

                                             

 

 

 

 

 

 

 

 

 

 

                                                             

 

OPERATION GUIDELINE & USER MANUAL 

For 
Online Application Submission 

 

 

 

 
User Level: Applicant 

  

 



 
 

1 | P a g e  
 

SAIP 2020 Department of MSME & Textiles 

 

Table of Contents 
 

1. HOME PAGE ............................................................................................................................................ 2 

2. HOW TO REGISTER AS A USER ................................................................................................................. 4 

3. HOW TO LOGIN ....................................................................................................................................... 7 

4. APPLICANT DASHBOARD VIEW ................................................................................................................ 8 

5. APPLICATION SUBMISSION PROCEDURE ................................................................................................. 8 

6. ACKNOWLEDGEMENT VIEW .................................................................................................................. 17 

7. APPLICATION STATUS VIEW .................................................................................................................. 18 

8. INSTRUCTION & STATUS RELATED TO ATTACHMENTS ........................................................................... 18 

7.1. STATUS – REQUEST FOR UPLOAD ATTACHMENT ............................................................................................ 18 
7.2. STATUS – ATTACHMENT UPLOADED/RE-UPLOADED ........................................................................................ 20 
7.3. STATUS – ATTACHMENT CHECKED OK .......................................................................................................... 20 

9. INSTRUCTION & STATUS RELATED TO APPLICATION .............................................................................. 21 

9.1. STATUS – REQUEST FOR RECTIFY & RESUBMIT APPLICATION ............................................................................ 21 
9.2. STATUS - MASSAGE RECEIVED .................................................................................................................... 22 
9.3. STATUS – VISIT OFFICE .............................................................................................................................. 22 
9.4. STATUS – APPLICATION FORWARDED ........................................................................................................... 23 
9.5. STATUS - APPLICATION IN-PRINCIPLE APPROVAL ............................................................................................ 23 
9.6. STATUS - APPLICATION FINAL APPROVAL ...................................................................................................... 25 
9.7. STATUS - APPLICATION REJECTION ............................................................................................................... 25 

10. PASSWORD RECOVERY PROCEDURE ................................................................................................. 26 

11. APPLICANT PROFILE MANAGEMENT ................................................................................................. 29 

11.1. MY PROFILE ................................................................................................................................................ 29 
11.2. MY ACCOUNT .............................................................................................................................................. 30 
11.3. CHANGE PASSWORD ..................................................................................................................................... 31 

 

 

 

 

 

 

 

 

 

 



 
 

2 | P a g e  
 

SAIP 2020 Department of MSME & Textiles 

1. Home Page 
 

 Type https://wbmsmet.gov.in/ or https://www.myenterprisewb.in in the 
address bar of the web browser and hit enter; it will open the home pages 
of the respective portals. 

 Click the ‘SAIP 2020 – Online Apply’ or ‘SAIP, 2020’ links respectively, it will 
redirect to the SAIP 2020 sub portal. 
 

 

 

https://wbmsmet.gov.in/
https://www.myenterprisewb.in/home
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 Home page of the SAIP portal looks like below.  
 Click the ‘Login’ tab at the top right corner of page to access the login 

section. 
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2. How to Register as a User 
 

 New users click on the ‘Register Here’ link below, it will redirect to user 
registration page. 

 Provide the information in the respective input spaces - 
 

 Name of Applicant.  
 Address of Applicant. 
 District of Applicant. 
 Corporation/Block/Municipality of the Applicant. 
 Post office of Applicant. 
 Pincode will be automatically appear on selection of post office name. 
 Police Station of the Applicant. 
 Gender of applicant. 
 Date of Birth of Applicant (DOB). 
 Organization name. 
 Designation 
 Valid email address of Applicant. 
 Mobile number of Applicant. 
 Select the declaration checkbox. 

 
 Finally click the ‘Register’ button below to register. 
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 An email verification link sent to the email. 
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 Click the ‘Click here’ link in the received email. 
 It will redirect to the dashboard of the SAIP 2020 portal. 

 

 

 On successful registration the login credentials will be received in the 
registered email. 
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3. How to Login 
 

 Click the ‘Login’ tab at the top right corner of page; it will open the login 
login pop-up. 

 

 Enter email and password along with image code (captcha) displayed 
within the login box. 

 Click on ‘Remember Me’ checkbox, the system will fetch the user login 
credentials in case of every future login, if required.  

 Click “Log In” button. 
 On successful login it will redirect to applicant dashboard page. 
  
 

 

 

 

 

 

 

  



 
 

8 | P a g e  
 

SAIP 2020 Department of MSME & Textiles 

4. Applicant Dashboard View 
 

 On successful login user will redirect to applicant’s dashboard. 
 Click on Click Here link, it will redirect to online Form submission section. 

 
 

5. Application Submission Procedure 
 

Step 1 
 

 Enter all the details in required input fields. 
 The input fields with * marks are mandatory ones. 
 After successfully entry of the information, click on “Proceed to Step 2” 

button below, to go to next step. 
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Step 2 

 

 Enter all the details in required input fields. 
 After provide the information in sl no 4 click the “ADD” button to save the 

information. 
 The input fields with * marks are mandatory ones. 
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 On successful addition of information in sl no 4, the confirmation massage 
will appear on screen.  

 Click ‘Edit’ link to edit the saved information. 
 Click ‘Delete’ link to delete the saved information. 
 After successfully entry of the information, click on “Proceed to Step 3” 

button below, to go to next step. 
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Step 3 
 

 Enter all the details in required input fields. 
 Click ‘Add Another’ button to add more information in sl no 5, if required. 
 The input fields with * marks are mandatory ones. 
 After successfully entry of the information, click on “Proceed to Step 4” 

button below, to go to next step. 
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Step 4 

 Enter all the details in required input fields. 
 Click ‘Add Another’ tabs to add more information in the sl no 12 & 13, if 

required.  
 Select the declaration check box 
 Upload the signature and seal by ‘Choose File’ tab (file should be in 

JPG/PNG format with maximum 2 mb of file size). 
 The input fields with * marks are mandatory ones. 
 After successfully entry of the information, click on “Proceed to Step 5” 

button below, to go to next step. 
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Step 5 

 

 Enter the description about the attached document in the respective input 
fields if required. 

 Upload the supporting documents by Choose File tab (The documents 
should be in .pdf format with maximum 2 mb of file)  

 The options with * marks are mandatory ones. 
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 Click on ‘Add another Document’ link below if more documents required 
to upload other than the available in the list. 
 

 After successfully upload the document, click on “Proceed to next” button 
below, to go to final step of the application submission 
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 Click ‘Print this form’ at right corner of the screen to download & print the 
form.  

 Now click on “Apply Now” button below finally submit the application to 
office.  
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 On successful submission of the form the ‘Successfully Submitted’ 

massage with some details will be appearing on the applicant dashboard 
under ‘My Applications’ section with system generated unique application 
number. 

 The application status as ‘SUBMITTED’ will also visible in the dashboard. 
 Here several option will be available as -  

 Application No – Click on the application number to download the application. 

 Attachments – Click on the link to see the status of the attachments. 

 Acknowledgement – Click on the link to view & download the acknowledgement. 

 Details – Click on details link to see the status of the application. 
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6. Acknowledgement View 
 

 View of acknowledgement as below -  
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7. Application Status view 

 
 Application status can be view in the below window -  

 

8. Instruction & Status Related to Attachments 
 

7.1. Status – Request For Upload Attachment 
 

 When attachment re-upload instruction is given from the official end, user 
can see the status in Dashboard section as follows. 

 Now click on Attachments link to re-upload the attachments, it will open 
the list of uploaded attachment window. 
  



 
 

19 | P a g e  
 

SAIP 2020 Department of MSME & Textiles 

 Click on Upload link to re-upload the respective document, it will open the 
upload option of the respective document. 

 Now click on choose file tab to finally re-upload the respective document. 
 Click on Submit button to finally upload the corresponding document. 
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7.2. Status – Attachment Uploaded/Re-uploaded 

 

 On successful attachment upload ‘ATTACHMENT UPLOADED/REUPLOADED’ 
status will be appear on dashboard. 

 
7.3. Status – Attachment Checked Ok 

 
 When all the attachment are found to be ok from the office end then 

“ATTACHMENT CHECKED OK” status will be appear on dashboard 
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9. Instruction & Status Related to Application 
 

9.1. Status – Request For Rectify & resubmit Application 

 
 When any error found in the submitted application, then applicant will see the 

“REQUEST FOR RECTIFY & RESUBMIT THE APPLICATION” status in the 
dashboard. 

 An Edit link will be appearing on the page for rectification and resubmission of 
the application. 

 Click on Edit link to proceed for rectification and resubmit the application. 
 Edit and update the required information to be corrected. 
 The process of resubmission of the application is same as new form submission 

which is described in section 5 earlier. 

 On successful rectification and resubmission of the application ‘Successfully Re-
Submitted’ as well as “Resubmitted” status will be appearing in the dashboard. 

 Click on ‘Print Acknowledgement’ or ‘Acknowledgement’ link to download the 
new acknowledgment. 
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9.2. Status - Massage Received  

 
 When any massage send from official end then “MASSAGE RECEIVED” status 

and the massage will be shown in dashboard.  

 
9.3. Status – Visit Office 

 

 When applicant is requested to visit office from the official end then 
“REQUESTED FOR VISIT OFFICE/SCHEDULE APPOINTMENT” status along with 
the appointment date and time will be appearing in the dashboard with the 
appointment date. 
 



 
 

23 | P a g e  
 

SAIP 2020 Department of MSME & Textiles 

9.4. Status – Application Forwarded 
 

 When application is forwarded, then “FORWAREDED TO CONCERENED 
AUTHORITY” status will be shown in dashboard. 
 

 
9.5. Status - Application In-Principle Approval 

 

 On successful in principle approval from official the “IN PRINCIPLE APPROVED” 
status and ‘In principle approval certificate’ download link will be appears on 
dashboard.  

 To view and download the ‘In principle approval certificate’ click the ‘View in 
Principle approval certificate’ link. 
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 In principle approval certificate view as below.  
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9.6. Status - Application Final Approval 

 
 On successful final approval from official the “APPROVED” status will be 

appears on dashboard.  

 
9.7. Status - Application Rejection 

 
 When application is rejected from official end then “REJECTED” status will be 

shown in dashboard.  
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10. Password Recovery Procedure 

 

 To recover password if the same is forgotten click on the ‘Forget 
Password?’ link, it will redirect to password reset page. 

 
 Provide the information like User Name or registered Email or registered 

Mobile Number in the respective fields (here for example email is used). 
 Provide the four letter Image code. 
 Click ‘Continue’ button below, it will redirect to next section. 
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 Select the ‘Email me a link to reset my password’ phrase in case for 
recover password through email, it will open the field to provide the email 
address below. 

 Provide the email address and click on ‘Continue’ button below; it will 
receive a password recovery link to the provided email address. 

 
 Click the password recovery link received in email, it will redirect to the 

password reset page of the portal. 

 
 



 
 

28 | P a g e  
 

SAIP 2020 Department of MSME & Textiles 

 Enter new password and confirm the same. 
 Finally click on ‘Submit’ button below. 

 On successful recovery of the password below screen will be appear with 
the confirmation massage within the page. 
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11. Applicant Profile Management 
 

 At the top right corner click profile image, next to user name. 
 A popup box will appear showing page maker’s name and email. 
 Now click on ‘My Profile’ button to go to user’s profile info section. 
 Clicking on ‘My Profile’ a page will open with three tabs. 

 
1. My Profile 
2. My Account 
3. Change Password 

 

11.1. My Profile 
 

 Click on ‘Update’ link, it will redirect to profile information updating page. 

 

 Change the desired information and click on ‘Save’ button to update the 
profile info. 

 Click on ‘My account’ tab, it will open the user account info change section. 
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11.2. My Account 

 
 Username or email address or all the two information as desired. 
 Click on ‘Send Verification Code’ link in case email update to get the 

verification code in the new email. 

 

 Enter the verification code received in email. 
 Finally click on ‘Submit’ below to save the changes.  
 Click on ‘CHANGE PASSWORD’ tab to go to account info update section 
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11.3. Change Password 

 

 To change password follow the steps below: 
 

 Username and password will be auto fetched from the system. 

 New password to change the password. 

 Confirm the new password again. 

 Enter image code as shown in the Captcha. 

 Click on ‘Submit’ button to change the password. 
 


