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1. Introduction

1.1 Purpose

This User Guide provides step-by-step instructions for using the Export Declaration Form (EDF)
module of the STPI portal. It describes the complete procedure, from logging in to the portal
through the creation, submission and digital signing of an EDF, to the download of the digitally
sighed document after approval by STPI.

1.2 Scope and Intended Users

This guide is intended for Unit users who access the portal through the Unit Login. It covers the
following activities:

* Accessing the portal and logging in.

*  Opening the Export Declaration Form interface.

* Adding Contract Details and Bank Details.

* Creating a new EDF and uploading invoice details using a CSV (Excel) file.
* Uploading invoices and contracts, and submitting the EDF,

* Downloading the EDF, applying the digital signature and uploading the digitally signed
document.

* Viewing the status of the EDF and downloading the approved document.

2. System and Portal Overview

2.1 Portal Access

The EDF module is accessed through the Unit Login of the STPI portal. The details required for
access are given below.

Environment Unit Login
Portal URL https://stpionline.stpi.in/
Login Credentials User ID, Password and Captcha

2.2 Structure of the EDF Module

The EDF module is opened from the Export menu by selecting Export Declaration Form. The
Export Declaration Form interface contains the following tabs.

EDF Details Create a new EDF request, upload invoice details, and submit the EDF.
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Tab Function
Contract Details Create a new contract or agreement by entering the required details.
Bank Details Add a new bank by entering the required details.

3. Step-by-Step Procedures

3.1 Accessing the Portal

1. Open a web browser.
2. Enter the portal URL https://stpionline.stpi.in/ in the address bar.
3. Login to the Portal.

3.2 Opening the Export Declaration Form

1. Click Export in the navigation menu.
2. Select Export Certification (EDF).

b "FBI' Software Technology Parks of India 2 M/s ABC SOLUTIONS PRIVATE LIMITED ~

Please submit Annual Performance Report for t

UNIT DETAILS
LOP No.: ABC/STPI/001 (BENGALURU)
LOP Date : 04 Oct 2002
Regd. Office :Mumbai LUT Date : 04 Oct 2002
Mumbai Validity : 03 Oct 2027
MAHARASHTRA , 400079 Contact No : 123456789 GSTIN : 87AAACH4735M82)
Email : ashkok@abc.om

ABC SOLUTIONS PRIVATE LIMITED (STP)

EXPORT LAST § YRS (¥} (IN LAKH) €6 LMIT (1) SERVICE CHARGES LAST 5 YRS (IN ¥)

Import ; 5199709000.00 Total : 754740.00

2026-2027 - 7240.00
2024-2025 - 702000.00
2015-2016 - 45500.00

Application Status : (STP Unit)

(0 v)records perpage

Search: | I

’ Sno. Application Id ‘ Service Name Status
1 STP12600308338000023 Export Certification (EDF) Pending
2 STP12600308338 Export Certification (EDF) Pending

Figure 2: Unit Dashboard and Export Menu

The Export Declaration Form interface is displayed on the screen.

3.3 Adding Contract Details
1. Click the Contract Details tab.
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2. Create a New Contract by entering the required details on the Add New
Contract/Agreement screen.

Software Technology Parks of India A M/s ABC SOLUTIONS PRIVATE LIMITED =

g.‘mn.«i
ashboard

& D

@ | Add New Contract/ Agreement v

# Tentative APR

Choase File

1 | Submitted Contract/ Agreement

| | Bearch

$.No. |ContractNo Client Name Contract Value CDLlll!ry Curren:y Contract Date Action

1 123ABC ABCDEF PRIVATE LIMITED 0.00 Sweden EUR 20-09-2026 n
sweden test address

2 20260801574886 ABC PVT LTD 0.00 India ATM 01-08-2026 - n

gurugram

Figure 3: Add New Contract/Agreement Screen

3.4 Adding Bank Details

1. Click the Bank Details tab.
2. Add a new bank by entering the required details.
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1

14/15 Digit AD Code: Barik Narne:* [

First seven digits are not to be entered as 0.

Bank Address:*

«  Software Technology Parks of India 2 M/s ABC SOLUTIONS PRIVATE LIMITE

(3 | Add Bank Details

l
l

Account Mumber:*

# Tentative APR Rermarks (if any);

|

cheose File

Note: Use Exact AD Code in CSV File for Softex

1 | Submitted Bank Details

1 ~| records per page search| |
‘ 5.MNa. [ AD Code [ Bank Name ‘ Bank Address [ Bank City | Account Number | Bank IFSC Actlon
Figure 4: Add Bank Details Screen

4.5 Creating a New EDF
4.5.1 Entering the Request Details
To create a new EDF, perform the following actions:

1. Select the Invoice Period.

2. Select the AD (Authorised Dealer).

3. Enter the Third-Party Details (optional).

4. Upload the Invoice Details.
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v D = STP Online Seevices : x . + Ask Gemini — o X
o= 4r > o [ (]
& ¢ M %  erpteststpiin/unit/unitadmin/EdiData a a 9 )
PR -
@ Dashboard -
T

°(-uc;-( Cartification
[E0R)

[ —

Period of Invoices

Fror

Instructions
1 Click To Viey

AD Code ; * | TESTNAME (1234567590123

Third Party Details (if any)

Name Test Third Party

& Tentative APR

Address Thied Party Address

Relation
CSVFile

Upload : *

A Party F

Choose File

Please ensure date format should be in dd-mm-yyyy

4.5.2 Preparing the CSV (Excel) File

Download the CSV (Excel) file format as per the requirement and prepare the invoice details in it.
Ensure that the numbers are in a proper number format, without commas and without scientific

notation (for example, 2.5E+0Q7).

If a value exceeds 12 digits (for example, an Invoice Number), prefix it with an apostrophe (') or
any other special character so that it is recognised as text. This prevents Excel from converting

the field to scientific notation.

Ensure that the columns shown in Figure 6 are present in the CSV (Excel) file.

Contract Number exactly as entered or

Contract No. generated through application Optional
Date of Contract/ Agreement/ PO
Contract Date (dd/mm/yyyy) Optional
Client Name * Name of Buyer Mandatory
Client Address * Address of Buyer Mandatory
Country Code * Two chars country code as provided Mandatory
Mode Of Realization * Enter 3 only Mandatory
Software Type 906 to 911 Optional
Brief description on Services Exports (Max
Description * 100 chars only Mandatory
Invoice No. * Invoice Number (Maximum 30 Chars) Mandatory
Invoice Date * Invoice Date (dd/mm/yyyy) Mandatory
SAC Code * 6 Digit SAC Code Mandatory
Currency Code * Three chars currency code Mandatory
Export Value * Invoice Value (Foreign Currency) Mandatory
Commission Amount Commission Value (if any) Optional
Deduction Amount Deduction (if any) Optional
Transmission Amount Transmission Value (if any) Optional
Export Value (INR) * Converted Invoice Value Amount in INR Mandatory
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Figure 6: Required Columns of the CSV (Excel) File

4.5.3 Uploading the CSV (Excel) File

After the CSV (Excel) file is uploaded, a new request is generated with a View option, as shown
in Figure 7.

e -n-ruui Software Technology Parks of India 2 M/s ABC SOLUTIONS PRIVATE LIMITED =

@ Dashboard

" Instructions

Period of Invoices

from i+ |

o |
6.
Third Party Details (if any)
‘ ew under action column and upload
‘ copy of invoices against the line items it is asked for
Address Please ensure the Invoice(s)
led and signed before uploading into the system.
Relation | 8 ML E dOigitally Signed EDF
9 ndatary
Csv File e
Upload : * Choose File

Please ensure date format should be in dd-mm-yyyy
and currency values must not contain comma in CSV file.

2 | submitted Request F

Search

STP12600308338000024 24688.00 Not Completed

Current
S.No. | EDFNo Period No. of Invoice(s) Export Value (INR) Date of Submission Status A:tlon/
1 01-07-2026 | 2 PR
o | o]

1234400 15-09-2026 Pending

2 Uploaded POF File
£38333338150926125904
3 £38333338150926115002 01-07-2026 | 1 12344.00 Not Completed = ‘n
31-07-2026 S
2000

Figure 7: Submitted Request List with View Option

4.6 Uploading Invoice and Contract Details

4.6.1 Viewing the Invoice Details
1. Click View against the request. The Invoice Detail screen is displayed (Figure 8).

2. Upload the invoice and contract details for each line item for which a button is displayed
in the Action column.

NOTE

If the contract or agreement has already been uploaded, it is not necessary to upload it again. In
this case, click the action button and select or enter the contract number accordingly.
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g%‘i Software Technology Parks of India 2 M/s ABC SOLUTIONS PRIVATE LIMITED ~

@ Dashboard

Invoice Detail for the EDF No : STP12600308338000024

INote: if a row is showing red color (Status is Rejected), it means there is some issue with data as Country Code, Currency Code, Contract Date, Invoice Date is not in correct format / Blank

Country Current
Client Details & Cont. Date Invoice No Invoice Date Export Value INR Value Action | Upload Invoice Upload Contract
Code Status

ABC Private Limited (abc/001)

501212/N/25-26 31-07-2026 SE 1275.00 (EUR) 12344.00| Pending | . e
Cont. Date : 04-11-2017

XYZ Private Limited (abc/001)

502121/N/25-26 31-07-2026 SE 1275.00 (EUR) 12344.00( Pending 4 - e
Cont. Date : 05-11-2017

# Tentative APR

Z Service Charges

SERF

© 2026

Figure 8: Invoice Detail Screen

4.6.2 Updating a Line Item

1. Click the pen icon in the Action column to update the particular line item. The update
screen is displayed (Figure 9).

2. If the contract has already been uploaded to the system, select the exact contract
number. The details are populated automatically.

x

“ EDF Detail (STP12600308338000024) a
Financial Year:* [ 2028.2027 |

Client Name : * [ ABG Private Limitec Client Address : *

Contract No.: * abc/001 (testabe) Contract Date : * ‘ 04-11-2017

Invoice No: * 5012 5.26 Invoice Date : * {31.3;.2@;5 J

AD Code : * 345678912345 Currency Code : * EUR EURC {Reunion] vl
HSN/ SAC Code :* 998319 Export Value (in Foreign Currency) : * 127500 ‘

Country Code : * [ SE Swede Transmission Amount :

Commission Amount : (000 Deduction Amount :

Mode Of Realisation:* | [ 5 ;e Export (INR Value) : *

Software Type : P Description :

Figure 9: EDF Detail Screen for Updating a Line Item

4.6.3 Uploading the Invoice

Upload the corresponding invoice by clicking the Upload icon in the “Upload Invoice” column, as
shown in Figure 10.
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Upload Details (Application No. STP12600308338000024)

Upload Invoice

Figure 10: Upload Details Screen (Upload Invoice)

4.7 Submitting the EDF

1. After the selected invoices and contracts are uploaded, click the Submit button displayed
in the EDF Details (Figure 11).

2. On the displayed screen, select the Unit location and other relevant details from which
the export was made, as shown in Figure 12.
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§tinﬁ'i Software Technology Parks of India & M/s ABC SOLUTIONS PRIVATE LIMITED ~

@ Dashboard

© Export Centification

{EDF) = cs : Instructions
B import 1 Click To View
period of Invoices 2
3

From : %

| the columns are filled

4
5 i@

mat, it can by verified

\g notepad app.

AD Code : *
is to be upl

e that file

Third Party Details (if any)

Name 7 nn and upload

# Tentative APR s a) ine items it is asked for
Address re the Invoice{

& are duly sealed and signed before uploading into the system
Relation o 8 Itis (R 0igitally Signed EDH

2 Service Charges 9
CSV File

£ SErF Upload :* Choose File

Please ensure date format should be in dd-mm-yyyy
and currency values must not contain comma in CSV file.

1 | Submitted Request

| | search
Current
S.No.  EDFNo Period No. of Invoice(s) Export Value (INR) Date of Submission Status Action
1 0 Not Completed n
2 Uplaaded POF File 1 12344.00 15-09-2026 Pending

£38333338150926125904

3 £383333381509261 )2

1 12344.00 Not Completed n

Figure 11: EDF Details Screen with Submit Option

x

Details (Applica No. STP12600308338000024)

Other Documents :
(Upload Only .pdf File)

Choose file | pdf-sample

Select Location of Unit :

Select Authorised Signatory :

Check Application before Final Submit :
Click here to view Annexure Il (Reference Only)

Figure 12: Selection of Unit Location

4.7 Uploading the Final Details

1. After the above details are submitted, the Upload button is displayed (Figure 13).
2. Click the Upload button to upload the final details.
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Click here to
download the
system-
generated EDF

Software Technology Parks of India WATE LIMITED =

Instructions

Click To View IS and [EEEEE for EDF.

period of Involces 2 Ad 8 of all Banks (Authorized Dealers).
1 3, Click on EDF Details and download required file format
From :* | J & e Export),
4 Fill up this farmat and ensure all the columns are filled
To:* J as per guidelines
p Save file in csv format, it can by verified using notepad app.
AD Code @+ | HDFC (12345678912345 ~ 5. Fill up detalls of period ( to). AD Code.
L 6 Click an choose file, select file which is to be uploaded
Third Party Details (if any) and click on Impart button. Make sure that file is closed
Name ) 7 Click on nder action column and upload
copy of invoices against the line items it is asked for
Address Please ensure the Invoice{s)
are duly sealed and signed before uploading into the system.
Relation | | 8. datary to Upl g gned EDH
csvFile 9, & are mandatory
Upload :* | Chapse File

Please ensure date format should be in dd-mm-yyyy
and currency values must not contain comma in CsV file.

Generate EDF and upload digitally signed document.

1 | Submitted Request ~

| ] [Search

Current
S.No. | EDF No Period No. of Invoice(s) Export Value (INR) Date of Submission Status Action
1 12600308338000024 01072026 | 2 24688,00 Not Completed n
31-07-2026
v amasana -
2 [r——— 1 12344.00 15-09-2026 Pending
E38333338150926125904
P
3 E38333338150926115002 01-07-2026 |1 12344.00 Not Complated n
31.07:2026
P maea
4 Upteadd POF Fie 01.07-2026 12344.00 15-09-2026 Pending
38333338150926113740 31072026
Fr
5 E38333338140926045931 01072026 | 1 12344.00 14-09-2026 Approved
31-07-2026
o
6 E38333338140326045329 0109 1 12344.00 Not Completed n
02
I *
7 E38333338310826034211 01-04-2026 4 295000.00 31-08-2026 ‘Appraved
30-04-2026
o amanaua
8 [—— 01:07:2026 | 2 26990.00 31-08-2026 Pending
E38333338310826030043 31-07-. 6
9 [r—— 01:07:2026 | 4 49376.00 31-08-2026 Pending
E38333338310826104157 31-07-2026
10 E£38333338310826101915 01:07-2026 | 2 593750.00 Not Co o n
31-08-2026

Showing 110 100f 77| 1[2] [3] [Nextn | [Last

Figure 13: EDF Details Screen with Upload Option

4.8 Downloading and Digitally Signing the EDF

Click the EDF Number. A PDF file is generated.

Download the PDF file.

Go to the last page of the EDF (Section C). A box is displayed for the digital signature.
Click the box and add the digital signature of the Unit.
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= Menu

@ Tr edf()pdf

Alltools  Read Edit  Convert

All tools

b & SIgN

=) Add comments

Convert to PDF

)

Add a stamp

Use a certificate

VDD N

]

Compare files

Add rich media
% Send for comments

Use guided actions

® @

Prepare for accessibility

®

Apply PF standards
51 Add search index

[ useJavaScript

= Menu

@ ¥r edf(1)pdf

Alltools  Read Edit

{ Use a certificate

ﬂa Digitally sign

[& Timestamp

Convert

E-Sign

Use prin T
documents and validate
Measure

Convert, editand e-sign PDF forms & sgreements

E-Sign

Using mouse the area can be define where DS will get print

RI=EROIRNNON ~ |

Select Use a Certificate menu in Adobe Acrobat Reader

X |+ Create

(0] #  signin

500 @

Findtextortools Q  §3

Name of the Foreign post Office/ Courier:

Number & date of Parcel receipts:
4. Declaration by the Exporters
1 /We hereby declare that I/we @am/are the seller/consignor of the goods/ provider of services in|
respect of which this declaration is made and that the particulars given above are true and that the
value to be received from the buyer/third party represents the export value contracted and declared
above. I/We undertake that I/we have delivered/ will deliver to the authorised dealer named above
the foreign exchange / Indian Rupees representing the full value of the goods/services exported as
above on or before ............ (i.e. within the period of realisation stipulated by RBI from time to time)
in the manner specified in the Regulations made under the Foreign Exchange Management Act,
1999.

I/We also undertake to submit the documents pertaining to exports declared in this form, to the|
Authorised Dealer named above, as may be required under the Act.

Stamp & Signature of Authorised Dealer

Date : 24-09-2026

TEST STPL

Tester

(Signature of Exporter)

5. Space for use of STPI :

Certified, on the basis of above declaration at 4, that the goods/services described above and the
export value declared by the exporter in this form is as per the corresponding invoice/gist off
invoices submitted and declared by the exporter.

Date :
(Signature of Designated Official of STPI)

@ at

500 €

Sign in
Findtextortools Q. £8

Name of the Foreign post Office/ Courier:

Number & date of Parcel receipts:
4. Declaration by the Exporters
I /We hereby declare that I/we @am/are the seller/consignor of the goods/ provider of services in
respect of which this declaration is made and that the particulars given above are true and that the|
value to be received from the buyer/third party represents the export value contracted and declared
above. [/We undertake that [/we have delivered/ will deliver to the authorised dealer named above
the foreign exchange / Indian Rupees representing the full value of the goods/services exported as
above on or hefore ..........(i.e. within the neriod of realisation stipulated by RBI from time to time)
ingifpAdobeAcrabat Foreign Exchange Management Act,

Stamp & Signature of Authorised Dealer

19¢ @B Using your mouse, clickand drog to draw the area where you would like the signsture to ) .
I/W @ appeor Once you finish dragsing out the desired ares, you will be taken o the nextstepofthe  €XpOT'ts declared in this form, to the)
Aut signing process. | Act_

(] Do not show this message again

oal

TEST STPI

Tester

(Signature of Exporter)

5. Space for use of STPI :

Certified, on the basis of above declaration at 4, that the goods/services described above and the|
export value declared by the exporter in this form is as per the corresponding invoice/gist of
invoices submitted and declared by the exporter.
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= Menw ) Y edf(1)pdf X |+ Creste

All tools Read Edit Convert E-Sign

£ Use a certificate x
k‘
Q,
[ Timestamp 2,
GA
&
a,

Convert, edit and e-sign POF forms & agreements

(0]

B

Sign in
Findtextortools Q  £8

Name of the Foreign post Office/ Courier:

Number & date of Parcel receipts: Stamp & Signature of Authorised Dealer

4. Declaration by the Exporters

1 /We hereby declare that I/we @am/are the seller/consignor of the goods/ provider of services in
respect of which this declaration is made and that the particulars given above are true and that the
value to be received from the buyer/third party represents the export value contracted and declared
above. I/We undertake that I/we have delivered/ will deliver to the authorised dealer named above,
the foreign exchange / Indian Rupees representing the full value of the goods/services exported as|
above on or before ............ (i.e. within the period of realisation stipulated by RBI from time to time)
in the manner specified in the Regulations made under the Foreign Exchange Management Act,
1999.

I/We also undertake to submit the documents pertaining to exports declared in this form, to the|
Authorised Dealer named above, as may be required under the Act.

Date : 24-09-2026
TEST STPI

Tester

(Signature of Exporter)

5. Space for use of STPI :

Certified, on the basis of above declaration at 4, that the goods/services described above and the|
export value declared by the exporter in this form is as per the corresponding invoice/gist of]
invoices submitted and declared by the exporter.

Date :

(Signature of Designated Official of STPI)

Figure 14: Digital Signature Field in Section C of the EDF

IMPORTANT

Use the latest version of Adobe Acrobat Reader DC to sign the document. Ensure that the locking
mode of the document is unchecked or disabled during the signing process, to enable
countersigning of the document.

4.9 Uploading the Digitally Signed EDF

1. Click the upload icon in the EDF list (Figure 13). The Upload Digitally Signed Document
screen is displayed (Figure 15).

2. Upload the digitally signed PDF document.

WARNING

Upload the digitally signed PDF document in unlock mode.

Software Technology Parks of India
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n Upload Digitally Signed Document (STP12600308338000024)

Declaration:

| hereby declare that the file uploading here is the same which was generated/ downloaded from the
system and is digitally signed by Authorised Signatory.

The signer is required to obtain a Digital Signature Certificate (DSC) from a Certifying Authority (CA)
licensed by the Controller of Certifying Authorities (CCA) under the Information Technology (IT) Act,
2000. List of Certifying Authorities

Please Upload Document : Choose fle | pdf
(Only .pdf file) ‘ :

Authorized Signatory: ‘ ESTS

Figure 15: Upload Digitally Signed PDF Screen

4.10 Final Submission

1. Click Final Submit.
The date of submission of the EDF is updated.

4.11 Downloading the Approved EDF

After approval by STPI, the duly digitally signed document may be downloaded from the EDF list,
as shown in Figure 16.
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gm "i Software Technology Parks of India 2 M/s ABC SOLUTIONS PRIVATE LIMITED =

Wl instructions
Banks (Authorized Dealers

Period of Invoices

Third Party Details (if any)

CSV File

Choose fite

Please ensure date format should be in dd-mm-yyyy
and currency values must not contain comma in CSV file.

- /

Current
SMNo. | EDF No Period No. of Invoice(s) Export Value (INR) Date of Ssubmission Status / Action

vz

5. Status and Approval Information

5.1 Submission Status

After submission, the status is displayed as Pending. This indicates that the submission was
successful and that the EDF is awaiting approval.

5.2 Status Reference

The following statuses are displayed on the portal screens (Figure 8 and Figure 16).

Status Description

Pending The submission was successful and is awaiting approval.

The EDF has been approved by STPI. The duly digitally signed document

A d
pprove may be downloaded.

A row shown in red colour on the Invoice Detail screen indicates an issue
Rejected (line item) with the data, such as a Country Code, Currency Code, Contract Date or
Invoice Date that is in an incorrect format or is blank.
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