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Standard Operating Procedure of “Issuance of NCR” 
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1) AE/IE Login: 
User needs to select “Issuance of NCR” in the “Search” bar.The mentioned screen will appear after clicking on 

Issuance of NCR. 

A) New Entry: 

i. The user needs to click on “Issuance Of NCR” as mentioned below. 

 

 

ii. The below screen will appear after clicking on Issuance of NCR. Fill the required details and click on 

“Submit” button. 
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iii. After submission, “Annexure A” will appear where user needs to apply DSC for final submission.After 

submission of Annexure A, the details will get updated on the main grid of the user as mentioned below. 

 

2) AE/IE Login after submission by CO: 

A)Seek Clarification: 

i. After submission of details by CO,the user will get the below mentioned options in the “Action” button.In 

“Action” button the user needs to select “Seek Clarification”. 

 



Page | 5  
 

 

ii. After clicking on “Seek Clarification”, “Annexure A” will appear where user needs to apply DSC for final 

submission.After submission of Annexure A, the details will get updated on the main grid of the user as 

mentioned below. 

 

B) Re-Open NCR: 

i. After submission of details by CO, the user will get the below mentioned options in the “Action” button.In 

“Action” button the user needs to select “Re-Open NCR” in the below mentioned screen. 
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ii. After clicking on “Re-Open NCR”, “Annexure A” will appear where user needs to apply DSC for final 

submission. After submission of Annexure A, the details will get updated on the main grid of the user as 

mentioned below. 

 

C) Approval/NCR Closure Request: 

i. After submission of details by CO, the user will get the below mentioned options in the “Action” button.In 

“Action” button the user needs to select “Approval/NCR Closure Request” in the below mentioned screen. 
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ii. The below screen will appear after clicking on  Approval/NCR Closure Request. Fill the required details and 

click on “Submit” button as mentioned below. 

 

iii. After submission, “Annexure A” will appear where user needs to apply DSC for final submission. After 

submission of Annexure A, the details will get updated on the main grid of the user as mentioned below. 
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3) Contractor Login 

A)After AE/IE initiates issuance of NCR or Re-Open NCR: 

i. User needs to click on “Update Rectification Status” as mentioned below. 

 

ii. The below screen will appear on the user’s screen. Fill the required details and click on “Submit” button as 

mentioned below. 
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iv. After submission, “Annexure A” will appear where user needs to apply DSC for final submission.After 

submission of Annexure A, the details will get updated on the main grid of the user as mentioned below. 

 

B) Submit Clarification: 

i. After AE/IE requests for Seek clarification then the user will get option for “Submit Clarification” in the 

“Action” button. 
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ii. After clicking on “Submit Clarification”, “Annexure A” will appear where user needs to apply DSC for final 

submission. After submission of Annexure A, the details will get updated on the main grid of the user as 

mentioned below. 
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