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System Home Page 
How can a user join the DLS platform? 

To access the DLS e-Trade Portal, users need an internet-connected device and a web browser. 

Begin by entering the URL http://etrade.dls.gov.bd/ into the browser's address bar and pressing 

Enter. This will display the system's homepage, as illustrated in the figure below. 

 

 

http://etrade.dls.gov.bd/
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When users access the portal, they are greeted with the homepage, which serves as the main 
interface for navigation. At the top of the page, a user-friendly navigation menu provides quick 
access to essential features: 

● Home: Redirects users to the homepage. 
● Online Verification: Facilitates the verification of documents. 

 

● Contact Us: Offers support and addresses user inquiries. 
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● User Manual: Provides a comprehensive guide on utilizing the portal’s features. 

 

This intuitive menu design ensures that users can efficiently navigate to the most important 
sections of the portal. 

The homepage contains two key action buttons: 

● Register: Redirects new users to the account creation page. 
● Login: Opens the login page for existing users. 

A language selector in the top-right corner allows users to switch between Bangla and English.  

 

The "About The System" section on the homepage provides a brief overview of the purpose 
and benefits of the system. It explains how the platform simplifies access to various services, 
streamlines processes, and supports users in obtaining licenses and certificates efficiently. This 
section also features seven cards representing key categories and services: 
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● License 
● NOC 
● Import Permit 
● Health Certificate 
● Pre Arrival/Shipment Notification 
● Quarantine Certificate 
● Farm Registration 

 

Each card is clickable. Clicking a card displays detailed information about the corresponding 
service or category, helping users easily understand and navigate the available options. 

 

 

 

 

 

 

   

 

  



 
License – Category 2 

7 | Page 
 

  

Applicant Panel 

 

Registration and Login 
How can a user register and login to the system?  

 

To register, click the Register button on the homepage. This opens the registration page, where 

users can complete the process by filling in all required fields such as Company Name, Mobile 

no, Email, NID, Password and Verification code. 

*It is important to use a mobile number that is always accessible to the applicant, as an OTP will 
be sent to this number. Additionally, this number will be used for sending other relevant 
information in the future. * 
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OTP Verification 
After completing the registration, an OTP will be sent to the applicant’s mobile number or email 
from DLS. The applicant must enter the OTP correctly in the designated field on the Verify OTP 
page. 

If the OTP is not received, click the Resend OTP button after waiting for 2 minutes and 30 
seconds. 

 

 

Once registration is complete, the user can log in using their email address/mobile no. and 

password. 
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Profile Update After Login 

Upon successful login, a message will prompt the user to "Please Update Your Profile & Create 

Factory/Warehouse Profile First." 

 

 

Profile 

Can a user update his/her profile after logging into the system? 

User can update the profile information by going to the profile section from the left side menu 

of the system. 
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During profile management, the information provided by the user at the time of registration is 
automatically pre-filled in the profile page. In addition, the applicant is required to fill in other 
necessary fields, such as Owner’s Name (English), Owner’s Name (Bangla), Owner’s Address 
(English), Owner’s Address (Bangla), NID, Father/Spouse’s Name, Mother’s Name, 
Organization’s Name (Bangla), Contact Person’s Name, Contact Person’s Mobile, Contact 
Person’s NID, Contact Person’s Address, Contact Person’s Email, Office Address, ERC Number, 
IRC Number, Trade License Number, Tax Identification Number (TIN), and Business 
Identification Number (BIN). The applicant must also upload mandatory attachments, including 
Owner’s Picture, NID, Owner’s Signature, Contact Person’s NID, ERC, IRC, Trade License, TIN, 
and BIN. Furthermore, the applicant must select the Type of Organization, Division, District, and 
Upazila from the respective dropdown menus. All fields marked with a red asterisk (*) are 
mandatory. Once all required information is entered, the applicant can click on the Update 
button to save the changes. If needed, the applicant can revisit the profile and make 
modifications by clicking on the Edit button located at the top-right corner of the profile page. 

Factory/Warehouse Profile 
 

How does an applicant create company profiles through the system? 

Applicant can create the Factory/Warehouse profile by going to the Factory/ Warehouse Profile 
section from the left side menu of the system. Clicking on the "Factory/Warehouse" button will 
bring up the page for creating a new Factory/Warehouse.  
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The applicant must fill in the required fields and click the Save button to create the 

Factory/Warehouse profile.- 
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Firstly, the user must select the Type of Organization. Then, the user is required to fill in other 
necessary fields, including Factory/Warehouse Name (English), Factory/Warehouse Name 
(Bangla),  Mobile Number, Email, Factory/ Warehouse Office Address (English), Factory/ 
Warehouse Office Address (Bangla),  Address for Latitude and Longitude, Factory/Warehouse 
Contact Person’s Name, Factory/Warehouse Contact Person’s Email, Factory/Warehouse 
Contact Person’s Mobile, Factory/Warehouse Contact Person’s NID, Trade License, Tax 
Identification Number (TIN), Business Identification Number (BIN). The applicant must upload 
attachments, such as Factory/Warehouse Picture, Factory/Warehouse Contact Person’s NID 
attachment, Environment Certificate, Trade License, TIN, BIN, Rental Deed, Other attachment, 
Picture attachment. Additionally, the applicant must select the Division, District, and Upazila 
from the corresponding dropdown menus. All fields marked with a red asterisk (*) are 
mandatory. 

An applicant can view/edit Factory/Warehouse profiles. 
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Applicant Dashboard 

How does an applicant apply for a Category- 2 License? 

To apply for a Category-2 License, the applicant needs to click on the License menu, which directs 
him/her to the page for creating a new application. The applicant can access the Category-2 
License application page through both the Dashboard and the sidebar menu. 
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 Adding a New Application 

To add a new application, the applicant must click on the New Application button. 

 

The cards at the top provide an overview of the different states of applications and their 
respective counts. The Pending card indicates the number of applications currently in the 
pending list. The Processing card shows the number of applications that are actively being 
processed. Lastly, the Rejected card displays the count of applications that have been rejected. 

Applicant can be notified about the different stages of an application by clicking on the 
Notification Bell at the top of the page. 

 

 

Paying the Application Fee 

 
After selecting Category-2 from the license type drop-down menu and Warehouse from the 
warehouse dropdown menu, click the Online Payment button at the bottom-right corner of the 
page to proceed to the payment portal. 
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Step-by-Step Instructions for Payment 

1. Review Transaction Details: 
Verify the transaction amount, invoice number, and contact details to ensure accuracy. 

2. Select Payment Method: 
Choose one of the three tabs for payment: 

a) Sonali Bank: If you prefer a direct bank transfer or counter payment. 
 

b) Card: If you wish to pay using a debit/credit card. 
c) Mobile Banking: For payment through Bkash mobile banking apps. 
d) Internet Banking: For payment through other internet-based services. 

3. Confirm and Exit:  
Once the payment is successful, you will receive a confirmation message. Click Exit to 
leave the portal.  
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(a)                                  (b)                                        (c)                                            (d)  

Paying via Sonali Bank Account 
If the applicant chooses to pay directly via Sonali Bank Account, after clicking the Confirm 
button, they will be redirected to the payment portal. The applicant must then provide the 
Bank Account Number, Account Name, and Mobile Number. 

OTP Verification for Payment 
Shortly after, an OTP will be sent to the applicant’s mobile number. Once the OTP is entered 
and the Confirm Payment button is clicked, the payment is successfully completed. 

    

 

 

 Once the application fee is successfully paid, the status in the application table will update to 
Application Fee Paid. At this stage, the user can access their application and click the Edit button 
to provide any additional information required to complete the license application process. 
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Continuing the Application 

 

The applicant can click the Edit button to continue. They must complete the application form for 

the license of Animal Feed Importers/ Animal Feed Importers/ Exporters (Category-2) by providing 

accurate information in three phases. 
 

Phase 1: Applicant Information 

Phase 1 is auto filled with all the information that is already provided in Profile and 

Factory/Warehouse Profile. 
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Phase 2: Organization Details 

Organization Name, Organization Address and Warehouse Address are already auto filled with 

the information provided in the Warehouse profile. The user has to fill in other necessary fields 

such as-  

● Warehouse Area, Capacity and Mobile No.,  

● Name of Imported Goods and Possible Countries, 

● Packaging Information of Imported Goods 

● Trade Association 

● Registration Number 

● Validity 

Applicant needs to upload attachments such as Packaging Information of Imported Goods, 

air conditioners, fire extinguishers, hydrometer, patatan (if available). Applicant must select 

Division, District and Upazila from corresponding dropdown menu. All the fields marked with 

asterisk mark (*) are the fields which are mandatory. 
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Phase 3: Documents 

Except for extra information, all the other information are auto filled. 
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After entering accurate information in all three phases, the applicant can check the checkbox and 
click the Next button to complete the application process. The status in the application table will 
update to Submitted. The user can view their application by clicking the View button.  
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Application Preview 

The user’s application preview is available in both short and long formats. The long preview 
provides a detailed view of all submitted images and attachments, allowing applicants to review 
their entire submission. By clicking the Application Preview button, applicants can access the 
short preview, which offers a concise overview of the key details. 

Long preview:  
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Short preview:  
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Incomplete Answering Process 

If the DD identifies any discrepancies or missing information in the applicant's submission, the 

application is marked with a Incomplete status and sent back to the applicant for corrections.  

 

 

By clicking on Edit button, the applicant is only permitted to modify the specific fields flagged by 

the DD as requiring correction. All other fields remain locked and cannot be edited. 

 

Once the Incomplete information is corrected, the applicant resubmits the application. Upon 

resubmission, the application's status updates to Resubmited. 

 

Rejection Process 

When an application is rejected by the DD, the applicant can no longer use it for license 
issuance. The status of the application is updated to Rejected. 
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License Fee payment process 
 

Once an application is deemed worthy of license issuance, the applicant is notified to pay the 

license fee. The application status in the list changes to Approved, and a new Payment button 

becomes visible in the Action column. 

 

 

By clicking on the Payment button, applicant can pay the license fee in the same manner of the 

application fee. Once license fee is paid, the application status in the list changes to License Fee 

Paid.  

The Status column data keeps updating based on the stages an application is going through. 
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An Invoice button is available in the Action column for applicants to have proof of the payment. 

There is a Print button available at the bottom of the Invoice page for the Invoice page to be 

printed, if desired. 
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Once License is issued, the application status in the list changes to License Issued. 

 

 

All License Menu 
Applicants can view all details about an existing license by navigating to the All License menu 

available in the sidebar. This section provides comprehensive information on licenses issued to 

the applicant. 

 

 

Active License Tab 

Active license tab shows the list of all licenses that are already approved. The table within this 
tab includes columns such as SL. No., Company Name, Category, Issue Date, Expiry Date, and 
Action. The Action column includes the following features for the applicant: 

● View: To view the details of the license. 
● Amendment: To amend an active license. 
● Renew: To renew a license. 
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By clicking the View button, the applicant is redirected to the License. There are Print, 
Amendment and Renewal button available at the bottom of the License page. 
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By clicking the Amendment button, the applicant is redirected to the Amendment application. 
There are description box and document upload option available for the applicant to justify 
their amendment. There are Previous and Submit button available at the bottom of the page. 

 

By clicking the Renewal button, the applicant is redirected to the Online Payment page. 
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To renew a license, applicant has to start by clicking on the Renewal button at the bottom of 

his existing license certificate and perform the entire License application process again in the 

same manner. From now on, Application Type will be changed to Renew. 
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Once the Renewal is issued, applicant can see it in the Active License tab. 

Show Cause Tab 

 If a license is show caused by DD, it is stored in this tab. The status is displayed as create. 

 

By clicking on the View button, applicant can see the Show Cause Notice. 
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By clicking on the Reply and Submit button, applicant can answer the Show Cause. 
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Once the applicant answers the show cause, the status changes to answered.  
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Suspended Tab 

This tab includes all the license of an applicant that are already suspended. The Action column 

presents two features: Appeal and View. 

 

 

 

By clicking on View, applicant can see the Suspension Notice. 
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Appeal Process 

If a license is suspended, the applicant has the option to appeal for its reactivation. By clicking 
on the Appeal button, the applicant is directed to an appeal submission form. 

 

 

After completing the form with the required information and clicking the Preview button, the 

applicant can see the Appeal Preview page.  
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By clicking on the Submit button, appeal is forwarded to the DD for further review and 

consideration. 
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