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GOV - EMPLOYEE BASED DSC PROCEDURE

Navigate to the Capricorn website and select the 'Buy Certificate' option to begin the
DSC purchase process.

+ ~ L. DsC Channel Program Enterprise Consulting p—
Capricorn@) =

Identity Services Put, Ltd,

LICENSED CERTIFYING AUTHORITY =—

Capricorn Identity Services Pvt. Ltd.

Choose the type of DSC you wish to purchase from the product selection options. After
selecting the ORG/GOV DSC type, click on the 'Buy Certificate' tab. If you want TOKEN
with your DSC, you need to choose TOKEN, else you can select USB TOKEN NOT
REQUIRED.

-
Capricorn@®) & copository Download Dsc
identity Service Pvi. L1 ted

Buy Digital Signature Online - Fast & Easy Process

Buy DSC Online from Capricorn Ca. Class 3 Digital Signature Certificate for DGFT, GST, efenders, MCA [ROC), Income Tax, EFFO, Foreign Trade, IRCTC, and maore.

Profile Usage Type
Fareign Foreign
IET (DGFT) ‘Oorganization Individual
CLASSIFY Payment Summary
@ Enerypt | ¥ Sign & Encrypt ] DSC Amaount T oo
UsE Token T xxx
YEARS
GET (18%) T 0
O 1Years B 3Years
Payable Amount T 00K
C_ we—
A

(#) USE Token Not Required ]



https://secure.certificate.digital
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Fill in your details including your Name, Email address, Mobile number, and Address.
Click on the 'Get OTP' button. If you have a BP Referral Code, please enter it in its field,
and if you don't, you can proceed without a BP Referral Code.

Enter the OTP received on your mobile number. Select the 'Terms of Services' checkbox
and the 'I'm not a robot' CAPTCHA checkbox. Click on the 'Continue to DSC Enroliment’
button to proceed.

NOTE: - “REMARK" BP can enter any reference in the remark field related to the order
and the same will be reflected in the BUSINESS PARTNER PORTAL under ORDER
section.

Parsanal & Address Datalls Bayrnent Summary
— Mo with eountry €ote Signature (D5C 20000
s ices THOLK
Eman Mobile OTR
m ST () —
Asdren Payable Amourt THO00HK
CONTINUE TO DSC ENROLLMENT
Postal Code Coueary
State oy
0P Beterral Code ( Optional | Fwromack | Optomal )
0000MmO0
e Er
I O | accept the Terms of Service, ond | want to proceed I
Nate: if you want to procoed with the offline Aodihar oKV process, plogse Lse the mobile number regish
. " E [ rp—

To create an eKYC employee DSC, select eKYC for the Employee option.

ORDER STATUS

@ Certificate 9

Order ID: OR284216098 Created on: Aug 09, 2024 0L50 PM

Show Certificate and ekyc Details Expand @

/E\ Pag.‘rr.'ne nt
Waiting

_C

k“}\' esign
< Waiting

@) Download

Waiting

Completed
T
Pt . - 2
(®) ekyc CL’ | 7 Pending Asticns 3 Application Farm 4 Prev Next | Help?
T Fending
(E\ Mobile Verification e (0] @ @
Completed 1& rQE'I 2=
Email verifieati .. ized Sig icrn ekYE
(B mail Verification @
Pending
Verification [Level -1
@) . ( ) ¥ 5 Instructions
Waiting
e Capri KYC:
Q) Verification (Lewvel -2) _ap"mm b
S ¥ 3 f¥ou Have an Approved e-kyc Account
- gi Ky Bply for DSC

ication, the Applicant does not need to show any docurments.

NOTE: For Pan Verification, the following four critaria must exactly match the details on the Income Tax portal:
T a) AN
b} Mame on PAN
<] Date of Birth [DOE)
d) Aadhaar seeding status (Aadhaar number linked with PAN)
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Please fill in the required details with eKYC ID, eKYC pin, & eKYC ID of the ‘Authorized
Signatory’:

e eKYC ID should be set according to the customer name with some more numbers or
letters to make it distinct.

e eKYC pin is a six-digit pin that you can set according to your preferences.
e Mention the eKYC of the ‘Authorized Signatory'.

Select the checkbox to accept the 'Terms of Service' and IVG. Click 'Submit' to move
forward.

| Pending Actions 4 Application Forrm M Prov Nest g | HE]P 7
Hame PAN (Mandatory for income Tax usage)
Date of Birth Mobile with country code
dd-mm-vyyy ] LSS S84
Email Gender
Galect Gendar A
elYC D el PIN
[@capricom
Alphianumeric, starl wilh afphobel, rrin £ keller long @ digit nurmeric pirr
Department Employee Code
Authorised signatory ekYC 1D Aadhaar Humber
[@capricom
Applicant Declaratian: | hareby aqres and confimn, thar | have mad and urderstosd Provsions, Gukdalings and Practices of Cetificats Digital CPS and tha Subscrit ran, | vwould sbids by
the saivee. This infermation peovidod in this apalizstion fa SIPGET aned T in 2l respect
Secrion 71 of 1T Act SHpUates TRAT I arpona mekes & miSFa presenTarion of SUppresses any matarial fact fronn the COA of CA Tor abraining any DSC such parson shall ba gunishabla with
e P P T L 0 2 s OF e Tineee Lage 10 i Laddh nupsesees O Wbt Btk
[J raccept the Terms of Service, and VG | want to proceed. m
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If you have mentioned your PAN number, you have to verify your NAME and DATE of
Birth as per your PAN/NSDL Data.

ORDER STATUS Order ID: OR284231924 Created on: Aug 09,2024 0310 BM

Show Certificate and ekyc Details Expand @

= i

=) Certificate 0
Complated

@ ekye [} T Pencing Actions 3 Verify PAN o Prev Mext py | Halp?
Complated
Pan Verification CL_ Vierify PAN
Pending Mame PaN

T

() Photo I

Pending

Date of Birth *
@) Stanatory Approval [ Iwant DSC as per PAN name
Pending

@
o

Mobile Verification
Completed

NOTE: For Pasn Verification, U fofwing four crileria musl exscUy match U details on Lhe Income Tax ports

GO <

(’E Email verification
Pending

1) PN
b} Marrie on BAN

Documents
@) Pending

@

rarribser lirvked with AN

E:D Video

Pending

@

icati .
@) Application Form

(]

Pending

(@) Verification (Level -1) §
Waiting o
Verification (Level -2]

© k ! H
Waiting
Payment £
Waiting

~ 7\ eSign

() hovid i
Waiting

@ De.w.'n\oad %3
Waiting

Verify your ‘Email’ by following the prompts to complete the email verification process.

ORDER STATUS Order ID: OR284231924 Created on: Aug 09, 2024 0210 FM

KL:?\T Certificate Show Certificate and ekye Details Expand @

Completed 9
@ S 0 | T Pending Actions $ Verity Email & Prev Nest pp | Halp?
Completed
@ Pan Verification e Veerify Ernail
Compisted Email ot
CL_’ OO0 Enter QTP

/E:ﬁ Photo

Pending
) ssnatory Appro [
Pending

@

Maobile Verification °
Completed
1 i i i .
|@ Email Verification Clbl
Pending
1
Documents "
]
B C
Video
En L;
) Pending C‘

@) Application Form

@

Pending
fé} Verification (Level -1) I
Waiting o
@) Verification (Level -2) z

Waiting

@ Payment z

Waiting
@Sit
an % 5
waiting
@) D.nwnload (F

Waiting
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Upload a passport-sized photograph of the applicant.

ORDER STATUS o

?

Certificate
cCompletad

rder ID: OR284231924

Show Certificate and ekyc Details Expand @

Created on: Aug 09, 2024 0310 PM

@

@ ekyc

Pending Actions 4 Upload Photo

# Prev Next | Halp?

Completed

@ Pan Verification

[ca)

Upload Your Photo
O Uplaad applicant phata

Photo
Pending

Completed
| T
1

E Signatory Approval
Pending

@

@ Mobile Verification
Completed

Email Verification
Completed

Documents
Pending

C 0 9

i

= Video

G

Pending

Application Form*

G

Pending
@ Verification (Level -1) ¥
Waiting 7
Verification (Level -2|
Q H
Waiting S
@ Payment 'l
Waiting S
(:;4 eSign T
‘\IJ Waiting o
@ Download 1
Waiting S

et upto SOKE allowed (200p% X 150¢0x)

in IRG / PG/ IPEG F

Famsport sise Fhoto of Uhe appsc:

ol resice Lool Click Here

8

Upload the required documents.

ORDER STATUS

@ Certificate

Completed

Order ID: OR284231924

Shawe Certificate and ekyc Details Expand @

Created on: Aug 09, 2024 0310 PM

@ eKyc

2 Pending Actions 3 Upload Docurnent

# Prev Nest g | Hel

Completed

@ Pan Verification
Completed

@ Photo

Completed

Signatery Approval
Pending

9 Mobile Verification
Completed

Email Verification
Completed

2|00 00 00

Documents
Pending

1
| @
T
Video
Pending

@

@ Application Ferm*

@

Pending

@ Verification (Level -1) I

Waiting g

(2) Verification (Level -2) %

Waiting S

@ Payment T
Waiting

If:; eSign T
) Waiting

@ Download I

Waiting

Applicant Pan card/ Asdhar card *

([Which no. is mentioned in order) |

Organizational ID card of Applicant *

jed by Lhes arganizal

rof Paay Slip) )

(idertity ket

Other Documents

(17 yous Requined |
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Click on ‘Start Video Recording'’ to initiate video verification.

ORDER STATUS Order ID: OR284231924 Created on: Aug 08, 2024 0310 BM
(&) Certificate Shaow Certificate and ekye Details Expand @
Completed

@ eKyc

Completed

7 Pending Actions 3 Record Vides 4 Prev Nest | Help?

Complete your video verification

A per CCA guideling video ver n required for DSC purchase

@ Pan Verification

Completad vio e recording vidoa

your own fngL

Picase snaw your orginal documEnts whike recanding video.
i Applicant Pan card/ Aadhar card
i Crganizational ID card of Applicant

"_8:1 Photo
Completed

2 0O 0 00

w) Signatory Approval
pending

i i i ¥ou can Recond e usi
Mobile Verification can your video using
Completed / Mobile Web Srowser
Custamer App Android

o Custamer AR 105

(E Email Verification
Completed

q@) Documents

Start Video Recording

Completed

T
@ Video
pending

icati .
@) Application Form

| 0 0

@

pending

/61 Verification (Lewvel -1) i
Waiting
Verification (Level -2|

9) ( ! I

Waiting

@ Payment '
Waiting )
eSign T
Waiting )
Download

@5 £
Waiting

The documents that you need to present during the video recording are listed on the
video recording screen. Please ensure you have these documents ready before starting
the recording. While recording your video, clearly state your name and the video code
displayed on the screen. This helps in verifying your identity and linking the video to
your application.

© Record Video for DSC Order Id OR284231924

Please show your original documents while recording video
7 Applicant Pan card’ Aadhar card
7 Organizational ID card of Applicant

Please speak line below while recording video
Tou can select your own language

English Hindi

1 XXX XXXXX with video code 595 have applied for digital signature and eKYC with capricorn CA.

Start Video Recording

Instructions for Video Recording:
1. Hold original documents on the cdges and show them for at least 4-5 scconds.
2. Ensure your face is fully visible, taking up 50% of the video frame with a clear background.
3. Avoid dark shad
4. Do not wear accessories like caps, headgear, cyeglasses, headphones, or sunglasses
5. Prefer a plain background and maintain a natural expression
6. Hold documents on the edges without covering any content or place them on a flat surface fer recording.
7. Videos with unclear video or audio will be rejected,

nsure bright lighting on your face
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After recording your video, you have to preview it by clicking on the ‘Play Video’ button
and click on ‘Submit’ to complete the video recording confirmation.

Q@ Record Video for DSC Order Id OR284231924

Please show your original documents while recording video.
7 Applicant Pan card’ Aadhar card
€% Organizational ID card of Applicant

Please speak line below while recording video
Tou can select your own language

English Hindi

1, X606 XXXxx with video eode 595 have applied for digital signature and eKYC with capricorn CA.

1f ¥ou unsble to record clear video or your video preview not showing, then try to reset vour camera permission, Go to
2 Browser > Seftinzs > Privacy and Policy > Site Settinzs > Camera >

+ Remove hitps.//secure. centificate. digital

3 Remove hnps:/wiww.capricom. cash

+ Refresh Erowser and Try again to record video

Click on ‘Continue to enrollment process' to continue your DSC application.

@ Record Video for DSC Order Id OR284231924

Please show your original documents while recording video
€7 Applicant Pan card/ Aadhar card
7 Organizational ID card of Applicant

Pleaze speak line below while recording video
Tou can select your own language

English Hindi

1, XxXx% XxxXx with video code 595 have applied for digital signature and eKYC with capricorn CA.

Video Uploaded Successfully.

| Continue to Enrollment process |

If you unshle to record clear video or your video preview not showing, then try to reset your camera permission, Go to
3 Browser > Settings > Privacy and Policy > Site Settings > Camera >

+ Remove htips://secure.centificate digital

% Remove htips://www.capricorn cash

3 Refresh Browser and Try agsin to racord video
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After recording your video, you can preview it by clicking the ‘Play’ button. If you find
any mistakes or if the video was recorded incorrectly, you have the option to record the
video again.

| Pending Actions ¥ Record Video # Prev Next | Halp?

Complete your video verificotion

As por CCA guideling vidico werification required for DSC purchase.,
You £an salect pour own nguage to soeak whila recording widoo
e —

@ You have recorded vour video on 09-Auz-2024 03:27 PM

Please show your oniginal docurmnents while recarding widoo, “
- Applicant Pan card) Aadhar card

- Organizational ID card of Applicant

You can Record your video using

Wi- Deskton / Mobile Wab Browser
wli- Capricorn Customer App Android

- Capriconn Custamer App OS5

Once the applicant confirmation is done, the Signatory Approval Status has to be
cleared from the authorized signatory person's end. Click here to learn how to do
Signatory Approval.

ORDER STATUS Order ID: OR284231924 Created on: Aug 09, 2024 0310 PM
ﬁ] Certificate Show Certificate and ekyc Details Expand @
Completad

eKye

Completed

Pan Verification
=

Completed

| 7 Pending Actions 9 Signatory Approva & Prev Next g | Halp?

Authorized Signatory Approval

Authorized Signatory ekKYCID:  yxyy Ecapricorn

() Photo
L\T/ Completed

1
qﬁ) Signatory Approval

| Send Approval Link to Signatory Change Signatory

2|0 & 0 0

Pending

@) Documents

Completed

o Wi
=) Video
Completed

@) Application Form™
Pending

Verification (Level -1

Q) { ! 53
Waiting
Verification (Level -2

@) Ve { ! § 3
Waiting
Payment ¥
Waiting

) iz

~ Waiting

Download

é i

Waiting



https://docs.google.com/document/d/1X01MpF9mrQVWpPtMeLRKW4bTz0jN4PtUZRGlfRdKVlA/edit?usp=sharing
https://docs.google.com/document/d/1X01MpF9mrQVWpPtMeLRKW4bTz0jN4PtUZRGlfRdKVlA/edit?usp=sharing
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After Completing the above verification; If you had opted for TOKEN REQUIRED at the
time of product selection. Then, you have to confirm your delivery address for token
delivery.

ORDER STATUS Order ID: OR284231924 Created on: Aug 08, 2024 0310 PM

Certificate

Completed

@ eKyc

Completed

Show Certificate and ekyc Details Expand @

| T pending Actions $ Application Form @ Prev Next w | Help?

@ Pan Verification Shipping Address Pending Confirm

Completed

@ Photo

Completed

Please do above step to submit application form®

@ Signatory Approval
Completed

@ Documents

Completed

Video
Completed

@ Application Form*
Pending

@ Verification (Level -1)
Waiting

O 0 00 0 00

@

@ Verification (Level -2)
Waiting

@ Payment

Waiting

@ eSign

Waiting

@ Download

Waiting

Along with the delivery address, you can choose options:

1. Send Token after downloading DSC.
2. Send Empty Token, | will download DSC Later.
Then, click the “Confirm and Submit” button.

| [t Pending Actions $ Update Shippings 4 Prev Mext | Help 7

Update Shippings

Name Mobile with country code
name mabile

Flat, House no., Building, Company, Apartment Area, Street, Sector, Village
Eg 123 Epg ABC

Landmark Postal Code [PIN}
E.g. near ABC 110001

Country State
IndiA state

City
city

(@ 220 Token afier downlosd DST

) Zand awpty token, T will download DSC later

Confirm & Submit
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After completing the above verification,

NOTE:- If you have the tender to make DSC so, you must have already Coupon

codes to process the order.

To apply the coupon code, Click on Show More Detail.

Certificate

Ernall

Mobile

PAN

Order ID: OR284231924

Applicant Details

Applicant Name

Organization name

Created on: Aug 09, 2024 03:10 PM

Class - 3 Sign valid for 2 Year DSC . (GOV, Paperless)
0000 XK

00000 @gmailcom @

XXXKKXXXKX @

XXXXXXXX @

municipal corporation of delhi

Show More Detail «

Enter the Coupon Code and Click on Apply.

Order ID: OR284231924
Applicant Details

Certificate
ekyc Type
Applicant Name
Email
Mobile
PAN
Date of birth
Gender
Address
KyclD
Aadhaar
Organization name
Organization Type

Department
Pricing
DSC Amount

USBE Token

GST (18%)

Payable Amount

Created on: Aug 09, 2024 0310 PM

Class - 3 Sign valid for 2 Year DSC . (GOV, Paperless)
GOVEMP-TRADITIONAL
OO XXKXX
KXXXX @gmailcom @
HKOOKAXXX @
XXAXXXXXX @
KA-KUX-XKXX
M

HOOOCKXXAK
HOOOCKKXK

XXX@capricorn

XXX XXX

municipal corporation of delhi
goverment

admin

T XX

T XXX

T XXX

T XXX Pending

& Have o coupon code?

Enter Coupon Code Apply
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Now, you will need to submit the “Application Form”.

ORDER STATUS rdur IO OAINAIINGIL stas O AUGOS. 3004 CIIO BN
) Cenificane ® 7

T‘"'f. O [ et i ——r |
) P Vaelrecunion © | [comnan Goverment
o Ao vt
x ". .

B o —

P e — [ |

@ i B

— > A

() e T | o wn] e

D)2 :

e -

1 v =

| Cogmass

&) P i —_— —

| R —

e ——

Once the application form is submitted, your order will be sent for verification. The
verification will be conducted by Capricorn CA. Please wait for this process to be
completed.

After your order has been verified, you will need to finalize the payment for your order.
Make sure to complete this step to ensure the processing of your Digital Signature
Certificate.
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If you haven't applied the coupon code before Verification, you can still apply for it after
Verification, as shown in the picture below.

@ Application Form*
Completed

@ Verification [Level -1)
Completed

ORDER STATUS Order ID: OR284231924 Created on: Aug 09, 2024 0310 PM
Certificate e Shaow Certificate and ekyc Details Expand @
Completed
@ eKyc o | % panding Actions & Make Payment @ Prev Next | Help? |
Completed
Pan Verification o Payment Summary Choose A Payment Options
Completed
DSC Amount 2000 Online Payment Cateway 3
@ Photo o
Completed USE Amount 2000
SignamryAppmval 0 I . @ Scan and Pay via QH 3
Completed 18%)
Video o Payable Amount 0000 [ Have a coupan code?
Completed
Need Help? Contact Us

@ Verification [Level -2)
Completed

@ Payment
Pending

@ eSign .
Waiting :

@ Download 3
Waiting )

OR. If you've to make a payment online,

@

[

Once the payment is completed, a prompt will appear. Click on ‘CONTINUE TO DSC
ENROLLMENT to proceed to the next steps.

Transaction Details

Payment Successful! Order ID OR284231924

Transaction ID Jecfe0b3alabl 6aeiibfT8cde
Payment Status zuccess
Amount T 00 -

v

Name HHRK KHHK
V © Mobile KHOOMKKKKK
Email OO0 T zmail com
.

Mote: Invoice will be generated and send to registered email & mobile
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After the payment, you need to eSign your ‘Subscriber Agreement’. As shown in the
screenshot below, click on the ‘Click here to login’ link to continue.

ORDER STATUS Order ID: OR284231924 Created on: Aug 09, 2024 0310 PM

Certificate

Completed

Show Certificate and ekyc Details Expand @

eKyc

| 7 pending Actions  esign 4 Prev Next p | Help?
Completed

@ Pan Verification
Completed

@ Photo

Completed

Subscriber Agreement and DSC Form eSign

As per CCA guidelines, applicants must read and e-sign the Subscriber Agreement and DSC Application Form to enable DSC download. Follow
these simple steps to activate your digital signature certificate. You will redirected to esign.Digital to Sign the document
KYCID : fySy@eapricorn

Signatory Approval
Completed

Video

Completed

Please Lagin with Kyc to activate order and download DSC)| <

Forgot PIN 77 ekyc Dashboard

@ Application Form*
Completed

@ Verification (Level -1)
Completed

@ Verification (Level -2)
Completed

@ Payment

Completed

eSign
Pending

Download I
Waiting :

O O 0 0000 0 0 00

@

You will need to log in using your eKYC credentials.

CO prlcorﬂ ,\:D L] Repository  Download DSC
Icientty Service Pyt Lid,

Enroll, Track and Manage your Digital CUSTOMER LOGIN

Signature Certificate [ @ e |

Enter yeur kyc and pin to access your account

Choose From Variety Of DSC Usage

KyzIl »| Enter username

K¥C PN

aTp Get OTR

Im net a rebe
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Upon logging in, your eKYC Dashboard will open. Here, you will see your order listed.
Click the ‘Form & Agreement eSign’ option to eSign your Subscriber Agreement.

.
Capricorn® A feposiory Download 05C
identity Service Pvt. Ltd.

Order |ID: OR284231924

MName K XXKAK

Organization municipal corporation of delhi

Certificate name Class - 3 Sign valid for 2 Year DSC . [GOWV, Paperless)
Date & Time 09-Aug-2024

Status Subscriber Aggrement Pending

| Actions | | WView Signatory Approval | | Form & Azresment e5izn | | More Diatails

DSC Application Form | Subscriber Agreement

Your Subscriber Agreement will now be signed electronically. This completes the eSign
process for your order.

Capricorn®) A escstoy oo Well Done

myserw:zvvr_ud. eSign request has been sent for processing
Please wait as it may take few seconds to reflect.
0K Cameel

Hey, 30000 X000 ! Logout & |
Stay Updated On your Certificate Status

Order |D: OR284231924

Name 000000000

Organization municipal corporation of delhi

Certificate name Class - 3 Sign valid for 2 Year DSC . (GOV, Paperless)
Date & Time 09-Aug-2024

Status Download Pending
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After signing the Subscriber Agreement, your order will be ready for download.
You have to set your Download Key before downloading. You will be able to view
your “ORDER ID, PIN CODE, and DOWNLOAD KEY"” on the screen.

Order |D: OR284231924

Name FOCOCK YOO
Organization municipal corporation of delhi
Certificate name Class - 3 Sign valid for 2 Year DSC . ({COV, Paperless)
Date & Time 09-Aug-2024
Status Download Pending
p— | Download your DSC Now
=/
OrderlD OR284231924
Pin code o092

Download Key Enter Download Update

Note : Download key must be alphamumeric value of length between 5 to 8 character long

& Download DSC

(=]

View Signatory Approval | | Form & Agreament | | More Datails

To learn how to download your Digital Signature Certificate (DSC), click the provided
link: ‘Click here to know how to download your DSC.’


https://drive.google.com/file/d/1V7aiySE-hDtAeNpgzwIbCs0gIgjJ1adc/view?usp=drive_link

