Standard Operating Procedure (SOP) for payment of
FoSTaC ToT fee through FSSAI e-payment portal

In order to make payment for appearing in the Training of Trainer (ToT) program the
shortlisted trainees have to follow the steps given in this SOP.

The trainee is required to click on the payment link sent to their e-mail ID from the official
FoSTaC e-mail id which is fostac@fssai.gov.in. The trainees have to verify the authenticity of
the email and link before making any payment.

» How to register in FSSAI e-payment portal for the new users?
In order to register on FSSAI e-payment portal, the trainees have to follow following
steps-

Step 1: Trainee have to open FSSAI e-payment portal through the authentic payment link sent
to their e-mail from official FoSTaC e-mail ID fostac@fssai.gov.in or through the web address
https://epay.fssai.gov.in/loadindex.
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Step 2: Click on “Register Yourself” Tab
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Step 3: A Registration window will open. Fill the mandatory* details and click on the “Register
Yourself” button. Trainees will have to remember their Username and password for future
purpose. All trainees are advised not to share their username and password to anyone.

Note:

e If you are a freelancer, then in the ‘Agency/Laboratory Name’ fill it as Free Lancer.
e Mention the address same as in any of your Government ID in ‘Address section’
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Personal/Agency/Laboratory Details
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» How to make payment for FoOSTaC ToT fees through FSSAI e-payment portal for the
registered users?
Step 1: The registered users or Trainees will have to login the e-payment portal with their
credentials (Refer to Step 3 of How to register in FSSAI e-payment portal for the new
users?).
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Step 2: After logging in, trainee will be able to see their profile with personal details.
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Look for the option labelled 'FoSTaC Fee' in the bottom left corner and click on it.
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Step 3: After clicking the option labelled *FoSTaC Fee', a new dialogue box will open.
Trainee will enter the training details such as

v' ToT batch code (provided by the FoSTaC-Training division, FSSAI through email),

v' ToT course name (For which the trainee has been shortlisted) and

v' Trainee will select the State/UT where the ToT training will be conducted.
Selection of wrong State/UT may result in cancellation of payment.

FSSAI y
Home FSSAlHome FSSAlePaymentPortal FAQ  Confact Us lssa‘l . Np—
AUTHORIY OF R,
PORTAL Inspiring Trust, Assuring Safe & Mutritious Food
Welcome test! Logout
Training Div

1w

FoSTaC ToT fee - Rs. 5000 + GST

Batch Code -

TOT Course Name -

‘Select Training Centre (State) :* Select Training Centre (State)




Step 4: Click on ‘Pay fee’ after entering the necessary details of training.
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Step 5: A payment window will open where you have to enter the necessary details such as
‘Payer GST Number’ (If available), ‘Payer name’, ‘Address’ and ‘State’ of the trainee and
click on ‘Proceed’.
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»se Code:

Name: test
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»Batch Code: TSFVCOVID123456

¥TOT Course Name: Street Food Vending- ToT

»uoic (D

» Paymant Info
2 Payment Category Unique Id Amount (Without GST)
FoSTaC ToT fee - Rs. 5000 + GST ¥5000.00
Payer GST Number PayerName * Address Select State®




Step 6: In the next page verify the total amount (which will be inclusive of GST) and proceed
for payment by clicking on ‘Pay now’.
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1 FoSTaCTo fee-Rs 5000 + GST 500000
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Step 7: In the next page click on ‘Select a payment method’ and enter the necessary payment
details and click on ‘Pay Now’.

I - FSSAl ePayment Portal
v FoSTaC ToT fee - Rs. 5000 + GST

Amount payable is

35,900
Select a payment method —_—
o Creclit/Debit Card Pay with Credit/Debit Card
Vi, Mastercard, Meestro, Rupay
Card Number
& Nethanking
B Py with intemet Banking Account
Expiry Date: o
Wallet
. Pylater Cardholder's Name
BB onucs

Cancel Payment

fowes by diRazorpay




Step 8: After successful payment of the fee, trainee can download their fee receipt by clicking

on ‘Download Fee Receipt’ option.
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Your payment was successfulll!!

You can download your fee receipt click here

Step 9: Click on ‘Fee receipt’ of respective-payment and download the fee receipt.
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»Use Code: FPS013462 To: Senior Account officer

Name: test Authority FSSAI

remai (D Code: FoSTaC TOT

» moblle_ Payment Status:

» Batch Code: TSFVCOVID200/15593 RazorPay ID: pay_NIK2FJWGJOHIj$

» TOT Course Name: Awareness- Street Food Vending

» Training Centre: Delhi

» Payment Info
# Payment Category Description Amount
1 FoSTaC ToT FoSTaC ToT fee - Rs. 5000 ¥ 5900

Organization name: fssai

Thank you for choosing FSSAI ePayment Service We believe you will be satisfied by our services.




Step10: Click on ‘Tax Invoice’ and download the tax invoice.
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No Name  Code Fee Group Type Fee Category Transaction Id Date Time Amount  Status  Receipt Invoice
& TXNIT10218470575
TXNIT1021%
TXN171021
TXNIT1021
TXNI710218
TXNITY
05 TXNI710304
Show revios 1 3 | Next
Print Invoice:
Tax Invoice
mioice No. Dated
2324EPD0000052 13.03.0024
Dl
Description of Services WsNfsaC | Amow
FoSTaC ToT 535254 5000
FoSTaC TaT fee - Rs. S000
450
4s0
Tota 5900
st Chargeable in Words): INR Five Thousand Nine Hundred
HSh ntral Tax staeTa tal Tax Amoun
Rate 3t Amount
% 50

For FOOD SAFETY AND STANDARDS AUTHORITY OF INDIA

Authorised Signatory

Signature is not required, This is a Computer Generated invoice

Step 11: Trainee has to send e-mail the downloaded Fee receipt and Tax Invoice to FoSTaC
email id i.e. fostac@fssai.gov.in with subject of email as “Fee receipt for <Course Name> for
<Batch Code> to be held on <Date of ToT >" and wait for the e-mail from FoSTaC confirming
your payment.

Note: The name of the trainee will be reflected in Fee receipt and Tax Invoice. Hence,
candidates must pay their fees from their own profile.
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