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IRCTC- Sahaj Retail Ltd



For internal training & circulation 2

IRCTC Ticket Booking Process
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IRCTC Ticket Booking Process

Click on ‘All Services’ option in which you have to click on ‘IRCTC Train Tickets ‘ option
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IRCTC Ticket Booking Process

You have to click on 
‘Booking’ option
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Click on 

Book TicketsClick on Book Ticket Option



For internal training & circulation

6

IRCTC Ticket Booking Process

SM will enter the Source 

and Destination Stations, 

Journey date and click on 

Find Trains option
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IRCTC Ticket Booking Process

The SM can view the available train details in this 

page and can choose the. He will select the “Class” 

and click on “CheckAvailability” tab
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IRCTC Ticket Booking Process

Below Screen shows the availability of seats in a particular train, date-wise.

SM to click on “Book Now” to further proceed
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IRCTC Ticket Booking Process

Add the Passenger

details
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IRCTC Ticket Booking Process

Destination 

Address of the 

passenger need to 

be filled
Proceeding further 

will land up to 

payment details 

page
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IRCTC Ticket Booking Process



For internal training & circulation
1

2

IRCTC Ticket Booking Process
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SM to make the payment

IRCTC Ticket Booking Process
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The SM need to fill up he required fields and click on submit option

IRCTC Ticket Booking Process

The ‘user id’ and 
‘password’ is 

provided from 
Sahaj at the 

time of 
registration.



For internal training & circulation
1

5

The detailed receipt can be seen along with the ticket details.

IRCTC Ticket Booking Process
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Once the ticket is booked, the VLE gets a notification of successful booking. Also he has the option of printing E-Ticket

IRCTC Ticket Booking Process



For internal training & circulation
1

7

E-Ticket Specimen.

IRCTC Ticket Booking Process
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IRCTC Ticket Cancellation Process

The SM needs to log into the Sahaj portal with his VLE id and password
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IRCTC Ticket Cancellation Process

Click on ‘All Services’ option in which you have to click on ‘IRCTC Train Tickets ‘ option
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IRCTC Ticket Cancellation Process

SM to click on 'Booking' Option
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SM to click on” Cancel Ticket” tab

IRCTC Ticket Cancellation Process
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SM to provide the PNR no. of the ticket which need to be cancelled.

IRCTC Ticket Cancellation Process
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SM to select the ticket to be cancelled and click on Cancel ticket

IRCTC Ticket Cancellation Process



For internal training & circulation
2

4

A confirmation window pops-up where the mobile no. is mentioned in which the OTP is sent

IRCTC Ticket Cancellation Process

OK

xxxxx
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SM needs to enter the OTP

IRCTC Ticket Cancellation Process
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SM need to click on “Confirm” tab

IRCTC Ticket Cancellation Process
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The Refund Amount is shown in this page. The SM can select the language and click on “Print Ticket” option.

IRCTC Ticket Cancellation Process
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IRCTC Ticket Cancellation Process
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Types of Ticket Cancellation

There are three types of Cancellation

• Cancelled by SM

[SM gets OTP to verify during cancellation].

• Waiting List Ticket Auto Cancelled by IRCTC

[PNR, CANID & OTP sent to Customer’s mobile number and needs to 

be verified from IRCTC portal to receive refund]

• Train is cancelled by IRCTC [No OTP needs to be verified, refund is 

received with in 7 working days]
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If SM has cancelled ticket and missed to verify OTP during cancellation.

IRCTC Ticket Refund Process- SM cancelled ticket
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IRCTC Ticket Refund Process- SM cancelled ticket

Click on ‘All Services’ option in which you have to click on ‘IRCTC Train Tickets ‘ option
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SM to click on “Booking History” tab

IRCTC Ticket Refund Process- SM cancelled ticket
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SM to click on “Cancel Tickets” tab

IRCTC Ticket Refund Process- SM cancelled ticket
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SM to click on “Cancel Ticket History” tab

IRCTC Ticket Refund Process- SM cancelled ticket
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Here SM can put any one of the criteria - Only PNR OR Only Transaction ID OR Cancel Date Range

OR Journey Date Range and Click on “Submit”

IRCTC Ticket Refund Process- SM cancelled ticket
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Select the PNR from the List and Click on “Initiate Refund”

IRCTC Ticket Refund Process- SM cancelled ticket
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OTP Will be sent to Customer’s Mobile and the message with all required details will be shown on the screen of the 

SM; SM will click on “OK”

xxxxxx

IRCTC Ticket Refund Process- SM cancelled ticket
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Enter the OTP and click on “Confirm”

SM will receive

refund in 

SKASH Wallet within

7 Working Days 

(Maximum) from the 

OTP verification 

date.

IRCTC Ticket Refund Process- SM cancelled ticket

OTP needs to be 

verified with 30 days of 

cancellation to be 

eligible for refund.
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If WL (Waiting List) Tickets get auto cancelled by IRCTC.

IRCTC Ticket Refund Process- WL Ticket gets auto cancelled
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Go to the IRCTC Portal and enter User ID, Password, Captcha & tick on “IAccept” to log in 

[Please note IRCTC User ID always starts with “WSAHAJR”]

IRCTC Ticket Refund Process- WL Ticket gets auto cancelled
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SM to Click on “ENQUIRIES” and go to “OTP for Refund”

IRCTC Ticket Refund Process- WL Ticket gets auto cancelled
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Enter PNR, Cancellation ID & Click On “Verify OTP”

[Please note that OTP can be verified only within 30days of cancellation as per IRCTC guidelines]

IRCTC Ticket Refund Process- WL Ticket gets auto cancelled
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Enter the OTP & Click on “Submit”

IRCTC Ticket Refund Process- WL Ticket gets auto cancelled
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“Resend OTP” option can be used if customer misplaces the OTP. Enter

PNR & Cancellation Id then click on “Resend OTP”

xxxxxx

IRCTC Ticket Refund Process- WL Ticket gets auto cancelled
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Ticket Booking-Opening time for Agents

Ticket Type Time of Log In

AC 10:15 AM

Non- AC 11:15 AM

IRCTC Tatkal Ticket Booking Start time for SM
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Commissions are subject to change

For internal training & circulation

Commercials

IRCTC Commission 

Class SM Pay

AC 22.96

Non AC 11.48
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FAQs

• What is the TAT time for the VLE to get the service live after registration?

A: 24 working hours, If below required docs / details are ready:

 Scanned PAN &Aadhaar In JPG format under 200KB

 PAN, Mobile & Email should not be registered with IRCTC previously

 Mobile number linked with Aadhaar should be available

 Should be ready to share IMEI &AnyDesk .

• What is the process of getting the refund if the VLE cancel any ticket?

A: There are three types of Cancellation

Cancelled by SM [SM gets OTP to verify during cancellation]

Waiting List Ticket Auto Cancelled by IRCTC [PNR, CANID & OTP sent to Customer’s mobile number 

and needs to be verified from IRCTC portal to receive refund]

Train is cancelled by IRCTC [No OTP needs to be verified, refund is received with in 7 working days].



For internal training & circulation 48


