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1. Overview
This document details the creation of sub-login credentials of users by the Corporate for the

following:-
e Branch Office
e CRO

e Manufacturing Site

Note: The login credentials of the users can be created, only if their details are added in user
Profile section in the ‘Add Member Details’ for manufacturer and CRO login and ‘Add Branch
Offices’ for branch office section of the ‘User Profile’.

For creating the sub-login follow the following steps :
1.1. Branch Office Login:

Menu = Welcome Mr. Applicant (Corporate) # Home £ Change Password ¢ Logout
-,
/@ \ Central Drugs Standard Control Organisation
9 View Profile (-%‘I‘ . !
- N4 Director General Of Health Services
gy Shemines Dotalle — Ministry of Health & Family Welfare, Govenment of India
< Contact Person Details
9 Add Wholesale/ IC) Dashboard
Manufacturing License Details
< Add R&D Site Details + Ex
+ Add Branch Offices

User Guidelines Corporate Manual

User Profile Your Profile is ready for application submission. Submit Application

@ Submitted Applications 0 Applications View
Most recent : Form2 (File No : BABE/Form12/TL/2016/5504 )
Modified Date:23-Sep-2016

H Saved (Draft) Applications 8 Applications View
Most recent : Formd4 (File No : GCT/Form44/FF/2016/471)
Modified Date:18-Oct-2016

« m »

www.cdscoonline.gov.in/CDSCO/BranchOffices 0 : = b

Figure 1-1: User Profile

» To create Branch Office Login, User has to first register the Branch office details through
User Profile Section by clicking on ‘Add Branch Offices’ link in ‘User Profile’ Tab, as
shown in Figure 1-1



ng(,iyAm Guidelines for Creation of Sub-Logins Camc

Welcome M1 Mew Appicant (Empester{Applicatssn in Fors= Bl) W lHome & Change Password © Logeut

ra Y Central Drugs Standard Cantral Organisation
g—‘, Cnswctor Gemerad OF Haalth Services
R Minsatry of Sieath & Family Webare, Goveensment of India

| Add Branch Office Detail |

Addiess Line 1 Addsess Line 2
Country Srace Drmtrct
Iredia - Telect - Sebeet =
Coty/ Taluka/Mandal Tetsil Pem Code
o
Contaet He
v
Fam Mo (1ieaee

— s

Sr Mo & Fremises Hame & Addzess § Edin Dedete &

Dremtgrred, Corveloped smd Massinsed by C-DAC

Figure 1-2: Add Branch Office Details

» Itis mandatory for the user to fill all the details . After filling all the details, click on the
‘Save’ button to save all the details (as shown in Figure 1-2), the saved details can be viewed
in the ‘Branch Details’ section. The saved details can be modified or deleted.

» User can now create the Login Credentials for registered Branch Offices by clicking on
‘Create Branch Office Login Credentials’ under ‘Create Sub Login’ Tab, as shown in
Figure 1-3.

Welcome Mr. Applicant (Corporate) # Home & ChangePassword & Logout

Central Drugs dard Control Organisation
Director General Of Health Services
3 Create CRO Login Y i Ministry of Health & Family Welfare, Government of India
Credentials
3 Create Branch Offices Login 0 Dashboard SwitchRole  ~
o 5
- Create Manufacturer Login + Expand All
Credentials
~ .
’rl User Guidelines Corporate Manual
o0 . - .
ﬁ»‘ User Profile Your Profile is ready for application submission. Submit Application +
% Submitted Applications 0 Applications View +

Most recent : Form12 (File No : BABE/Form12/TL/2016/5504 )
Modified Date23-Sep-2016

H Saved (Draft) Applications 8 Applications View +
Most recent - Formd4 (File No - GCT/Form44/FF/2016/471)
Modified Date:18-Oct-2016

Approved Applications 0 Applications View +
Most Tecent : No Application Found

-
E Rejected Applications 0 Applications View +

Most Tecent : No Application Found

Figure 1-3: Create Branch Office Login

» The Registered Branch Office details will be shown in branch office dropdown , as shown in
Figure 1-4
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Welcome Mr. Applicant (Corporate) # Home £ Change Password () Logout

\\ Central Drugs Standard Control Organisation
Director General Of Health Services

i 3
(ingle PDF <10 MB)

Name Mr E‘

Designation

First Name

Designation

Gender:

Login Credentials
Search:

¢  Branch Offices $

O Dfsdfs,sdfsdfsd,sdsd

Username $

TMPTESTER@GMAIL COM

The password is required and can'tbe empty

Browse... | No file selected.

Contact Details of the Person Responsible for this Unit

Download,Fill and Sign this Undertaking PDF Template and Upload the same here
([A Undertaking) - Available in Enterable PDF Format

Middle Name Last Name

Mobile Number:

+91 | Mobile Number

® Male O Female O Transgender

Edit &

Name Gender ¢  Designation Mobile No ¢ Undertaking $

Mr fgdfgdfgdlg M Digdfg 5656565655 & @

Figure 1-4: Branch Office Login

Y, oo X Ministry of Health & Family Welfare, Government of India
R
Branch Office Login Credentials
Branch Office [ Tirtn,aasasasas, dsfsfsdfsdf, add v El Username/E-mail [ UOFOSKVFVINPQUIAROIBSUwuQOSN x
(Only Official E-mail
1d) The value is not a valid email address
Password [ Enter Password x l Confirm Password Re-enter Password

» Itis mandatory for the user to fill all the details of the branch office. Once the details are
saved, the login credentials for that particular branch office is created and user can now

login using that credentials.

» NOTE: Itis also mandatory to upload the duly signed undertaking (as per the
template provided in undertaking section)

1.2.

CRO Login Credentials:

Menu =

¥ View Profile

<» Add Member Details
- Contact Person Details

Central Drugs Standard Control Organisation

Director General Of Health Services
Ministry of Health & Family Welfare, Government of India

Welcome Mr. Applicant (Corporate) # Home £ Change Password ¢ Logout

< Add Wholesale /
Manufacturing License Details

< Add R&D Site Details

Wcmrd

% Add Branch Offices

)

User Guidelines

o

“‘l

v
e

User Profile

Submitted Applications

Saved (Draft) Applications

Corporate Manual

Your Profile is ready for application sub Submit Application

0 applications View

Most recent : Forml2 (File No : BABE/Form12/TL/2016/5504 )
Modified Date:23-Sep-2016

BApphcaMuns View

Most recent : Form44 (File No : GCT/Form44/FF/2016/471)
Modified Date'18-Oct-2016

- “Figure 1-5: User Profile - Add Wholesale/Manufacturing License Details

+ Ex
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» To create CRO Login, User has to first register the CRO Premises details through user profile
by clicking on ‘Add Wholesale/Manufacturing Licenses Details’ link in ‘User Profile’
Tab, as shown in Figure 1-6.

Menu = Welcome Mr Applicant (Corporate) # Home & Change Password ¢ Logout

Director General Of Health Services

{ngl\ Central Drugs Standard Control Organisation
L] ]
T Ministry of Health & Family Welfare, Govemnment of India

Add License Details
* All fields are mandatory
Licensing Details Address Details
License Type: ‘ Select B Choose Premises
Select
Issuing Authority CRO Approval
Manufacturing Site
Licence No./ Wholesale License Site
Valid From &
Valid Upto &
Upload Licence/ Browse... | No file selected
Aoproval [ srowse.. |

Figure 1-6: Add CRO details

» Itis mandatory for the user to fill all the details .Once the details have been saved the same
can be viewed details in table format at the bottom of the page. The saved details can be
modified or deleted.

» User can now create the Login Credentials for registered CRO Premises by clicking on
‘Create CRO Login Credentials’ under ‘Create Sub Login’ Tab, as shown in Figure 1-7.

Welcome Mr. Applicant (Corporate) # Home < ChangePassword ® Logout

N\ Central Drugs dard Control Organi

\ @B,/  DirectorGeneral Of Health services
3 Create CRO Login s Ministry of Health & Family Welfate, Government of India
Credentials —
3 Create Branch Offices Login O Dashboard
Credentials
3 Create Manufacturer Login + Expand All
Credentials
~
’1 User Guidelines Corporate Manual
o
&, User Profile Your Profile is ready for Submit 1 +
& Submitted Applications 10 Applications View +
Most recent : Formi2 (File No : BABE/Form12/TL/2016/5504 )
Modified Date:23-Sep-2016
H Saved (Draft) Applications 8 Applications View +
Most recent : Form44 (File No : GCT/Form44/FF/2016/471)
Modified Date:18-Oct-2016
Approved Applications 0 Applications Vie +
Most recent : No Application Found
-
5 Rejected Applications 0 Applications View +
Most recent : No Application Found

Figure 1-7: Create CRO Login
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» The Registered CRO Unit details will be shown in CRO Unit dropdown, as shown in Figure

1-8.

Menu =
%\ Central Drugs Standard Control Organisation

Director General Of Health Services

—— ¢
Ministry of Health & Family Welfare, Government of India

Welcome Mr. Applicant (Corporate) # Home & Change Password ¢ Logout

CRO Login Credentials

CRO Unit Select F| m;;u_:;zail L
icial E-mail

Select
=
Ent N Confirm Password

Contact Details of the Person Responsible for this Unit

Name Mr ‘ 5 |

Designation Mobile Number:
191

Gender: © Male Female Transgender

Figure 1-8: CRO Login Credential

» Itis mandatory for the user to fill all the details.

Password
Undertaking: @ No file sel 1 Download Fill and Sign this Undertaking PDF Template and Upload the same here
(Single PDF < 10 MB) [AUndertaking) - Available in Enterable PDF Format

NOTE': It is also mandatory to upload the duly signed undertaking (as per the

template provided in undertaking section).

» Once the details are saved, the login credentials for that particular CRO Unit is created and

user can now login using that credentials.

1.3. Manufacturing Login Credentials:

Central Drugs dard Control Organisation

Welcome Mr. Applicant (Corporate) # Home & Change Password ¢ Logout

> View Profile
. J  Director General Of Health Services
¥ Add Member Details oy Ministry of Health & Family Welfare, Government of India
= Contact Person Details
> Add Wholesale/ 0 Dashboard Switch Role  ~
Manufacturing License Details | WS
% Add ReD Site Details + Expand All
- Add Branch Offices
~ .
!:.1 User Guidelines Corporate Manual
o0 B .
ﬁ‘ User Profile Your Profile is ready for application submission. Submit Application +
ﬁ Submitted Applications 0 Applications View +
Most recent : Forml2 (File No : BABE/Form12/TL/2016/5504 )
Modified Date23-Sep-2016
H Saved (Draft) Applications 8 Applications View +
“ Most recent : Form44 (File No : GCT/Form44/FF/2016/471)
Modified Date:18-0ct-2016
Approved Applications 0 Applications View +
Most recent : No Application Found
+

-
E Rejected Applications 0 Applications View
Most recent : No Application Found

Figure 1-9: User Profile - Manufacturer Login
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» To create Manufacturing Login, User has to first register the Manufacturing Premises details
by clicking on ‘Add Wholesale/Manufacturing Licenses Details’ link in ‘User Profile’
Tab, as shown in Figure 1-10

Menu = Welcome Mr. Applicant (Corporate) # Home &£ Change Password (¢ Logout

f N\ Central Drugs lard Control O isation

£ awojiifeno ¥ pirector General Of Health Services

%, o J Ministry of Health & Family Welfare, Government of India

Sl
Add License Details
* All fields are mandatory
Licensing Details Address Details
License Type: | select v | Choose Premises
. ) Select
Issuing Authority CRO Approval
== Manufacturing Site

Licence Wholesale License Site
No./Approval
Valid From B
Valid Upto P
Upload Licence / Browse... | No file selected
Approval

e

Figure 1-10: Manufacturer Login

Note-

» Itis mandatory for the user to fill all the details .Once the details have been saved, the same
can be viewed in table format at the bottom of the page. The saved details can be modified
or deleted.

» User can now create the Login Credentials for registered manufacturing Premises by
clicking on ‘Create manufacturing Login Credentials’ under ‘ Create Sub Login’ Tab, as
shown in Figure 1-11.

Welcome Mr. Applicant (Corporate) # Home & Change Password ¢ Logout
&-\ Central Drugs Standard Control Organisation

l\ J Director General Of Health Services
3 Create CRO Login g Ministry of Health & Family Welfare, Government of India
Credentials
3 Create Branch Offices Login 0 Dashboard SwitchRole  ~
Credentials
 Create Manufacturer Login + Expand All
Credentials <
~
'ri User Guidelines Corporate Manual
(2l -
&, User Profile Your Profile is ready for application submission. Submit Application +
g Submitted Applications 0 Applications View +
Most recent : Form12 (File No : BABE/Form12/TL/2016/5504 )
Modified Date:23-Sep-2016
H Saved (Draft) Applications 8 Applications View +

Most recent : Form44 (File No : GCT/Formd4d/FF/2016/471)
Modified Date18-Oct-2016

Approved Applications 0 Applications View +
Most recent : No Application Found

-
5 Rejected Applications 0 Applications View +
Most recent : No Application Found

Figure 1-11: Create Manufacturer Login
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» The Registered manufacturing Unit details will be shown in manufacturing Unit dropdown ,

as shown in Figure 1-12.

Welcome Mr. Applicant (Corporate) # Home < Change Password ¢ Logout A

Menu = .
—— grss
fi_*..,\ Central Drugs Standard Control Organisation
i\ ;  Director General Of Health Services
~:- b o Ministry of Health & Family Welfare, Government of India
Manufacturing Unit Login Credentials
Manufacturing Unit Select
Select

Username/E-mail (Only Official E- GHAZIABAD, Test,Test

mail Id) Test Pharmacy,Block No.10, Ist Floor,Pune

Password t "

Confirm Password
Undertaking: Choose file | No file chosen Download,Fill and Sign this Undertaking PDF Template and Upload the same here
(Single PDF <10 MB) ( D Undertaking) - Available in Enterable PDF Format
Contact Details of the Person Responsible for this Unit
Name Mr
Designation Mobile Number:

+91
Gender: ® Male Female Transgender
Figure 1-12: Manufacturer Login Credentials
Note-

» Itis mandatory for the user to fill all the details. Once the details are saved, the login
credentials for that particular manufacturing Unit is created and user can now login using

that credentials.

NOTE : It is also mandatory to upload the duly signed undertaking (as per the template

provided in undertaking section)



