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About Online Licensing System  

Introduction 
 Online Licensing System provides an opportunity for user to apply for licenses through online 

Licensing System. It also provides an option to track the status of application online through an 
Application Reference No. provided by the system during the submission of application.  
 

 User can register themselves online for the username and password and can access the portal by 
logging through valid login credentials to apply for licenses. 
 

 An online interface for user to submit fresh applications, upload supporting documents, respond 
to queries from CDSCO officials . The user account lists out all the licenses held by it through 
the country, licenses issued, suspended and cancelled, details of the facilities for manufacturing 
at each location, import licenses details, details of the technical staff working at each facility etc. 

 

How to Access the System?  
 The system can be accessed by using the link http://cdscoonline.gov.in using any standard web 

browser like  Firefox, Google Chrome etc.  
 

 It is a web enabled system, hence can be used 24* 7 by all the stakeholders. The stakeholders can 
access this online system through any web browser. 
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1. Check Eligibility 
 

Who can apply for the Licenses? 

 Applicant who can apply for the Licenses  are: 
• Importer  (Application in Form 8) 
• Indian Agent 
• Corporate 
• Foreign Enterprise holding Indian Subsidiary 
• Manufacturing Unit 

 

 

 

 

 Corporate will create login credentials for the manufacturing unit. 
  A mail with login credentials will be sent to the registered email-id of manufacturing unit. 
 Manufacturing unit can apply for the license by logging on the portal , using the login credentials 

created by corporate.   
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2. How to create login credentials to sign in? 
 

  User can create its own login credentials by clicking on the link ‘Sign Up Here’ to create a new 
account.  
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 The screen below shows the Sign-up form for CDSCO 
 

 
 

 Fill the form and click on “Submit” button after accepting the terms & conditions to complete the 
sign-up process.      

 

 Enter a valid & active email id to receive alerts on e-mail.  
 Enter a valid mobile no to receive alerts via SMS.  
 Once typed the User-ID the system will check for the availability. If the User-ID already 

exists in the system then an alert message “This UserID already exists.” will appear.  
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 Password length should be atleast 6 characters with atleast one number, one lowercase and 
uppercase letter and one special character  .   
 

2.1.  After successful sign-up  
 SMS and E-mail will be forwarded confirming the successful sign-up.             

3.  Login 
 

3.1. How to login into the system? 
 User can login to the system with the User Name and password created during Sign up process as 

shown below:-     
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3.2. How does the Home Page of a logged in user Looks Like?  
 The home page for the logged in user will be displayed as shown below:-    

 

 

 

 

 To view the most recent application which is submitted, saved or historical , check in front of 
Most recent text against submitted application, Saved Applications and Historical Applications.   

 To view the status of submitted applications click on “View” link against Submitted Application.   
 To view the pending/incomplete applications click on “View” link against Saved Applications . 
 To view the status of historical applications click on “View” link against View Historical 

Applications . 
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USING THE SYSTEM 
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4. User Profile 
 

 It is mandatory to fill the complete User Profile first ,otherwise user will not be able to apply for 
the application form through the portal.  
 

 Only after filling the complete User Profile details, Form Submission will become enabled. 
 
 

4.1. What all details user profile include?  
 

 User Profile include View Profile, Members Detail, Contact Person Details and Wholesale 
License details. 
 

 In View Profile, user can view their profile details and can also edit profile details. 
 

 Member details include details of the members like Director, Owner ,Trustee, 
Partner and Member. 
 

 Contact Person details includes details of the person other than the  registered user ,whom 
CDSCO official can contact for any communication purpose. 
 

 Wholesale License details includes details related to Wholesale License. 
 

 

 
 Details which user will enter in Wholesale License Details page will be reflected in the checklist. 
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5. Permission Owned 
 

5.1. Why do I need to give my Permission Owned Details? 
If user is holding permissions (Registration Certificate or Import License) which are issued through the 
manual process in the year 2012 or later, then user needs to provide valid  permission details through 
permission owned into the system. 

  

5.2. If  Permissions are issued through the manual process? 
 

For Registration Certificate: 

 If user wants to apply for Endorsement case or Re-registration case for Registration 
Certificate(RC), then user needs to fill the valid details related to RC which were issued through 
the manual process into the system, before proceeding to apply for form 40 under Form 
Submission Menu. 

For Import License: 

 If user wants to apply for  Endorsement case or Renewal case for Import License, then user 
needs to fill the valid details related to import license and RC which were issued through the 
manual process into the system, before proceeding to apply for form 8 under Form Submission 
Menu. 
 

 If user wants to apply for  Fresh case for Import License, then user needs to fill the valid details 
related to RC which were issued through the manual process into the system, before proceeding 
to apply for form 8 under Form Submission Menu. 

 

5.3. If  Permissions are issued through the online process? 
 

If user is holding permissions (Registration Certificate or Import License) which are issued through the 
online process in the year 2012 or later, then there is no need to provide permission owned details to the 
system.    
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6. Applying for Import License/Registration Certificate 
 

 To apply for Import License/Registration Certificate click on Menu Application 
SubmissionForm Submission as shown below: 

 

 

 It will be re-directed to Page after clicking on “Form Submission” as shown below: 
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 Select Department as “ Import and Registration” and Select Form as either “Form 40” or 
“Form 8” ,as shown in above Figure. 
 

 Enter the Correct information as same will be printed on the License Issued by the Authority. 
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6.1. How to apply for Registration Certificate?  
 

 Select department as “ Import and Registration” and select form as “ Form 40” as shown below: 

 

 

 After selecting department as “Import and Registration” and selecting form as “Form 40” ,it will 
be redirected to “Applicant and Manufacturer Detail” page as shown below: 
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Case 1: Type of Application: Fresh  

 

 Choose Type of Application as Fresh from the dropdown. 
 Fill the form details and click on “Save & Continue” button to proceed further. It will be re-directed 

to the “Drug Details” page as shown below: 

 
 

 Form 40 is applied for the issue of Registration Certificate Number. 
 Form 40 can be applied for Fresh/Endorsement/Re-registration cases. 
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 After clicking on “Save” for the first time ,Next button will become visible . 
 Click on “Previous” to go back and on “ Next” to proceed further. 
 Fill the form details and click on “Next” button to proceed further. It will be re-directed to the 

“Manufacturing Unit Details” page as shown below: 

 

 Application can be applied both for “Bulk Drug” and “Finished Formulation. 
 If user change the option Application applied for in Drug Details part then all drugs of Bulk 

Drug or Finished Formulation will be deleted.    
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 After clicking on “Add” for the first time ,Next button will become visible . 
 Click on “Previous” to go back and on “ Next” to proceed further. 
 Fill the form details and click on “Next” button to proceed further. It will be re-directed to the 

“Preview” page. 
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Kindly refer to PermissionOwned Section before filling the Endorsement case. 

Case 2: Type of Application: Endorsement  

 After selecting department as “Import and Registration” and selecting form as “Form 40” ,it will 
be redirected to “Applicant and Manufacturer Detail” page as shown below: 

 

 Choose Type of Application as Endorsement from the dropdown. 
 Enter valid Registration Certificate Number (RC). 
 In case of Endorsement new drugs can be added ,but premises cannot be added and it will remain 

same. 
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 View the form details and click on “Continue” button to proceed further. It will be re-directed to the 
“Drug Details” page as shown below: 

 

 Fill the form details and click on “Save” button . 
 Click on “ Next ” to proceed further. It will be re-directed to the “Manufacturing Unit Details” page 

as shown below: 
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 View the form details and click on “Continue” button to proceed further. It will be re-directed to the 
“Preview” page. 
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Kindly refer to PermissionOwned Section before filling the Re-registration case. 

Case 3: Type of Application: Re-registration 

 After selecting department as “Import and Registration” and selecting form as “Form 40” ,it will 
be redirected to “Applicant and Manufacturer Detail” page as shown below: 

 

  Choose Type of Application as Re-registration from the dropdown. 
 Enter valid Registration Certificate Number (RC). 
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 In case of Re-registration drugs can be deleted which are not to be renewed ,but premises will 
remain same. 
 

 View the form details and click on “Continue” button to proceed further. It will be re-directed to the 
“Drug Details” page as shown below: 

 

 User can delete the drug by checking the checkbox in the front of drug record.  
 View the form details and click on “Continue” button to proceed further. It will be re-directed to the 

“Manufacturing Unit Details” page as shown below: 

 

 

 

 

 

 

 



User Manual                            
 

Doc.No: CDACNOIDA / USER MANUAL_CDSCO_V 1.0                                                                                        23 
  

 

 View the form details and click on “Continue” button to proceed further. It will be re-directed to the 
“Preview” page. 

 After filling form for all these three cases ,a “ Preview” page will open and it will remain common 
for all the three cases, as shown below:    
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 In  preview user can view complete information filled by the user till now. 
 Click on “ Edit” button to do any modifications in the filled form. 
 View the form details and click on “Save and Continue” button to proceed further. It will be re-

directed to the “Checklist” page as shown below: 

 

 Once moved to “Checklist” page , any further modifications in the application form will not 
be allowed. 

 



User Manual                            
 

Doc.No: CDACNOIDA / USER MANUAL_CDSCO_V 1.0                                                                                        25 
  

 

 Click on each points to upload document electronically. 
 Document’s which needs to be uploaded will vary from point to point. 

 
 A new window will open after clicking on the point as shown below: 

 



User Manual                            
 

Doc.No: CDACNOIDA / USER MANUAL_CDSCO_V 1.0                                                                                        26 
  

 

 To submit the documents electronically click on ‘Browse’ button and select the file from your system 
and then click on “Submit” button. 
 

 To Change or Replace the document ,tick the checkbox “Click to change file” , as shown below: 

 

 
 To submit the documents electronically click on ‘Browse’ button and select the file from your system 

and then click on “Update” button. 
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 Upload all the documents and click on “Submit” button on the checklist page to proceed further. It 
will be re-directed to the “Payment” page as shown below: 

 

 
 Mode of payment can be “ Online” or through “Challan”. 
 Fill the form details and click on “Submit” button to proceed further. It will be re-directed to the 

“Full Preview” page as shown below: 
 

 

 Multiple challan’s can be uploaded ,upto a maximum limit of five challan’s. 
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 Click on “Download PDF” button to generate the PDF of the filled form. 
 Full Preview will consist of Details of the payment done by the user. 
 Click on “Continue” button to proceed further. It will be re-directed to the “Upload Form” page as 

shown below: 
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 To submit the documents electronically click on ‘Browse’ button and select the file from your 
system. 

 Click on “ Submit” button to proceed further. It will be redirected to a page as shown below: 
 
 

 
 

 Upload Form 40 here ,which was downloaded as PDF earlier in Full Preview page.  
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 RC Application will be submitted successfully and online application will be forwarded to the 
respective Designated Officer. Please note down the Reference Number generated for future 
reference. 
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7. How to apply for Import License? 
 

 Select department as “ Import and Registration” and select form as “ Form 8” as shown below: 

 

 

 After selecting department as “Import and Registration” and selecting form as “Form 8” ,it will be 
redirected to “RC and Drug Details” page as shown below: 
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Case 1: Type of Application: Fresh 

 

 
 Enter valid Registration Certificate Number. 
 Choose type of application as  Fresh from the dropdown.  

  

 Form 8 is applied for the issue of Import License Number. 
 Form 8 can be applied for Fresh/Endorsement/Renewal case. 
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 Fill the form details and click on “Save and Continue” button to proceed further. It will be re-directed 
to the “Applicant Details” page as shown below: 

 

 Choose Issued by from the dropdown , when you choose one of them Upload form 9 option will 
become visible. 

 Upload Form 9 (PDF file). 
 Fill the form details and click on “Save and Continue” button to proceed further. It will be 

redirected to “ Preview” page. 
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Kindly refer to PermissionOwned Section before filling the Endorsement case. 

Case 2: Type of Application: Endorsement 
 

 After selecting department as “Import and Registration” and selecting form as “Form 8” ,it will be 
redirected to “RC and Drug Details” page as shown below: 

 

 

 Enter valid Registration Certificate Number and License Number. 
 Choose type of application as Endorsement from the dropdown.  
 Fill the form details and click on “Save and Continue” button to proceed further. It will be re-directed 

to the “Applicant Details” page as shown below: 
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 Choose Issued by from the dropdown , when you choose one of them Upload form 9 option will 
become visible. 

 Upload Form 9 (PDF file). 
 User  applies for Endorsement case when licence number  is valid ,but applicant wants to apply for 

new drugs against that licence number. 
 
 Fill the form details and click on “Save and Continue” button to proceed further. It will be 

redirected to “ Preview” page. 
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Kindly refer to PermissionOwned Section before filling the Renewal case. 

Case 3: Type of Application: Renewal 
 
 After selecting department as “Import and Registration” and selecting form as “Form 8” ,it will be 

redirected to “RC and Drug Details” page as shown below: 

 

 Enter valid Registration Certificate Number and License Number. 
 Choose type of application as Renewal from the dropdown.  
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 Fill the form details and click on “Save and Continue” button to proceed further. It will be re-directed 
to the “Applicant Details” page as shown below: 

 

 Choose Issued by from the dropdown , when you choose one of them Upload form 9 option will 
become visible. 

 Upload Form 9 (PDF file). 
 Applicant applies for Renewal case when licence number expires and user wants to apply for 

renewal of licence number. 
 In Renewal case user cannot apply for new drugs but can delete existing drugs.  

 
 Fill the form details and click on “Save and Continue” button to proceed further. It will be 

redirected to “ Preview” page. 
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 After filling form for all these three cases ,a “ Preview” page will open and it will remain common for 
all the three cases, as shown below:    

 

 In  preview user can view complete information filled by the user till now. 
 Click on “ Edit Form” button to do any modifications in the filled form. 
 View the form details and click on “Proceed To Checklist” button to proceed further. It will be 

re-directed to the “Checklist” page as shown below: 
 

 

 Once moved to “Checklist” page , any further modifications in the application form will not 
be allowed. 

 



User Manual                            
 

Doc.No: CDACNOIDA / USER MANUAL_CDSCO_V 1.0                                                                                        39 
  

 

 Click on each point to upload document electronically. 
 Document’s which needs to be uploaded will vary from point to point. 

 
 

 A new window will open after clicking on the point as shown below: 
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 To submit the documents electronically click on ‘Browse’ button and select the file from your system 
and then click on “Submit” button. 

 
 To Change or Replace the document ,tick the checkbox “Click to change file” , as shown below: 

 

 
 To submit the documents electronically click on ‘Browse’ button and select the file from your system 

and then click on “Update” button. 
 Upload all the documents and click on “Submit” button on the checklist page to proceed further. It 

will be re-directed to the “Payment” page as shown below: 
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 Mode of payment can be “ Online” or through “Challan”. 
 Fill the form details and click on “Submit” button to proceed further. It will be re-directed to the 

“Full Preview” page as shown below: 

 

 Multiple challan’s can be uploaded ,upto a maximum limit of five challans. 
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 Click on “Generate PDF” button to generate the PDF of the filled form. 
 Full Preview will contain Details of the payment done by the user. 
 Click on “Submit” button to proceed further. It will be re-directed to the “Upload Form” page as 

shown below: 
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 To submit the documents electronically click on ‘Browse’ button and select the file from your 

system. 
 

 
 

 Upload Form 8 here ,which was downloaded as PDF earlier in Full Preview page.  
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 Click on “ Submit” button to proceed further. It will be redirected to a page as shown below: 

 

 Import License Application will be submitted successfully and online application will be forwarded to 
the respective Designated Officer. Please note down the Reference Number generated for future 
reference. 
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8. Forgot Password/User Id  

8.1. How to retrieve password/Username?  
In case user doesn’t remember its Username or password than user can use the link “Forgot Password” 
link (as shown in below fig.) 

 
 

 Once clicked on the link “Forgot Password” it would redirect to the page as shown below:- 
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 Enter valid E-mail Id. 
 Once user click on “ Submit” button, a verification link will be sent to the registered user’s E-mail Id. 
 Once user clicks on the verification link sent on registered user’s Email-Id ,a new page will open as 

shown below:- 
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9. Reset Password  

9.1.  How to change password?  
 To reset Password click on the verification link sent to registered user’s Email-Id ,it would redirect to 

the page as shown below:- 

 

 User can now reset password by filling the details in the form. 
 Click on “Submit” button to complete the process. 
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