OVERNMENT OF INDIA z i ga;
U5, ONLINE NATIONAL DRUGS LICENSING SYSTEM Camc

Online National Drugs Licensing System
(ONDLS)

USER MANUAL

for

Retail & Wholesale

CENTRE FOR DEVELOPMENT OF ADVANCED COMPUTING

(A Scientific Society of Department of Information Technology, Ministry of
Communications and Information Technology, Govt. of India)

B-30, Institutional Area, Sector - 62, NOIDA (UP) 201307
Tel.: +91 120 3063311-13 Fax: +91 120 3063317

Website: www.cdac.in

This is a controlled document. Unauthorized access, copying and replication are prohibited. This document
must not be copied in whole or part by any means, without the written authorization of CDAC, Noida.



http://www.cdac.in/

B cormm s covsm v concC
Table of Contents

Retail Sale & Wholesale LOZIN ..ottt 2
I 5 () 10 T<] 0 = 2
1.1 Login (Username and Password) .............ccoccooiiiiiiiiiiinienie et 2

1.2 LOZIN (OTP) ...ttt sttt b st be bt e bt sae et e reeanes 3

1.3 Update profile image (at first login) ..............coccooiiiiiiiiiiiineen 4

2. Retail Sale & Wholesale Dashboard............cccceeiiiiiiiiiiiiniiiiiiiinieeieeneeeresesns 5
3. Site Facility Details........ccccoeririiiiiiiiircrrcrccrcrcscrsssss s sssssssssssssssssssssssssssssssssssnnssnnnnes 5

2 LY 0 0] U Cor X 0 () o R 6
4.1 Fresh APPLICAtION .......c..ooiiiii et st e s 6

4.2 SAVE DAt ..ottt ettt bt ettt ae s 10

4.3 SUDIMUEEEM ...ttt st st ettt neas 11

4.4 APPIOVE........oeioieeeee ettt et b st b et s b b e b bt et bt s et beeanes 11

4.5 QUErY RAISE.........cooeiiiiiiiei e e s 12

4.6 Request for Surrender/Withdrawn .............ccccocoiiriiiiiniiiinineeeeee e 12

4.7 Cancelled APPLIiCAtION ...........oceiiiiiiiciccecce e s st 13

5. Technical Me@mDET ........cccoovuiiiiiiiiiiiniiriiin et sasss s saaane e e s 13
5.1 Add Technical MEMDET ..............ccocoiriiiiiiiiieieeee ettt e e st 13

5.2 Hired Technical Person Pool ..o 14

6. LICEIICE ... s s s 14
6.1 Licence ManagemenT............ccooiiiiiiiiiiieeieete ettt ettt sttt e b e b e s b saeeeaee et as 14

6.2 Post Approval Change ReqUest ..............cooiiiiiiiiiiiiiieeeeeee ettt 15

1|Page




| GOVERNMENT OF INDIA Camc

@ ONLINE NATIONAL DRUGS LICENSING SYSTEM

Retail Sale & Wholesale Login
1. Homepage

» Open the link for online Licensing “www.statedrugs.gov.in” after that click on
“Login/ Register” as shown in figure 1.
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(Central Drugs Standard Control Organisation) ABOUT ANALYTICS SERVICES REGULATORS CONTACT US

_ Verify Track Application ~ Sale | Manufacturing | Blood Center | Certificate Login/Register

"ONDLS portal is a single window platform for online processing of various
applications submitted by the applicants for issuance of manufacturing and

sales licenses including Blood Centers and other certificates.” bod ! ¢ \1 = ‘3 ‘ £ i »'a
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Figure 1: Home Page

1.1 Login (Username and Password)

» Login using username, password and Captcha then click on Validate and
proceed as show in figure 2.

SIGN IN

Enter User Name

Enter Password

Forgot Password?

XQODNM __Click Here

Q

VALIDATE & PROCEED

OR

REGISTER OR SIGNIN WITH MOBILE NUMBER

Figure 2: Sign in (Username and Password)
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1.2 Login (OTP)

Click Here

figure 3.

REGISTER OR SIGN IN

An OTP will be sent to your mobile number for verification

Enter your mobile number

By Sign In/Registration, | agree to the Terms of Service and Privacy Policy

OR

SIGNIN WITH USER NAME AND PASSWORD

Figure 3: Sign In (Mobile number)

COMC

» Enter registered mobile number and then Press “Get OTP” Button as shown in

| __Click Here

» You will get OTP on your Mobile number. Enter your OTP Then Press “Validate

Proceed” Button as shown in figure 4.

OTP VERIFICATION

An OTP will be sent to your mobile number for verification
KKK XXX 8888

One Time Password

An OTP has been sent to your registered Email Id and Mobile

\ Number

OTP SENT 54

VALIDATE & PROCEED

By Sign In/Registration, | agree to the Terms of Service and Privacy Policy

OR

SIGNIN WITH USER NAME AND PASSWORD

Figure 4: OTP verification through registered mobile number
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1.3 Update profile image (at first login)

» After first login to the ONDLS portal, the user will be redirected to the
Dashboard. A message will be displayed stating: “Dear User, please update
your profile image to continue.” The user must update the profile image to
proceed further.

» To update the profile image, click on the Pencil icon as shown in Figure 5.

Please update your Profile Image to continue

Mr.
General Information
Date Of Birth 05-AUG-1994 @
Gender Male @4

Figure 5: Profile image
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2. Retail Sale & Wholesale Dashboard

» Dashboard for Retail Sale & Wholesale as shown in figure 6.

Site Facility Details Application Processing Technical Member 0ld Licence Management

Cancelled Licence Authorized Person Licences Certificates

Past Hired Technical Online Payment Status Track & Trace Stock
Members

Figure 6: Retail Sale & Wholesale Dashboard

3. Site Facility Details

» From your Dashboard you can choose any suitable option and proceed.
» Fill Site Facility Details to apply for fresh application as shown in figure 7.

o ]
OVERNMENT OF INDIA D ~
Al ONLINE NATIONAL DRUGS LICENSING SYSTEM Dashboard M. Daisy

Site Facility Details

Query Raised Add Technical Member Hired Technical Member

Click Here
Request For Surrender /
Withdrawn

Figure 7: Sales Dashboard
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» Fill the details which are required as shown in figure 8.

Site Facility Details

Update & Proceed

Figure 8: Site Facility Details

4. Application

4.1 Fresh Application

» After filling up the site details you can apply for fresh application.
» After clicking on fresh application, application submission page will appear as
shown in figure 9.

Application Submission

Click here then
save and proceed

Figure 9: Application Submission
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» Now you have to select your licence details and technical member as shown in
figure 10.

o=
Select your technical
member.
[ |
. »
==

Figure 10: Application Draft Page

» Now you can edit your application or you can review and proceed as shown in
figure 11.

Application Preview

Click here to Edit
Application

Click Here to review

and proceed.

Figure 11: Application Preview
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Checklist Document Validation and Upload Page

Click on text to upload
the document.

Figure 12: Checklist Document Validation and Upload Page

» Now you have to give the required payment details then click on proceed as
shown in figure 13.

B GOVERNMENT OF INDIA
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Payment Details

2331 1000 »o
e Click Here
nyt

Figure 13: Payment Details
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» You will get to preview your application again also download the form as shown
in figure 14.

Final Application Preview

Applicant Dotails

Download the

Legal form.

Form 20C (Retad Homeopathy]

Tochnical Porson Detalls

Logal Form Download Section

Review & Proceed

Figure 14: Final Application Preview

» Now upload the form which you have downloaded from figure 8 as shown in
figure 15.

WU GOVERNMENT OF INDIA

i, ONLINE NATIONAL DRUGS LICENSING SYSTEM Dashboard M. Dasy

Upload Final Form

Application for grant of Sale Licences

Legal Form

Upload the Legal form.

Figure 15: Upload Legal Form
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» After uploading the legal form your application will get submitted and your file
no. will get generated as shown in figure 16.

)
~

Dashboard Ms. Daisy

y GOVERNMENT OF INDIA
%‘0‘ ONLINE NATIONAL DRUGS LICENSING SYSTEM

DL/RL/F19/2022/00119 flor future

Your File number

Figure 56: File Number

4.2 Save Draft

» Now if by chance you have left the application form in between you can go to
save as draft from the dashboard page and complete the rest of the application

form as shown in figure 17.

Wil GOVERNMENT OF INDIA
ONLINE NATIONAL DRUGS LICENSING SYSTEM

s

Saved As Draft

File No. Form Name Purpose Submition Date Applicant Address Action
© DU/RL/F19/2022/00120 Form-19{Retai Fresh cdac noida 8a22. noida, (india) - 110069 o0
L

Figure 67: - Save As Draft
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4.3 Submitted

COMC

» If you want to view whether your application is submitted or not, then click on
submitted from the dashboard page then you can view your application as

shown in figure 18.

B0 GOVERNMENT OF INDIA
ONLINE NATIONAL DRUGS LICENSING SYSTEM

Submitted Application

State
FDA

File No. Form Name Applicant Address Status

@ DL/RL/F19/2022/001 Form cdac noida 3a22. noida. (India) - 110069 Submitted

cosco

HQ

Status Action
&

Applicable

Figure 78: - Submitted Application

4.4 Approved

» Now if you want to see whether your application form is approved or not, then
click on approved from the dashboard then you can view your application status

as shown in figure 19.

| GOVERNMENT OF INDIA
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Approved Application

State

FDA

Status

File No. Form Name Applicant Address

No data available in table

owing 0to 0 of 0 entrie

[}

Dashboard Ms. Daisy

CDSCo
HQ

Status. Action

Figure 89: Approved Application
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4.5 Query Raised

» If any query is raised on your application you can click on query raised from the
dashboard and can see whether there is any query or not as shown in figure 20.

§ GOVERNMENT OF INDIA
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Query Raised Application

wwwww n Sea
State cosco
FDA HQ
File No. 1. FormName Applicant Address Status Status Action

Figure 20: Query Raised Application

4.6 Request for Surrender/Withdrawn

» If you want to withdraw your application then you can click on request for
surrender/withdrawn from the dashboard as shown in figure 21.

| GOVERNMENT OF INDIA

A&y ONLINE NATIONAL DRUGS LICENSING SYSTEM Dashboard Ms. Daisy

Request For Surrender / Withdrawn

State cosco
FDA HO
File No. Form Name Applicant Address Status Status Action

Figure 29: Request for Surrender/Withdrawn
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4.7 Cancelled Application

» If you want to see your cancelled application then click on cancelled application
from the dashboard as shown in figure 22.

Wl GOVERNMENT OF INDIA
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Cancelled Licence

State cosco
FDA HQ

File No. 1 Form Name Applicant Address Status Status Action

Figure 22: Cancelled Licence

5. Technical Member
5.1 Add Technical Member

» Now if you haven’t added any technical member then you can click on add

technical member from the dashboard.
» After entering the registration number click on fetch data as shown in figure 23

and after going through the technical persons profile add it.

G GOVERNMENT OF INDIA

£ ONLINE NATIONAL DRUGS LICENSING SYSTEM

v

Enter Technical
Registration Number Technical Person Details
Click Here

\,imwpeg stration Number'
Fetch Details

Figure 10: Technical Persons Details
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5.2 Hired Technical Person Pool

» If you want to see the technical persons list the click on hired technical person
pool from the dashboard as shown in figure 24.

§ GOVERNMENT OF INDIA
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Hired Technical Person Pool

entries Search

Registration No. Member Name Gender Assigned Role / Designation Joining Date Action
20228730072 Ms. Ross Female Qualified Person 22-AUG-2022 2

Figure 11: Hired Technical Person Pool

6. Licence
6.1 Licence Management

» Now if you want to Renew your licence then click on Licence management from
the dashboard and you will get directed to the Licence management dashboard
as shown in figure 25.

J GOVERNMENT OF INDIA
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Licence Management

“ “
T

Figure 25: Licence Management
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6.2 Post Approval Change Request

» If you want to change any information from your application then you can click
on post approval change request as shown in figure 26.

| GOVERNMENT OF INDIA -

4, ONLINE NATIONAL DRUGS LICENSING SYSTEM Dashboard Ms. Daisy

Post Approval Application Submission
Post Approval Case®

Figure 126: Post Approval Application Submission
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