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Step 1: Open CRS portal with login page.  

 

        

       Step 2: Click on forgot password button. 

 

 

Select the desired option: 

1)R-number available         --       If you already have R-number. 

2)R-number not available  --       If you have no R-number. 
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Case 1: Select R-number not available. 

 

Step 1.1 : In case you have no R-number click on link “Go To Registration Page” to register with 

            BIS. 

 

Case 2: Select R-number Available. 

 

 

Step 1 : Enter R-number with format specified in the above image (R-XXXXXXXX). 

After enter your R-number corresponding details will be fetched automatically. 
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       Step 2 : You can check your profile though the link – “Profile”. 

 

 

       Case 1 : If you want to reset your password only on CRS portal.  

       Step 3 : Do you want to change your registered email id ?  Select “NO”. 

      

 

       

 

 

Step 4 : Click on Continue button then click on “Generate OTP” button. 
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Step 5 : OTP will be sent to your email id registered with CRS-BIS. 

Steo 6 : Enter OTP received on your registered email id and then click on “verify and continue” 

button. 

 

 

Step 7 : Click on “Next” button. 
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Step 8 : Click on “OK” button. 

 

Step 9 : Click on “Submit and Proceed” button. 

 

Now you can login on CRS portal with new password received on your registered email id. 

Request(s) only for password reset without email id change require no payment. After successful 

request submission status of this request will be “Place on Record” under archive Request(s). 
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Case 2 : If you want to change your registered email id to new email id with new password/reset 

password. 

Step 1 : Do you want to change your registered email id? Select – “YES”. After your “YES” selection  

Two input field will appear on the page. 

 

Step 2 : Enter new email id in both the input field and must ensure that same email id in both the field. 

Step 3 : Click on “Continue” button. 

Step 4 : Upload the supporting document as per the followed guidelines. 

Step 5 : After successful document upload, click on “Generate OTP” button. 

Step 6 : Enter OTP received on your newly entered email id and then click on “Verify and Continue” 

button. 
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Stpe 7 : Click on “Continue” button. 

 

Step 8 : Click on “OK” button. 

 

Step 9 : Preview Page will be shown. Click on “Submit and Proceed” button. 

Step 10 :  Make payment for your password reset reference id (PWR-XXXXXX). After successful 

payment request will sent to BIS for further processing either accept or reject or query on request. 

 



PASSWORD RESET MODULE MANUAL FOR APPLICANT (LICENCEE) 

Page 8 of 12 
 

➢ You can check your Password Reset Request(s) using following Steps : 

Step 1 : Go to CRS portal. 

 

Step 2 : Click on “Forgot Password” button. 

  

Step 3 : Click on “Pending/ Submitted Request(s)” button. 
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Step 4 : Enter R-number which you have used in password reset request and then click on  

“Generate OTP” button. 

Step 5 : Enter OTP received on your newly entered email id and then click on “Verify and Continue” 

button. List Of Pending/Submitted Request(s) will be shown on the page. 

 

Step 5 : Click on “View Query” link to view/ reply against query. 
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Step 6 : Click on Parameter against query raised. 

 

Step 7 : Click on “Reply” button. 

 

Step 8 : Enter your reply , if any document upload needed you can upload pdf file. 

Step 9 : Click on “Submit” button. Your reply will sent to BIS. 
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➢ To View your Archive Password Reset Request(s) using following steps : 

Step 1 : Go to Forgot Password page. 

Step 2 : Click on Archive Request(s). 

 

Step 3 : Enter R-number which was used in Password raised request. 

Step 4 : Click on “Generate OTP” button.  

 

 

Step 5 : Enter OTP received on your newly entered email id. And then click on “Verify and Continue” 

butoon. 

After verifying the entered OTP. List of Archive Password Reset Request(s) will be shown on the 

page. 
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