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Customs Brokers License Management System (CBLMS)

User Manual for Intimation Under Form-C on CBLMS Portal

With the introduction of new functionalities in CBLMS, the Custom
Broker can submit intimation under Form-C on CBLMS Portal. The process

of submitting the intimation through CBLMS, is explained below.

The following module is only for fresh application for Intimation under
Form-C for CBs, who are also starting to work in other policy section under
reg 7(3) of CBLR 2018. For the CBs who already working under reg 7(3) of
CBLR 2018 and its corresponding erstwhile regulations, they can add the

details of employees of such offices in ‘Add OPS detail’ section.
1: LOGIN :

a. The applicant needs to login into the portal for submitting intimation

under Form -C.

b. On clicking the login button on the homepage, the following page will be
displayed.
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i. Username i.e PAN card of the Customs Broker

ii. Password
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iii.  Press Log In button after entering the Username and Password to

log into the account.

c. After clicking on the “Log In” button, an OTP will be sent via SMS to the
registered mobile number of the applicant and the following OTP page

will be shown

i. Enter the 6-digit OTP as received on the registered mobile

number of the Customs Broker.

ii. Click on the Confirm button to confirm the login.
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2. APPLICATION:

a. On successful login into the portal, the following screen will appear.

Click on the “Application Form” button as highlighted below for

initiating the uploading process.

b.  On clicking the “Application Form”, various option will show up in the
drop down list. From the drop down list, the applicant has to select
“Intimation under Form-C” button as highlighted below for initiating

the intimation process.
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c. On clicking the “Intimation under Form-C”, the application page is
displayed wherein the applicant needs to populate the form with the

following details.
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i. Other Policy Section: The applicant needs to select their Other

Policy Section from the drop down list.
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ii. After selecting the Other Policy Section from the drop down list, CB
needs to enter the correspondance address details for their respective

selected policy section:
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iii. Correspondance Address Detail: Once CB Details get auto
populated from their respective CB Profile. The following details will be
required to be filled:

a. Address Line 1: Enter the first line of the address of the

applicant.
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b. Address Line 2: Enter the second line of the address of the

applicant.

C. District: Enter the district of the correspondence of the
applicant.

d. State: Select the state of the correspondence address of the

applicant from the drop-down menu.

e. E-mail Id: Enter the E-mail Id on the correspondence address of

the applicant.

f. Pincode: Enter the pincode of the correspondence address of

the applicant.

g. Contact No.: Enter the contact no. on the correspondence

address of the applicant.

h. Upload Address Proof: Upload the scanned copy of the address
proof of the correspondence address of the applicant. The list of
acceptable documents is available in the i-button of the head of

the column. (Format: pdf; Max. size: 10 MB)

i. Click on the “Add Address” button to add the address details in

the table given below.
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j- Once the address details are populated in the address table at
the bottom of the page, click on the “Add Contact Person
Details” button appearing in the Action column of the table, as

displayed in the screenshot below.
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k. On clicking “Add Contact Person” button, a form named “Add
Contact Person Details” is displayed on the screen
overshadowing the correspondence address details page as

displayed below

Add Contact Person

KName* Father's Name® Birth Date®
da-mm-yyyy
Upload Photograph® Upload Signature®

Choos= File Choose File
(Onby 105/ IPLG file, Max. sive 600 KE) (canby 1 IPEES file, Mo size 100 KE)
PAN* Upload PAN Card Copy”

Choose File
[ only pdf file, Max. size 1 MB )

Mobile Number Email 1a”

Personol Adaress”

Uplood Personal Address Proof™ @

Chooss File

[ anty pof file, Mo, size 10 ME )
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1. Add Contact Person Details page:

e Name: Enter the name of the contact person at the
correspondence address (Contact Person)

e Fathers Name: Enter the father’s name of the Contact
Person

e Date of Birth: Enter the date of birth of the Contact Person

e Upload Photograph: Upload the photograph of the Contact
Person (Format: jpg/jpeg; Max. size: 500 KB)

e Upload Signature: Upload the scanned copy of the
signature of the Contact Person (Format: jpg/jpeg; Max. size:
100 KB)

e Pan Card: Enter the PAN number of the Contact Person

e Upload Pan Card: Upload the scanned copy of the pan card
of the Contact Person (Format: pdf; Max. size: 1 MB)

e Mobile No: Enter the mobile number of the Contact Person

e Email id: Enter the Email id of the Contact Person

e Personal Address: Enter the personal address of the
Contact Person

e Upload present address proof: Upload the scanned copy
of the proof of present personal address of the Contact
Person. (Format: pdf; Max. size: 10 MB)

e Click on “Save” button to save the details and go back to the
correspondence address details page.

m. Once all the above mentioned details have been populated, the
applicant will have to tick the check-box "I/ We hereby solemnly
affirm that the particulars provided by me/us are true and correct
and I/ we have not suppressed or misrepresented any facts. I/ We
further affirm that I/ we have read the Customs Broker Licensing
Regulations, 2018 and agree to abide by them." and then click on

Submit button to submit the details.
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n. Confirmation Page:

After filling all details of Intimation under Form-C, CB will see the

following screen which will give him the application no.
Central Board of Indirect Taxes and Customs rN = I~
== cnfﬁn/s CIOgEE s @

CB PROFILE REGISTERATION B PROFLE Regsteration o (2)

Thank You for Registration!
Your application 100000004501 is under process, status will be shared on registered phone number via SMS.
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