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1. Introduction

This manual explains how to use the Applicant Pharmacist Registration Portal to register as a new Applicant Pharmacist, verify
your identity through DigiLocker, log in to your account, update your profile, and apply for Registration as a Registered
Pharmacist. It is written for end users (Applicant Pharmacists) and walks through every screen in the order you will encounter it.

1.1 Who Should Use This Manual

This guide is intended for Applicant Pharmacists who need to register on the portal for the first time, as well as existing users
who want guidance on logging in, updating their profile, or submitting a Registration as a Registered Pharmacist application.

1.2 What You Will Need

* A valid, active mobile number and email address.
* Your Aadhaar number and access to Digilocker for identity verification.
» A stable internet connection and a modern web browser.

1.2 How to Create a DigiL.ocker Account
If you do not already have an active DigiLocker account, you must create one before starting the registration process.

Direct Link to Register: Digilocker Sign Up

Step-by-Step Instructions:

Visit the official website at https://www.digilocker.gov.in/ or download the DigiLocker mobile app.

Click the Sign-Up button on the top right corner.

Enter your Full Name, Date of Birth, and Gender as per your Aadhaar details.

Enter your Mobile Number (preferably linked to your Aadhaar) and set a 6-digit Security PIN.

Enter your 12-digit Aadhaar Number and click Submit.

Enter the OTP sent to your registered mobile number for verification.

Once verified, set up your preferred username to complete account creation. You can now return to the Applicant
Pharmacist Portal to proceed with registration.

Nk v =

2. New Applicant Pharmacist Registration

New Applicant Pharmacists must complete a multi-step registration process before they can log in. The process is shown as a
stepper on screen, and each step must be completed before you can move to the next.

2.1 Step 1 — Start Registration

On home page click on new Registration

On the registration screen, enter your Email Address, Phone Number, and Aadhaar Number.
Select your Registration Type.

Click on continue Registration.

Tick the confirmation checkbox to accept the terms.

Click Submit Registration.

A=
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75 MAHARASHTRA STATE PHARMACY COUNCIL
. Registration Guidelines Downloads - Forms
BB  ConTIITUTED UNDER PHARMAGY ACT THaN, GOV, OF BIOTA
TATE QUALIFICATIONS AND TRANSFER CASES) REGARDING APPOINTMENT ALLOTMENT... NOTICE TO REGISTERED 143 THEIR CONTACT DETAILS.. NOTICE FOR REGISTRATION

Important Information Sign In

@ Motice for fieglstration D.Pharm 2022-2024 Exit Exam

EMAIL G LOGIN 1D
EXTT EXAM | GENERAL INFO HEALTH AD!

ORY | MSPC ELECTION

Click here to register and access our new Learning Management System [LMS). Jain Now for Online
Courses,

CONTINUE

MEW BECISTHATION FORGOT CREDENTIALE?

Atterition all Registered Pharmacist | Notice - Alternate Telephone Number MSPC | Notice to the

applicants regarding G5T addition in feas

Applicants passing from Maharashira State are requested to submit online application by following due
procedure with the help of guidelines and manuals given below.

4‘} MAHARASHTRA STATE PHARMACY COUNCIL

MugeTobes  Gemoees o Doesmon o Form

Registration Declaration

1am complykng with provision of Secticn 32(2) of Prarmacy Act ragarding my registration

1am 18 years or abowve at the time of registration

) Brtemyeutuginl e ? x
» ) 1am residing in Maharashira with valid proof of residence in Manharashira only.
TAE [OIETASon 5 o fof CIEARISE POk araady ragetaree on o UEFC Raral
cbess. tam not prasently registerad with Maharashira State Pharmacy Council.
G i [ e iR IaL have passed D.Pharm [ B.Pharm ¢ Pharm.D from PCLapproved institutes anly,
| 'would ecan and upload duly signed undartaking without any editing
Bl b ¢ Mala huger [T . .
View Undertaking Document
fesigbynaic in TERLTANATY EIREESTIBLL

- | hereby declare that | have read, and acceptad all

eligibility criteria, instructions and conditions mentioned above.

- Cancel Submit Registration
Cancel Centirue Registrmtion

Cubeqa from Matatashina

Note: If the email, phone number, or Aadhaar number you enter already belongs to an existing account, the system will display

an error message: "User with this email, mobile number, or Aadhaar number already exists." In this case, log in instead of
registering again.

2.2 Step 2 — DigiL.ocker Verification

After submitting your basic details, you will be asked to verify your identity through DigiLocker.

1. Enter the mobile number linked to your DigiLocker account.
2. Click Authenticate via DigiLocker.
3. You will be taken to the OTP verification screen.
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Pehchaan
SINGLE SIGN-ON SERVICE
b’ ™ DiglLocker 3, 1T TRkl

Sign In to your account via DigiLocker

m Username Other I

Pt

Forgot security PIN?

PIM less authentication
@ 1 consent to terms of use

MNew user? Slgn up

oR

Continue with

.

2.3 Step 3 — Mobile OTP Verification

Verify OTP

Digitocker has sent you an OTP to your registered mobile
{eocoml984), OTP will be valid for 10 Minutes.

| rrams @&

Resend OTF in 01:38

1. Enter the One-Time Password (OTP) sent to your registered mobile number.
2. Click Verity.

Note: If you enter an incorrect OTP, the message "Please enter valid OTP." is displayed. Once verified, the system generates the
security tokens needed for the rest of the registration process.

2.4 Step 4 — Confirm Aadhaar Details

Once DigiLocker verification is complete, your Aadhaar details are fetched automatically and displayed, including your photo,
name, Aadhaar number, date of birth, pin code, state, and district.

1. Review the auto-filled details for accuracy.

2. Select your Taluka from the dropdown.

3. Enter your address.

4. Click Next to proceed to Name Confirmation.
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MAHARASHTRA STATE PHARMACY COUNCIL

Registration  Guidelines Downioads Forms

DigiLocker Details
Name snd Residentishl Address/Vison (Edinable)

Full Name

%, Anuje Appaso Patil

Asdhar No Date of Birth

T 252817130669 N 15-05-2004
Pincods State

9 415410 @ MAHARASHTRA
District

I saNou

Residential Address

City | Village *

32 SHIRALA

Hause Number/Area/Street *

[ near bus stand,shirala ]

2.5 Step 5 — Name Confirmation

& J._:;\ Regatraton  Guidalines Downleads Farmsa

©  MAHARASHTRA STATE PHARMACY COUNCIL

Create account on MSPC candidate portal.

Verify your official detalls and provide your current communication details

Namae Confirmation

Corin P 3 » g Cmmunicanan Emal anc Mabilo numoar snould ba Comect ang oot

Communicatica Mobil

WTY GboVe 16 COFTect and matchea my markdist. | understand tiat it any discrepency i3 found In my name, my apgdcation may

red, end | will pe solaly respansiole for me same

This screen displays your name, email address, and phone number as fetched from Digilocker and your registration details.

1. Verify that your name, email, and phone number are correct.
2. Tick the confirmation checkbox.
3. Click Next to proceed to Address Details.
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2.6 Step 6 — Address Details
|

i :"._ MAHARASHTRA STATE PHARMACY COUNCIL
£ - SRS

Professional Address
P T T R

| Sama as parmanent adaress

PLINE MILALSHI

Provide both your Permanent Address and Professional Address.
1. Select your State.
2. Select your District (the list depends on the State selected).
3. Select your Taluka (the list depends on the district selected).
4. Enter your Pin code and full address.
5. Click Next to proceed to Review and Submit.

2.7 Step 7 — Review and Submit

This screen shows a summary of all the information you entered in the previous steps.

1. Review all displayed details carefully — they are populated from the earlier steps.
2. Tick the confirmation checkbox.
3. Click Submit Application.

An OTP verification modal will then open.
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A MAHARASHTERA STATEPHARMACY COUMCEL
(==

Croate account on M5PC candidata portal.
-

Candidaie e a3 per lsbest merkist aad reglstration fype

e Faan pare, BLEH, r MAMLALEHI L

Priske asbonal Addoress

: LI, TR ARSI L

B T ertisrid detsilsn spgieshizie Samect end | am nwars bk any dazrepensy o s | miziding brisiriassn sn g, e e

E

2.8 Step 8 — Final OTP Verification

Identity Verification Required

To verify candidate registration authentichy, please authenticate using

the secur ecurity keys dispatched to your contacts

1. EMAIL VERIFICATION Stepiof2

Enter code dispatcned to: anuja.patii@bynaric.in

859578

2. MOBILE VERIFICATION Step2of 2

Enter code dispsichad to: +817038900984

874747 l

* Code Sxpires in: B4:45 Resend Sequences

Cancel Confirm & Submit Registration

A new OTP is generated and sent separately to your registered email address and mobile number. The modal displays the email
address and phone number that will receive the OTPs, and these should match the details shown on the Review page.

1. Enter the OTP received on your email in the Email OTP field.

2. Enter the OTP received on your mobile in the Mobile OTP field.

3. Click Confirm and Submit Registration.

The countdown timer on this screen starts at 5 minutes. If it expires before you submit, click Resend OTP to receive a fresh code
and reset the timer.
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Note: If you enter an incorrect email OTP, the message "Invalid Email OTP." is shown. If you enter an incorrect mobile OTP,
the message "Invalid Mobile OTP." is shown.

2.9 Step 9 — Registration Success

©

Registration Successfull!

Your candidate profile has been registered successfully.

F] LOGIN CREDENTIALS DISPATCHED
Your system account credentials and login details have

been securely sent to your registerad email address:

anuja.patil@bynaric.in

Proceedto Signin -

Once both OTPs are verified successfully, a success message is displayed along with your registered email address.

1. Click Proceed to Sign In to go to the login page.
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3. Logging In

3.1 First-Time Login — Set Your Password

4";_;_ MAHARASHTRA STATE PHARMACY COUNCIL = : e = A ol
T ALLOTMENT... NOTICE TO RECISTERED PHARMACISTES REGARDING UPDATING THEIR CONTACT DETALS... | MNOTICE FOR REGISTRATION DiPHARM 2022-2024 EXIT EXAM...
Important Information Signin

» Motice for Registration D.Pharm 2022-2024 Exit Exam
EMAIL OR LOGIN I0

EXIT EXAM | GENERAL INFO | HEALTH ADVISORY | MSPC ELECTION

[ anuja. patil@bynaric.ir ]
Click here to register and access our new Learning Management System (LMS). Join Now for Online
Courses.

CONTINUE

Arntention all Reglstered Pharmacist | Notice - Alternate Talephone Mumber MSPC | Motice ta the
applicants regarding GST addition In fees

HEW BEGESTRATION FONGOT CREDENTIMLE?

Appilcants passing Ffrom Manarashtra State are requested to submit online application by following due
procedure with the help of guidelines and manuals given below,

Appalntment Request - Only for D Pharm/B Pharm / Pharm D from other than Maharashira State

Applicants passing from Out of Maharashira Stale or who are Registersd Pharmacist of ather
wish to seek transfer to Maharashira are requested to gk here for sending Appaintment Requ.

A\ MAHARASHTRA STRTE PHARIACY COUNCL

:"\ MAHARASHTRA STATE PHARMACY COUNCIL &2
e S 4 . iy " ™ e *
=

£ Sel Up Your Passwced

Important Information [ res ] Welcome Back

® Notieo for Regeciration D.Pharm 2022-2024 Ext Sxam
i Now Frsvers

il 1T 30 TEIGHar ANG ACCRES DU v Lsm Systam ILME. Join Now for Cring
Courses o
Y
00
00
00
s - o
v

Set hew Pezzweg

The first time you log in after registration, you must set a password before you can access your dashboard.

1. Enter your registered Email Address and enter password (your email) click on submit and move to set password page.
2. On the Set Password screen, enter your New Password.
3. Re-enter the same value in Confirm Password.

4. Click Set New Password.

Your password must meet the required password policy (for example, a mix of uppercase, lowercase, numbers, and special
characters, subject to the policy configured for the portal). If the two password fields do not match, the message "Passwords do

not match" is displayed.

Once your password is set successfully, you are taken directly to the Applicant Dashboard.
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3.2 Regular Login

1. Go to the Home Page and enter your registered Email Address and Password.
2. Click Submit.

If your login is successful, your name appears in the navigation bar and you are taken to the Applicant Dashboard. If you enter
an incorrect password, the message "Invalid Password" is displayed.

4 3 MAHARASHTRA STATE PHARMACY COUNCIL
&9 v

""""" #Fs  MAHARASHTRA STATE PHARMACY COUNCIL
£0 ageavanon w
T .
TALLOTMENT... | NOTICE TO REQHSTERED PHARMACISTS REGARDING UPDATING THEIR CONTACT DETARS... | NOTICE FOR REGISTRATION D.PARM 2022-2024 EXIT EXAM.
Important Information [ oresr ] Signin i
L Important Information == Welcome Back

il hors S0 rogEHET AN ACCRSE SUT new Lesnig Managomant Bysiam (LMEL Join Now far Craing
exa

L

4. Applicant Dashboard

“=  MAHARASHTRA STATE PHARMACY COUNCIL o - o R
£ g : D eams W Anuis Bppase
Welcome to MSPC Candidate Portal.
Access all avallable services from one place
) P il
Apply for Council Update Profile My Certificates
Registration/Transfer e ——
Inen Ypen
Inen
Recent Applications
Application Mo Service Status
APPOOY245 Licence Renewal
APPOOTISE Lost PPP

The Dashboard is your home screen after logging in. From here you can access all the main services offered by the portal:

» Update Profile — view and update your address details.
* My Certificates — access certificates issued to you.

* Apply for Registration as a Registered Pharmacist/Transfer — start or continue a Registration as a Registered Pharmacist
or Transfer application.

4.1 Searching for a Service

Use the Search Services box at the top of the Dashboard to quickly find a specific service by name. If you type a service name
that does not exist, no matching results will be shown.
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S WOAHARASHTIA STATE PHARMACY COUNCIL i . " [

Welcome to MSPC Candidate Portal.

Uupciste Fratis

Rucent Appleations

Agpricaton o B sams
ApPOOTaS [ p—

APPOOTEE Lo FER

4.2 Navigating to a Service

Click on any service tile (Update Profile, My Certificates, or Apply for Registration as a Registered Pharmacist/Transfer) to be
taken directly to that section.

5. Update Profile

Ao MAHAHASHTRA STATE PHARMAC ¥ COUNCIL

$a8

ogten  unes - coisats < e (R Amea Ao g s dete

Candidate Details

e Tatska +
PUNE MULSRI

The Update Profile page lets you review your registration details and update your address information.

» Basic Details, Name Change Details, and Residential Address are read-only and cannot be edited here, since they were
verified during registration.

*  Only your Permanent Address and Professional Address fields can be edited.

5.1 Updating Only Professional and Permanent Address

1. Navigate to the Update Profile page from the Dashboard.

2. Select a State to update the address — the district list will refresh to match.
3. Select a District — the Taluka list will refresh to match.

4. Select a Taluka and update the remaining address fields as needed.

5. Click Save.

A confirmation message, "Addresses updated successfully.", appears at the top of the page and automatically disappears after 5
seconds.
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6. Apply for Registration as a Registered Pharmacist/Transfer

This section of the portal lets you submit an application for Registration as a Registered Pharmacist or Transfer. The application
is organized into steps: Basic Details, Name Change, Education Details, and Upload Documents.

6.1 Basic Details

% MAHARAEHTRA STATE PHARMACY COUNCL _— — o -

. [ Candidate Detalls

This step displays your basic details exactly as entered during New Applicant Pharmacist Registration, for your review. These
fields cannot be edited here — if any of your basic details are incorrect, they must be corrected through your profile or by
contacting support.

6.2 Name Change (Displayed for applicants declaring a name change)

*y  MAHARASHTRA STATE PHARMACY COUNCIL

Registration  Guigs#ngs Dermrdants Fremn o Anuja ApRaso ...

AFPLICATION PROGRESS

° Hasic Datails
° Crange Hame
W Couiien

.........

kel

If your name has changed since your Aadhaar record was created (for example, due to marriage), use this step to declare the
change.

If your name has not changed

1. Select No. No further input is required and you can click Next to move on to Education Details.
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If your name has changed

1. Select Yes.

2. Enter your Old First Name, Old Middle Name (optional), and Old Last Name.

3. Choose a proof-of-name-change document type: Gazette Notification or Marriage Certificate.
4. Click the upload area and choose a valid file (PDF, JPG, or PNG, within the allowed size limit).
5. Click Save.

Once saved, a success message "Name change details saved successfully." is shown and the Next button becomes clickable. The
Next button remains disabled until the name change details have been saved.

Managing your uploaded proof document

*  View — click the View button to open the uploaded document in a modal.

* Delete — click the Delete button; a confirmation modal will ask you to confirm. Click Yes to remove the document (the
upload option reappears), or No/Cancel to keep it.

Validation: You must fill in both Old First Name and Old Last Name — leaving them blank shows "Please fill in both Old First
Name and Old Last Name." You must also upload a proof document before saving — otherwise the message "Please upload the
required document file." is displayed. Only one proof type (Gazette or Marriage Certificate) can be active at a time.

6.3 Education Details

:—-' MAHARASHTRA STATE PHARMACY COLNCIL
=3 2 Hak .

Fagistratian  Ouldadries Derwrioads Farma o Anuja Appass

ARPLICATION PAOGRESS

° Change Herie 4 Educational Details

Use this step to add your educational qualifications. Fields are selected in sequence, with each dropdown depending on the one
before it.
1. Select a Course from the Course Name dropdown.
Select a State — the District dropdown becomes enabled and shows districts for that State.
Select a District — the Taluka dropdown becomes enabled and shows talukas for that District.
Select a Taluka — the Institute dropdown becomes enabled and shows institutes for that Taluka.
Select your Institute.

AR

Select your Admission Date and Passing Date.
7. Click Save Education Details.

On success, the message "Educational details saved successfully." appears and the record is added to the Added Educational
Qualifications table below the form. The course you just saved is removed from the Course Name dropdown so it cannot be
selected a second time, and you can repeat the steps above to add further qualifications for different courses.
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Managing saved education records
* The Next button stays disabled while the Added Educational Qualifications table is empty.
¢ Once at least one record has been saved, the Next button becomes enabled.

* To remove a record, click the Delete icon on its row. A confirmation message "Education Details deleted Successfully" is
shown. If you delete the only remaining record, the Next button becomes disabled again.

Validation: All required fields (Course, State, District, Taluka, Institute, Admission Date, Passing Date) must be filled before
saving — otherwise "Please fill all required fields." is displayed. Your Passing Date cannot be earlier than your Admission Date.

Click Next once you have added all your qualifications to proceed to Upload Documents.

6.4 Upload Documents

79 MAHARESHTHA STATE PHARMACY COUNEIL - i " - o [
P e e Upload Document
3) Upwat oo ‘ el T Document
itk =3 SSC Passing Certificate
[= ey oo | PDF File
o= = Choosefile  No file chosen
G =on e EESED
bl BT

Fetch from DigiLocker

enfication Record

In this step, Applicant Pharmacists must upload all mandatory documents before proceeding to fee payment and final
submission.
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Upload Options
Depending on the document type, the system provides up to two methods for attaching your files:

e  Manually Upload: Click the Manually Upload button to browse and select a file directly from your local device.
e DigilLocker: For eligible marksheets and certificates, click the DigiLocker button to fetch and link your verified
document directly from your DigiLocker account.

Managing Uploaded Documents
Once a document is successfully uploaded or fetched, its status updates to Uploaded, and two action buttons appear in place of
the upload buttons:

e View: Click the green View button to preview the uploaded document in a pop-up modal window without leaving the
page.
e Delete: Click the red Delete button to remove the attached document. A confirmation modal will appear asking: "Are
you sure you want to delete this document?"”
o  Click Yes to confirm and permanently delete the document (the original Manually Upload / DigiLocker
options will reappear so you can upload a new file).
o Click No or Cancel to keep the document intact.

Important Rules & Requirements
e Mandatory Documents: All documents marked with a red asterisk (*) are required to enable the Next button.
e File Format: Uploaded files must be in PDF, JPG, or PNG format.
e File Size: Ensure each uploaded file is within the maximum allowed size limit.

6.5 Fees Payment

Registration Fee Payment

Ravie

Payment Staus e

Select Registration Certifiacte Renewal Term

[ § Yo |Nead to renew Cerificate Afer 5 Yearl ‘]

e

Amount

72500 7235 7225 72950

T100.00 T9.00 T9.00 TN800

100,00 2300 7900 TNBO0

¥ 5o0.00 LL10) 000 50000

7 250,00 TI250 2250 TO500

Advance Renawel Fees In Lumgsum (ARFL) T50.00 7450 T4.50 T59.00
Subiotal 7102500
CGsT 74725
SGST 74725
Total Payable M50

Procooed Lo Pay T 119,50
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Maharasntro State Pharmacy Councll
Tr 10 ANUT7RS25874087Gislives

loct P ethos Enter Card Detalls

p meu-®0
i Newakng ©) 7 @

5w @

Once all required documents have been uploaded, Applicant Pharmacists must complete the fee payment to process their
Registration as a Registered Pharmacist application.

Step 1: Review Fee Structure & Select Renewal Term

On the Registration Fee Payment screen, review your application details and payment breakdown:

1. Select Registration Certificate Renewal Term: Choose your preferred validity period from the dropdown menu:

(¢]
(¢]

1 Year (Need to renew Certificate After 1 Year)
5 Year (Need to renew Certificate After 5 Years)

2. Review Fee Breakdown: Check the itemized table listing applicable charges, including:

(e]

o O O O

(0]

Application Fee

Registration Fee

Postal and Incidental Charges

Corpus Contribution (Donation under MSPC Rule, 82)
DIC Publications (Optional)

Advance Renewal Fees in Lumpsum (ARFL)

3. Check Payment Summary: The system automatically calculates the Subtotal, CGST, SGST, and Total Payable amount
based on the selected renewal term.
4. Click Proceed to Pay ¥ [Amount] to open the secure payment gateway.

Step 2: Complete Gateway Payment

You will be redirected to the secure Easebuzz Payment Gateway.

1. Payment Timer: Complete the transaction within the session validity period displayed at the top right of the gateway
(e.g., 15 minutes).
2. Select Payment Method: Choose your preferred payment option from the left panel:

(6]
(6]
(6]
(6]
(0]

Credit Card: Enter Card Number, Expiry Date (MM/YY), Card Holder Name, and CVV.
Debit Card: Enter Debit Card details (RuPay, Visa, Mastercard, etc.).

UPI: Pay via GPay, PhonePe, Paytm, BHIM, or enter your UPI ID.

Net Banking: Select your bank from the list to pay via Internet Banking.

Wallets: Choose an available digital wallet option.

3. Click Pay X [Amount] and authorize the transaction via your bank's OTP or payment app authentication.
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6.6 Final Submission

3 o acalhost. & L a

<= MAHARASHTRA STATE PHARMACY COUNCIL o
rany egieara Gisismlimes arms Wira| Nitia Char.

APPLICATION PROGEE 3%

Final Submission

Sa tease uphond the required fiie
Ethucatiod asl Dertaics
Passgort Gize Phatogragh Sagnature
Uphcad Decumenta + N
[ [

Foen Raprient 10 upiogd phatagraph upicad sk
Bubimit

Declaration

| ngruby cockane that o the Informatian furnéshad By ma in thvs applcatian farm and all e

decuments usinaded By me are tri:e, goaume and authantic 10 the Best of my knowtedge and beliet

that If any Information ar mined by me is fauind to be faise

or incarmect at any stage, my &

Maharashira State Pharmacy Counc
wans of tha Pharmacy Act, 1948 and any ol

After completing the fee payment, Applicant Pharmacists reach the final step of the Registration as a Registered Pharmacist
application to upload their photograph and signature, accept the mandatory declaration, and submit the application.

Step 1: Upload Photograph and Signature

1. Passport Size Photograph:
o  Click on the upload area labeled Click to upload photograph.
o Allowed Formats: JPG, JPEG, PNG.
o Maximum File Size: Max 200 KB.
2. Signature:
o  Click on the upload area labeled Click to upload signature.
o Allowed Formats: JPG, JPEG, PNG.
o Maximum File Size: Max 100 KB.

Step 2: Accept Declaration & Final Submission
1.Read the Declaration statement carefully

2.Select the Declaration checkbox to accept the terms.
3.Click the Final Submit Application button to complete your application submission.

7. Downloading Forms from Navigation Bar

Guidelines Downloads ~ Forms

MAHARASHTRA STATE PHARMACY COUNCIL o o )
Registration Anuja Appaso ...
GONST ED UNGER PHARMALY A5T 1948, GOVT. OF INDIA

Undertaking Form

Identity Slip
APPLICATION PROGRESS
Upload Required Documents Affidavit Format A
Basic Details Upload all mandatory PDF documents befare submitting y
Affidavit Format B

Completed

# Document Name Good Standing Form
Change Name
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Applicant Pharmacists can download standard application forms, affidavits, and undertakings directly from the navigation bar at
the top of the portal.

Steps to Download Forms

1. Hover over or click on the Forms dropdown menu located in the top navigation bar.
2. Select the specific form you need from the available list:
o Undertaking Form
o Identity Slip
o Affidavit Format A
o Affidavit Format B
o Good Standing Form
3. Clicking on a specific form will automatically download the file (in PDF format) to your local device or open it in a
new browser tab for viewing and printing.

8. Frequently Asked Questions

Q: I didn't receive my OTP. What should I do?

Wait for the countdown timer to give you the option to resend, then click Resend OTP to receive a new code by email or SMS.

Q: Can I edit my Basic Details after registration?

No. Basic Details, Name Change Details, and Residential Address become read-only after registration is complete. Only your
Permanent Address and Professional Address can be updated from the Update Profile page.

Q: Why is the Next button disabled on the Education Details step?

The Next button only becomes enabled once you have saved at least one education record in the Added Educational
Qualifications table.

Q: What file types can I upload for supporting documents?

Only PDF, JPG, and PNG files are accepted, and each file must be within the configured maximum size limit.

Q: I already have an account — why does registration say my details already exist?

This means your email, phone number, or Aadhaar number is already linked to an existing account. Use the Login screen instead
of registering again.

Note: The images shown in this document are for demonstration purposes only.
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