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1. Register 
For creating an account in DCCI 
website, user need to register in DCCI 
official website.  
Fill the resister form with required 
inputs (Firm Name, Email, Mobile, 
Password and Confirm Password) and 
click on register button. 
After submit registration form. 
System will send user a 4-digit OTP 
number in user mobile number.  
 
 
 
 
Note: ‘*’ sign fields can’t be empty. 
 
 

 

 

Input your OTP and click on Submit button. 
After submitting correct OTP user will receive a verification 
email, which verify user email and provide a verification link. 
 
 
 
Note: OTP must submit within 60 seconds. 
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Check your email and click on “verify Email Address” button. 

 

After click on “Verify Email Address” button user email will verify and user automatically login his/her 

DCCI account and go to “Dashboard” page. 
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2. Login 
 
If user had already an account in DCCI website then user 
can login his/her account by using email and password. 
 
After submitting validate email and password user will 
receive an OTP in his/her mobile number. 
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3. Dashboard 
 

 

In dashboard, user will find some sections. 

➢ Membership Online Service 

In this section user can apply for membership or get application details. 

Note: For more details go to Membership 

➢ Membership Passbook 

In this section user can download membership passbook by clicking on “Membership 

Passbook” button. 

By submit correct OTP, user will successfully 
login his account and go to ‘Dashboard’ page. 
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➢ Membership Certificate 

In this section user can download membership certificate by clicking on “Membership 

Certificate” button. 
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➢ Apply for Renewal 

In this section user can apply for membership renewal by clicking on “Membership 

Renewal” button. 

Note: For more details go to Renewal → Apply for Renewal 

➢ Country of Origin Service 

In this section user can apply for Country of Origin and get the list of certificates. 

Note: For more details go Country of Origin → Application List → Download Certificate 
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4. User Profile 

a. Update Profile 
 Click on the “Company Name” which is top-right of the webpage. After click on “Company 

Name” user will find two options. Click on “Edit Profile”. After click on it, system will go to “Update Your 

Profile” form. 

 

In this “Update Your Profile” form user can update “Email” and “Phone Number”.  

Click on “Save Changes” button and update your profile data. 

 

 

For better understanding, follow the above pictures. 
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b. Update Password 
 Click on the “Company Name” which is top-right of the webpage. After click on “Company 

Name” user will find two options. Click on “Edit Profile”. After that user will find a “Update password” 

section. Input a new password and conform the password. Click on “Save changes” and successfully your 

password updated. 

 

 

 

 

5. Forgot Password 
If user forgot his/her account password, then user need to reset his/her password. 

In reset-password process, user need to click on “Forgot Password?” link.  
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Note: Follow the image instruction and click on the link 

 

 After click on the link and find will find a form. 



11 
 

 

Enter your account email and click on Reset Password button. 

After click on the Reset Password button, system will send am email in your given email address. Open 

your mail and click on Reset Password button 

 

 

 Note: If you don’t find the email then check on “Spam” 
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After click on Reset Password button, user will get Reset Password form. 

Fill the form with your new password and submit. 

Now you successfully reset your password. Go to the login form and login your account with email and 

password. 
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6.  Membership 
If user want to be a member of DCCI then he/she can apply for membership from here. 

a. Apply for Name Clearance 
 Menu → Membership → Apply for Name Clearance 

For getting DCCI membership, user need to apply for Name clearance.  

 

Note: Note: ‘*’ sign fields can’t be empty, the document must be in pdf format. 

 

b. Apply for Membership 
Menu → Membership → Apply for Members 

 

After getting approval from name clearance, user can apply for membership. In membership 

request process, user need to input many information in different steps.  
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Note: ‘*’ sign fields can’t be empty, the document must be in pdf format image must be in jpeg or png 

format. 
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Note: ‘*’ sign fields can’t be empty, the document must be in pdf format. 
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After submitting all information user need to select payment method. If user select Online Payment, 

then user will get online payment form. 

Then user ensure the member registration fees.  

Note: ‘*’ sign fields can’t be empty. 
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If user select offline payment system, then user get this kind of interface. 

 

For offline payment user need to download “appliction” and “Deposit Slip” pdf. 
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After getting “appliction” and “Deposit Slip” user need to deposit payment in bank.  

Completing payment process, user will come to DCCI office with proper payment documents. 

 

c. Details of Membership 
Menu → Membership → Details of Membership 

If user complete membership process and approve from DCCI as a DCCI member, then user can 

view “Details of Membership” 
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7. Country of Origin 

a. Apply for Certificate 
 Menu → Country of Origin → Apply for Certificate 

 

For getting DCCI Country of Origin certificate, user need to apply for Certificate in DCCI website.  
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Note: ‘*’ sign fields can’t be empty and Signature and Seal image must be jpeg or png format. 

 

 

 

If user need to submit any other file then user can add file by click on “Add Other File” button. 
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If user does not want to any extra file then he/she can remove file option by following image instraction 

1. User can also add more file option by click on “Add Other File” button. Follow the instraction number 

2. 

Note: ‘*’ sign fields can’t be empty, the document must be in pdf format and file size cannot greater than 

1 MB. 
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Fill the above forms with required and valid inputs. 

After submitting all forms input quantity of certificate, you want and submit it. 

 

 

 

In this step, user will select his/her payment method.  
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If user select “Offline Payment” method, then user can select bank name where he/she can deposit 

payment. 

 

Select bank name  and continue. 

 

Click on “Yes”. 

After completing all steps, user need to download “Application” and “Voucher” in pdf. 
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After clear payment successfully , user need to go to DCCI office with “Deposit Slip” and DCCI admin will 

verify the payment. 
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b. Application List 
 Menu → Country of Origin → Application List 

Search 
Menu → Country of Origin → Application List → Search 

  User can Search “Application list” data by using “Serial Number”. 

 

Download 
Menu → Country of Origin → Application List → Option → Download 

Application | Download Deposit Slip 

  User can download application and deposit slip by click on option. 

 

View 
Menu → Country of Origin → Application List → Option → View 

  User can view individual data by click on view option. 
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Download Certificate 
Menu → Country of Origin → Application List → Option → Download 

Certificate 

  User can download Country of Origin Certificate if admin accept user certificate request. 

If admin approve user application, “Status” will show “Approved” and user allow to download his/her 

certificate. 
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c. Rejected List 
 Menu → Country of Origin → Rejected List 

Search 
Menu → Country of Origin → Rejected List → Search 

  User can Search “Rejected list” data by using “Serial Number” 

 

 

View 
Menu → Country of Origin → Rejected List → Option → View 

  User can view a specific “Rejected list” data by click on Option and View. 
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Update 
Menu → Country of Origin → Rejected List → Option → Edit 

  User can update a specific “Rejected list” data by click on Option and Edit. 

 

 

Update your required data and submit it. 
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Note: ‘*’ sign fields can’t be empty and image must be jpeg or png format. 

 

 

8. Renewal 

a. Apply for Renewal 
 Menu → Renewal → Apply for Renewal 

User can apply for membership renewal. Here user get a Renewal Application form. Fill 

the form by giving required information and click on “Save & Continue” button. 

 

Note: ‘*’ sign fields can’t be empty and upload required document in pdf format. 
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After that chose your payment method. 

 

If you chose “Online payment” then you will get an online payment form. Fill the required valid 

information and submit the required amount. 
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And if you chose “Offline Payment” then you need to select Bank name and continue. 

 

 

 

Click on “Yes” and go to next step. 

 

You need to download following Voucher. Please check the terms mentioned in the 

voucher and pay to the bank as suggested. Then submit your voucher to the DCCI office . 
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b. Renewal List 
 Menu → Renewal → Apply for Renewal 
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Search 
Menu → Renewal → Renewal List → Search 

User can Search “Renewal List” data by using “Renewal Year”. 

Note:  For better understanding follow the above image instruction number 1. 

 

View 
Menu → Renewal → Renewal List → Option → View 

User can View “Renewal List” data by click on Option and View. 

Note:  For better understanding follow the above image instruction number 2. 
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Download Deposit Slip 
Menu → Renewal → Renewal List → Option → Download Deposit Slip 

User can download deposit slip by click on Option and Download Deposit Slip. 

Note:  For better understanding follow the above image instruction number 3. 
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9. Logout 
Click on the “Company Name” which is top-right of the webpage. After click on “Company 

Name” user will find two options. Click on “Logout”. After click on it, system will logout. 
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