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1. LOGIN SCREEN  

 

GENERATING AND ENTERING USER DETAILS 

a. User needs to send a mail to Saksham Seva through their respective Nodal Officer, with the mandatory 

details as per below-attached sheet.  

 

Joining New 

Location (Mapping ) New.xlsx
 

Current System has different roles, which are as follows: 

¶ Saksham Seva: Saksham Seva has taken over the work of creation of user/mapping of a user to the e-BR 

application (with the role of the operating officer by default) w.e.f. 15.12.2019. Saksham Seva will also be 

responsible for reset of password in case any user forgets his/her password. 

¶ System Manager/Assistant System Manager (SM/ASM): System Manager or Assistant System Manager can 

allocate the role of Manager to an officer of the rank of Joint Commissioner and above. Further, SM/ASM 

can allocate the role of Admin to an officer of the rank of AC/DC (Under development). 

¶ Manager: Manager(JC/ADC) will have access to reports and mobile App feedback screen (under 

development). 

¶ Administrator(Admin): Admins can modify/amend BR or CDF/CSD (Under development). Officer of the rank 

of AC/DC from the airport (nominated by jurisdictional office) will be the admin. 

¶ Operating Officer/User(OO): Operating officer is the one who will use the EBR Application at Red channel 

for generating BRs and CDF/CSD. 

 

How to login to eBR Application: 

 

(i).  Click on Chrome browser/Mozilla Firefox 

(ii).  Enter the URL of the EBR portal: https://ebr.cbic.gov.in 

(iii). The Login Screen appears on your screen (Refer Fig. 1.1) 

        c.   User needs to enter the User ID, Password (which are same as the SSOID and password) and Captcha as per 

the image in the respective section.  

                  

https://ebr.cbic.gov.in/
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Fig. 1.1 

 

d. This screen also contains consolidated User Manual which can be viewed by clicking on it.  
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2. CHANGE PASSWORD 

 
Saksham Seva will be responsible for reset of password in case any user forgets his/her password. 

 

 

3. SHIFT DETAILS 

 

 
Fig. 3.1 

a) The user has to enter the following details under ΨShift DetailsΩ Tab: 

i) Date when Shift Commenced  

ii) Select Shift(Day/Night) 

iii) Choose Batch(A/B/C/D) 

 

b) After entering both these details and clicking on ΨSaveΩ, the following screen opens which states 'Welcome 

to the EBR ApplicationΩ 

 

 
Fig. 3.2 

c) This screen consists of 5 tabs options, namely: 

i) B.R Module 

ii) Currency Module 

iii) Reporting System 

iv) Export Certificate Module 

v) DR Module 
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4. B.R. MODULE 

 On hovering the cursor over ΨB.R ModuleΩ option, it shows 5 options: 

i) Generate Baggage Receipt 

ii) Mobile App Declarations (Dashboard) 

iii) Upload Offline BR 

iv) BRs Pending for Payments 

v) Lookup BR 

 

 
 
                                                                                                       Fig. 4.1 

a) From the B.R Module tabΣ ǎŜƭŜŎǘ άGenerate Baggage Receiptέ ŦƻǊ ōŀƎƎŀƎŜ ǊŜŎŜƛǇǘ ƎŜƴŜǊŀǘƛƻƴ ŀǎ ƘƛƎƘƭƛƎƘǘŜŘ 

below-  

 

Fig. 4.2 

b) On click of άGenerate Baggage Receiptέ will take you to screen through which you can generate BR(refer 

Fig. 4.3) 
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Fig. 4.3 

4.1 CREATING A BAGGAGE RECEIPT  

The user can fetch the details in three ways ς 

1)  Scanning the passport / Entering all details manually (or) 

  2) Entering Passport No. and retrieving data from the mobile app if a declaration is made.  

(Refer:  section 4.1.8). 

               3) Entering the Passport Number (Refer:  section 4.1.9). 

(4.1.1) SCANNING PASSPORT/ ENTERING PASSPORT DETAILS  
a. Click on the Passport Scanning Textbox and Scan the Passport as shown in figure  

                   b. Amber LED will glow while scanning passport and Green LED glow after completing scanning                                                                                 

operation. Passport details will be captured in relevant fields. 

  

Fig. 4.4 

c. The Passport details will auto-fill, then click on save button.  
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 Fig. 4.5 

 

(4.1.2) SCANNING BOARDING PASS  
a. Click on the Boarding Pass Scanning Textbox and Scan the Boarding Pass as shown in figure  

b. Amber LED will glow while scanning passport and Green LED glow after completing scanning 

operation. Boarding details will be captured in relevant fields. 

  

Fig. 4.6 

c. The Boarding Pass details will auto-fill, click on save button.  

   

Fig. 4.7 

d. Another option is provided in the Last port of Embarkation for the new port and to capture the 

details of the same. 
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Fig. 4.8 

PS - In case of non-availability of Passport cum Barcode Scanner or when faced with technical glitches in the 

scanner, the Passport and Boarding pass details can be manually fed by the officer directly in the EBR application. 

 

(4.1.3) ENTERING EXTENDED PASSENGER DETAILS  
a. Enter Address and Select Passenger classification as appropriate. 

  

 

Fig. 4.9 

b. Click on Save Button.  

 

 

       Fig. 4.10 
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Now, on the Duty Details tab, there are two options, namely : 

i) Baggage Receipt 

ii) Personal Penalty/ Redemption Fine. 

  

Fig. 4.11 

(4.1.4) ENTERING INVENTORY FOR BR  
 

a. Select Baggage Receipt in the drop-down which is the first option as depicted- 

 

 

 Fig. 4.12 

b. Click on Add New to add an item.  

  

Fig. 4.13 

c. Select Item Category from the drop-down menu and fill in the respective details. Additional items may 

be added by clicking the Add New button and deleted by the Delete button. After filling up inventory 

details click on save button.  
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d. The user can also simultaneously enter Personal Penalty/Redemption fine/Other Charges (wherever 

applicable). 

 

  

  Fig. 4.14 

 

e. After saving inventory it may be amended by clicking the Edit button. 

f. Further, there is a checkbox to be clicked when the user wants to modify the tax rate. In case of 

modifying the rate of Tax, the remark field is mandatory to be filled. 

PS ς Please verify the duty rates & calculation at your end for correctness before generating BR. 

g.  If all changes have been made, click on Generate Button to create a receipt.  

 

Fig. 4.15 

       g.    Guidance Notes for officers to enter inventory for EBR: 

1. Gold (eligible passengers)- This refers to serial no. 356 of Notification no. 50/2017-Cus as per which 

concessional rate of Basic Customs duty of 12.5 % is available to gold bars, gold coins and gold in any other 

form including gold bars and ornaments where the total quantity of gold does not exceed 1 kg carried by an 

eligible person and duty is paid in convertible foreign currency. 
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2. Silver (eligible passengers)- This refers to serial no. 357 of Notification no. 50/2017-Cus as per which 

concessional rate of Basic Customs duty of 12.5 % is available to silver bars including ornaments where the 

total quantity of silver does not exceed 10 kgs carried by an eligible person and duty is paid in convertible 

currency. 

3. Gold jewellery (non-eligible passenger)- This includes import of gold not covered by serial no. 1 above of 

gold (eligible passengers.) 

4. Silver jewellery (non-eligible passenger)- This includes import of silver not covered by serial no. 2 above of 

silver (eligible passengers.) 

5. Alcoholic liquors and wines, beer, cigarettes, cigar, tobaccos and Arms & Ammunition- These are to be 

filled after deducting free quantity as per Annexure 1 of Baggage Rules, 2016 i.e. alcoholic liquor or wines 

over 2 litres, cigarettes exceeding 100 sticks or cigar exceeding 25 or tobacco exceeding 125 gms and 

cartridges of firearms exceeding 50. 

6. For transfer of residence cases, the module is under development  

7. The legal provisions have been summarized and are indicative only. For exact legal provisions, officers may 

refer to the Baggage Rules and Notifications. 

(4.1.5) PRINTING (TO BE PAID) BR  
          a.  Click on the Print BR button highlighted below to print the receipt. 

 

Fig. 4.16 

 

b. The receipt is opened in a new window and may be printed using the relevant printer settings. There are 

5 copies for print ς 1 Passenger Copy, 1 Office Copy & 3 Bank Copies. The passenger may be sent to the 

Bank Counter with the passenger copy & Bank Copy for making payment.  
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                                                                                                 Fig. 4.17 
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(4.1.6) PRINTING PAID CONFIRMATION (After Payment) 
a. Select the mode of payment i.e. Change Status by which the passenger paid. 

 

Fig. 4.18 

 

b. Enter the Scroll No. (Ref no.) of the payment made and click on Update 

 

 

Fig. 4.19 

 

c. The payment details will be updated and displayed as confirmation & another print button (Print Paid 

Receipt) has appeared besides update which is used to print the Payment confirmation.  

 

Fig. 4.20 

 

d. The Payment Confirmation Receipt will open in a new window to be printed with the appropriate 

printer settings. One copy of PAID Receipt to be handed over to the passenger upon payment, to exit 

from the airport.  



 

17 
 

 

 

   Fig. 4.21 
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(4.1.7) BAGGAGE RECEIPT TO DETENTION RECEIPT CONVERSION (BR to DR) 
 

¶ This functionality is provided to airport officers (users) to convert any generated baggage receipt into 

detention receipt. 

¶ When Baggage Receipt (BR) is already generated and passenger is not able to pay for the generated BR 

ŀƳƻǳƴǘ ŦƻǊ ŀƴȅ ǊŜŀǎƻƴΦ hŦŦƛŎŜǊ όǳǎŜǊύ Ƙŀǎ ǘƻ ŘŜǘŀƛƴ ǇŀǎǎŜƴƎŜǊΩǎ ŀǊǘƛŎƭŜǎ ƛƴ their warehouse. 

¶ In such scenarios, officer (user) has to convert that specific Baggage Receipt(BR) to Detention Receipt(DR) 

in place of update the payment status. 

 

From Fig. 4.22 ς 

ΨConvert BR to DRΩ button is available to user with the Ψ¦ǇŘŀǘŜΩ button. 

 

 
      Fig. 4.22 

 

¶ /ǳǊǊŜƴǘƭȅ ΨPayment status is UNPAIDΩΣ ΨReceipt Currently in BRΩ ŀƴŘ ΨNo Associated DRΩ ƛǎ ŘƛǎǇƭŀȅŜŘ ǘƻ ǳǎŜǊΦ

   

            

 
      Fig. 4.23 

¶ A popup is displayed to user to confirm to convert BR to DR. See Fig. 4.23. 

¶ .ȅ ŎƭƛŎƪƛƴƎ ƻƴ ΨOKΩ button in Fig. 4.23. Ψ5ŜǘŜƴǘƛƻƴ 5ŜǘŀƛƭǎΩ, ΨLǘŜƳ 5ŜǘŀƛƭǎΩ and ΨwŜŎŜƛǇǘ IƛǎǘƻǊȅΩ panels are 

displayed to user. 
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Detention Details Panel: 

 

 
      Fig. 4.24 

 

 

¶ Officer (user) has to fill all the required detention details ς  

Seal No. 

Reason of Detention 

Free Allowance is availed? 

Quantity Based FA / Value Based FA 

Remarks 

Type of Detained Package 

Detained Package No. 

Warehouse Location 

Warehouse Package No. 

Detaining Officer SSO ID 

Detaining Officer Name 

Detaining Officer Designation 

 

 

¶ LŦ ΨFree Allowance is availed?Ω ǊŀŘƛƻ ōǳǘǘƻƴ ƛǎ ǎŜƭŜŎǘŜŘ ŀǎ άYesέ ǘƘŜƴ ΨQuantity Based FA / Value Based FAΩ 

Ƙŀǎ ǘƻ ōŜ ƳŜƴǘƛƻƴŜŘ ōȅ ǳǎŜǊ ōȅ ǎŜƭŜŎǘƛƴƎ ǊŀŘƛƻ ōǳǘǘƻƴ ŀƎŀƛƴǎǘ ǘƘŜƳ ŀƴŘ ΨRemarksΩ Ƙŀǎ ǘƻ ōŜ ŦƛƭƭŜŘ 

mandatory. 
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Item Details panel: 

 

 
      Fig. 4.25 

 

¶ ΨRemarks for the caseΩ ƛǎ ƳŀƴŘŀǘƻǊȅ ǘƻ Ŧƛƭƭ ōȅ ǘƘŜ ƻŦŦƛŎŜǊΦ 

¶ Item table is automatically filled from baggage receipt duty items and displayed to the user. 

¶ Lƴ ƛǘŜƳ ǘŀōƭŜΣ ƻƴƭȅ ΨItem TypeΩ ŦƛŜƭŘ Ƴǳǎǘ ōŜ ǎŜƭŜŎǘŜŘ ōȅ ǳǎŜǊ ŦǊƻƳ ǘƘŜ ǇǊƻǾƛŘŜŘ ŘǊƻǇŘƻǿƴΦ  

 

 

 

 

 

Receipt History Panel: 

 

 
      Fig. 4.26 

 

¶ In Receipt History Panel users are able to check the conversion history of Receipt. 

¶ Lƴ ǘƘŜ ŀōƻǾŜ ǇƛŎǘǳǊŜΣ ΨNo Conversion Available for the ReceiptΩ ƳŜǎǎŀƎŜ ƛǎ ŘƛǎǇƭŀȅŜŘ ŀǎ ǘƘŜ ǊŜŎŜƛǇǘ Ƙŀǎ ƴƻǘ 

been converted earlier. 
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               Fig. 4.27 

 

¶ .ȅ ŎƭƛŎƪƛƴƎ ƻƴ ΨConvert to DRΩ ōǳǘǘƻƴ ƛƴ CƛƎΦ 4.27, baggage receipt(BR) is converted into detention 

receipt(DR). 

¶ Detention Receipt No. is provided to user as shown in above picture. 

Format- DR/Location Code/Generation Date/6-digit S. No.  

 

 
      Fig. 4.28 

 

¶ Detention Receipt No. is provided to user in Passport Details Panel as well as shown in above picture.  
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      Fig. 4.29 

 

 

 

¶ In Receipt History Panel, Conversion history is displayed. See Fig. 4.29. 

¶ Following details are shown in conversion history table: - 

 

1. Original Receipt Number ς Receipt number before conversion. 

2. Generation Date -  Generation date of original receipt number. 

3. Conversion ς Conversion Type (BR to DR / DR to BR). 

4. Conversion Date ς Date when receipt has been converted. 

5. Converted Receipt Number ς Receipt Number after Conversion. 

 

 

¶ .ȅ ŎƭƛŎƪƛƴƎ ƻƴ ΨPrint DRΩ ōǳǘǘƻƴ ǳǎŜǊ Ŏŀƴ ƎŜƴŜǊŀǘŜ ǘƘŜ ǇŘŦ ŦƻǊƳŀǘ ƻŦ ƎŜƴŜǊŀǘŜŘ 5wΦ 

¶ Two Copies of DR pdf (Original for Passenger and Office Copy) are displayed to user. 

¶ DR No. (Generated Detention Receipt Number), Associated BR No. (Original Baggage Receipt Number) and 

Current Status (DR /  BR) is displayed in the pdf. See Fig. 4.30 and Fig. 4.31. 
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     Fig. 4.30 
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     Fig. 4.31 
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Note: - 

 

1. After Converting Baggage Receipt to Detention Receipt, User can search original Baggage receipt in 

ΨLookup BR Screen in BR ModuleΩ ǘŀō ōȅ ǳǎƛƴƎ ΨOriginal BR NumberΩ. 

 

2. ¦ǎŜǊ Ŏŀƴ ǎŜŀǊŎƘ ŘŜǘŜƴǘƛƻƴ ǊŜŎŜƛǇǘ ƛƴ ΨLookup DR Screen in DR ModuleΩ ōȅ ǳǎƛƴƎ ƎŜƴŜǊŀǘŜŘ ΨDR 

NumberΩ. 

 

3. wŜŎŜƛǇǘǎ ƘŀǾƛƴƎ ΨCurrent Status as DRΩ ŀǊŜ ƴƻǘ ŘƛǎǇƭŀȅŜŘ ǿƘƛƭŜ ǎŜŀǊŎƘ ƛƴ ΨPending Payment BR 

Screen in BR ModuleΩΦ 

 

4. ¦ǎŜǊ Ŏŀƴƴƻǘ ǳǇŘŀǘŜ ǇŀȅƳŜƴǘ ǎǘŀǘǳǎ ƻŦ ƻǊƛƎƛƴŀƭ ōŀƎƎŀƎŜ ǊŜŎŜƛǇǘ ǳƴǘƛƭ ǊŜŎŜƛǇǘΩǎ Current Status is in 

DR. 

 

5. In future when passengers arrive at the airport for receiving their detained items, Officer (user) has 

to convert that Detention Receipt(DR) to Baggage Receipt(BR) again to update payment status.  

 

6. All the functionalities describe in Baggage Receipt to Detention Receipt Conversion (BR to DR) are 

same for Offline Baggage Receipt to Offline Detention Receipt Conversion. 

 

7. Format of offline detention - DR/Offline/Location Code/Generation Date/6-digit S. No.  

as offline detention receipt (Offline DR) has been converted from offline baggage receipt (Offline 

BR) having format - BR/Offline/Location Code/Generation Date/6-digit S. No.  
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(4.1.8) PERSONAL PENALTY/REDEMPTION FINE 

 

Fig. 4.32 

 

The user has to enter its respective amount and remarks is a mandatory field as well to proceed.  

After entering all details, the user has to click on Save. 

 

 

Fig. 4.33 

 

 

e. After saving, the total amount gets calculated. The user can also edit the details in case required. 

       The receipt can now be generated. 

 

 

 

 Fig. 4.34 
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(4.1.9) ENTERING PASSPORT NUMBER AND RETRIEVING DATA FROM MOBILE APP 
 

  a. If the passenger has made a Mobile App declaration, upon entering Passport No., click on Mobile App 

 Declarations button as shown below- 

 

 

 Fig. 4.35 

 

b. A new window will open wherein you can view the declarations made via the mobile app by that 

passenger. There is a View option against each declaration under the View column.  

 

 

Fig. 4.36 

 

c. Clicking on it enables you to view the details of the declarations like- declared dutiable goods, 

declared items etc. as shown below: 
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Fig 4.37 

 

                                                                                       Fig. 4.38 

 

d. Select the declaration for which you want to generate receipt and then click on άhYέ 

 

                                                                                       Fig. 4.39 

e. After clicking on OK, you can see that few details get auto-populated in the respective tabs as shown ς 
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                                                                                       Fig. 4.40 

 

                                                                                       Fig. 4.41 

 

f. Rest of the details is to be filled by the user so that it can be saved. 

 

                                                                                       Fig. 4.42 
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g. Duty details also get fetched via the app as shown below-

 

                                                                                       Fig. 4.43 

h. The user Ƙŀǎ ǘƻ ŎƘƻƻǎŜ ǘƘŜ άItem Categoryέ ς like Gold, Silver, Alcohol, Other Goods etc. in the 

column after S.no. Upon selection, the duty also gets auto-calculated. The details just have to be 

saved and the duty gets auto-calculated.  Please check the duty rates & calculation at your end for 

correctness before generating the Baggage Receipt. And then receipt can be generated. 
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(4.1.10) ENTERING PASSPORT NUMBER 
If BR is already generated for the entered passport number, then all the basic details of that particular passport 

number will be auto-populated as shown in Fig 4.44. 

 

                                                                                       Fig. 4.44  
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(4.1.11) ENTERING PASSPORT NUMBER 
   a.     To check Previous BRs, click on Previous BRs button. 

 

                                                                                       Fig. 4.45 

b. When you enter Passport No. and cliŎƪ ƻƴ άPrevious BRsέ option, it displays a list of all previous 

Online/Offline BR generated against that Passport No. 

 

                                                                                       Fig. 4.46 

 

c. You can click on any BR Number hyperlink to open receipt for your reference. 

Below is the preview for the same- 
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                                                                                       Fig. 4.47 
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4.2 MOBILE APP DECLARATIONS DASHBOARD 

 

Fig. 4.48 

 

a) On selecting the second option, i.e., άMobile App Declarations (Dashboardύέ, the following screen (Fig. 

4.49) opens wherein we can see the declarations for respective flight number entered via the mobile app.  

b) The declarations can be viewed for a particular location i.e. e.g. if the user is operating from Delhi then only 

declarations made from Delhi can be viewed. 

c) Also, we can view the details for the declaration against the Flight Number by clicking on View, under View 

Declarations column. 

 

A new window opens which shows only the declaration selected. - 

 

 
 Fig. 4.49 

 

 

d) By again clicking on View, a detailed window opens which depicts declared dutiable goods, declared items 

etc. as shown below- 
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 Fig. 4.50 

 

 

 
 Fig. 4.51 
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4.3 w9¢wL9±LbD ![[ ¢I9 w9/9Lt¢ b¦a.9w{ D9b9w!¢95 Cwha ! ¦{9wΩ{ [h/!¢Lhb 

a. Click on άAll Receiptsέ link   

 

 

 Fig. 4.52 

b. After Clicking on the link the user will be able to see only those receipts which are generated from 

his location. For Example: - If a user is logged in from Chennai then all receipts option will show only 

those receipts which were generated from Chennai. 

 

 
Fig. 4.53 
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4.4 UPLOAD OFFLINE BR 

a) CǊƻƳ ǘƘŜ .Φw aƻŘǳƭŜ ǘŀōΣ ǎŜƭŜŎǘ άUpload Offline BRέ ŦƻǊ ōŀƎƎŀƎŜ ǊŜŎŜƛǇǘ ƎŜƴŜǊŀǘƛƻƴ ŀǎ ƘƛƎƘƭƛƎƘǘŜŘ ōŜƭƻǿ-  

 

Fig. 4.54 

 

b) A screen appears with άUpload Manual BRέ, where by filling the details Offline BR will be generated. 

 

 

                                                                                                                       Fig. 4.55 
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(4.4.1) Steps to Upload Manual BR 
a). Enter Mandatory fields and all the relevant information in Passport Details section. Some of the fields are as 

follow (Refer Fig 4.56 and Fig 4.57): 

¶ The original date of submission of manual BR: The date when the original BR was manually generated. 

¶ Manual Document Number: User should fill in the manual document number in this field. In case, no 

ƴǳƳōŜǊ ŦƻǊ ǘƘŜ Ƴŀƴǳŀƭ ŘƻŎǳƳŜƴǘ ƛǎ ŀǾŀƛƭŀōƭŜΣ ƘŜκǎƘŜ Ƴŀȅ ǘƛŎƪ ƻŦŦ ǘƘŜ Ψ5ŀǘŀ bƻǘ !ǾŀƛƭŀōƭŜΩ ƻǇǘƛƻƴΦ 

¶ Submitted before officer: User requires to enter the officer name who had generated the manual BR. In 

ŎŀǎŜ ǘƘŜ ŘŜǘŀƛƭǎ ŀǊŜ ǳƴŀǾŀƛƭŀōƭŜΣ ǘƘŜƴ ƘŜκǎƘŜ Ŏŀƴ ǘƛŎƪ ǘƘŜ Ψ5ŀǘŀ bƻǘ !ǾŀƛƭŀōƭŜΩ ƻǇǘƛƻƴΦ 

¶ Passport Number: In this field, the user has to enter the passport number of the passenger. If a receipt 
was already generated with that passport number then some of the details like name, sex, nationality, 
Date of Birth, Country of Issue, Date of Expiry will be automatically filled. 

¶ Name: In this field, the user has to enter the name of the passenger mentioned in the passport. If the 
passport number is already registered, then this field will be auto-populated. 

¶ Nationality: In this field, the user has to enter the nationality of the passenger mentioned in the passport. 
If any BR against the passport number has already been generated, then this field will get auto-populated. 

¶ Rest of the non-mandatory like Sex, Date of Birth, Country of Issue, Date of Expiry may or may not be 
filled. If any BR against the passport number has already been generated, then this field will get auto-
populated. 
 

 

 
                                                                                                                          Fig. 4.56 

                                                                                    
                After entering the relevant details, click on the Save button: 
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                                                                                                       Fig. 4.57 

 
 

ii) Enter Mandatory fields and all the relevant information in Boarding Details section. Some of the fields 

are as follow (Refer Fig 4.58 and Fig 4.59): 

¶ Name: The name of the passenger will be auto-populated as soon as the name is entered in the passport 

detail section. 

¶ Travel details are to be filled in Last port of embarkation, the port of Arrival, Carrier Code, Flight Number, 
Seat#, Date of Arrival, PNR Number. If the information related to Last of embarkation or Carrier Code 
/Flight Number is unavailable, then the user can click on Data Not Available checkbox present adjacent to 
their respective fields.  

¶ Seat # and PNR Number are non-mandatory fields. The user may or may not fill these fields. 
 

 
                                                                                                                   Fig. 4.58 

                After entering the relevant details, click on the Save button: 
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                                                                                                                        Fig. 4.59 

 b). Enter Mandatory fields and all the relevant information in Passenger Details section. Some of the fields are as 

follow (Refer Fig 4.60 and Fig 4.61): 

¶ Address: The address details of the passenger needs to be filled here. It is a non-mandatory field. If any BR 
against the passport number has already been generated, then this field will get auto-populated. 

¶ Classification of Pax: An option has to be selected based on the origin of the passenger. If any BR against 
the passport number has already been generated, then this field will get auto-populated. 

¶ Duration of Stay Abroad: The no of years/months/days are to be filled here. In case the details are 

unavailable, then he/she can tick the Data Not Available option. 

¶ Rest of the other available fields which are non-mandatory are Phone Number, Email Id, Last Visit to India, 

Last Departure Date from India, Number of Baggage. The user may or may not fill these fields. 

 

                                 

 

                                                                                                        Fig. 4.60 

  After entering the relevant details, click on the Save button: 
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                                                                                                        Fig. 4.61 

c). Enter Mandatory fields and all the relevant information in the Duty Details section. Some of the fields are as follow 

(Refer Fig 4.62, Fig 4.63, Fig 4.64 and Fig. 4.65): 

Now, on the Duty Details tab, there are two options, namely : 

i) Baggage Receipt 

ii) Personal Penalty/ Redemption Fine. (Refer section 4.1.7) 

 

 

                                                                                    Fig. 4.62 

After selecting the Baggage Receipt option, click on Add New Button to fill the relevant inventory details. 

 

                                                                                           Fig. 4.63 

Enter the inventory details. If the bifurcation of taxes is known than enter the relevant taxes as per the item 

selected, otherwise enter the Agg. Duty (%). On entering the Agg. Duty (%) other relevant taxes fields will get 

disabled and vice versa. 
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                                                                                           Fig. 4.64 

  After entering the relevant details, click on the Save button: 
 

 

                                                                                           Fig. 4.65 

(d). After saving all the sections, GENERATE button will get enabled. Click on Generate button to Upload Manual 

BR. (Refer Fig 4.66) 

 

                                                                                          Fig. 4.66 
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(e). Click on Print BR to print the BR (Refer Fig 4.67 and Fig 4.68). It will generate only one copy. 

 

 

                                                                                           Fig. 4.67 

 

 

                                                                                           Fig. 4.68 
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(f). To Print Paid Receipt, select the mode of payment through which payment was done (e.g. Cash Payment or E-

Payment) and enter the scroll no. After that click on the Update button (Refer Fig 4.69) 

 

                                                                                          Fig. 4.69 

Now click on Print Paid Receipt (Refer Fig 4.70 and Fig 4.71) 

 

                                                                                          Fig. 4.70 
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                                                                                           Fig. 4.71 
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(4.4.2) Steps to Upload New Manual BR 
If the user has already uploaded manual BR and wants to upload another manual BR, then by clicking on άNew 

Buttonέ (Refer Fig 4.72) a new upload screen will appear and can follow the steps to upload new manual BR  (Refer 

section 4.4.1 Steps to upload manual BR) 

 

                                                                                           Fig. 4.72 

After clicking on New Button (Refer Fig 4.73) 

 

                                                                                           Fig. 4.73 
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(4.4.3) ALL ENTRIES (Upload Manual BR) 
User can view recently uploaded manual BR by clicking on άAll Entriesέ hyperlink. (Refer Fig. 4.74) 

 

 

 

                                                                                           Fig. 4.74 

After clicking on άAll Entriesέ, a list of recently uploaded manual BR appears on the screen. (Refer Fig. 4.75) 
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Fig. 4.75 
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4.5 RETRIEVING AN EXISTING BAGGAGE RECEIPT  

a. Select άLookup BRέ from Action menu on the top. (Refer Fig 4.76) 

 

 

Fig. 4.76 

b. There are two options available to search for an existing Online/Offline BR  

I) By Passport Number       ii) By Receipt ID 

 

c. I) By Passport Number: Enter a passport number. If a BR is generated for that particular passport 

number then a table appears on screen with few details such as Flight No, BR Date, 

Mode(Online/Offline) and View. On click of view, you can view the queried receipt. (Refer Fig 4.77) 

 

 

 Fig. 4.77 

 

On click of View (Refer Fig 4.78 and Fig 4.79) 
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 Fig. 4.78 

 

 

 

 Fig. 4.79 

 

  

d. II) By Receipt ID: Enter Receipt ID ς Sample ς BR/INDEL4/16-12-2020/000146 and click on search. The 

queried Receipt will be displayed. (Refer Fig 4.70) 
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                                                                                                    Fig.4.80 

 

 

4.6 BRs Pending for payment  

a. {ŜƭŜŎǘ ά.wǎ tŜƴŘƛƴƎ ŦƻǊ tŀȅƳŜƴǘέ from Action menu on the top. (Refer Fig 4.76) 

 

       Fig. 4.81 

On ŎƭƛŎƪƛƴƎ άBRs Pending for PaymentέΣ ǘƘŜ ƻŦŦƛŎŜǊ Ŏŀƴ ǾƛŜǿ ŀƭƭ ǘƘŜ (Online/Offline) BRs whose payment has not 

been done within the selected time limit i.e. the BRs which are generated but are unpaid. There are two inputs 

ŀǾŀƛƭŀōƭŜ ƻƴ ǘƘŜ ǎŎǊŜŜƴΣ άFrom Dateέ ŀƴŘ άTo DateέΦ The screenshot is shown below (Fig. 4.82):  
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       Fig. 4.82  

 

hƴ ŎƭƛŎƪƛƴƎ άViewέΣ ǘƘŜ ƻŦŦƛŎŜǊ Ŏŀƴ ǾƛŜǿ ǘƘŜ ǊŜǎǇŜŎǘƛǾŜ .w ǎŎǊŜŜƴ whose payment has not been done. The officer 

can then enter the payment details if the passenger has paid the amount. After entering the details and generating 

the paid BR, the entry of pending payment for that particular BR will disappear from that list of BRs pending for 

payment. The screenshot is shown below (Fig. 4.73):  

        
      Fig. 4.83 

 

After clicking on View (Fig 4.74),autopopulated screen will appear on screen which will contain the same data 

which was filled during the time of BR creation.Officer has two options: 1) to make the payment or 2) to convert 

the BR to DR. 
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      Fig 4.84  

 

If officer selects option 1 ǘƘŜƴ ƻŦŦƛŎŜǊ Ƙŀǎ ǘƻ ǎŜƭŜŎǘ ƳƻŘŜ ƻŦ ǇŀȅƳŜƴǘ ōȅ ǎŜƭŜŎǘƛƴƎ ŀƴ ƻǇǘƛƻƴ ŦǊƻƳ ά/ƘŀƴƎŜ {ǘŀǘǳǎέ 

dropdown and then click on Update button to enter the payment details as shown in Fig 4.85 and 4.86. 

 

Fig 4.85 
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      Fig 4.86 

If the officer selects option 2 i.e. to convert the pending for payment BR to DR then he can click on Convert BR to 

DR button as shown in Fig 4.87 and follow the steps mentioned in section . Note : Once the BR is converted to DR 

then the payment of that particular BR can only be done when it is converted back to BR. 

 

 
      Fig 4.87 
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5. CURRENCY MODULE 

άCurrency Moduleέ is the second tab beside άB.R. Moduleέ.  Click on άCurrency Moduleέ as shown in below 

Fig. 5.1.   

  

Fig. 5.1  

There are seven options within άCurrency Moduleέ:  

1) Generate CDF or Seized/Detained Form,  

2) All CDF/CSD,  

3) Mobile app Currency Declarations (Dashboard) 

4) Upload Offline CDF 

5) Upload Offline CSD 

6) Lookup CDF 

7) Lookup CSD 

  

  

Fig. 5.2  
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5.1 Generate CDF or Seized/Detained Form 

(5.1.1) Steps to generate new CDF  
 

1) Click on άCurrency Moduleέ (Refer Fig. 5.1)  

2) Select Generate CDF or Seized/Detained Form (Refer Fig. 5.3)  

3) Select Generate New CDF (Refer Fig. 5.4).  

4) Fill in all the necessary details in the Currency Declaration Form. (Refer Fig. 5.8 & 5.9).  

5) Click on Generate Button to Generate the Currency Declaration Form (Refer Fig. 5.10).  

6) Click on Print Option to print PDF of Currency Declaration Form. (Refer Fig. 5.11 & Fig. 5.12). A detailed 

description of the above steps is explained below-  

 

Step 2: 

Click on άGenerate CDF or Seized/Detained Formέ to generate currency declaration form or Currency 

Seized/Detained Form as shown in below screenshot as shown in Fig 5.3:  

  

  

      Fig. 5.3 

 

hƴ ŎƭƛŎƪƛƴƎ άGenerate New CDFέ option, Fig. 5.4 will appear.  
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            Fig. 5.4 

 

 

 

There will be two sections:  

1) Currency Declaration Form for Airport (Refer Fig. 5.5), for Land Customs Stations(LCS) (Refer Fig. 5.6) and for 

Seaport (This option is disabled for time being). 

2) Encashment Certification Details. (Refer to Fig. 5.7).  

  

Fig. 5.5  
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Fig. 5.6  

  

Fig. 5.7 

 

a) Currency Declaration Form(CDF)-   

i) For Airport: Officer can enter details like Status, Passport Number, Passenger Name, Nationality, Last 

Port of Embarkation, Port of Arrival, Carrier Code Flight Number, Remarks and Currency Details. All 

Details are mandatory except Remarks.   

ii) For Land Customs Stations(LCS): Officer can enter details like Status, Passport Number/Other 

Identification Proof Number, Passenger Name, Nationality, Place of Departure, LCS of Arrival, 

Vehicle Type, Vehicle Number, Remarks and Currency Details. If the officer enters Other Identity 

Proof Number, then Remarks field also become mandatory in LCS. 

iii) For Seaport: This option will be disabled for the time being. 
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There will be two options provided to the baggage officer for status:  

1) Incoming  

2) Outgoing: This option will be disabled for the time being  

 

  

There will be by default five empty rows to save currency details. The officer can add a new row using Add 

New to add currency details. Officer can delete an existing row using the Delete button. Officer can click on 

the Save button before generating άCurrency Declaration Formέ.  

CDF fields can be filled in the following way as shown in Fig.5.8.  If Officer is unable to find the desired 

ŎǳǊǊŜƴŎȅ ƴŀƳŜ ŦǊƻƳ ǘƘŜ ŘǊƻǇŘƻǿƴΣ ǘƘŜƴ ƘŜ Ŏŀƴ ƻǇǘ ŦƻǊ άotherέ ƻǇǘƛƻƴΦ Lƴ ǘƘƛǎ Ŏŀǎe, System will ask for 

entering currency description. In other cases, a currency description is a non-mandatory option.  

  

  

Fig. 5.8  

On clicking Save button, currency declaration form section will be turned into a non-editable form. The Edit 

button will appear on the screen. If the officer wants to edit some details, then he can change the details and 

save them again. Please Refer Fig. 5.9  
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Fig. 5.9 

    

b) Encashment Certification Details: - Currency Name, currency description, encashment certificate number, 

encashment date, amount changed, name of the bank are the fields which can be filled along with Currency 

Declaration Form as shown in Fig 5.10.   

In the same way, Encashment Certification details can be entered. After entering encashment certification 

details, the officer can click on Save button. Encashment Certification details section will be turned into a non-

editable mode. The Edit  button will appear on screen after pressing the save button. This is Non-mandatory 

section.   

  

  

  

Fig. 5.10 
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Step-3  

Click on the Generate button highlighted in above screenshot (Fig. 5.10) to generate Currency Declaration 

Form. A unique CDF Number will be generated for the corresponding form.  

Nomenclature of CDF No. of Currency Declaration Form should follow the following sequence:  

For Airport:  CDF/ Airport Code/ Flight No./ Sr. No. having six digits (i.e. 000001). Refer Fig. 5.11 

For Land Customs Stations(LCS):  CDF/ Location/ LCS/ LCS Code/ Sr. No. having six digits (i.e. 000001). Refer Fig. 

5.12 

 

 

  

Fig. 5.11  
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Fig. 5.12   

 

Step-4  

After the successful generation of CDF form. Print Option will get enabled. After this, the officer can generate 

PDF of Currency Declaration Form. Please refer Fig. 5.13  

  

Fig. 5.13  
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After clicking on the Print button, PDF for Currency Declaration Form will appear on the screen. Kindly refer 

Fig.5.14 and Fig 5.15. There will be two copies of Currency Declaration Form, one is for Passenger and other 

is for Office Purpose.  

  

Fig. 5.14  

  

   

Fig. 5.15  
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(5.1.2) All Receipts in Generate New CDF Screen 
Officer can view recently generated Currency declarations by clicking on άAll Receiptsέ hyperlink. (Refer Fig. 

5.16)  

  

Fig. 5.16  

άAll receiptsέ will have all the CDFs generated up to last 30 days. A tabular Form Screen will pop out showing 

the details of passenger - Passport number, Name, Nationality, Number of Currencies, Type (Currency 

Notes/Travellers Cheques), App Type and View as shown in Fig.5.17.   

  

Fig. 5.17 

On clicking View link from Fig. 5.17, PDF Format of CDF details appears on the screen. For Screenshot kindly refer 

Fig. 5.14 and Fig. 5.15 
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(5.1.3) Steps to generate new CSD  
 

1) Click ƻƴ άCurrency Moduleέ όwŜŦŜǊ CƛƎΦ р.1)  

2) Select Generate CDF or Seized/Detained Form (Refer Fig. 5.3)  

3) Select Generate New Currency Seized/Detained (Refer Fig. 5.4)  

4) Fill in all the necessary details for Currency Seized/Detained (Refer Fig. 5.18 & Fig. 5.19)  

5) Click on Generate Currency Seized/Detained Button to Generate the Currency Seized/Detained Form (Refer 

Fig. 5.23)  

6) Click on Print Option to print PDF of Currency Declaration Form. (Refer Fig. 5.21) A detailed description of the 

above steps is explained below-  

Generate New Currency Seized/Detained  

Officer can click on Generate new currency seized/ detained(CSD) form to generate seized/detained Form.  

Currency Seized/Detained Form for Airport (Refer Fig. 5.18), for Land Customs Stations(LCS) (Refer Fig. 5.19) 

and for Seaport (This option is disabled for time being). 

Officer has to click on the Save button before proceeding for CSD generation Form. Remark field will be 

mandatory in case of currency seized/detained.  

  

Fig. 5.18  
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Fig. 5.19  

 

On clicking Generate Seized/Detained button, an alert will appear having confirmation message before 

Currency seized /detained generation as shown in the below screenshot Fig. 5.20.  
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Fig. 5.20 

  

A unique CSD number will generate. 

Nomenclature of CSD No. Currency Seized/Detained Form should follow the following sequence:  

For Airport:  CSD/ Airport Code/ Flight No./ Sr. No. having six digits (i.e. 000001). Refer Fig. 5.21 

For Land Customs Stations(LCS):  CSD/ Location/ LCS/ LCS Code/ Sr. No. having six digits (i.e. 000001). Refer 

Fig. 5.22. 

  

  

Fig. 5.21  
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Fig. 5.22  

 

  

    

Print option will get enable after the successful generation of currency seized /detained form as shown in Fig. 

5.23.  

  

Fig. 5.23 

  

On click of Print Button, A Currency Seized/Detained Form PDF appears on the screen. Please refer Fig. 5.24 

and 5.25  


































































































































































































