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Service for the OCI cardholder

Standard Operating 
Procedure for



Step 1:  Applicant will register on the online OCI Services portal 

with the valid email ID using “User Register” functionality



Step 2: Upon successful user account registration, applicant 

will login to the OCI portal using “User Login” functionality.



Step 3:  Applicant will choose “OCI Miscellaneous Services” 

present on the dashboard.

TEST USER

tesuser@gmail.com



Step 4: OCI cardholder will enter the valid details 

(OCI number, passport number and date of birth) of the OCI 

card for which the email id updation is required.
tesuser@gmail.com



Step 5: Select Email ID Updation service under Gratis service

tesuser@gmail.com



Step 6: Enter OCI card details and reason for availing the service.

tesuser@gmail.com

tesuser@gmail.com



Step 7: Upload the scanned copy of the OCI card.

tesuser@gmail.com



Step 8: Verify the information displayed through the application 

liked with the entered OCI number and newly filled information 

and click on final submit.

tesuser@gmail.com
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Step 9: Successful online application submission

tesuser@gmail.com



Once approved by competent authority, the 

new email id will be updated in OCI records .
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