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 Retention Application
From the left-hand side menu, click on "Retention/Renewal Application".
Initially, the data table will be empty. 

 Public Testing Laboratory retention will be done every 3 years.
 SALES retention will be done every 1 years.
 If the old license expiry date is before 03-10-2026, retention (renewal) is 

compulsory for ASU (Ayurveda, Siddha, Unani, Sowa Rigpa).
 If the old license expiry date is before 2025-10-27, retention (renewal) is 

compulsory for Homoeopathy.

Click on the  (plus) icon➕  to open the Add Retention Application page.

 
 If your license type is Loan, follow these steps to submit your application: 
 1. Enter the OTP sent to your own firm’s registered email address. 
 2. After verifying the OTP, you can submit the application.
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 Please ensure that all required fields are completed before submitting the form.

 Retention Data Table Display:- 

  If your application has any queries then Administration send back the 
application to you. You can see the reason by clicking on the Refer back 
button.

 When you resolved the query and then click on comply button to resubmit the 
application.

 If You enter incorrect details you can also delete the application.

 If your application is rejected by the Administration, you must click on 
complybutton to resubmit the application within 60 days. If you fail to do so, 
your application will be disabled.
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 Product
Your Approved Product From Freshlicense/Legacy is Shown here in Retention 
Product. You have to select and add product.
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 QC Register
After completing the product details section, the next step is to fill out the Quality 
Control (Q.C.) Register.
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 Technical Person Management
Here you have to select TP for Retention.

 Retention / Renewal Attachment 
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 AIF(Additional Information Form)
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 Undertaking For Retention
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 Final Register & Payment for Retention
Once all required sections have been completed, you are ready to submit the 
Retention application.

 ✅ Apply for Retention

 Review all entered details for accuracy and completeness. 
 Click the "Apply for Retention" button to submit the application. 

 💳 Payment Option

After applying for the Retention, the Payment option will be enabled. 

Click on the Payment button to proceed with the fee submission. 
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 📌 Currently, only Offline Payment is accepted.

 A valid challan must be generated and uploaded as proof of payment.

 🔐 Only after successful payment will your application move forward to the next 
stage of processing.

 Once your application will Approved you can download the approved document 
from Download License submenu.

1. If your license type is Fresh/Legacy, the download option will be available in the 
submenu.
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