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1. Introduction 

This user manual provides a step-by-step guide to navigating the system for the Vessel registration 

and approval processes. The manual is designed to ensure that all users can efficiently use the system. 

 URL: https://navic.iwai.gov.in/ 

 

 

2. Login as Ship Owner  

Ship Owner has access to “Vessel registration” process. After approval from State Coordinator, Ship 

Owner can Login  

 The Ship Owner logs into the system for the first time. 

 Upon the first login, the system will automatically redirect the user to the Change Password 

screen. 

 The user is prompted to set a new password by entering the current password and the desired 

new password. 

 Once the password is successfully changed, the user can proceed to access the system. 

 

 After login, dashboard will appear.  
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2.1 Vessel Registration for Ship Owner 

       The form will have multiple sections including: 

1. Applicant Details 

2. Vessel Details 

3. Vessel Builder Details 

4. Vessel Propulsion Type and Engine Maker 

5. Enclosures 

 

 Fill in all mandatory fields in each section. 

 

 

Vessel Details:- 

 

Vessel Builder Details:- 
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Vessel Propulsion Type and Engine Maker:- 

 

Enclosures:- 

 

  Vessel Condition: The user must specify whether the vessel is New or Second-Hand. 

 If the vessel is Second-Hand, it is mandatory to upload an Instrument of Sale document. 

  Mortgage Selection: If the user selects Yes for Mortgage, it is mandatory to upload a Mortgage 

Details document. 

 After filling out all sections, click on the Save & Continue button to proceed. 

 The user will be redirected to the Ownership Declaration page. 

2.2 Ownership Declaration 

 After submission, an Ownership Declaration form will appear. 

 Some details in this form will be pre-fetched from the previously filled registration form. 

 Fill in all mandatory fields . 
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 Click on the Save & Continue button. 

 Now “Generate Report” button will display 

 

 Click on the Generate Report button, report will get generated in new tab in PDF format 

 

 After the report get generated,field to upload Signature will display 
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 Upload Signature 

 Click on the Save & Continue button 

 The system will then redirect you to the Registration Fee Payment page. 

 

2.3 Payment Process 

 The Registration Fee Payment page will appear. 

 Click on Make Payment and follow the instructions to complete the payment. 

 

 

2.4 Summary Page 

 After completing the payment process, the system will automatically redirect user to the 

Summary Page. 

 This page contains all the details of the vessel registration, including payment details, vessel 

information, and ownership declaration. 
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 Review the details on the summary page to ensure everything is correct. 

 Click on the Submit button. 

 A confirmation message will be displayed confirming the successful completion of the 

registration process. 

 

 The application is then automatically sent to the respective Designated Authority for 

approval. 
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3. Final Approval by DA(Designated Authority) 

 Login as Designated Authority: After the form is submitted and sent for approval, the 

Designated Authority needs to log in to the system. 

 Open Pending Vessel Registration List: Navigate to the Vessel Registration section. 

 

 View Application: Locate the submitted vessel registration application and click on Action 

icon, the Approve/Reject link will display to open and review the application details. 
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 DA can take following actions:- 

 Approve 

 Clarification 

 Reject 

 Approve Application: After reviewing, Enter Remarks  

 Click the Approve button . 

 The application will now be approved, and the "Schedule Inspection" screen will appear. 
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3.1 Schedule Inspection: 

 Select Surveyor 

 

 The surveyor's already scheduled inspections will display on the calendar. 

 Select a date to schedule the inspection. A pop-up window for scheduling the appointment will 

appear 

 

 

 Enter Title 

 Select From and To Date 

 Click the ” Save” button 

    

 The application status will now be updated to “Inspection Scheduled.” 
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3.2 Upload Inspection Report 

 Click the Action icon 

 

 Select “Upload Inspection Report”, and the upload screen will appear 

 

 Select the date of Upload Report 

 Upload the Inspection Report 

 Click the “Upload” Button 

 The Application Status will now be updated to “Inspection Report Submitted” 

 

3.3 Issue Carving and Marking Note 

 Click the “Action” icon again 

 

 Select the “Issue Carving and Marking Note”, and the related screen will appear 
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 Enter the Official Number 

 Select Year of Registry 

 Click “Generate Form No.5” to generate the report in PDF format(opens in a new tab) 
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 The application Status will now be updated to “CMN Issued” 

 

4. Application for Carving and Marking Note Survey(by Ship Owner) 

After the issuance of the Carving and Marking Note, the ship owner will submit an application for the 
Survey of the Carving and Marking Note. 

 Login as Ship Owner 

 Navigate to the "Vessel Registration" section where a list of vessels will be displayed. 

 Click the “Action” icon for the selected application 

 

 Select “Apply for Carving and Marking Note Survey”to open the application form. 
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 The following fields will be auto-populated in the form:- 

 Official Vessel Number 

 Name of Vessel 

 Port Name 

 Category of the Vessel 

 Name and address of the Builder 

 Year of Build 

 Vessel Registration State 

 Brake Horsepower 

 Owner Name 

 Owner Address 

 Owner Telephone No 

 Fill in all mandatory fields 

 Click the “Submit” button, Payment screen will display 
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 Click “Make Payment” button 

 After successfully making the payment, the application status will be updated to “Applied for 

CMN Survey.” 

 

5. Upload Carving and Marking Note Survey Report(by DA) 

After the CMN survey is applied, the DA will upload the “Carving and Marking note Survey Report” 

 Login as DA 

 Navigate to the “Vessel Registration” section , listing will display 

 Click the “Action” icon for the selected application 

 

 Select “Upload Carving and Marking Note Survey Report” to open the form. 
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 Select the Survey Date 

 Upload the Carving and Marking Note Survey Report 

 Click the “Submit” Button 

 The Application Status will now be updated to “CMN Survey Report Uploaded”. 

 

6. Application for Initial Survey (by Ship Owner) 

After the Carving and Marking Note (CMN) Survey Report is uploaded, the Ship Owner will apply for 

the Initial Survey. 

 Login as Ship Owner 

 Navigate to the“Vessel Registration” section , listing will display 

 Click on Action icon of selected application 

 

 Select “Apply for Initial Survey” to open the application form 

 



19 
 

Copyright © 2024 - All Rights Reserved -IWAI 

 
 

 

 

 

 The following fields will be auto-populated in the form:- 

 Name of Vessel 

 Official Number 

 Category of the Vessel 

 Type of the Vessel 

 Builder Name 

 Year of Built 

 Builder Address 

 Owner Name 
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 Owner Address 

 Manufacturer Name 

 Engine Type 

 Brake Horsepower(BHP) 

 Fill in all mandatory fields 

 Click the “Submit” button, it will redirect to Fee Payment screen 

 

  Click on Make Payment. 

 After successful payment, status will be updated to “Initial Survey Requested” 

 

7. Initial Survey Declaration (by DA) 

After the Initial Survey survey is requested, DA will complete the Initial Survey Declaration 

 Login as D.A 

 Under “Vessel Registration” , listing will display 

 Click the “Action” icon for the selected application 

 

 Select “Initial Survey Declaration” to open the Declaration form. 
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 Fill in all mandatory fields 

 Click the “Submit Survey” Button 

 The Application Status will now be updated to “Registration Completed”. 
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8. Application for Provisional Certificate of Survey (by Ship Owner) 

After the Registration is Completed, Ship Owner will apply for Provisional Certificate of Survey.  

 Login as Ship Owner 

 Navigate to the “Vessel Registration” section, listing will display 

 Click the “Action “icon for the selected application 

 

 Select “Apply for Provisional Certificate of Survey” 

 

 Click the” Save” button to proceed to the Fee Payment screen  
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 Click the “Make Payment” button to complete the payment. 

 The Application status will now be updated to “Applied for Provisional Certificate of Survey” 

 

9. Issuance of Provisional Certificate of Survey(DA) 

After the Provisional Certificate is applied, DA will issue the Provisional Certificate Survey 

 Login as DA 

 Navigate to “Vessel Registration” section , listing will display 

 Click on the “Action” icon for the selected application 

 

 Select ” Issue Provisional Certificate of Survey” 

 

 Fill in all mandatory fields 

 Click the” Issue Provisional Certificate of Survey” button 
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 The “Generate Certificate” button will now be displayed 

 Click the “Generate Report” button.The Report will be generated in a new tab in PDF Format 

 

 The Application Status will now be updated to “Provisional Certificate Uploaded”. 

 

10. Application for Provisional Certificate of Registration (by Ship Owner) 

After the Provisional Certificate is uploaded, Ship Owner will Apply for Provisional Certificate of 

Registration 

 Login as Ship Owner 

 Navigate to the “Vessel Registration” section, listing will display 

 Click the “Action” icon for the selected application 
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 Select “Apply for Provisional Certificate of Registration” 

 

 

 Fill out all mandatory fields 

 Click the “Save” button 

 The Fee payment screen will now be displayed 

 

 Click the “Make Payment “button 
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 After successfully completing the payment, the Application Status will  be updated to “Applied 

for Provisional Certificate of Registration”. 

 

 

11. Issuance of Provisional Certificate of Registration(by DA) 

After the Provisional Certificate of Registration is applied, DA will issue the Provisional Certificate of 

Registration 

 Login as DA 

 Navigate to the “Vessel Registration” section , listing will display 

 Click the “Action” icon for the selected application 

 

 Select “Issue Provisional Certificate of Registration” 

 

 Enter the Date of Issue and Date of Expiry 

 Click the “Issue Provisional Certificate of Registration” button 

 The “Generate Certificate” button will now be displayed 
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 Click the “Generate Certificate” button.The Certificate will be generated in a new tab in PDF 

Format 

 

 The Application Status will now be updated to “Provisional Certificate Issued”. 

12. Application for Certificate of Survey (by Ship Owner) 

After the Issuance of Provisional Certificate , Ship Owner will apply for Certificate of Survey.  

 Login as Ship Owner 

 Navigate to “Vessel Registration” section , listing will display 

 Click the “Action” icon for the selected application 
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 Select “Apply for Certificate of Survey” 

 

 Click the “Save” button. The Fee Payment screen will now be displayed 

 

 Click the “Make Payment” button 

 After successfully completing the payment,  the application status will now be updated to 

“Applied for Certificate of Survey” 
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13. Issuance of Certificate of Survey (by DA) 

After the Certificate of Survey is applied, DA will issue the Certificate of Survey 

 Login as DA 

 Navigate to the “Vessel Registration” section , listing will display 

 Click the “Action” icon for the selected application 

 

 Select “Issue Certificate of Survey” 

 

 Click the “Generate Certificate” button. The Certificate will be generated in a new tab in PDF 

Format 
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 The Application Status will now be updated to “Certificate of Survey Issued”. 

 

14. Application for Certificate of Registration (by Ship Owner) 

After the Certificate of Survey is issued, the Ship Owner can proceed to apply for Certificate of 

Registration 

 Login as Ship Owner 

 Navigate to the “Vessel Registration” , listing will display 

 Click the “Action” icon for the selected application 

 

 Select “Apply for Certificate of Registration” 
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 Fill out all mandatory fields 

 Click the “Save” button 

 The Fee payment screen will now be displayed 

 

 

 Click the “Make Payment” button 
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 Once the payment is completed, the Application Status will now be updated to “Applied for 

Certificate of Registration”. 

 

 

15. Issuance of Certificate of Registration (by DA) 

After the Certificate of Registration is applied, DA will issue the Certificate of Registration 

 Login as DA 

 Navigate to the “Vessel Registration” section, listing will display 

 Click the “Action” icon for the selected application 

 

 Select “Issue Certificate of Registration” 

 

 

 Click the “Generate Certificate” button. The Certificate will be generated in a new tab in PDF 

Format 
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 The Application Status will now be updated to “Certificate Issued”. 

 

 

16. Other Vessel Services 

 Click on Application 

 Select Other Vessel Services 

 A list of registered vessels will be displayed 

 

 Click on the Action icon next to the desired vessel 
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 Following services related to vessels will be available :- 

 Transfer of Vessel 

 Transfer of Registry 

 Registration of alterations and modifications  

 Duplicate of the Certificate (Registry) 

 Cancellation of Registration 

 Instrument Creating Mortgage 

 Instrument creating Transfer of Mortgage 

 Instrument Creating Discharge of Mortgage 

16.1 Cancellation of Registration 

 Click on Cancellation of Registration from the list of Services 

 The Application form will be displayed 

 

 Select Reason 
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 Upload the Certificate of Registration 

 Click on the Save Button 

 The Make Payment screen will appear 

 

 Click on Make Payment, success message will display 

   

 The application will now be sent to the Designated Authority (DA) for further processing. 

 

16.2 Transfer of Vessel 

 Click on Transfer of Vessel from the list of Services 

 The Application for Transfer of Vessel form will be displayed 

 

 Enter the Owner Name 

 Upload the Certificate of Registration 
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 Click on the Save Button 

 The Make Payment screen will appear 

 

 

 Click on Make Payment, success message will display 

   

 The application will now be sent to the Designated Authority (DA) for further processing. 

 

16.3 Instrument Creating Transfer of Mortgage 

 Click on Instrument Creating Transfer of Mortgage from the list of Services 

 The Instrument creating Transfer of Mortgage form will be displayed 
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 Fill the fields in form 

 Click on the Save Button, success message will display 

   

 The application will now be sent to the Designated Authority (DA) for further processing. 

 

16.4 Transfer of Registry 

 Click on Transfer of Registry from the list of Services 

 The Application for Transfer of Registry form will be displayed 
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 Select State 

 Upload the Certificate of Registration 

 Click on the Save Button 

 The Make Payment screen will appear 

 

 

 Click on Make Payment, success message will display 

   

 The application will now be sent to the Designated Authority (DA) for further processing. 

 

16.5 Duplicate of the Certificate (Registry) 

 Click on Duplicate of the Certificate (Registry) from the list of Services 

 The Application for Duplicate of the Certificate (Registry) will be displayed 
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 Select Reason 

 Upload FIR Copy 

 Upload Mutilated Certificate 

 Click on the Submit Button, success message will display 

   

 The application will now be sent to the Designated Authority (DA) for further processing. 

 

16.6 Instrument creating discharge of the Mortgage 

 Click on Instrument creating discharge of the Mortgage from the list of Services 

 The Application for the same will be displayed 

 

 Fill mandatory fields 

 Click on the Save Button, success message will display 

   

 The application will now be sent to the Designated Authority (DA) for further processing. 
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16.7 Instrument Creating Mortgage 

 Click on Instrument Creating Mortgage from the list of Services 

 The Instrument creating Mortgage form will be displayed 

 

 

 

 Fill the fields in form 
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 Click on the Save Button, success message will display 

   

 The application will now be sent to the Designated Authority (DA) for further processing. 

16.8 Registration of Alterations and Modifications 

 Click on Registration of Alterations and Modifications from the list of Services 

 The Application form will be displayed 

 

 Fill fields 

 Click on the Save Button 

 The Make Payment screen will appear 

 

 Click on Make Payment, success message will display 
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 The application will now be sent to the Designated Authority (DA) for further processing. 

 

17. View Vessel Registry Transaction(by DA) 

Once a Ship Owner submits a request for services such as Transfer of Registry, Vessel, Mortgage, 

or Registration of Alterations , the Designated Authority (DA) will review and approve these 

requests. 

 Login as DA 

 Click on Application 

                                               

 Choose View Registry Transaction to display a list of requests related to the transfer of vessels, 

registry and Registration of alteration 

 

 Click on View next to the desired request to see the details 
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 If the request is valid, click the Approve button to approve it. The status will update to 

“Approved.” 

 Alternatively, the DA may choose to reject the request as necessary. 

 

 To view the request for Registration of Alteration, click on the Edit Vessel button 

 

 Vessel Alteration screen will appear 

 

 The following details will be displayed, pre-filled as they were entered during Vessel 

Registration: 
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 Applicant Details 

 Vessel Details 

 Vessel Builder Details 

 Vessel Propulsion Type and Engine Maker 

 Enclosures 

 Upload the Survey Report 

 Click on the Save button, a success message will be displayed. 

18. View Vessel Mortgage Transaction(by DA) 

Once a Ship Owner submits a request for services such as Transfer of Registry, Vessel, or 

Mortgage, the Designated Authority (DA) will review and approve these requests. 

 Login as DA 

 Click on Application 

                                               

 Choose View Mortgage Transaction to display a list of requests related to the Mortgage. 

 

 

 Click on View next to the desired request to see the details 
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 If the request is valid, click the Approve button to approve it. The status will update to 

“Approved.” 

 Alternatively, the DA may choose to reject the request as necessary. 

 

 

 

 

19. Survey Application 

To apply for Vessel Survey, follow below steps:- 

 Click on Survey Application to display the Survey Application screen . 
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 Click on the Survey Type dropdown 

  

 Select the desired Survey Type, corresponding screen will display 
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 Input the official vessel number. Data in certain fields will auto-populate based on the entered 

vessel number as shown below:- 

 

 Fill Mandatory fields 

 Click on Submit button, it will redirect to Fee Payment screen 

 

 Click on Continue button, success message will display 
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 The application is then automatically sent to the respective Designated Authority for approval. 

 

 

20. Survey Approval by DA(Designated Authority) 

 Login as Designated Authority: After the form is submitted and sent for approval, the 

Designated Authority needs to log in to the system. 

 Open Pending Survey Approval List:Navigate to the Survey Approval section. 

 

 Click on View 

 

 DA can take following actions:- 

 Approve 

 Clarification 

 Reject 

 Approve Application: After reviewing, Enter Remarks  

 Click the Approve button . 

 The application will now be approved 
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 Click on Upload, Schedule Inspection screen will appear 

 

 Select surveyor 

 Select Date 

 

 Fill fields 

 Click on Save button 
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 Click on Upload to upload the Survey Report 

 

 

 Select Survey Date 

 Upload Report 

 Click on Submit button, report will get uploaded 

 

 Click on download to view the uploaded report 
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