
(Passport Renewal)

Manual



Open the link below
Passport Seva at Indian Embassies (passportindia.gov.in)

① Select “Continent”
“Please select the Region/Country from where you wish to 

apply for Passport”

https://embassy.passportindia.gov.in/


② Select
“which country are you 

applying from”



③ Select “Register”

If you have an account, select

“User Login”



“For Registration” Enter The Details below
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a・Select “Embassy/Consulate, where you want to apply” 

b・Enter Given Name 

C・Enter Surname 

d・Enter Date of Birth

e・Enter Email address

f・If you select “Yes” Login ID will be Email address,

If you select “No” you should create a Login ID

g・Create Login ID

h・Create Password (must have “numbers, lowercase letters,    

uppercase letters and special characters)

i・Enter same Password as above

j・Select any Hint Question

k・Enter Hint Answer

l・Enter Characters Displayed

m

m・Press Register button



④ Click  Apply for Ordinary Passport

・Select “Re-Issue of Passport”

・Select “Validity Expired Within 3 Years/ Due To Expire”

・You can choose “Normal or Tatkaal”

・You can choose “36 or 60 pages”

・Click “Next”



⑤ Fill Applicant Details

a・Enter “Given Name” 

a b
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b・Enter “Surname” 
c・Select “Gender” 
d・Select “Yes or No” “If you have ever been any other names” 

If you select “Yes” Please enter your other name
e・Select “Yes or No” “If you ever changed your name?” 

If you select “Yes” Please enter your Changed name
f・ Select “Date of Birth (dd/mm/yyyy)” 
g・Enter “Place of Birth (Refer old Passport)” 
h・Select “Yes or No” “If your Place of Birth out of India” 

If you select “Yes” Please select which Country are you born
If you select “No”  Please select your State and District (India)

i・ Select “Marital Status” 
j・ Select “Citizenship of India by” 
k・Select “Employment Type” 
l・ Select “Educational qualification” 
m・Select “Yes or No” “Is either of your parent (in case of

n・Select “Yes or No” Is applicant eligible for Non-ECR category
o・Enter “Aadhaar Number” 

minor)/spouse, a government servant?”

p・Select “Yes” 
q・Select “Next Button” 



⑥ Fill Family Details

a・Enter “Father's Given Name” 

b・Enter “Father's Surname” 

c・Enter “Mother's Given Name” 

d・Enter “Mother's Surname” 

e・Enter “Spouse's Given Name” 

f・Enter “Spouse's Surname” 
g・Enter “Father/Legal Guardian's Nationality” 

h・Enter “Mother/Legal Guardian's Nationality” 

i・Select “Next Button” 
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⑦ Fill Applicant Address Details

If you select “Yes” Please select the Country and Address (Refer old Passport)

If you select “No” Please enter your Indian Address (Refer old Passport)

b・ Is your other address out of India” Select “Yes”

Enter “your address details where do you live out of India” 

d・ Select “No Change in Address/ I have valid Address Proof Button” 

Fields marked with # will be printed on Passport.

a・Select “Yes or No” If your passport printable address is out of India

c・ Select “Next Button” 

a
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⑧ Fill Emergency Contact Details

a・Enter “Name and Address” e.g. Friends or Relatives near you

b・Enter “Mobile Number”      e.g. Friends or Relatives near you

c・Enter “Email Address”         e.g. Friends or Relatives near you

d・Select “Next Button”

a b

c

d

⑨ Fill Previous Passport Details

e・Enter “Passport Number”  (Refer old Passport)

f・Enter “Place of Issue” (Refer old Passport)

g・Enter “Date of Issue (dd/mm/yyyy)” (Refer old Passport)

h・Enter “Date of Expiry(dd/mm/yyyy)” (Refer old Passport)

e f
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i・Enter “File Number” (Refer old Passport)

j・Select “Details Not Available / Never Held Diplomatic/Official Passport”

k・Have you ever applied for passport, but not issued “Select NO”

l・Select “Next Button”



⑩ Select Other Details

Read above carefully and select “Yes or No”

※・Select “Next Button”

※



⑪ Passport Preview Details

※・Select “Next Button”

※

※・Please double check PASSPORT PREVIEW DETAILS
carefully and select “Next Button”

※



Procedures After Online Application

・Print out filled online application form and sign it. 

・Current passport and its copy.

・Original Alien Registration Card or Residence Card

and its copy
・Three (3) recent passport-size photographs with light

background (5cm x 5 cm)

Reference of photographs : Click Here

Need to submit following items to Indian embassy

Applicant can submit directly to embassy or send by post

・Request letter
・Application fee
・Self-addressed envelope and sending fee for

returning documents

Reference of Request letter 

・Others (other documents might be needed depends on application)

https://www.indembassy-tokyo.gov.in/public_files/assets/pdf/PhotoSpecs.pdf


If you need any further assistance, 

kmccjapan@gmail.com

please feel free to reach out

KMCC JAPAN Instagram
KMCC JAPAN FaceBook

KMCC JAPAN FaceBook

Tap here

mailto:kmccjapan@gmail.com
https://www.instagram.com/kmccjapan/?igsh=amZuYWQ5aGwweHE2
https://www.facebook.com/login.php?next=https%3A%2F%2Fwww.facebook.com%2Fmessages%2Fblocked%2F
https://www.facebook.com/people/KMCC-JAPAN/61566533205619/
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