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Candidate Instructions for Universal Registration One-Time Edit Process

Universal Registration One-Time Functionality

The Universal Registration Details Edit Functionality is a one-time facility provided to candidates

to correct or update their Universal Registration details in case any incorrect information was

entered earlier.

Candidates are strongly advised to use the Universal Registration Details Edit Facility carefully.

This is a one-time opportunity given by the UPSC to correct any mistakes in the details already

submitted. Once the correction is done, no further changes will be allowed.

How to Update Universal Registration Data:

1. One-Time URN Edit Feature: The One-Time Edit feature allows candidates to edit their
Universal Registration details only once, so please make changes carefully.

2. Steps to access the URN One-Time Edit feature:

a.

b.

After logging into the candidate portal (refer to General Instruction document for
login), click “Update URN” under “Update My Data” in the navigation bar to edit
your details.
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Add Aadhaar

Update Email ID
Update Mobile Number
Change My Password

" _Update Common Application Profile

‘ Update URN

The Universal Registration Preview page will open. This page shows all your
existing details.

Candidates are advised to carefully review all details shown on the preview page
before proceeding further.
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Universal Registration Profile Preview
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d. Read and Accept the Mandatory Declaration: Before editing the details,
candidates must accept the following declaration:
“l want to update or modify the details in my URN account, and | understand
that I will not be able to update or modify my URN details at a later stage.

e. Only after accepting the declaration can the candidate proceed to edit the details.
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Confirm

Please note that the data/details in your Universal
Registration Number (URN) can be edited or changed
only one time. If you have already made changes to
your URN details, you will not be able to edit or
update them again. Do you want to modify the details
in your Universal Registration Number (URN)?

CANCEL

Success

Your Universal Registration Number (URN) has been
unlocked to allow modification or correction of your
data/details.

f. Sections Available for Editing:

i. The URN edit module is arranged in the following sequence:

1. ldentity Details

2.
3.
4,

ii. Cand

Aadhaar / Photo Identity Details

Matriculation Board Profile

Preview Universal Registration

idates may edit the relevant details in these sections, wherever

applicable.

3. Update Identity Profile — Candidate can update/edit the identity profile details.
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4. Update Aadhaar/Photo ID — Candidate can update/edit the Aadhaar/ Photo ID details.

= Update Aadhar / Photo ID
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5. Update Matriculation Board Profile — Candidate can update/edit the Matriculation Board
Profile details.
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6. Make changes only if required and ensure all information is correct.
a. A candidate can edit the Universal Registration only once.
b. After the candidate saves and locks the Universal Registration, no further changes
will be allowed.
i. If a candidate opens the Universal Registration edit page but does not
make any changes and then closes the browser or logs out, the Universal
Registration edit option will remain available.
ii. If the candidate’s Universal Registration is not locked, the candidate will
not be allowed to apply for any examination.

iii. All previously uploaded documents will remain available and will not be
deleted.
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c. The candidate must carefully verify all details before locking the Universal
Registration details.

7. Preview, Lock, and Submit:

a. After completing the required changes, candidates must review the updated
details on the Preview Universal Registration page.

b. Candidates must Lock and Submit the Universal Registration page to save the
changes permanently.

c. If the Universal Registration page is not locked, the candidate will not be
permitted to apply for any examination.
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8. FAQ’s Section:

a.

Can a candidate edit Universal registration details more than once?
Answer: No. Universal registration details edit feature allows only one edit. Once
the candidate uses the “Update URN” option, further edits are not allowed.

What happens if a candidate opens the edit page but does not make any
changes?

Answer: If the candidate closes the browser or logs out without saving, the
Universal registration details edit option will not be considered used, and the one-
time edit facility will remain available.

What happens if the Universal registration details remain unlocked after editing?
Answer: The candidate cannot apply for any examination until the Universal
registration details are locked again.

Will my previously uploaded documents be deleted when | edit the Universal
registration details?

Answer: No. All previously uploaded documents remain saved in your Universal
registration details.

What should a candidate do if the name in the Universal registration details is
different from the 10th certificate?

Answer: The system will ask whether the Universal registration details-name
matches the name on the 10th certificate. If the candidate selects “No”, the
system will ask whether the candidate has a Gazette Notification for the name
change.

What happens if a candidate edits Name, Date of Birth (DoB), or Gender?
Answer: The Aadhaar / Photo ID details will be cleared automatically. The
candidate must re-enter and re-verify the Aadhaar / Photo ID details.

Will uploaded documents be removed if the candidate edits the Universal
registration details?

Answer: No. All previously uploaded documents will remain saved in the Universal
registration details.
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