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1. Overview 

This manual is designed for users of the CRVS Marriage & Divorce portal. It explains the visible 
workflow shown in the provided screenshots and can be used as a practical training document. 

Main functions available from the portal 

Menu / Area What it is used for 

Dashboard View registrar profile, office name and address. 

Marriage Registration Form 
Create a new marriage registration and move through 
the multi-step form. 

Marriage Registration Applications Search, review and export application records. 

Completed Marriage / Certificates 
Search completed certificate records by ID, name or 
NID. 

Offices 
Create or manage office information, if the user has 
permission. 

Profile menu Sign out of the system safely. 

  

2. Preliminary Requirements 

Before starting a new registration, make sure all required information and image files are ready. 
This will reduce mistakes and make the process faster. 

Item Prepare this before data entry 

Marriage place 
Division, district, upazila/city corporation/pourashava, 
union, ward, area and detailed address. 

Groom details 
NID or birth certificate type, ID number, ID image, 
passport-size photo, full name in English and Bangla, 
parent’s names and address. 

Bride details 
NID or birth certificate type, ID number, ID image, 
passport-size photo, full name in English and Bangla, 
parent’s names and address. 

Wakil / representative details 
Full name, parent’s names, address and the required 
appointing witness information. 

Marriage witnesses 
At least two witness records with names, parent’s 
names and address. 

Marriage financial information 
Dates, denmohor amount, mu’ajjal / deferred details, 
remarks and yes/no answers required by the form. 

Registry fee 
Payment method, amount paid and fee written in 
words. 

Signatures 
Separate clear image files for every required signature 
shown in the form. 

 

Good practice 
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Use clear image files for ID cards, passport photos and signatures. Blurry uploads can 
create problems later when the application is reviewed or printed. 

3. Portal Access, Registration and Navigation 

The CRVS Marriage & Divorce Portal has separate access options for civilian users and administrators. 

Civilian users can register, log in, update their profile and access the marriage registration form. 

Administrators can log in separately to manage registration-related activities from their dashboard. 

3.1 Portal Login Page 

The login page is used by both civilian users and administrators. New civilian users can use the 

Register here option to create an account. 

  
Portal Login Page Register as Civilian 

• Open the portal login page. 

• Enter the registered Phone number and Password. 

• Click Sign In to access the account. 

• If the user does not have an account, click Register here to create a new civilian account. 

3.2 Civilian Sign Up 

New civilian users must create an account before using the portal. 
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Civil Registration Page 

• Enter Full Name in English. 

• Enter Mobile Number. 

• Select Gender. 

• Select Document Type: NID or Birth Certificate. 

• Enter the identification document number. 

• Enter Password and Confirm Password. 

• Click Register Now to create the Civilian Account. 

3.3 Civilian Login and Dashboard 

After successful registration, the civilian user can log in from the same portal login page. 

 
Civilian login page 

• Enter the registered Phone number. 

• Enter the Password. 

• Click Sign In. 
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After login, the civilian user lands on the dashboard. The dashboard shows the user name and the 

available menu options. 

 
Civilian dashboard page 

Through the civilian login, the user can access: 

• Dashboard 

• Marriage Registration Form 

• User Profile 

• Sign Out option from the profile menu 

 
Civilian Dashboard Profile Menu 

• Use the top-right profile icon to open the account menu. 

• Select User Profile to view or update profile information. 

• Select Sign Out to log out safely after completing work. 

3.4 Civilian Profile View and Update 

Civilian users may need to complete or update their profile information after login. Required fields are 

marked with an asterisk (*). 
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Civilian User Profile 

 

• Enter full name in English and Bangla. 

• Select marital status and gender. 

• Enter date of birth and mobile number. 

• Enter father’s and mother’s names in English and Bangla. 

• Select Document Type: NID or Birth Certificate. 

• Enter the identification document number. 

• Select Division, District, Upazila, Union, Ward and Area. 

• Enter the full address in the address field. 

• Click Update to save the profile information. 

3.5 Admin Login 

Administrators can log in to the portal using their registered phone number and password. 
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Admin login page 

• Open the portal login page. 

• Enter the registered Phone number. 

• Enter the Password. 

• Click Sign In to access the admin dashboard. 

3.6 Admin Dashboard and Navigation 

After successful login, the administrator lands on the dashboard. The dashboard shows the logged-in 

admin name, office name and office address and available menu options. The dashboard card 
confirms which office and registrar account are currently active. 

 

 
Dashboard main page 

 
Profile menu with Sign Out option 

Through the admin login, the user can access: 

• Dashboard 
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• Marriage Registration Form 

• Marriage Registration Application 

• Completed Marriage 

• Offices 
 

4. Marriage Registration Workflow Summary 

The Marriage Registration Form is a multi-step workflow. Each step must be completed carefully 
before moving to the next step. 

Step Screen name What the registrar does 

1 Marriage place (বিিাহের স্থান) 
Enter where the marriage took 
place. 

2 Groom information (িহরর তথ্য) 
Enter the groom’s identity, photo, 
name, parents and address. 

3 Bride information (কহনর তথ্য) 
Enter the bride’s identity, photo, 
name, parents and address. 

4 
Groom’s wakil information (িহরর 

উবকল) 
Enter wakil details and related 
appointing witness information. 

5 
Bride’s wakil information (কহনর 

উবকল) 
Enter wakil details and related 
appointing witness information. 

6 
Marriage witnesses (বিিাহের 

সাক্ষীগণ) 
Enter at least two witnesses; more 
can be added if needed. 

7 Other information (অনযানয তথ্য) 
Enter dates, denmohor, 
mu’ajjal/deferred amounts, 
remarks and yes/no confirmations. 

8 
Registry fee payment (বনিন্ধন বি 

প্রদান) 
Enter payment method and registry 
fee information. 

9 Signatures (স্বাক্ষর) 
Upload each required signature 
image separately. 

   

5. Detailed Instructions for Creating a Registration 

5.1 Open the Marriage Registration Form 
 

From the left menu, choose Marriage Registration Form. The form opens with a step progress bar 
and the first page for marriage location. 

• Use Save Draft whenever you need to stop and return later. 
• Use Save & Continue to go to the next step. 
• Use Back to return to the previous step without leaving the form. 
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5.2 Step 1 - Marriage place (বিিাহের স্থান) 

 

• Select Division (বিভাগ). 

• Select District (জেলা). 
• Select Upazila / City Corporation / Pourashava. 
• Select Union, Ward and Area. 
• Enter the detailed address in the text box. 
 

Why this step matters 

This step determines the location of the marriage event. Make sure the selected locality and 
the detailed address match the actual marriage location. 

 

  

5.3 Step 2 and Step 3 - Groom and Bride information (ির ও কহনর তথ্য) 

The groom and bride data-entry pages follow the same basic pattern. The registrar enters identity 
type, uploads images and records the person’s name, parent’s names and address. 
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Step 2: Groom information page 

 
Step 3: Bride information page 

 
• Choose the identity document type: National ID card or Birth Registration Certificate. 
• Enter the identity number in the relevant field. 
• Upload the identity document image. 
• Upload a passport-size photo. The file size must be between ___ MB and ___ MB. 
• Enter full name in English and in Bangla. 
• Enter father’s name and mother’s name in English and Bangla. 
• Enter address. 
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5.4 Step 4 - Groom’s wakil information (িহরর উবকল) 

This page captures the groom’s wakil / representative information and the appointing witness 
section related to that wakil. 

 
Step 4: Groom’s wakil information page 

• Enter the wakil’s full name in English and Bangla. 
• Enter father’s name and mother’s name in English and Bangla. 
• Enter the wakil’s address. 
• Complete the appointing witness information shown below the wakil section. 
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5.5 Step 5 - Bride’s wakil information (কহনর উবকল) 

This page is similar to the previous wakil page, but for the bride’s wakil / representative. 

 
Step 5: Bride’s wakil information page 

• Enter the bride’s wakil details using the same format as the groom’s wakil page. 
• Fill in the appointing witness records required for this section. 
• Check all names carefully before moving ahead. 
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5.6 Step 6 - Marriage witnesses (বিিাহের সাক্ষীগণ) 

At least two witnesses are required. The page clearly states that more witnesses can be added if 
needed. 

 
Step 6: Marriage witnesses page 

• Enter witness 1 information: full name, parents’ names and address. 
• Enter witness 2 information in the same way. 

• Use the '+ সাক্ষী জ াগ করুন ' button to add more witnesses when required. 
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5.7 Step 7 - Other information (অনযানয তথ্য) 

This page captures the key marriage details beyond identity data, dates and financial 
information. 

 
Step 7: Other information page 

• Select the marriage completion date. 
• Select the marriage registration date. 
• Enter the total denmohor amount, cash mu’ajjal and deferred mu’ajjal. 
• Answer the yes/no questions shown at the bottom of the page. 

Important 
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Amounts and written remarks should be consistent with the actual marriage agreement 
documents. Review this page very carefully before continuing. 

5.8 Step 8 - Registry fee payment (বনিন্ধন বি প্রদান) 

The registry fee page records how much fee was paid and by which payment method. 

 
Step 8: Registry fee payment page 

• Select the payment method. 
• Enter the paid registry fee amount. 
• Enter the fee amount in words. 
• Use Save Draft or Save & Continue as needed. 
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5.9 Step 9 - Signature upload (স্বাক্ষর) 

This final page requires separate uploads for all required signatures. The instruction on the page 
indicates that each signature image should be scanned and uploaded separately. 

 
Step 9: Signature upload page 
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• Upload each signature as a separate image file. The file size must be between ___ MB and ___ 
MB. 

• Make sure the signature image is clear and not cut off. 
• Complete every required signature field shown on the page before final submission. 

6. Managing Marriage Registration Applications 

The Marriage Registration Applications page is used to review previously entered application 
records. The screenshots show separate tabs for Registrar and Civilian records, a search box and 
an Export option. 

 
Application list with Registrar and Civilian tabs 

 
• Use the Registrar tab to view registrar-side application records. 
• Use the Civilian tab if civilian-submitted records exist. 
• Search using NID, birth certificate, groom name or bride name. 
• Use Export to download the displayed records. 
 

7. Completed Marriage / Certificate Search 

The completed marriage page displays issued certificate records. The screenshot shows a 
search field for searching certificates by ID, name or NID and a results table showing groom 
name, bride name and registration date. 
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Completed marriage Certificate list page 

 

Generated NikahNama Preview 
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Example of searching an application by bride name 
 

• Use this page when you need to locate already completed marriage records. 
• Use the search box to find completed marriage records by Application ID, name or NID. 
• Review the results table to confirm groom name, bride name and registration date. 
• Click the three-dot action menu to open Nikahnama, Marriage Certificate or Marriage Fee 

Receipt. 
• The Nikahnama Preview page shows the generated Nikahnama and allows the user to 

download the PDF. 
 
 

8. Office Management 

The Offices page lets an authorized user create a new office within the system. This should be 
used only by users who have the appropriate permission. 
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Office management page 

• Enter the Office Title. 
• Select the Office Type. 
• Select Zone Type, Ward and Area. 
• Enter the detailed office address. 
• Click Create Office to save the office record. 
 

9. Recommended Working Practices 

• Check English and Bangla spellings before moving to the next step. 
• Use Save Draft when the application cannot be completed in one sitting. 
• Upload only clear and readable images. 
• Review witness, wakil, fee and signature data before final submission. 
• Keep login credentials private and sign out after work is finished. 

Final review checklist 

Before closing a case, verify location, groom details, bride details, wakil entries, witness 
entries, other information, fee data and all required signatures. 

 


