
USER MANUAL 



Dealer Module 

 

  Concerned person(dealer) fills up the registration 

form either online or offline . 

 

Uploads the form along with scanned copies of some  

    documents. 

 

After submission of the form ,receives a registration 
number using which he can track his application 
status. 

 



 

 
 
Go to the following page for new registration(online or offline) 



 
 

 

 

    Select the preferred act under which Registration is to be performed 
 then click on submit. 



Select District and location name in the dropdown list and click on submit button to 
download the registration excel file. 



 
 

 
Fill the downloaded excel  file.(Registration form and Annexure) 
 



 

Contd….. .  
 

Fill up Annexure I data. 



 Contd…..  
 

Fill up Annexure-I(Immovable List) 



 

 Contd…..  
 

Fill up the Annexure-I(Business List)  



 

 Contd…..  

Fill up the Annexure-II(Additional places) 



 

 Contd…..  
 

Fill up the Bank details 



Contd…... 
 

Fill up Commodity details 



 Contd…. 

Fill up Immovable List details 



 

 

                                                                                                                                                       

Again select the act under which Registration is to be performed(should       
match with the act specified during downloading the form) and  Click on 
submit button 

 

 



 

 
Reselect concerned district and  location name for uploading the excel     
file and click submit button. 
 



    

 
 Upload the excel file,required scanned documents and click on upload 
button. 



 

 

 Click on save and confirm button. 



 

 System generated  acknowledgement number is shown as below. 



 

 Dealer can check their registration status by entering their 

acknowledgment number. 



To ǀieǁ the status if ͞Reŵark͟ is giǀeŶ ďy the adŵiŶ. 



To view the status if ǲHearing Noticeǳ is given by the admin. 



Registration request first goes to Assistant Commissioner of Taxes 
or Superintendent of Taxes Incharge .  

 

He  assigns respective circle to the application. 

 

Application is then forwarded to the Circle Incharge. 

 

Circle  Incharge verifies the complete registration request and 
accordingly processes the application. 

 

Processing  of application includes-any remark ,order enquiry , 
order security hearing for new registration or he can directly choose 
for final approval of the registration. 

 

registration number is finally generated. 

 

 



 
 

 
In order to complete the approval process , login using the userId and 
password. 
 



 

 
 In the Home Page click on ǲAssignment of Registrationǳ link. 



 

 Assigns  respective circles  and click on submit button. 



 

 
 Enter concerned circle which was previously  allotted to that dealer for further 

approval.   



 

 IŶ the Hoŵe Page ĐliĐks oŶ ͞Vieǁ AssigŶed RegistratioŶ͟ liŶk  



 
 
 
 Open the registration form from the following list. 



 

 Verify and save the form. 



 

 Select an option  in the registration processing by accessing officer 

window 

 
 
 
 
 
 
 

 
 

 
 
 
 
 
 
 

 
 

 
 If there is any remark ,order enquiry, order security hearing for new registration  
officer will select preferred option and send an alert to the dealer, else the officer  

directly choose for final approval of the registration 



 

Contd….. 

(Order Enquiry ) Alert 



CoŶtd…. 

Security order processing alert 



CoŶtd…. 

Final approval alert 



After Final approval  11 digit registration number will be generated 



ThaŶk you… 


