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e-Registration – User guideline 

In order to apply for new registration electronically (e-registration) the applicant must access e-

Registration of e-Services portal. 

Access e-Registration 

1. Click the e-Registration link as available in the e-Services portal home page. 

 

 

Initial Information 

1. You will view the following screen. Please enter all the details for initiating e-registration 

process. 

Click for e-registration 



 

©2010 Commercial Tax Department 

 

 

Enter valid email Id. 

Enter valid PAN. 

Select Act for which you want registration. 

Select Security question and enter Answer for security question. 

Enter Security Text as displayed in Security text. 

Click on Submit button to proceed. 

 

Following are case sensitive, so please enter accordingly. 

1. PAN. 

2. Answer to Security Question. 

3. Security text. 

If you are registering for multiple Act the select the multiple Acts. 

E.g. If you are registering for VAT,CST and ET Act then select all VAT,CST and ET. 

      If you are registering for VAT, CST Act then select VAT and CST. 

      If you are registering for VAT, ET Act then select VAT and ET. 

Important Notes: -  

1. E-Mail Id and PAN is very important. Please enter valid details otherwise you will not 

proceed for registration. In case wrong e-mail id you will not receive any 

communication and cannot proceed further to complete the e-registration process. 

2. You cannot register for CST and ET Act unless you are registered under VAT Act. 

However you can apply for registration under all three Act. If you are already 

Enter Email Id 
Enter PAN 

Select Act 

Select Security Question 

and Enter Answer 

Enter Security Text 

Click submit to proceed 

Security Text 
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registered under VAT Act and wants registration under CST/ET then please follow next 

step. 

3. For only ET registration without VAT registration, process is not implemented in e-

Registration. You can do that in by visiting concerned circle. 

4. If you are already applied for registration or registered in all Acts then you need to fill 

the above details. The system may show you error in case if you have already 

registered. 

5. If you have already applied for registration under one/multiple Act(s) then please 

access Pending Registration for status. For accessing pending registration please 

follow below screen shot. 

 

After accessing Pending Registration follow the step in Pending Registration section 

of this document. 

6. In case you are not able to view the Security Text properly then click on Refresh Icon 

 to view new text. Then enter same text in the text box provide for Security Text. 

Please remember it’s case sensitive.  

Once all the details are entered then click on Submit button to proceed.  

Click for pending registration 
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You will be redirected to e-Services home page with an alert for e-mail delivered. Click on “OK” 

button and check for mail in the mail id provided by you during registration. 

 

2. Follow this step in case you are already registered under VAT Act and want to register for 

CST and/or ET Act(s). 

 

 

 

Select Act (CST/ET) 

other than VAT 

Enter TIN/SRIN 
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Enter valid email Id. 

Enter valid PAN. 

Select Act (CST and / or ET). You will be displayed a field to enter TIN/SRIN. 

Enter valid TIN / SRIN to proceed further with the e-registration process. 

Select Security question and enter Answer for security question. 

Enter Security Text as displayed in the image. 

Click on Submit button to proceed 

 

 

You will be redirected to e-Services home page with an alert for e-mail delivered. Click on OK 

button and check for mail in the mail id provided by you during registration. 

3. Once you will click on submit button you will receive following mail. 
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Click on “Click Here” link to view Registration Form. 

In case the “Click Here” link is not active then Copy the long text and paste in browser. 

 

You will view the following registration Form to fill up registration details. 

Registration Details 

1. You will view the following registration form and follow the steps to fill up the registration Form. 

 

 

 

Enter all the detail although all the details are not mandatory. 

Click on Save to save the details.  

 

You cannot proceed unless you enter the “Save” button to save the details of the first form. 

After saving Click on 6-12 tab to proceed further. 

Click to view the registration Form 

Copy and Paste in new browser to 

view registration Form 

Type of Act you are applying for registration 

Click to Save 
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Important Note:-  

1. Please don’t click on “Confirm” button unless until you have completely filled up the 

registration form. Once you click on “Confirm” button you will not be able to edit your 

registration details. 

2. Always save the details by clicking “Save” button after entering data in each section (TAB) 

in order to avoid missing of any data in case of disconnection of internet or any website 

error. 

3. If you are applying for registration under multiple Acts(s) then Tab at top will display 

multiple Acts. Click on each link to view and fill registration form for each Act. 

 

 

             

         

 

  

 Commodity 

2. Fill the Commodity details under each Act for which you want registration. You have to enter at 

least one commodity details 

 Fill the Purchase/Sale details if any. 

 

You have to enter and save the details of the first page of registration form in order to enter 

commodity or Sale/Purchase details. 

 

Click on “Commodity” button to enter Commodity details 

 

On clicking the “Commodity “button the following pop up will be displayed. 

Click to fill registration details under ET Act 

Click to fill registration details under CST Act 

Click to enter Commodity details 

Click to purchase/sale details 
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Note :- Please turn off the pop up blocker of your PC if it’s in on mode. 

 

 

 

If the any commodity is available as per text entered in search criteria then following screen will 

be displayed otherwise “No Records Found” text will be displayed. Change the search text and 

search again. 

 

 

 

Click on the “Select” link for the Commodity Description which you want to add. In case you are 

not finding commodity of your choice then you can select any equivalent commodity. 

On clicking on the Select link the commodity details will be populated in the fields shown below  

 

Enter commodity and click 

Search button 

Click to select Commodity 
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Select Required For. 

Select Taxabilty. 

Enter Remarks. 

Click on Save button. 

On saving the details an entry of the record will be displayed in tabular format as shown below. 

 

 

To edit commodity details click on Edit and follow the above steps to update the  commodity  

To delete click on Delete link. 

After completing the addition of Commodity please close the commodity popup. 

 

Purchase Sale Details 

3. Click on “Pur/sales Details” button to enter purchase/sale details if any. The following pop up will 

be displayed 

 

Click to Save 

Selected Commodity Select Required For 

Select Taxabilty 

Enter Remarks 

Click to Edit commodity 

Click to Delete commodity 

Select Date 

Enter Total purchase 

Enter Total sale Click to Save 
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Select Purchase Sale Date. To select date click on the icon ( ) and select appropriate date. 

Enter Total Purchase. 

Enter Total Sale. 

Click on “Save” button to save the entered details. 

Continue same process if you have more than one entry for purchase and sale. 

To delete or edit any entered details follow the same step as mentioned in commodity section. 

Close the Purchase Sale pop up after completing entry. 

Click on “Save” as available in the below section of the form to save the details in order to avoid 

missing of entry. 

After saving Click on 22-31 tab to proceed further. 

Bank details, Additional Place of business details (APOB), Director/Partner details and 

Immovable property 

4. Follow the same process for adding Bank details, Additional Place of business details (APOB), 

Director/Partner details and Immovable property details 

 

 

 

    Please save the form details by clicking “Save” button as available in below section of the form after 

entering Bank details, Additional Place of business details (APOB), Director/Partner details and 

Immovable property details 

 

After saving Click on Document tab to proceed further.  

 

Click to add Bank Details 

Click to add APOB Details 

Click to add Director/Partner 

Details 

Click to add Immovable 

Property Details 

Click to Save to added 

details of Form 
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Supporting Document  

5.  The following screen will be displayed for uploading support document for registration. 

 

 

 

Select the document type form document type dropdown. 

Click on “Browse” button to select the scanned and saved document form your PC. 

Click on “Upload” button to upload the selected document. 

You can upload required documents one by one. 

E.g. You want to upload the scanned document of Rent Agreement. 

For this select “Rent agreement” type from the drop down and upload the document in the 

required field. The agreement document should be single scanned document. Once the Rent 

Agreement document will be uploaded successfully then select another document type from the 

drop down e.g. “Identity Proof” and upload the same in the provided field. 

Once the document is uploaded the document list will be available in section below above section 

displayed in above screen. 

You can delete any of the uploaded document and then re-upload. 

Click on “Save” button to save the details before confirmation. 

Important Note:- 

1. Upload document is not mandatory, you can skip this section. 

2. All the multi pages documents should be comprised to single document e.g. If the 

Rent Agreement comprises of 4 or 5 pages then it should be scanned to single 

document. The document size should be maximum 1mb. 

3. The upload document must be completed before clicking confirm button. 

Select supporting document type 

Click to browse file from local PC 

Click to Upload selected file 
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Once the all the registration details are entered and support document(s) is/are uploaded click on 

“Confirm” button. Remember you cannot edit any details or upload document further after clicking 

Confirm button.  

To edit any details before confirmation view Pending Registration section of this document. 

Once you confirm a acknowledgement receipt will be generated automatically. It may take time to 

display, so please be patient. Following is a sample receipt. 

 

 

6. Once acknowledgement receipt is generated take a print out of the same. 

7. An automatic mail also will be sent with acknowledgement receipt as attachment. Please 

check your mail to download receipt in future. 

Once receipt is generated please take print out the filled format of and sign it and 

submit in concerned circle along with supporting document, acknowledgement receipt 

and required court fee. To take print out of filled format please follow the below screen. 

Your registration process may not be entertained if you do not submit all the above 

said documents in the concerned circle.  

 

Click to print filled format 
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The above link will be available in lower section of screen. 

Registration for Other Act(s) 

8.  To enter the details for other Act(s) click on Act name from the tab and follow the same steps as 

above. You will view Same details check box at the top of the screen for each Act. 

 

If you will uncheck the check box then you can edit the data for other Act. 

If you will check the check box then you cannot edit the data for the Act and same details will be 

saved on clicking “Save” button. Remember you need to click “Save” button before confirmation. 

Receipt and print for filled format will be generated for each Act for which you are applying for 

registration. 

Important Note:- 

The enquiry and scrutiny for registration will be carried out in same manual way as it 

currently happens in the department. Once the registration will be authorized you have to 

collect Registration Certificate (RC) and initial password to log in to portal from concerned 

circle. 

Pending Registration 

Pending Registration section is required if you have not confirmed the online registration form of 

e-services. You can access partially/completely filled registration form through pending 

registration and confirm to proceed further. You can edit the filled details if you have not 

confirmed the same.  

If you have already confirmed the registration details then you can view the confirmed details but 

cannot edit it. You can print the filled registration format for each Act in case you have confirmed 

the details for the Act. 

Following are the steps to access saved and confirmed details for each Act through pending 

registration. 
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1. Click on Pending Registration after accessing e-Registration of e-services portal.  

 

 

 

 

Click the Pending Registration link from the top menu the following screen will be displayed 

2. Enter the required details that you have furnished at the beginning of registration process in the 

pending registration screen and click on submit. 

 

 

 

Enter Email Id. 

Enter PAN. 

Select Security question and Enter Answer for same. 

Click on submit button to proceed further. 

The above details should be same as you have provided at the beginning of registration process 

that mentioned in Initial Information section of this document. 

Important Note:- 

1. You must have furnished initial information at the beginning of e-registration and 

confirmed email id by clicking link provided in mail. 

2. You must have saved/confirmed the registration details in online registration form. 

 

Click to access pending registration 

Enter Email Id 
Enter PAN 

Select Security Question Enter Answer 

Click Submit to proceed 
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If you have confirmed the registration details for one/all Act(s) for which you want registration 

then on clicking the submit button the following (point no.3) screen will be displayed  

 

If you have not confirmed and only saved the registration details for one/all Act(s) for which 

you want registration then on clicking the submit button the screen will be displayed as 

mentioned in point 4 below of this section in this document. 

 

3. In this case you cannot edit the details as you have already confirmed the registration details. 

However you can print the filled registration format by clicking the link as provided in this screen. 

 

 

You cannot edit but only view the above details as you have confirmed the details already 

during the registration process. 

Click the link as shown above to print the filled registration format in case you require.  

 

Important Note:- 

1. You must have confirmed the registration details in online registration form. 

 

To edit the saved registration details please follow the next step. 

Click to print filled format 
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4. In this case you can view and edit the saved details as you have not confirmed the registration 

details 

 

 

 Edit the details and click on Save button to save the registration details. 

Click on Confirm button to confirm the registration details. 

 

The process is same as mentioned in Registration Details section of this document. Please follow 

the steps mentioned in the Registration Details section to edit and confirm the registration details. 

 

Important Note:- 

1. You must have saved the registration details in online registration form. 

 

 

Once the registration details is confirmed then you can check the status of your registration. 

Follow the steps below to check the status of registration. 

Check Status 

To check status you must have completed the above mentioned steps, otherwise no data will be 

displayed. 

 

Following are the steps to access Check Status. 
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1. Click on Check Status after accessing e-Registration of e-services portal.  

 

 

Click on the Check status link in the top menu (as shown above) to access the status check 

section. The following screen will be displayed. 

2. Fill in the required details and click on Submit button to check status. 

 

 

You can check status by using initial information provided at the beginning of registration process 

or by acknowledgement receipt no generated after confirming registration details. 

If you want to check status using initial information provided at the beginning of registration 

process then 

Enter Email Id. 

Enter PAN. 

Select Security question and Enter Answer for same. 

Click on submit button to view status of your registration. 

If you want to check status by providing acknowledgement receipt no generated after confirming 

registration details then 

Enter Receipt No and click on submit button to view status of your registration. 

Click to access check status 

Enter Email Id 
Enter PAN 

Select Security Question Enter Answer 

Click Submit to proceed 

Enter Receipt no. 
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Important Note:- 

1. You must have confirmed the registration details for one/all Act(s) for which you want 

registration. 

2. You must have generated receipt after confirmation of registration details for one/all 

Act(s) for which you want registration. 

On clicking the submit button the following screen will be displayed. 

4. You can view status of your registration for each Act for which you have confirmed registration 

details and also can print the acknowledgement receipt for same. 

 

 

Click on Generate Receipt link to generate receipt again.  

Initially the registration status will be pending. The status will be updated as and when the 

department makes changes to your registration application. 

You can view status of all Act for which you want registration only after confirmation. 

The above screen shots contain test data only belongs to VAT Act. The e-registration 

process is same for all the Acts.  

Click to view and print 

receipt 

Registration Status 


