
Shop and Establishment user Manual for Portal 

Applicant has to login to the portal with their user ID and password below is the screen for login. 

 

 

Applicant has to click on citizen login which is shown on above screen shot. After clicking on citizen login 

below page will open and citizen has to put his/her user id and password. 

 

After login in portal below Home page will open in this home page citizen has to click on Shop and 

Establishment menu as show in below screenshot. 



 

After clicking on the shop and Establishment menu if citizen has to registered for more than 10 

employees than citizen has to click on New Registration of Shop and Establishment menu and after 

clicking on new registration citizen has to select the individual or Public as shown on below screen shot. 

 

After selection of individual below screen will open in which applicant has to fill up all the mandatory 

filled (*) which are shown in form without filling of mandatory filled system will not allow the applicant 

to submit the form.  



 

 

After filling all the mandatory filed applicant has to upload the mandatory documents in the below 

shown screen. With uploading the mandatory documents system will not allow to submit the 

application. 

 

After uploading all the mandatory documents applicants has the put the place name as shown in the 

below screen and applicant has to press the submit button.  



 

After submitting the application system will show the alert message with the enagar application number 

and fees amount which applicant needs to pay for new registration as shown in below screenshot and a 

link is given to download the Acknowledgment Receipt. 

 

 

On Clicking the link “Download Acknowledgment” Acknowledgment Receipt will download below is the 

screen shot of Acknowledgment Receipt. 



 

After downloading of the acknowledgment receipt applicant has to pay the fees for the new 

registration. Applicant has to press the “OK” button as shown in below screen shot. 

 

Applicant will press OK button then system will redirect to pay the fees as shown in below screen shot. 



 

Applicant has to press the button PAY and as soon as fees for the new registration is paid then. please 

find below screen shot of payment receipt application will move to their respective 

Authority/ULB/Nagarpalika for the approval.  

 

On the successful payment applicant will download the receipt from the payment history by putting the 

track id. 

 



Shop and Establishment user Manual for Portal user for New 

Shop and Establishment Intimation (Less Than 10 Employees) 

(FORM-D) 

Applicant has to login to the portal with their user ID and password below is the screen for login. 

 

Applicant has to click on citizen login which is shown on above screen shot. After clicking on citizen login 

below page will open and citizen has to put his/her user id and password. 

 

After login in portal below Home page will open in this home page citizen has to click on New Shop and 

Establishment Intimation menu as show in below screenshot. 



 

After clicking on the shop and Establishment menu if citizen has to registered for more than 10 

employees than citizen has to click on New Shop and Establishment intimation menu and after clicking 

on new registration citizen has to select the individual or Public as shown on below screen shot. 

 

After selection of individual below screen will open in which applicant has to fill up all the mandatory 

filled (*) which are shown in form without filling of mandatory filled system will not allow the applicant 

to submit the form.  

 



 

After filling all the mandatory filed applicant has to upload the mandatory documents in the below 

shown screen. With uploading the mandatory documents system will not allow to submit the 

application. 

 

After uploading all the mandatory documents applicants has to put the place name as shown in the 

below screen and applicant has to press the submit button.  



 

After pressing submit button application for intimation is submitted and below shown alert message will 

display and applicant will download the Intimation receipt from the link showing near to OK button. 

 

Below is the screen shot of the intimation receipt. 

 



Applicant will download the intimation receipt from search screen also as shown in below screen shot. 

 

 

User Manual for the Shop and Establishment for the Modification (Form-G) for Portal 

Applicant has to login in Portal from their user id and password and if he/she wants to modify 

the details in shop and establishment than he/she needs to follow the below steps. After login 

by its user id and password he/she needs to click in shop and Establishment and Shop and 

Establishment services and then click Modification in shop and Establishment Registration 

(From-G) as shown in below screen shot. 

 



On clicking of Modification in shop and Establishment Registration (From-G) below screenshot 

page will open in that user needs puts its Registration number and needs to select its ULB and 

needs to press search button. 

 

After pressing the search button his old data is fetched in the system and reflect in the system 

and filled which needs to modify user can modified and submit the application. 

 

User has to upload the document if there is any below is the screen shot to upload the document. Below 

is the screen shot. 



 

On pressing of the submit button below screen will open to confirm the modification. 

 



By confirming the modification user needs to pay the fees of modification he/she will get the alert 

message of Application has submitted along with the application number and the fees amount which 

user needs to pay as shown in below screen shot and having the link in the alert message to download 

the acknowledgment. 

 

Below is the screen shot of the Acknowledgement Receipt. 

 

After pressing the OK button user needs to pay the fees and below screen will open to pay the fees. 



 

On the payment of the modification user can download the receipt from the payment history screen by 

putting the track id. Below is the screen of payment history. 

 

Please find below the payment receipt screen shot. 



 

 

User Manual for the Portal for Application of Annual Return (Form-Q) 

Portal user needs to login with its user id and password and click on shop and Establishment service and 

click on Application of Annual Return (Form-Q) below is the screen shot of the screen will open. 



 

In this user needs to put the Existing Registration number select ULB and put the 

Establishment name and press the search button. All the detail of the existing 

registration number will be fetch and display in the fields and user needs to fill the other 

mandatory fields which are blank. 

 

 

User needs to tick on the box declaration as shown in below screen shot and press the 

submit button. 



 

On pressing the submit button application is submitted and getting the alert message 

with acknowledgement number to note for reference. Below is the screen shot. 

 

 

 


