Commercial Tax Department Uttarakhand

Instructions for offline filling and submission of
e-Registration Application

The offline filling and submission of e-Registration application has following four
steps:

Step-1: Download e-Registration application form as MS-Excel sheet (Only Once)
and save the file on your computer.

Step-2: Fill e-Registration application in MS-Excel file saved in Step-1. Follow
instructions while filling up the data in excel file. After filling all details in the excel
file, click “VALIDATE & GENERATE file to upload on CTD Website” button to
save a new MS-Excel sheet containing data you have just filled. Any name can be
assigned to the generated file.

Step-3: Upload saved Excel file in Step-2 on CTD-UK Web Site.

Step-4: Print e-Registration application by giving application no. (PAN) from the
CTD-UK website.

Important:

° Offline Application Form once uploaded can not be modified.



Step-wise Detailed Description

Step-1: Download e-Registration application form as MS-Excel sheet (Only
Once) and save the file on your computer.

a. Downloading of offline form.

{= Commercial Tax Department UK e-Registration - Windows Internet Explorer

@‘;:_: ® ‘E, https uk.gove.in v| QJ *2|| % | P~

: Fle Edit Wiew Favorites Tools  Help
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2
Home
E-REGISTRATION APPLICATION FOR DEALERS
Commercial Tax Department - Government Of Uttarakhand
ArivE A
New E-Registration Application » Modify Application Know your Application Status Print Application ¥ Back To Menu
[Apply Online - -
[Apply Offline » Instructions to fill Offine E-Registration Form E-reqgistration Process Flow
Download Offine E-Registration Form Online e-Registration Instruction Manual
Upload Generated MS-Excel file
Know Sector
Instructions To Fi egistration Application Form
+ The filing of e-Registration Application for dealer is divided into 4 Parts.
« PAN of business is the mandatory requirement for online application [N ®|[{e| "GN s T=Ta=I {o I (0)"Y/ 3] [eF-Ts| W
+ The fields with back colour as ‘yellow' are mandatory. offline e-Registration Form
« The application-ld will be generated on filing first part of the application forr
+« Remaining parts viz. Part-ll, Part-lll and Part-IV can be filled after Part-1.
+ All documents to be submitted can be uploaded (Optional} in the form of pdf file. All documents including manual receipt of challan should be
scanned in a single file in black and white with resolution as 200 dpi.
+ Annexure-1 or Annexure-2, as the case may be, should be filled in Part IV of the application form.
+ Photo image can be uploaded in each of the Annexure. (Optional)
+ All parts except Part | can be modified before final submission of the application.
+ Applicant can check the application status at any time after submission of the application.
+ SMS will be sent to the registered mobile number after final submission and at the time of disposal (Tin Grant / Rejection) of
application. @
https: jfcomtaxappl.uk.gov.infRegistrationje-reqHome ., aspx 0 Inkernet va - H105% v
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b. Saving of offline form on local computer

Save e-Registration offline form by pressing “Save” button.
<<Picture>>

Select the location where you want to save this form.

<<Picture>>



Step-2 Filling up of offline E-Registration Form

a. Open Excel sheet (e-Registration Form as saved in Step-1 above). Following
screen will be displayed. All fields with headings in RED are compulsory to be filled.

Main Form Part-1

Microsoft Excel - Offline_e_Registration_Form{version 1.0).xls

File Edit Wiew Insert Format Tools Data  window Help Type a question For help
NEH SR R-FI9-1z=-4 3@ !i*‘fia' - 10 B $ % 0 W%
BES - f
A B © 8] E F G H | J K L h N

1

2 APPLICATION NUMBER(PAN ):

3 |Applicant Name: - Firm Narghs®T/S

4 |Father’s Name : Select City : MAINITAL ZlSelgfft Sector : Nainital .
& |Mobile Number : Constitution of business| Proprietorship j atus in Business :  |Proprietor

B |DEALER’S Residential Address DEALER’S Firm Addr,

7 |House Number : House Number : 1 =
g |Street: Stieet : hghf

3 [Locality : Localiy: & ghefh

10| ity : ciy: 4 ghafh .4

11 |PIN Code : N pin e prd

12 |State : Uttaranchal igliict : ch i

13 | District : U Y .

14 |[Phone Number :

15 [Dealer’s E-mail Id :

[Purchaset o ¢ Wark Contract (MW/DDAYY) : |

17 |Date of Commencement of business :

18 |Nature of Business [Tick Which may be applicable) :

19
| 20 | (AManufacturer [ (B} hnporter I (C) Trader(Wholesale} [~ (D) Trader(Retail) ¥ (E) Purchasing Commision Agent [~ (F) Selling Comumision Agen
21|
122~ (G} Exporter ™ {H) Distribution of Electrical Energy I~ {1) Works Conti I {J) Lesser{Transfer of Right to Use Goods) ™ (K) Others

3

IO\, o> WELIERIZURYE  Click on at-least one type of Nature of Business —|[SESSSS| oif”
Ready [

Qstartl B 2011 Activities I Form3-UK-Comtax do. .. | offline-e-Reg-instructi. .. | § MWICEMAIL{WSR) wer .. I E Microsoft Excel - OF... | El ? <« g@ 4155 PM




Main Form Part-1...Contd.

Fill all the details as per following form.

B Microsoft Excel - Dffline_e_Registration_Form{version 1.0).xls

‘B File Edit View Inset Format  Tools  Data  Window  Help
DEE 3B Ba- 9 12-81% @ Biv -0 -[B 7 U
BES h i
A | B | ¢ | D E | F [ & | H | ok L[ M [ N
24
25 |Details of Accounts
|28 {a)Maintained in (Tick which is applicable)  Computetized & Manual {b}Accounting Year From To
27 April March
28 |{c)Name of hooks of account ordinarily maintaine | \
29 |{d)Address of places where hooks of Accounts are/will be 0 \
30 [{i} For Current Year as Principal Place Address hghf ghgfh ghgfh Chamoli \
31 |{ii} For Last Year as Principal Place Address =fh ghgfh Chamoli \
32 |Detailed Information about Registered/Head Office, If Situated outside Utt
33 |Complete Address : |City: Reg No:
34 |Phone Number : ‘Fax : Email :
35 |Registration Number [If Any]
36 |{i} Under Central Excise Tariff Act:
37 |{fii) Importer/Exporter Code :
33 |Witness
38 |Wimess-1 |
40 |Name : ‘ Parentage:|
41 Witness 2 |
42 |Name : | ‘Parenlag : | /
43 |Details of Deposits of Registration Fees (Including Late E ny) o
44 Treasury Challan No Dated (MMW/DDAYYYY) : [3/23/2011 Registration Fee :
45 |Bank Name : Select The Bank j Bank Branch : Late Fee (If Any) :
47 |List of Documents Submitted :
Challan
| 48 [Proof of authority in the name of the applicant
PAN card of the individual
48 |Proof of constitution of the dealer
B Latest receipt of property tax of municipal corporation, council/Gram Panchayat, as the case may be, or prupjj
W 4 v »i[YEELR, Main Form PART -1 ¢ Main Form PART -II 7 Annexurel i F (KN »

UM

@ s

Ready
& start| 52011 activities rosoft Excel - OF... | @‘ 2

I IE__]FormS—UK—Cm . 3 . . . -
Fill details as per application form




Main Form Part-1...Continued

rosoft Excel - O _e_Registration_Form{version 1.0}).xls

File Edit View Insert Format Tools Data  Window Help Type a question For help
DEsH 3B @AB-FI9-1=-21%@ !iﬂrlal -0 - BT UE BHs % » w0
BES h i
a e ] c [ o [ E [ F [ e [ W [ v [ 0 [ w [ L [ M [ NG
43 |Details of Deposits of Registration Fees {Including Late Fee, If Any)
44 [Treasury Challan No Dated (MM/DDAYYYY) : [3/23/2011 |Valid For ‘Alwarvs Registration Fee :
45 |Bank Name : Select The Bank j Bank Branch : Late Fee (If Any) :
47 |List of Documents Submitted :
Challan
| 48 |Proof of authority in the name of the applicant
PAN card of the individual
| 49 |Proof of constitution of the dealer

| 50 [Proof of Deposit of Registration Fee

Latest recei pt of property tax of municipal corporation, council/Gram Panchayat, as the case may be, or prope

Certificate issued by an officer of revenue department, not below the rank of Tehsildar
Proof of identity of individuals

Proof of Residential address of the indi|

Compulsory Fields

Proof of address of all the business premises of de

Registrationn Certificate Under the drugs & Cosmetics As

Proof of registration under other Acts

Business Details :

Initial Capital Investment : | /

LES

Total Amou|

Select document type being submitted

Estimated Annual Tum Over of Sales Of Goods {i} During Cuvicme rour q cow

v

{ii) During Last Year ( if Old Business )

¥ CsT Applied OR Not

Click Here If applying for CST

—

Validate this Sheet

W 4+ »I[YEELR, Main Form PART -1
Ready

Hjstartl (73 2011 Activities

|41 |

Sectorlist

MMain Form PART -IT

LM
ornta,do, . | ffling-g-Regnstructi... | @ MNICEMAIL(WSRYS) ve... | E Microsoft Ex =

@@

| ] Farmi-

Click here to validate the

data filled in this Form

Press this button to move
to Part-1II of the form

-

o
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Main Form Part-11

Ed Microsoft Excel - CTax.xds =
File Edit Miew Insert Format Tools Data  window  Help Type aquestionforhelp « o @ X
DEH 38 B-F9-/2-21%@ [ -u -B sy EEEEHS % 0 B% -o-A-1
G339 - F dyfsews
2 |SNo Description of goods Commodity Code
Coml -
3 1 o 1
Com3 -
4 2 | 3
Coml R -
& 3 2
Coml - o
B 4 \ J 1
Comia o
A \ [
8
9
Select Commodity name
10 (Maximum five commodities can be filled)
11
12 |5 No |Name of the Bank Branch Address Nature of Account  |Account Number Remarks
13 1 j af Saving None None
Bank of Maharashtra j
14 af Current 545
Bank For International Se’.ij .
15 3 ne Saving None
Bank of Punjab j .
16 4 Non Saving Maone
Bankers India j
17 5
- Bank For International Se-.-.j Fill bank details (Fi" atleast One)
6
ABN Amro Bank j .
19 7 None Saving 555
LinLSTAR ~aba R Ak TR hd
H 4 r M Main Form PART -1 Main Form PART -1I § Annexurel Annexurell i o o List - Hidden | 4 | | ﬂ
Ready [

&'Startl @ Commercial Tax Depar..‘l @ MICEMALL{WSRY) ver | offline-e-Reg-instructi. .. | I 2011 Activities I E Microsoft Excel - CT... | @ ? @g%‘ 12:07 PM




Main Form Part-I1I1...continued

- -B U EEEEHS %

File  Edit

DEH a8 a-s9-1=-slie B

View Insert Format Tools Data  Window

Help

¢ Calibri

|
Type aquestionforhelp » - & X

g €0 .00

«00 .0
G39 - F dgfsews
i

22 |5 Mo |Address of Business Place Telephone Mumber |Mame and Complete |Rented  [Amount of Rent Date (DD-MM-YY)
231 g 66656 yuyruy
242 None Fill details about depots
25511 [ate - s— and branches inside
5 & None Uttarakhand
27 |5 None
28
29 |5 Mo |Address of Business Place Telephone Mumber |Mame and Complete |Rented  [Amount of Rent LEEYLLEYIY RN
301 None : :

Fill details about depots
3|2 Mone E p.
=i T and branches outside
ala ah e Uttarakhand
34 |5 None
35
36 |5 Mo |Purpose |Address of Business|Telephone Mumber|Name and Complete|Rented |Amount of Rent
371 None
32 [None Fill details about
1 ytyyt 787677 dgfsewe FALSE | ~mm— factories, workshop,
A0 (S o warehouse etc.
41 |5 None TRUE
42
|43
]
45 . .
25 Validate this Sheet
7]
AR i
W 4 ¢ M| MainForm PART -1 3 Main Form PART -II £ Annex Annexurell SectorList 4 isk - Hidde I ﬂJ_‘
Ready UM

wstartl g Commercial Tax Depar..‘l g MNICEMAIL{WS

ver | offline-e-Reg-instruct... | 17 2011 Activities

T @ iz

Click here to validate the

data filled in this Form

Press this button to move to fill
Annexure-1 or Annexure-2
(as the case may be)



Filling up of Annexure-1

E3 Microsoft Excel - Offline_e_Repgistration_Form{version 1.0).xls

Type & question far help = x
| 8 o | E ..s.&vﬁ. !
—

H

Window  Help

Tools  Data

Edit Format

Insert

igw

& : arial <10 =B F U]

G

Father's/Hushands Date Of Birth
Nama (DD-MM-YYYY)

Name Residential Address Permanent Address | Business Status PAN

Select Red cell and click Validate this Sheet

to Add/Delete buttons to
enter/remove more
Annexure-1 data.

Click here to validate the
data filled in this Form

Press here to Move to Next

1« v v WEEEW Main Form PART -1 Man Form PART -II % Annesurel JEEIEETE Sectorli | < | m | |

Ready




Filling up of Annexure-2

E3 Microsoft Excel - Offline_e_Registration_Form(versicn 1.0).xls

i3] File Edt ¥ew [nsert Format ool Data  Window  Help Type aquestionforhelp = o & X
NS HO @G 98 s ol me  fice -1 S el E M AL
A3 - £ Father's Mame

Fill details

Date of Birth
{DD-MIM-YYYY)

Name Residential Address Permanent Address

Select Red cell and click 1 Validate this Sheet

to Add/Delete buttons to
enter/remove more
Annexure-2 data.

16

117 | Click here to validate the

% data filled in this Form

20

El

22|

% Press here to Move to Next

55 L
=

Ed

2 ]
W4 v v WEEEN Main Form PART -1 Main Form PART -1 Y Annexurell QIR Sectorl [ < M I S|

Ready UM




CST Form

£1 Microsoft Excel - Offline_e_Regijstration_Form({version 1.0).xls

Trade Association
C D

Type Of CST

Mame of the Manager in Relation to Business
of the Dealer in Uttarakhand

ainly

3
4 [Wholly
5)
B

Partly

Particulars relating to registration licence ,
permission etc

.We are member of

The First sale in course of Inter-State trade
was effected on, (dd/mm/fyyyy)

(]

We make up our Accounts of sales to Date at
11 |end of,

Year

we manufacture § process/ extracts in mining
the classes of goods or generate f distribute
the form of power namely
12

13

E For Resale

l-

o i i - A
% For Use in Manufacturing Fill (,) separated category wise
o commodity names

§ | ForUseinMining (Maximum 500 Characters in
=

% For Use in Power Generation each category)

o

E For Use in Packing Goods

3 Faor Use in Telecommunication Network

Validate this Sheet

Click here to validate data Press here to Move
filled in CST Form to Next Page

Ready MM




Final Save of Offline application form for Registration

A B c D E F G H | J K L WV M o]
INSTRUCTIONS

1
2 Step-1. Click on "VALIDATE & GENERATE" button, a new excel file will be generated and saved on your computer at the selected location.
3
4
5
b

7 Step-3. Browse the excel file generated at step 1. Read these instructions carefully
8

190 Step-4. Click on "Upload file” button to upload selected file.

Step-2. Go to https://comtaxappl.uk.gov.inferegistration and click on "Upload the Generated File"

17 Step-3. Application number will be shown after successful uploading of file and your e-registration application has been submitted.

14 Step-6. You can take printout of the complete application after the above process.

. Press here to VALIDATE &
VALIDATE & GENERATE file GENERATE file to upload on
to upload on CTD website CTD website

Browse button will open a file browser dialogue box, where you can select the path
where you want to save the generated file and also you can specify the file name.

| AL ~( fe | INSTRUCTIONS
A B c D E F G H J K L M N 0

R O

1
2 Step-1. Click on "VALIDATE & GENERATE" button, a new excel file will be generated and saved on your computer at the selected location.
3
: Step-2. Go to https://[comtaxappl.uk.gov.inferegistration and click on "Upload the Generated File”

6
7 Step-3. Browse the excel file generated at step 1.
8

190 Step-4. Click on "Upload file” button to upload selected file.

" i
42  Step-5. Application number will be shown after successful uploa tyuuis=r ifiudu.y
13
14 Step-6. You can take printout of the complete application after tf  convert to the fallowing Excell file :

15 I C:\Documents and SettingsiuseriDeskiopt|
16
17
18
19

20

21

22

Click on browse button to select

the location where you want to
save the generated file.




Now click on the “Start” button to generate the file and “Exit” button to cancel the
process.

| - @ fe | INSTRUCTIONS
A B g D E F G H | J K L M N 0
INSTRUCTIONS

1
2 Step-1. Click on "VALIDATE & GENERATE" button, a new excel file will be generated and saved on your p at the sel dl
3
;1 Step-2. Go to https:/fcomtaxappl.uk.gov.inferegistration and click on "Upload the Generated File"

6
7 Step-3. Browse the excel file generated at step 1.
8

190 Step-4. Click on "Upload file" button to upload selected file.

11 -.
12 Step-5. Application number will be shown after successful uploa[ﬂruw;sr W ow) m d.
13
14 Step-6. You can take printout of the complete application after Convert to the following Excell File ¢
15
16
17
18
19

20

21

22

Click on the start button to start
the file generation process.

The file will be generated and saved on the specified location, now you can save and
close the offline e-registration form (excel file).

Important:

When You click “VALIDATE and GENERATE file to upload on CTD website”
complete data will again be validated and if verified, filled data will be saved on
your computer with the name as specified at selected location. For example, if
you have given file name as “Mittal traders”(Firm Name) and save it in the
d:\CTD-Registration folder, then an excel file will be created on your computer as
“d:\ CTD-Registration\Mittal traders.xIs” and you have to upload this file on
CTD website.



Step-3: Upload saved Excel file on CTD-UK Web Site.

~ Commercial Tax Department UK e-Registration - Windows Internet Explorer

@;;r' \g, https: iicomtaxzappl.uk. gov.infRegistratione-regHome, aspx "| & *2|| % Eing | A~

: Fille Edit ‘Wew Favorites Tools  Help
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Home

E-REGISTRATION APPLICATION FOR DEALERS
Commercial Tax Department - Government Of Uttarakhand

Addiuvs a4

New E-Registration Application » Modify Application Know your Application Status Print Application  » Back To Menu
Apply Online = )
|Apply Offline ¥ Instructions to fill Offine E-Registration Form E-registration Process Flow

Download Offline E-Registration Form

Online e-Registration Instruction Manual
Upload Generated MS-Excel

Know Sector
s To Fill e-Registration Application Form

The filing of e-Registration Application for dealer is divided into™ CI"_:k here tO_ l.lplOfld
PAN of business is the mandatory requirement for online af offline e-Registration u
The fields with back colour as 'yellow' are mandatory. Form saved on your
+ The application-ld will be generated on filing first part of the applic computer
Remaining parts viz. Part-ll, Part-lll and Part-IV can be filled after
All documents to be submitted can be uploaded (Optional) in the oo pur s A uocarenes newoang. manual receipt of challan should be
scanned in a single file in black and white with resolution as 200 dpi.

Annexure-1 or Annexure-2, as the case may be, should be filled in Part IV of the application form.

s Photo image can be uploaded in each of the Annexure. (Optional)

All parts except Part | can be modified before final submission of the application.

Applicant can check the application status at any time after submission of the application.

+ SMS will be sent to the registered mobile number after final submission and at the time of disposal (Tin Grant / Rejection) of
application.

a . . . . . . r
https: ffcomtaxappl.uk.gov.infoffline_upload_File. aspx o Inkernet -
——

‘s Start




(= E Registration for New Dealers - Windows Internet Explorer

3@.’ ® \g, htkps: ficomba=appluk. govin/affline_upload File aspe:
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File  Edit Wiew

Favarites  Tools  Help
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Home

E-REGISTRATION APPLICATION FOR DEALERS
Commercial Tax Department - Government Of Uttarakhand

New E-Registration Application » Modify Application  Know your Application Status Print Application  » Back To Menu

[+

Upload

‘ (Browse.

Select File *

[ Upload file to submit your Application ]

* Select the Excel File Generated from the offline form.

Browse to select the file

to upload

<

Daone

%4 start
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¢~ E-Registration for New Dealers - Windows Internet Explorer

Choose File to Upload

v 8 *r|| X Bing HEE|
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. |5 docProps chivities-PostUSMN-Presentation. xls
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New E-Regi: 3’ |2 Returm-HewFarm schauhan-HIC-Pune-CTD-letter doc | IS Print Application  » Back To Menu
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g < | >
My Metwork. File name: I j Open I
Places =
Files of bype: IAII Files [*.7] - Cancel 7
|
D:\Trade Tax Computerisation\204d Activities\ACE[ Browse... |
Select File * ~-y
[ Upload file to submit your Applicati
* Select the Excel File Generated from the o
Selected filename wi
be shown here
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(= E Registration for New Dealers - Windows Internet Explorer

3@.’ b \g, https: | comkasapplukgoy.in/offine_upload_file aspe: "| & 2| X Eing | B

File Edit “ew Favorites Tools Help
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Home
E-REGISTRATION APPLICATION FOR DEALERS
Commercial Tax Department - Government Of Uttarakhand
AodivE A
New E-Registration Application » Modify Application  Know your Application Status Print Application  » Back To Menu
Upload
‘D:\Trade Tax Computerisation\2011 Activit\es\ACﬂ Browse... |
Select File *
[ Upload file to submit your Applica
* Select the Excel File Generated from
After selecting the file,
click here to upload
™
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Step-4: Print e-Registration application by giving application no. (PAN) from
the CTD website.

The printout of the uploaded application can be taken by using following option.

& E-Registration for New Dealers - Windows Internet Explorer

5;: - \g, htbps: | comkasapplukgov.in/offine_upload il aspe: V| & *2|| % Bing | 2|
: Fille Edit ‘Wew Favorites Tools  Help
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E-REGISTRATION APPLICATION FOR DEALERS e
Commercial Tax Department - Government Of Uttarakhand

Addiuvs a4

New E-Registration Application » Modify Application Know your Application Status Print Application  » Back To Menu

Print your Compleje Application
Print Part-I of vouMBpplication

‘D:\Trade Tax Computerisation\2011 Actl\ﬂt\es\ACﬂ Browse.. J
[ Upload file to submit your Application J

Select File *

* Select the Excel File Generated from the offline for[J 0 [[e{ [@1 (=T LW Lol =1 [l Ty i Lo Vi o)
e-Registration application
Form

d
< >
https: ffcomtaxappl.uk.gow.infprink_application, aspx o Inkernet
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