
 

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. 

 

 
 
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>> 

 

Click here to download 
offline e-Registration Form 



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 

 

 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 

Select City and Sector 

Compulsory Fields 

Click on at-least one type of Nature of Business 



Main Form Part-1…Contd. 

 

Fill all the details as per following form. 

 

 
 

Fill details as per application form 

Compulsory Fields 



Main Form Part-1…Continued 

 

 
 

 

 

 

 

 

Select document type being submitted 

Click here to validate the 
data filled in this Form 

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

Compulsory Fields 

Click Here If applying for CST  



 
Main Form Part-II 

 

 
 

 

Select Commodity name  
(Maximum five commodities can be filled) 

Fill bank details (Fill atleast One) 



Main Form Part-II…continued 

 

 

Fill details about depots 
and branches inside 
Uttarakhand 

Fill details about depots 
and branches outside 
Uttarakhand 

Fill details about 
factories, workshop, 
warehouse etc. 

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  

 

 
 

 

 

 

 

Fill details of one Annexure in single 
row 

Select Red cell and click 
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 
Page 

 



Filling up of Annexure-2  

 

 

Fill details of one Annexure in single 
row 

Select Red cell and click 
to Add/Delete buttons to  
enter/remove more 
Annexure-2 data. 

Click here to validate the 
data filled in this Form 

Press here to Move to Next 
Page 

 



 
CST Form 

 

 

 Fill (,) separated category wise 
commodity names  

(Maximum 500 Characters in 
each category) 

Click here to validate data 
filled in CST Form 

Press here to Move 
to Next Page 



 

 
Final Save of Offline application form for Registration 

 

 
 

 

 

 

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. 

 

 
 

 

 

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

Read these instructions carefully  

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. 

 

 

 
 

 

 

 

 

 

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.xls” and you have to upload this file on 

CTD website. 

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



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

 

 

 
 

Click here to upload 
offline e-Registration 
Form saved on your 

computer 



 

Browse to select the file 
to upload 



 
 

 

Selected filename will 
be shown here 



 
 
 

 

After selecting the file, 
click here to upload 



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. 

 

 

Click here to take printout of 
e-Registration application 
Form  


