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1. Overview: 

 Implementation of an E-Governance Systems for Excise Functions of  “Excise Department 

Govt. of Meghalaya 

 The Purpose of this Document is to Provide a Detailed Description to the User which 

helps to Perform License registration Process of  Retailer as shown below. 
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2. Retailer License Registration 

2.1 Wine Shop/On Shop/Police Canteen/Microbrewery 

Sign Up: 
 

 

 User need to do sign up before license registration as shown in above figure.

 The user need to select the Registration type as Bottling/Brewery/Wholesale/Retailer.










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 The User need to fill in all mandatory details and save the sign page as shown above figure.

 The user get the OTP on registered mobile number, enter the OTP and click on submit button then 

account created successfully pop up with user id will be displaying as shown below figure.



 User need to click on Login button as shown in above figure.
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Applicant: 

 The user need to do the login with valid user credential and click on the Login button.



 User need to click on License Management as shown in below figure.


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 From side menu, user need to select license management, and click on +license 

Registration


 

 

 In the Application form, user need to select type of application, if user has applying 

for the first time new license then select the license type as Issuance of New 

License,


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 If user already have license, select the license type as Issuance of Existing License.

 
 

 

 In Application form, if user selected the issuance of existing license then need to enter 

the existing license number as shown above figure.

 In Application form, user need to select the license type as Retailer as shown below 

figure
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 User need to select the Manufacturing type as Bottling/Brewery/Homemade Warehouse 

/Import.

 Then user need to select the Business type as shown below figure,

 
 

 Based on selection of license type field will appear with respective to that selection , fill 

all the information regarding the Retailer type license. 

 User required to Enter personal information, additional details etc..,click on save and 

proceed. 

 

 

 Fill all the information regarding the proposed premises and complete filling the 

additional information, boundary details.
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 After completion of all the fields click on save and proceed. 

 User need to upload all documents which are mentioned in below figure and click on Upload files 

 and after click on save button. 

 

 Each files should be less than 3MB, please verify all the uploaded documents before upload. 
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 User need to click on next.and click on eye icon for hard/soft copy. 

 User required to verify the uploaded documents which are uploaded accordingly.



 User need to click on next.

 User need to Select the relationship to father and business holder, click on I agree terms 

and conditions

Note: user can also make any changes by clicking on Edit button, further after submitting user 

can’t make changes 
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

 The submitted application will be displayed as shown in below figure.




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Superintendent of Excise: 



 User need to provide valid credentials as mentioned in above figure and click on Login.



 User need to click on license management or Pending at District Office count as shown in below 

figure. 
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

 User need to click on license management as shown in above figure.


 

 If the Licensee applied for existing license then the existing applications are submitted to 

Superintendent of Excise for Direct approval of the license as shown below figure. 
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 Superintendent of Excise officer need to verify the application and approve existing license 

registration as shown in below figure.



 

 Officer need to see the approved licenses in the Status filter as Approved as shown below figure.

And  click on search button
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 If the Licensee applied for fresh license then the new applications are submitted to 

Superintendent of Excise, and the Officer need to click on action button to view and forward 

the application to next authority as shown below figure. 

 



 And the Officer need to click on next button as shown in above figure.

 If LOI is there for a particular license then Officer need to select the check box of LOI as 

shown below figure and the application is forwarded to Inspector of Excise.
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

 The Officer need to enter the remarks & click on submit button as shown above figure.

 If LOI is not there then application is submitted to Deputy Commissioner(District Office) 

as shown below. 

 

 User required to enter remarks and click on submit. 

 

 The forwarded license application will be displayed as shown in above figure.
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Inspector of Excise:

 

 User required to provide valid credentials as shown in above figure and click on login.





 User need to click on license management or Pending at District Office count.
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 User need to click on action icon as shown in above figure.

 

 The License acknowledge receipt will be displayed  and need to click on next button as shown in 

above figure,

 User need to upload Site inspection report & enter the remarks then click on submit.



 The application is submitted to Superintendent of Excise, Superintendent of Excise will verify

 the application and forwarded to Deputy Commissioner(District Office). 
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Deputy Commissioner(District Office): 
 

 

 User required to provide valid credentials as shown in above figure and click on login.


 

 User need to click on License management or Pending count as shown in above figure.

 User need to click on action icon as shown in below figure.
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 User need to click on next.

 

 Enter remarks and click on submit. 

 
 

 The forwarded license application will be displayed as shown in above figure.










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Dealing Assistant Head Quarter: 



 User required to provide valid credentials as shown in above figure and click on Login. 

 User need to click on License management or Pending Count in the Activity Dashboard

 as shown in below figure. 

 

 User need to click on action icon as shown in below figure.





 

 

 

Retailer License  Registration User Manual 

 23  | Page   

 User need to click on Next button

 

 User need to enter remarks and click on submit.


 

 The forwarded License application will be displayed as shown in above figure.


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Assistant Commissioner Head Quarter: 
 



 User required to provide valid credentials as mentioned in above figure and click on 
Login.


 

 User need to click on License management or Pending count as shown in above figure. 
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

 User need to click on action icon as shown in above figure. 

 User need to click on next.

 

 User need to enter remarks and click on submit.





 The forwarded license application will be displayed as shown in above figure. 
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Joint Commissioner Head Quarter: 

 

 User require to provide valid credentials as mentioned in above figure and click on login


 

 User need to click on License management or Pending count as shown in above figure.
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

 User need to click on action icon as shown in above figure. 

 User need to click on next.

 

 User need to enter remarks and click on submit.

 

 The forwarded License application will be displayed as shown in above figure.
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Financial Commissioner: 



 User required to provide valid credentials as shown in above figure and click on Login.



 User need to click on License management or Pending count as shown in above figure.



 

 

 

Retailer License  Registration User Manual 

 29  | Page   

 

 User need to click on action icon as shown in above figure.

 

 User need to enter remarks and click on submit.


 

 The forwarded License application will be displayed as shown in above figure.
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
 

 

Secretary: 
 



 User need to provide valid credentials as shown in above figure and click on Login. 

 

 User need to click on License management as shown in above figure.
 

 User required to click on action icon as shown in above figure. 
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 User need to click on next. 

 

 User need to enter remarks and click on submit. 

 The forwarded License application will be displayed as shown in above figure.


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Financial Commissioner: 



 User required to provide valid credentials as shown in above figure and click on Login.



 User need to click on License management or Pending count as shown in above figure.


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 User need to click on action icon as shown in above figure.

 

 User need to enter remarks and click on submit.
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Joint Commissioner Head Quarter: 

 

 User require to provide valid credentials as mentioned in above figure and click on login 


 

 User need to click on License management or Pending count as shown in above figure.



 User need to click on action icon as shown in above figure. 

 User need to click on next.
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

 User need to enter remarks and click on submit. 

 

 The forwarded License application will be displayed as shown in below figure.
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Superintendent of Excise: 



 User need to provide valid credentials as mentioned in above figure and click on Login.



 User need to click on license management or Pending at District Office count as shown in below 

figure.
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

 

 The user need to click on action 

 

 

 And the Officer need to click on next button as shown in above figure.

 The user need to forwarded to Licensee for Fee.
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

 The Officer need to enter the remarks & click on Forward button as shown above figure. 

 The forwarded license application will be displayed as shown in above figure.



 

Applicant: 

 The user need to do the login with valid user credential and click on the Login button.



 User need to click on License management as shown in below figure.
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 From side menu, user need to select license management,



 User can see the request in the list view of license registration

 User need to click on action button as shown above figure


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

 User need to click on next button



 User can see the License fee as per the License type as shown above

 User need to enter the Challan number, Challan Amount, Challan File and Challan Date and click 

pay the license fee and click on Pay Fee button as shown above figure



 User can see the payment details while clicking on Payment details button


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



Superintendent of Excise: 



 User need to provide valid credentials as mentioned in above figure and click on Login.
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

 User need to click on license management or Pending at District Office count as shown in below 

figure. 



 

 The user can see the payment details while clicking on Payment details button as shown below 
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  The user need to click on action 
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 And the Officer need to click on next button as shown in above figure.

 The user need to forward the application to next authourity.



 The Officer need to enter the remarks & click on Forward button as shown above figure. 

 The forwarded license application will be displayed as shown in above figure.



 

 

 

 



 

 

 

Retailer License  Registration User Manual 

 45  | Page   

Dealing Assistant Head Quarter: 

 
 

 User required to provide valid credentials as mentioned in above figure and click on 

Login
 

 User need to click on License management as shown in above figure.



 

 User can see the payment details while clicking on the Payment Details button as shown above 

 User need to click on action icon as shown in above figure. 
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 User need to click on next. 

 

 User need to enter remarks and click on submit. 
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 The forwarded license application will be displayed as shown in above figure.



Assistant Commissioner Head Quarter: 
 



 User required to provide valid credentials as mentioned in above figure and click on 
Login.


 

 User need to click on License management or Pending count as shown in above figure.  



 

 

 

Retailer License  Registration User Manual 

 48  | Page   

 

 User need to click on action icon as shown in above figure. 

 User need to click on next.

 

 

 User need to enter remarks and click on submit. 
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

 The forwarded license application will be displayed as shown in above figure. 

 

 

Joint Commissioner Head Quarter: 

 

 User require to provide valid credentials as mentioned in above figure and click on login
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
 

 User need to click on License management or Pending count as shown in above figure.



 User need to click on action icon as shown in above figure. 

 User need to click on next.
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 User need to enter remarks and click on submit.

 

 The forwarded License application will be displayed as shown in above figure.
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Financial Commissioner: 



 User required to provide valid credentials as shown in above figure and click on Login.



 User can see the payment details while clicking on Payment details button


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

 User  need to click on License management or Pending count as shown in above figure.

 

 User need to click on action icon as shown in above figure.
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
 

 The user need to click on approve button as shown below.


 

 User can see the grant of license as shown below. 
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 User need to enter the remark and click on approve button. 

 
 

 User need to select the filter as Approved and click on search button as shown below. 

 

 

 User can see the print while clicking on print button as shown below. 
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Declaration print: 
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Application print: 
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Grant of License: 
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