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1. New Registrations of establishment at Department Counter 

User has to open web browser Internet Explorer 7 and above (Best viewed in IE8). After 
opening the browser, user has to type portal name www.ekarmika.com in the address window. 
Upon clicking on “Go” button, system will open Home page of the portal as shown in Fig. 1.1. 
Please note that in this section “User” refers to operator at department counter. 
 

 
Fig. 1.1 

Then user has to enter valid user name and password in the text boxes provided as shown in 
Fig. 1.2.  

 

 
Fig. 1.2 
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After entering user name and password, user has to click on “Login” button. Upon clicking this 
button, system will check for the validity. If the entered user name and password are invalid, 
then system will display appropriate alert message else, system will display home page of the 
user as shown in Fig. 1.3. 
 

 
Fig. 1.3 

 
This page contains menus such as Sign Up for Establishment, Registration(Part-A), Annual 
Returns(Form-U), Amendments(Part-C), Renewal(Part-B), Reports, Edit Profile, Rejected and 
Logout. As a first step towards filling the Form A, user has to register primary details of 
entrepreneur by clicking on “Sign Up for Establishment” menu as highlighted in Fig. 1.4. 
   

 
Fig. 1.4 



Help Manual for Department counter                                                                                                                  ekarmika 

 

Department of Labour - KEONICS Page 5 

 

User has to note that, registration is applicable to shops and establishments located in 
Karnataka State only. Then user has to select Establishment type as “Multiple” or “Single”. By 
default, “Single” will be active. By selecting “Multiple”, system will facilitate user to enter multiple 
number of shops or establishment under control of one entrepreneur to generate single user 
name and password. For example, entrepreneur has chain of restaurant called Surana Sagar 
located in four localities of BBMP such as Jayanagar, Vijayanagar, Shantinagar and 
Rajajinagar. To register all the four restaurants under one username and password, user has to 
select “Multiple” button. In case entrepreneur has only one shop or establishment to be 
registered, then has to click on “Single” button in Establishment type as shown in Fig. 1.5.  
 
After selecting the establishment type, user has to enter Establishment Name, entrepreneur 
desired user name, Email ID, Mobile No.  and PAN No. of entrepreneur in the relevant text box 
as highlighted in Fig. 1.5.  

 
Fig. 1.5 

 
While entering the details, system will guide the user by displaying appropriate messages. After 
entering the primary details of the entrepreneur, user has to click on “Submit” button. Upon 
clicking this button, system will display alert message and credentials will be sent to registered 
mobile number and email ID as shown in Fig. 1.6. 
 

 
Fig. 1.6 
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As mentioned in earlier paragraphs, if entrepreneur has multiple establishments under his/her 
control and would like to have common username and password for all the establishments, then 
user has to activate “Multiple” radio button in Establishment type. By activating this button, 
system will show text box to capture location for each establishment as highlighted in Fig. 1.7.   
 

 
Fig. 1.7 

 
Then user has to record establishmet name and its location and has to click on “Add” button. By 
clicking this button, system will display data grid containg details entered with an option to 
delete as shown in Fig. 1.8.  
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Fig. 1.8 

 
User will be able to enter multiple establishment name and corresponding location as shown in 
Fig. 1.9. In case user finds, entered details are wrong, then user has to click on “x” link to delete 
the record as highlighted in Fig. 1.9.  By clicking this link, system will delete the selected record 
as shown in Fig. 1.10.  
 

 
Fig. 1.9  

 

 
Fig. 1.10 

 
Further, user has to choose user name as desired by the enterprenuer and has to record Email 
ID, Mobile No. and PAN number in relevant text box as highlighted in Fig. 1.11.   
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Fig. 1.11 

 
While entering the details, system will guide the user by displaying appropriate messages. After 
entering the primary details of the entrepreneur, user has to click on “Submit” button. Upon 
clicking this button, system will display alert message and credentials will be sent to registered 
mobile number and email ID as shown in Fig. 1.12. 
 

 
Fig. 1.12 

 
After the Sign Up process, user has to click on the ‘Registration (Part-A)’menu highlighted in the 
Fig.1.13. By clicking on this menu, system will open the search page containing text box to enter 
and search by User name, Establishment Name and Mobile No. as shown in Fig. 1.13  
 

 
Fig. 1.13 

 
In this page, user will be able to search for details of establishment which are due for 
Registration.  User will be able to search for these establishments by entering any one of the 
known information such as User name /  Establishment Name / Mobile No. After entering the 
known User name as shown in Fig. 1.14, user has to click on “Search” button. By clicking on 
this button, system will search for matching record in the data base. In case matching record is 
not found, then system will display appropriate alert message. If matching record is found, then 



Help Manual for Department counter                                                                                                                  ekarmika 

 

Department of Labour - KEONICS Page 9 

 

system will display user Name, Email ID, Mobile No. and Establishment Name along with radio 
button to activate the same as shown in Fig. 1.14    
 

 

 
Fig. 1.14 

 
Similarly by entering valid Establishment Name or Mobile No. user will be able to get list of 
establishments as shown in Figs. 1.15,1.16 respectively. 
 

 

 
Fig. 1.15 

 

 

 
Fig. 1.16 

 
After getting the required establishment in the table, user has to click on radio button placed in 
first column of the table against each establishment as highlighted in Fig. 1.17  
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Fig.1.17 

 
By activating, system will display form to capture address of establishment as shown in Fig. 
1.18. 

 
Fig.1.18 

 
To mark location of the establishment on interactive GIS map, user has to select district and 
corresponding taluk from drop down list as highlighted in Figs. 1.19 and Fig.1.20.  
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                Fig. 1.19              Fig. 1.20 

 
After entering the required details, user has to click “Locate & Click” link to mark location of 
establishment on interactive GIS map. Upon clicking this link, system will pop up map window 
zoomed to selected taluk with map tools, search and view on Google as highlighted Fig. 1.21.  
  

 
Fig. 1.21 

 
Using “Search” option user will be able to zoom the map to required locality. To do this, user 
has to click on “Search” button. Upon clicking this button, system will pop up text box to enter 
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location to be searched as shown in Fig. 1.22. In this text box if user enters first three letters of 
the location to be searched, system will search for matching localities and displays the same as 
highlighted in Fig. 1.22. 
 

 
Fig. 1.22 

 
From the displayed list of localities, user has to select required locality. Upon selecting the 
required locality, map will be zoomed to particular locality with more details as highlighted in Fig. 
1.23. 
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Fig. 1.23 

 
By using map tools as highlighted in Fig. 1.23, user will be able to increase (+) or decrease (-) 
the zoom extent. By increasing the zoom extent, map will display more information which will 
help user to mark the location of establishment accurately. After zooming the map to required 
extent, user has to click on map where estalishment is located. Upon clicking, system will show 
the mark with red dot as highlighted in Fig. 1.24 along with the Information dialog box showing 
X,Y co-ordinates,Ward,Circle etc. as shown in the Fig:1.24. 
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Fig. 1.24 

 
Now user has to click on ‘CaptureXY’ button highlighted in the Fig.1.24 to capture X and Y co-
ordinates.Upon clicking on ‘CaptureXY’ button,dialog box stating “Captured successfully” will be 
displayed as shown in the Fig.1.25.Then user has to click on ‘OK’ button highlighted in the 
Fig.1.25 which in turn will close the map window. 
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Fig.1.25 

 
In case user has forgotten to mark the location of establishment on interactive GIS map, then 
system will show alert message as highlighted in Fig. 1.26. 
 

 
Fig. 1.26 
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System will guide the user while filling each field in the form by displaying alert messages. Once 
required information is filled in address details, user has to click on “Submit” button as shown in 
Fig. 1.26. By clicking this button, submit button will be changed to ‘Update’ button as highlighted 
in Fig. 1.27.   
 

 
Fig. 1.27 

 
After successful submission of postal details, user has to click on “Next” button as highlighted in 
Fig. 1.27. Upon clicking this button, system will open form to enter details of Proprietor / 
Managing Partner / Directors as shown in Fig. 1.28.  
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Fig. 1.28 

 
In this form user has to select designation and enter name, residential address, contact number, 
etc. of Proprietor / Managing Partner / Director. Form has additional option to upload 
photograph of Proprietor / Managing Partner / Director to system which is not mandatory.  In 
case Proprietor / Managing Partner / Director has any responsible family member / employee to 
look after the business, then user has to enter the details in “responsible family member / 
employee” section as highlighted in Fig. 1.29. 
 

 
Fig. 1.29 
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User has to enter family member / employee details and has to click on “Add New” link. By 
clicking on “Add New” link, system will display the record containing entered details with an 
option to edit and delete if required as highlighted in Fig. 1.30.     
 

 
Fig. 1.30 

 
After entering the required details, user has to click on “Submit” button. Upon clicking this button 
system will display appropriate message as shown in Fig. 1.32. Further system will also displays 
table containing details of Proprietor / Managing Partner / Director with a square button to select 
name to be printed on e-certificate. User will be able to select the name which will be printed on 
e-certificate by clicking square button placed against the name. In case user has forgotten to 
select the button, then system will display alert message as shown in Fig. 1.31. 



Help Manual for Department counter                                                                                                                  ekarmika 

 

Department of Labour - KEONICS Page 19 

 

 
Fig. 1.31 

 

 

 
Fig. 1.32 
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After submitting the details, in case user finds details entered are wrong, then will have option to 
edit the same. To do this, user has to click on “Edit” button as highlighted in Fig. 1.32. Upon 
clicking the “Edit” button, system will load information in corresponding text box with an editable 
option. Then user has to make necessary corrections and has to click on “Modify” button as 
shown in Fig. 1.32. Further to clicking on this button, system will display appropriate message 
and has to click on “Next” button as shown in Fig. 1.33. 
 

 
Fig. 1.33 

 
By clicking on “Next” button, system will open form to capture details of Head of Unit / 
Authorised Signatory / Manager of the establishment as shown in Fig. 1.34. In this form user 
has to select designation, and has to enter Name, Residential address, Contact number etc. of 
Head of unit / Manager. After entering the details user has to click on “Submit” button as 
highlighted in Fig. 1.34.  
 

 
Fig. 1.34 

 
Upon clicking the submit button, system will display alert message along with table containing 
entered details with an edit and delete option as highlighted in Fig. 1.35.  
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Fig. 1.35 

 
After submission, if user understands that, details entered are wrong, then user has to click on 
“Edit” button. Upon clicking this button, system will load entered information in corresponding 
text box in editable format. After doing necessary corrections, user has to click on “Modify” 
button as highlighted in Fig. 1.36.  
 

 
Fig. 1.36 

 
By clicking Modify button, system will display appropriate message. Then user has to click on 
“Next” button as highlighted in Fig. 1.36. Upon clicking this button, system will open form to 
record business details of an establishment as shown in Fig. 1.37.  
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Fig. 1.37 

 
In this form user has to select whether selected establishment is Shop or Commercial 
Establishment by activating appropriate radio button as highlighted in Fig. 1.37. After activating 
the type, user has to select Major, Nature of business and Scheduled employment from 
respective drop down lists as shown in Figs. 1.37, 1.38 and 1.39.   
 

       
  Fig. 1.38             Fig. 1.39 
 
After selecting required information, user has to enter other business details such as Nature of 
Business, Date of commencement of business, ESI code, PF code, TAN No., Number of 
employees (Male and Female) etc. Further user has to click on appropriate week day square 
button to capture selected week day as weekly holiday. In case establishment has no weekly 
holiday, then user has to click on square button placed against “Exempted” as shown in Fig. 
1.40.   
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Fig. 1.40 

 
Then user has to enter payment details. Based on number of employees entered, system will 
calculate amount to be paid and will be displayed in amount text box. Prior to filling of business 
details from, entrepreneur will be able to know how much amount has to be paid by referring 
table and instructions to entrepreneur provided in the home page. Entrepreneur will have four 
types of payment options namely, through department counter, remitting to bank other than 
SBM, remitting to any SBM branch and Personal net banking.  Prior to entering payment details, 
Entrepreneur should be ready with necessary payment details. In case entrepreneur has 
remitted the amount through department counter, then user has to activate Department counter 
radio button. Upon selecting the said button, user has to enter payment receipt number and 
payment Receipt date as highlighted in Fig. 1.40.      
 
In case entrepreneur has remitted the fees through other than SBM branch, then user has to 
activate radio button placed against “Other than SBM bank”. Upon activating the button, system 
will display text boxes to record UTR Number, Bank Name and Date as highlighted in Fig. 1.41.   

 
Fig. 1.41 

 
If Entrepreneur has remitted the fees through branch of SBM bank, then user has to activate 
radio button placed against “Any SBM bank branch”. By activating the button user will be able to 
record Journal Number, Branch Name and Date as highlighted in Fig. 1.42.     
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Fig. 1.42 

 
In case Entrepreneur has paid the fees using Personal Net banking, then user has to activate 
radio button placed against “Personal net banking”. Upon activating this button, system will 
display text boxes to capture Transaction ID, Date and Branch name as highlighted in Fig. 1.43.   
 

 
Fig. 1.43 

 
In the following example, Entrepreneur has remitted the fees at Department counter. Hence, 
user has selected payment though Department counter and has entered Payment Receipt No. 
and Date as highlighted in Fig. 1.44. 
 

 
Fig. 1.44 

 
After filling the required information, user has to click on “Submit” button as shown in Fig. 1.44. 
Upon clicking this button, system will display message along with submit button disabling. Then 
user has to click on “Print Application” button as highlighted in Fig. 1.45.      
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Fig. 1.45 

 
By clicking on “Print Application” button, system will popup file download window to open and 
save the filled application in PDF format. By clicking “Open” button, system will open the 
application in PDF format as shown in Fig. 1.46. Then user has to take the print out of the same 
and has to put the signature and seal of the concerned authority of the establishment. Duly 
signed application has to be scanned and kept ready for uploading in to system. 
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Fig. 1.46 
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By clicking the “Next” button, system will open form to upload required documents to system as 
shown in Fig. 1.47.  
 

 
Fig. 1.47 

 
This form will have option to upload documents such as Address proof, ID proof, MoA of 
firm/Proprietorship/Incorporation/Partnership deed, Authorization /Declaration copy, Signed and 
filled copy of Application form and Signed copy of paid challan as highlighted in Fig. 1.47. To 
upload scanned document, user has to click on “Browse” button placed against document 
name. Upon clicking this button, system will popup file navigation window to select document to 
be uploaded. In the following example “Address proof” has been selected. After selecting the file 
user has to click on “Open” button and then “Upload” button as highlighted in Fig. 1.48.  
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Fig. 1.48 

 
Upon clicking the “Upload” button, system will store selected document and name of the file will 
be displayed in Attachment column as highlighted in Fig. 1.49.  
 

 
Fig. 1.49 

 
Above mentioned Browse and Upload procedure has to be adopted for all the documents to be 
attached. After uploading all the documents system will display list of documents uploaded 
along with message “Uploaded successfully” as highlighted in Fig. 1.50 
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Fig. 1.50 

 
In case, by mistake user has uploaded wrong file, then system will allow user to delete the same 
by clicking on link “x” as shown in Fig. 1.51. In the following example, user has clicked link “x” 
against “ID proof”. By clicking this link, system will delete the selected file and displays message 
as “Deleted” in attachment column.    

 
Fig. 1.51 

 
Then user has to search correct ID Proof file and has to upload the same by using Browse and 
Upload option. After uploading the file, system will replace Deleted with file name in attachment 
column as highlighted in Fig. 1.52. And also, system will display message uploaded 
successfully. 
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Fig. 1.52 

 
After confirming uploaded documents are correct, user has to click on button “Confirm & Final” 
as shown in Fig. 1.52. By clicking this button, system will display message “Submitted 
successfully” as highlighted in Fig. 1.53.   

 
Fig. 1.53 

 
After successful submission of all the documents, user has to click on “Acknowledgement” 
button as highlighted in Fig. 1.53. Upon clicking this button, system will popup file down load 
window, which will allow user to open and save acknowledgement in PDF format as shown in 
Fig. 1.54.  
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Fig. 1.54 

 
Upon clicking the “Open” button as highlighted in Fig. 1.54, system will open Acknowledgement 
in PDF format as shown in Fig. 1.55.  
 

 
Fig. 1.55 

Applications submitted successfully, will be loaded to concerned Senior Labour Inspector / 
Labour Inspector role for review and processing.   
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2. Submission of Annual returns 

After successful login as Department Counter, user has to click on “Annual Returns(Form-U)” 
menu as shown in Fig. 2.1.  

 

 
Fig. 2.1 

 
By clicking this menu, system will open the search page containing text box to enter and search 
by User name, Acknowledgement No., Establishment Name, Certificate Number and Mobile No. 
as shown in Fig. 2.2.  
 

 
Fig. 2.2 

 
In this page, user will be able to search for details of establishment which are due for annual 
returns.  User will be able to search for these establishments by entering any one of the known 
information such as User name / Acknowledgment No. / Establishment Name /Certificate 
Number/ Mobile No. After entering the known User name as shown in Fig. 2.3, user has to click 
on “Search” button. By clicking on this button, system will search for matching record in the data 
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base. In case matching record is not found, then system will display appropriate alert message. 
If matching record is found, then system will display Email ID, Mobile No. and Establishment 
Name along with radio button to activate the same as shown in Fig. 2.3.     
 

 
Fig. 2.3 

 
Similarly by entering valid Acknowledgement No. or Establishment Name or Certificate Number 
or Mobile No. user will be able to get list of establishments as shown in Figs. 2.4, 2.5, 2.6 and 
2.7 respectively.  
  

 

 
Fig. 2.4 
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Fig. 2.5 

 

 
Fig. 2.6 

 

 
Fig.2.7 

 
After getting the required establishment in the table, user has to click on radio button placed in 
first column of the table against each establishment as highlighted in Fig. 2.8.  
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Fig. 2.8 

 
Subsequent to activation, system will display an additional “Enter your OTP Number” text field 
along with “Annual Returns” button as highlighted in Fig. 2.8.  

 

 
Fig.2.9 

 
In case by mistake, user enters wrong OTP number, then system will display appropriate alert 
message. After entering valid OTP number which is sent to the registered Mobile Number as 
highlighted in the Fig. 2.9, user has to click on “Annual Returns” button highlighted in the Fig. 
2.9. Further to this, system will open Annual Returns form containing primary details of the 
establishment in non editable format along with additional information to enter as shown in Fig. 
2.10. 
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Fig. 2.10 

 
Fig. 2.10 (contd.) 

 
In this form user has to enter Particulars of employment as on beginning of the year and end of 
the year and particulars of earned leave with wages, welfare measures provided, employees 
whose employment is ceased, Maternity benefits, Contract labours etc. during the said year. 
User has to enter the particulars of employment as shown in Fig. 2.11. After entering the details 
as mentioned in the form, user has to click on “Next” button.  
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Fig. 2.11 

 
Upon clicking the “Next” button, system will display additional text boxes to enter information of 
earned leave, maternity benefit etc. After entering these details, user has to once again click on 
“Next” button as highlighted in Fig. 2.12. 
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Fig. 2.12 

 
By clicking “Next” button, system will display some more text boxes to enter information on 
welfare measures provided and contract labour details if any and date of submission, name, 
designation and place as highlighted in Fig. 2.13.   
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Fig. 2.13 

 
System will guide the user while entering the information of the establishment through proper 
alert messages indicating optional and mandatory fields. After entering necessary details user 
has to click on “Submit” button. Upon clicking this button, system will display message indicating 
successful submission as shown in Fig. 2.14.   

 

 
Fig. 2.14 

 
After successful submission, in case user tries to enter annual return details for the same 
establishment then, system will display proper alert message as shown in Fig. 2.15.  
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Fig. 2.15 

 
Annual return information of an establishment submitted by the Department Counter will be 
loaded to concerned SLI/LI for review and further processing.  
 

3. Submission of Amendment details 

After successful login as Department counter, user has to click on “Amendments (Part-C)” menu 
as shown in Fig. 3.1.  

 

 
Fig. 3.1 
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By clicking this menu, system will open the search page containing text box to enter and search 
by User name, Acknowledgement No., Establishment Name, Certificate No. and Mobile No. as 
shown in Fig. 3.2.  
 

 
Fig. 3.2 

 
In this page, user will be able to search for details of establishment registered with the 
Department of Labour. User will be able to search for these establishments by entering any one 
of the known information such as User name / Acknowledgment No. /  Establishment Name / 
Certificate No./Mobile No. After entering the known User name as shown in Fig. 3.3, user has to 
click on “Search” button. By clicking on this button, system will search for matching record in the 
data base. In case matching record is not found, then system will display appropriate alert 
message. If matching record is found, then system will display Email ID, Mobile No. and 
Establishment Name along with radio button to activate the same as shown in Fig. 3.3.      

 

 
Fig. 3.3 
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Then user has to activate the radio button placed against establishment for which amendment 
details are to be entered. Upon activating this button, system will display additional “Enter Your 
OTP Number” text field and “Amendments” button as shown in Fig. 3.4.   
 

 
Fig. 3.4 

 
Now user has to enter the valid OTP number which is sent to the registered Mobile Number as 
highlighted in the Fig.3.5 and then click on “Amendments” button highlighted in the Fig. 3.5. In 
case by mistake, user enters wrong OTP number, then system will display appropriate alert 
message. 

 
Fig.3.5 

 
Further to this, system will load list of details which could be amended such as Establishment 
details, Head Office details, Details of Proprietor/Managing Partner/Director, Details of Head of 
Unit/Authorized Signatory, Nature of Business, Responsible Family member, No. of Employees, 
Declared weekly holiday as highlighted in Fig. 3.6.   

 



Help Manual for Department counter                                                                                                                  ekarmika 

 

Department of Labour - KEONICS Page 43 

 

 
Fig. 3.6 

 
Against each detail, square button to activate the same is provided. User will be able to select 
single detail or multiple details by activating these square buttons. “Documents Attached” 
section will also be displayed by default along with the selected detail/details. To amend 
particular detail, user has to click on square button as highlighted in Fig. 3.7.  

 

 
Fig. 3.7 
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Upon activating Establishment details and Head Office details, system will display form 
containing information as per registration with editable option as shown in Fig. 3.7. In present 
example user has updated Building No., Building Name/Floor, Road and nearby land mark in 
Establishment details as shown in Fig. 3.8.    

 

 
Fig. 3.8 

 
As per registration information, the said establishment had NIL information against Head office 
details as shown in Fig. 3.9.   

 

 
Fig. 3.9 

 
Now, user has to enter Head office details such as name, postal address, PIN code as 
highlighted in Fig. 3.10.  
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Fig. 3.10 

 
System will guide the user while entering the above mentioned information by displaying alert 
messages. System will also, indicate mandatory and optional field entry. After entering the 
required details, user has to click on “Submit” button as highlighted in Fig. 3.10.        

 

 
Fig. 3.11 
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Upon clicking the “Submit” button, system will display message indicating successful 
submission as highlighted in Fig. 3.11. System will then load that particular amendment details 
to concerned SLI/LI for review and approval.  
 

4. Submission of Renewal details 

After successful login as Department Counter, user has to click on “Renewal (Part-B)” menu as 
shown in Fig. 4.1.  

 
Fig. 4.1 

 
By clicking this menu, system will open the search page containing text box to enter and search 
by User name, Acknowledgement No., Establishment Name, Certificate No. and Mobile No. as 
shown in Fig. 4.2.  
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Fig. 4.2 

 
In this page, user will be able to search for details of establishment which are due for renewal. 
User will be able to search for these establishments by entering any one of the known 
information such as User name / Acknowledgment No. /  Establishment Name /Certificate 
No./Mobile No. After entering the known User name as shown in Fig. 4.3, user has to click on 
“Search” button. By clicking on this button, system will search for matching record in the data 
base. In case matching record is not found, then system will display appropriate alert message. 
If matching record is found, then system will display User Name, Email ID, Mobile No. and 
Establishment Name along with radio button to activate the same as shown in Fig. 4.3.      
 

 
Fig. 4.3 

 
Then user has to activate the radio button placed against establishment for which renewal 
details are to be entered. Upon activating this button, system will display additional ‘Enter your 
OTP Number’ text field and “Renewal” button as shown in Fig. 4.4.   
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Fig. 4.4 

 
Now user has to enter the valid OTP number which is sent to the registered Mobile Number as 
highlighted in the Fig.4.5 and then click on “Renewal” button highlighted in the Fig. 4.5. In case 
by mistake, user enters wrong OTP number, then system will display appropriate alert message. 
 

 
Fig. 4.5 

 
For correct OTP number entry, system will display Renewal details form as shown in Fig. 4.6. 
This form displays nature of business, total number of employees and renewal amount in non 
editable format. Then user has to select desired payment option by clicking respective radio 
button. If user has remitted renewal fee at department counter, then Department counter radio 
button to be selected. Upon selecting this button, system will display text boxes to capture 
payment receipt No., and Payment Receipt date as highlighted in Fig. 4.6. After entering 
required details, user has to upload Payment receipt / Paid Challan or Transaction slip as 
highlighted in Fig. 4.6.   
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Fig. 4.6 

 

In case user has remitted renewal fees at bank other than SBM, then “Other than SBM bank” 
radio button to be clicked. By clicking this button, system will display text boxes to capture UTR 
number, Bank Name, and date as highlighted in Fig. 4.7. After entering required details, user 
has to upload Payment receipt / Paid Challan or Transaction slip as highlighted in Fig. 4.7.   
 

 
Fig. 4.7 

 

If user has remitted fees at any branch of State Bank of Mysore (SBM), then “Any SBM branch” 
radio button to be clicked. Upon clicking this button, system will display text boxes to capture 
Journal Number, Bank Name and date as highlighted in Fig. 4.8. After entering required details, 
user has to upload Payment receipt / Paid Challan or Transaction slip as highlighted in Fig. 4.8.   
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Fig. 4.8 

 

In case user has remitted fees through personal net banking, then “Personal net banking” radio 
button to be clicked. By clicking this button, system will display text boxes to capture 
Transaction ID, Transaction Date and Bank Name. After entering required details, user has to 
upload Payment receipt / Paid Challan or Transaction slip as highlighted in Fig. 4.9.  
   

 
Fig. 4.9 

 

After uploading the required receipt/slip user has to click on “Submit” button. Upon clicking this 
button, system will display message indicating successful submission of renewal details.   
 

5. Reports 

5.1 Registration Certificate 

User will be able to view, save and print registration certificate by logging in to web portal using 
valid user name and password. After successful login, system will display home page of the 
Department Counter as shown in Fig. 5.1.  
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Fig. 5.1 

 
In the home page user has to move the cursor over “Reports” menu. When mouse is moved 
over “Reports” menu, system will display sub menu “Registration Certificate (Form-C)” as 
highlighted in Fig. 5.2.  

 
Fig. 5.2 
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Upon clicking this sub menu, system will open the search page containing text box to enter and 
search by User name, Acknowledgement No., Establishment Name and Mobile No. as shown in 
Fig. 5.3.  
 

 
Fig.5.3 

 
In this page, user will be able to search for the Establishment for which Registration Certificate 
is to be viewed. User will be able to search for these establishments by entering any one of the 
known information such as User name / Acknowledgment No. / Establishment Name /Mobile 
No. After entering the known User name as shown in Fig. 5.4, user has to click on “Search” 
button. By clicking on this button, system will search for matching record in the data base. In 
case matching record is not found, then system will display appropriate alert message. If 
matching record is found, then system will display Email ID, Mobile No. and Establishment 
Name along with radio button to activate the same as shown in Fig. 5.4.   
 

Fig. 5.4 
 

Then user has to activate the radio button placed against establishment for which certificate is 
to be viewed. Upon activating this button, system will start loading the certificate and displays 
under process symbol with Cancel link as shown in Fig. 5.5.  
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Fig.5.5 

 
User will be able to terminate the certificate loading process by clicking on “Cancel” link as 
highlighted in Fig. 5.5. After successful loading, system will display certificate with an option to 
export to PDF format as shown in Fig. 5.6.  
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Fig.5.6 
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In case user wants to Open and Save the displayed certificate in PDF format, then user has to 
click on “Export to PDF” button as highlighted in Fig. 5.6. Upon clicking this button, system will 
pop up File Download window with an option to Open and Save the file as shown in Fig. 5.7.  
 
 

 
Fig. 5.7 

 
By clicking “Open” button, system will open certificate in PDF format as shown in Fig. 5.8. User 
will be able to save and print this file for future reference.  
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Fig. 5.8 

 

5.2 Acknowledgement Print 

User will be able to view, save and print Acknowledgement Print by logging in to web portal 
using valid user name and password. After successful login, system will display home page of 
the Department Counter as shown in Fig. 5.9. 
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Fig.5.9 
 

In the home page user has to move the cursor over “Reports” menu. When mouse is moved 
over “Reports” menu, system will display sub menu “Acknowledgement Print” as highlighted in 
Fig. 5.10.  

 
Fig.5.10 
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Upon clicking this sub menu, system will open the page containing ‘Month’ and ’Date’ drop 
downs to search by ‘Month’ and ’Date’ as shown in Fig. 5.11.  
 

 
Fig.5.11 

 
In this page, user will be able to search for the Establishment for which Acknowledgement print 
is to be viewed. User should now select the Month and Date from the dropdowns corresponding 
to that of Registered Month and Date as shown in the Fig. 5.12 and click on ‘Search’ button 
highlighted in the Fig.5.12 

 
Fig.5.12 

 
Clicking on ‘search’ button will now display the list of establishments which were registered on 
the same date and month as shown in the Fig.5.13 
 

 

 
Fig.5.13 
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Now user can select the radio button present in the first column as highlighted in the Fig. 5.13 of 
the required establishment record. Selecting the radio button of a particular establishment will 
enable the “Print Acknowledgement” button as highlighted in the Fig. 5.14. 

 

 
Fig.5.14 

 
Upon clicking the “Print Acknowledgement” button, system will pop up File Download window 
with an option to Open and Save the file as shown in Fig. 5.15. 
 

Fig.5.15 
 
By clicking “Open” button, system will open the Acknowledgement in PDF format as shown in 
Fig. 5.16. User will be able to save and print this file for future reference.  
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Fig. 5.16 

 
 

6. Edit Profile 

6.1 Change Password 

To change the existing password, in the home page user has to move the cursor over “Edit 
Profile” menu. When mouse is moved over “Edit Profile” menu, system will display sub menu 
“Change Password” as highlighted in Fig. 6.1  
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Fig. 6.1 

 
Upon clicking this sub menu, system will open form to enter Current password, New password 
and Confirm New password as highlighted in Fig. 6.2.   
 

 
Fig. 6.2 

 
For each entry, system will check for its validity. In case entered record is incorrect, then system 
will display appropriate alert message. After confirming all the entries are correct, user has to 
click on “Submit” button as highlighted in Fig. 6.2. Further to submission, system will update the 
password and allow user to login once again with new password. 
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6.2 Update Mobile Number (Users) 

To update the mobile number, in the home page user has to move the cursor over “Edit Profile” 
menu. When mouse is moved over “Edit Profile” menu, system will display sub menu “Update 
Mobile Number (users)” as highlighted in Fig. 6.3 
  

 
Fig. 6.3 

 
Upon clicking this sub menu, system will open form to enter Establishment Name, Registration 
Number as highlighted in Fig. 6.4.   
 

 
Fig. 6.4 
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User has to enter the “Establishment Name”, “Registration Number” for which the mobile 
number needs to be updated as shown in the Fig. 6.5 and click on ‘Search’ button highlighted in 
the Fig. 6.5. 

 
Fig.6.5 

 
Clicking on “Search” button will validate the “Establishment Name” and “Registration Number” 
entered. If the combination of entered “Establishment Name” and “Registration Number” is not 
found in the database, then the suitable validation message will be displayed or else details 
such as Establishment Name, Registration Number, Proprietor Name, establishment address 
and existing Mobile Number in editable format will be displayed as shown in the Fig. 6.6. 

 
 

 
Fig.6.6 

 
User can now delete the old number highlighted in the Fig. 6.6 and enter the new number. Then 
user has to click on the “Update” button highlighted in the Fig. 6.6. Clicking on “Update” button 
will display the message as shown in the Fig.6.7 

 
Fig.6.7 

 

7. Rejected 

7.1 Submission of Rejected Registration form 

To view the rejected Registration/Annual Returns/Amendment/Renewal forms, in the home 
page user has to move the cursor over “Rejected” menu. When mouse is moved over 
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“Rejected” menu, system will display “Registration (part-A)”,”Annual Returns (Form-
U)”,”Amendments (Part-C)” and ”Renewal (Part-B)” submenus as highlighted in Fig. 7.1. 
  

 
Fig. 7.1 

 
If the Registration form submitted by the user is rejected by the LI, then in order to resubmit the 
Registration form, user should click on the submenu “Registration (Part-A)” as highlighted in the 
Fig.7.2. Clicking on the “Registration (Part-A)” submenu will then display the search page 
containing text box to enter the Username, Acknowledgement Number, Establishment Name, 
Mobile Number as shown in the Fig.7.2. 
 

 
Fig. 7.2 
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User will be able to search for the establishments by entering any one of the known information 
such as User name / Acknowledgment No. / Establishment Name /Mobile No. and then clicking 
on “Search” button. By clicking on this button, system will check for the validity of the data 
entered. If the entered data is invalid then the system displays the appropriate alert message as 
shown in the Fig. 7.3 and user will then be allowed to re-enter the correct data. 
 

 
Fig.7.3 

 
By clicking on “Search” button after entering the valid data, system will search for matching 
record in the data base. If matching record is found, then system will display user Name, Email 
ID, Mobile No. and Establishment Name along with radio button to activate the same as shown 
in Fig.7.4. 
 

 
Fig.7.4 

 
User has to then click on the radio button highlighted in the Fig.7.4. Clicking on the radio button 
will display the “Registration” button as shown in the Fig.7.5. 
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Fig.7.5 

 
User has to then click on the “Registration” button highlighted in the Fig. 7.5. Clicking on this 
button will open the “Registration form” along with the data entered earlier and message 
stating “Application is under pending” being displayed as shown in the Fig. 7.6. User should 
then make the changes in the required section of the application form and finally click on 
“Confirm & Final” button highlighted in the Fig. 7.7 to resubmit the form. Clicking on this button 
will then display suitable success message. 

Fig.7.6 
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Fig.7.7 

7.2 Submission of Rejected Annual Returns 

If the Annual Returns submitted by the user is rejected by the LI, then in order to resubmit the 
Annual Returns, user should click on the submenu “Annual Returns (Form-U)” as highlighted in 
the Fig. 7.8. Clicking on the “Annual Returns (Form-U)” submenu will then display the search 
page containing text box to enter the Username, Acknowledgement Number, Establishment 
Name, Mobile Number and Certificate Number as shown in the Fig. 7.8. 
 
 

 
Fig. 7.8 

 
User will be able to search for the establishments by entering any one of the known information 
such as User name / Acknowledgment No. / Establishment Name /Mobile No./Certificate 
Number and then clicking on “Search” button. By clicking on “Search” button, system will search 
for matching record in the data base. In case matching record is not found, then system will 
display appropriate alert message. If matching record is found, then system will display user 
Name, Email ID, Mobile No. and Establishment Name along with radio button to activate the 
same as shown in Fig. 7.9. 
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Fig.7.9 

 
User has to then click on the radio button highlighted in the Fig.7.9. Subsequent to activation, 
system will display an additional “Enter your OTP Number” text field along with “Annual Returns” 
button as highlighted in Fig. 7.10. User has to then enter the OTP sent to his/her Mobile Number 
and click on “Annual Returns” button highlighted in the Fig. 7.10. Clicking on the “Annual 
Returns” button will then open the “Annual Returns” form with the data entered earlier as shown 
in the Fig. 7.11. 

 
Fig.7.10 
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Fig.7.11 
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User should now make the required changes and finally click on “Submit” button highlighted in 
the Fig. 7.11 to resubmit the “Annual returns” form. 
 

7.3 Submission of Rejected Amendment 

If the Amendment submitted by the user is rejected by the LI, then in order to resubmit the 
Amendment, user should click on the submenu “Amendments (Part-C)” as highlighted in the 
Fig.7.12. Clicking on the “Amendments (Part-C)” submenu will then display the search page 
containing text box to enter the Username, Acknowledgement Number, Establishment Name, 
Mobile Number and Certificate Number as shown in the Fig. 7.12. 
 

 
Fig. 7.12 

 
User will be able to search for the establishments by entering any one of the known information 
such as User name / Acknowledgment No. / Establishment Name /Mobile No./Certificate 
Number and then clicking on “Search” button. By clicking on “Search” button, system will search 
for matching record in the data base. In case matching record is not found, then system will 
display appropriate alert message. If matching record is found, then system will display user 
Name, Email ID, Mobile No. and Establishment Name along with radio button to activate the 
same as shown in Fig.7.13. 
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Fig.7.13 

 
User has to then click on the radio button highlighted in the Fig.7.13. Subsequent to activation, 
system will display an additional “Enter your OTP Number” text field along with “Amendments” 
button as highlighted in Fig.7.14. User has to then enter the OTP sent to his/her Mobile Number 
and click on “Amendments” button highlighted in the Fig. 7.14. Clicking on the “Amendments” 
button will open the Amendment page as shown in the Fig. 7.15. 
 

 
Fig.7.14 

 

 
Fig.7.15 
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Fig.7.16 

 
Make the changes in the required sections by selecting those sections and finally click on 
“Submit” button highlighted in the Fig. 7.16 to resubmit the Amendment form. 

 

7.4 Submission of Rejected Renewal Details 

If the Renewal Details submitted by the user is rejected by the LI, then in order to resubmit the 
Renewal Details, user should click on the submenu “Renewal (Part-B)” as highlighted in the Fig. 
7.17. Clicking on the “Renewal (Part-B)” submenu will then display the search page containing 
text box to enter the Username, Acknowledgement Number, Establishment Name, Mobile 
Number and Certificate Number as shown in the Fig. 7.17. 
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Fig. 7.17 

 
User will be able to search for the establishments by entering any one of the known information 
such as User name / Acknowledgment No. / Establishment Name /Mobile No./Certificate 
Number and then clicking on “Search” button. By clicking on “Search” button, system will search 
for matching record in the data base. In case matching record is not found, then system will 
display appropriate alert message. If matching record is found, then system will display user 
Name, Email ID, Mobile No. and Establishment Name along with radio button to activate the 
same as shown in Fig. 7.18. 
 

 
Fig.7.18 

 
User has to then click on the radio button highlighted in the Fig. 7.18. Subsequent to activation, 
system will display an additional “Enter your OTP Number” text field along with “Renewal” 
button as highlighted in Fig. 7.19. User has to then enter the OTP sent to his/her Mobile Number 
and click on “Renewal” button highlighted in the Fig. 7.19. Clicking on the “Renewal” button will 
open the Renewal Details page as shown in the Fig. 7.20. 
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Fig.7.19 

 

 
Fig.7.20 

 
User should now enter the required details, upload Payment receipt and finally click on “Submit” 
button highlighted in the Fig. 7.20 to resubmit the Renewal Details form.  


