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IntroducƟon 

This user manual explains how to submit a new Company RegistraƟon applicaƟon using the 
online system. The process is divided into 5 simple steps, and each step must be completed 
before going to the next step. 

The system also ensures that no step can be skipped, and all required informaƟon is 
validated. 

 

굗굙굘 Overview of RegistraƟon Steps 

1. Company Details 

2. BoƩling / Manufacturing Units 

3. Directors 

4. Authorised Person 

5. Document Upload 

Each step has a Next buƩon, and a Previous buƩon to go back and edit informaƟon. 

 

 

STEP 1 — Company Details 

✔ What to Enter 

 Company Name 

 Company Address 

 Mobile Number (OTP verificaƟon required) 

 Email ID 

 Company PAN 

 GST Number 

 PAN Number 

 Whether company already has Excise RegistraƟon 

 Etc 



Company Details 

 

 

 

✔ Special Rule 

If “Already Registered = Yes”: 

 You must enter Excise Company Registration Number (mandatory) 

 You must also provide Demand Draft (DD) Details 

✔ OTP Verification 

1. Enter your mobile number 

2. Click Send OTP 

3. Enter the OTP you received 

4. Click Verify OTP 

You can move to Step 2 only after OTP is successfully verified. 

➡ Move to Next Step 

Click NEXT to continue. 

 

 

 



STEP 2 — BoƩling / Manufacturing Units 

✔ What to Enter 

You can add one or more units. Each unit requires: 

 Unit Name 

 Unit Address 

 State (Chhaƫsgarh / Other) 

 Upload Address Proof (PDF only – DSC signed) 

✔ Grid Features 

 Add mulƟple units 

 Edit unit details 

 Delete unit if added by mistake 

 Each uploaded document must be PDF only 

 Maximum upload size is menƟoned on screen 

 

 

➡ Move to Next Step 

Click NEXT 

 

 



STEP 3 — Directors 

✔ What to Enter 

For each director: 

 Total Number of Director 

 Full Name 

 Mobile Number 

 Email ID 

 PAN Number 

 DIN Number (Mandatory only if Company Category = “Company”) 

 ResidenƟal Address 

✔ Rules 

 DIN number must be exactly 8 digits  

 You can add mulƟple Directors equal to total number of Directors Textbox 

 Each entry is shown in the grid 

 You can edit or delete exisƟng entries 

 

➡ Move to Next Step 

Click NEXT 

 



STEP 4 — Authorised Person 

✔ What to Enter 

 Name of Authorized Person 

 Mobile Number 

 Email ID 

 PAN Number 

 Address 

 Upload AuthorizaƟon LeƩer (PDF – DSC signed) 

✔ Grid OpƟons 

 Add MulƟple Authorized Persons 

 Edit or delete exisƟng entries 

 

 

 

 

➡ Move to Next Step 

Click NEXT 

  



STEP 5 — Document Upload 

✔ Documents Required 

The system shows a list of mandatory documents based on: 

 Company type 

 Licence type 

 RegistraƟon type 

For each document: 

 Upload must be PDF Only (DSC Signed) 

 Maximum file size: As menƟoned in each row 

 Number of pages is automaƟcally detected 

 You can delete and re-upload any document 

✔ Important Notes 

 Upload all required documents 

 Incomplete documents will stop final submission 

 

 

 

 



 

 

FINAL SUBMISSION 

Before final submission: 

 Review all steps 

 Ensure all entries and uploads are complete 

It will shows Preview Page 

Preview ApplicaƟon 

 

 



 

 

 

 

Click Final Submit ApplicaƟon 

The system will: 

✔ Save all company data 

✔ Save all units, directors, authorised persons 

✔ Save all documents 

✔ Lock the applicaƟon (no further ediƟng) 

✔ Send SMS and Email confirmaƟon 

 



AddiƟonal Note for New Companies 

If your company is not yet registered with the Excise Department and you have paid the 
challan through your company login, the paid challan will automaƟcally appear on your 
Company Dashboard. 
Please ensure that the challan payment is completed before submiƫng the applicaƟon. 
AŌer payment, log in to your Company Dashboard and then proceed to submit the 
applicaƟon. 

Login eServices using Login Id & password 

 

The company logs into the portal using the provided user credenƟals. 

 

  



Challan GeneraƟon for New Companies 
AŌer login, the company generates the required challan for company registraƟon. 

Challan → Epayment 

 

 

View Company RegistraƟon Fee & Save the Challan 

 



Click Save and challan no generated Make Payment  

 

 

 

You will be redirected to eChallan website 

 

 

Upon successful payment, the new company submits the registraƟon applicaƟon using 
Challan for further processing by the Excise Department. 

Company Login → Company → Dashboard 

 

 

 



Commissioner Login 

Commissioner Login → Company → Company RegistraƟon 

 

 

AŌer logging in, the Commissioner can view the list of company registraƟon applicaƟons. 
 

 

For each applicaƟon, the Commissioner may take any of the following acƟons: 

 

Accept – Approve the company registraƟon aŌer successful verificaƟon of details and 
documents. 

  



 

Reject the applicaƟon in case of discrepancies, non-compliance, or invalid submissions. 

 

 

 

Document Required to seek addiƟonal informaƟon or documents, enabling the applicant to 
re-submit the applicaƟon. 

 

 


