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1.Overview: 

• Implementation Of An E-Governance Systems for Excise Functions Of “Department of State 

Taxes and Excise Government Of Himachal Pradesh 

• The Purpose of This Document Is to Provide a Detailed Description to The User Which 

Helps to Perform License registration of retailer as shown below. 

2.Helpful Resources: 

 

2.1 System Requirements: 

             Operating System  

• Ubuntu Version No:20.0.4 

             Connectivity 

• For Data Transmission There Should Be Connectivity Installed at Location 

             Browser: 

• Application Is Compatible with Latest Mozilla and Chrome 

 

2.2 Help and Contact Information 
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3. Retail License Registration 
3.1 Vends (L-2/L-2A/L-2AA) 

Licensee Login 

 

• User required to provide valid credentials as shown in above figure. 
 

 

• User need to click on License management as shown in above figure. 
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• From navigation bar, user need to select license management, and click on +license 

Registration  

  

• In Application form, user  need to select type of application, select license type as retail 

license, 

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

all the information regarding the retails license as shown in above figure. 

• User need to Select vends as shown in figure.,a fields according to vend will be displayed 

and select area type as urban 

• User need to Select the license form accordingly to the type of license as shown in above 

figure.  

• Select the business types as individual 
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• User required to Enter personal information, additional details etc..,click on save and 

proceed 

all the * mark fields are mandatory  

  
• User need to fill bank details and click on save&proceed. 

 

 

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

additional information, boundary details, infrastructure of proposed premises and 

production process..etc, 
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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 above figure and click on save 

:all the files should be less than 3MB, please verify all the uploaded documents before 

upload 

• And after uploading the documents acknowledge receipt will be generated as shown  
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• User need to click on next.and click on print icon for hard/soft copy. 
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• 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 click here, further after submitting user 

can’t make changes 



 

10 | P a g e  
 

 

• The forwarded application will be displayed as shown in above figure 

 

Deputy Commissioner District Office: 

 

• 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 as shown in above figure. 

 

 

• User required to click on action icon as shown in above figure. 
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• And the License receipt will be displayed as shown in above figure, User need to click on 

next. 
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• User required to enter remarks and click on forward. 

 

 

• The forwarded license application will be displayed as shown in above figure. 
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Assistant Commissioner: 

 

• User required 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. 
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• User required to click on action icon as shown in above figure. 
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• The License acknowledge receipt will be displayed as shown in above figure, User need 

to click on next. 
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• User need to enter remarks and click on forward. 

 

 

 

• The forwarded license application will be displayed in this page. 
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Circle Officer (STEO): 

 

• 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. 
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• User need to click on action icon as shown in above figure. 
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• User need to click on next. 
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• User should perform detail inspection and verification of applicant information,then 

upload the report, fill all field then enter remarks and click on submit. 

 

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

District office: 

Assistant commissioner: 

 

 

• User required to provide valid credentials as shown in above figure and click on Login. 
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• User need to click on License management as shown in above figure. 

 

 

• User need to click on action icon as shown in above figure. 
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• 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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Deputy Commissioner: 

 

• 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. 
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• 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. 

 

• The forwarded license application will be displayed as shown in above figure. 
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Zonal office: 

Superintendent: 

 

• User require 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. 



 

30 | P a g e  
 

 

• User need to click on action icon as shown in above figure. 
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• User need to enter remarks and click on forward. 
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• User required to enter remarks and click on forward. 

 

 

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

 



 

33 | P a g e  
 

Dealing Assistant of Zonal Office: 

 

 

• User required 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. 
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• User need to click on action icon as shown in above figure. 
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• User need to click on next. 
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• User need to click on click here for selecting check points for grant of License as shown 
in above figure. 
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• User need to select the checklist points which are shown in above figure and enter 

remarks 

• User need to click on submit. 

 

• The forwarded License application will be displayed as shown in above figure. 
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Superintendent: 

 Login into superintendent as above for proceeding further forwarding to collector. 

• All the process of forwarding the application from superintendent to superintendent is 

SAME  

• And Collector process shown below, 

 

Collector Zonal Office: 

 

• User need to provide valid credentials as shown in above figure and click on Login 
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• 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. 
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• User required to click on click here to see grant License checklist as shown in above 
figure. 
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• User need to verify the checklist, enter remarks and click on submit. 

 

• The forwarded License application will be displayed as shown in above figure. 
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Licensee Login: 

 

• User required to provide valid credentials as shown in above figure. 

 

• User need to click on License management as shown in above figure. 
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• User need to click on action icon as shown in above figure. 

 

 



 

45 | P a g e  
 

 

• The License acknowledgement receipt will be displayed as shown in above figure and 

User need to click on next. 

 

 



 

46 | P a g e  
 

 

• User need to upload and enter challan number as shown in above figure and click on pay 

fee / user can also pay fee through online  

*The above-mentioned number are just for demo purpose* 

 

• User required to select bank from dropdown list and enter code as shown in above figure 
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• User need to click on make payment, then user will be redirected to bank server for 

complete payment process 

 

after successful payment, E-Receipt will be generated as shown below. 

 

• The payment successful page will be displayed as shown in above figure and click on 

print challan  

Challan print: 

 



 

48 | P a g e  
 

 

 

• The forwarded application will be displayed as shown in above figure, User need to click 

on License management as shown in above figure. 

Circle Officer (STEO): 

 

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

Login 
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• User need to click on License management as shown in above figure. 

 

 

• User need to click on action icon as shown in above figure. 
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• The License acknowlegement receipt will be displayed as shown in above figure, 

• User need to click on next. 
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• User need to click on Grant License checklist. 
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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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Collector Zonal Office: 

 

• 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. 
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• User required to click on action icon as shown in above figure. 
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• The License acknowledgemet receipt will be displayed as shown in above figure . 

• User need to click on next. 

 

• The challan of Licensee fee details will be displayed as shown in above figure and User 

need to click on next. 
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• User required to click on click here to see grant License checklist as shown in above 
figure. 
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• User need to verify the checklist, enter remarks and click on submit. 

 

• The forwarded License application will be displayed as shown in above figure and pop-
up will be displayed. 
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• User need to enter remarks and click on save as shown in above figure. 

 

• The issued provisional Licensee will be displayed as shown in above figure. 

 

Licensee Login: 

• User need to Login with provided valid credentials and select License management in 

main dashboard. 

 

• User need to click on action icon as shown in above figure. 
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• The License acknowledgment receipt will be displayed and user need to click on next. 

 

 

• User need to click on next. 
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• User required to upload bank guarantee file and user need to click on submit.  

 

Circle Officer (STEO): 

 

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

Login 
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• User need to click on License management as shown in above figure. 

 

 

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

 

• User required to click on next. 
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• User need to click on Grant License checkpoints as shown in above figure. 
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• User required to check the checklist of grant License and enter remarks ,click on submit. 

 

• The forwarded license application will be displayed as shown in above figure. 
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District office: 

Assistant commissioner: 

 

• User required to provide valid credentials as shown in above figure and click on Login. 
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• User need to click on License management as shown in above figure. 

 

 

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

 



 

67 | P a g e  
 

 

• User need to click on next. 

 

• User required to click on next. 
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• User need to click on checklist of grant Licnese as shown in above figure., 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. 

 

 

 

Deputy Commissioner: 

 

• User required to provide valid credentials as mentioned in above figure and click on 
Login. 
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• User need to click on License management as shown in above figure. 

 

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

 

• User required to click on next. 
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• User required to click on checklist of grant License as shown in above figure. 
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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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Zonal office: 

Superintendent: 

 

 

• User require to provide valid credentials as mentioned in aboev figure and click on login  

 

• User need to click on License management as shown in above figure. 
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• User need to click on action icon as shown in above figure. 
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• User need to click on next. 

 

• User required to click on next. 
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• User required to click on license grant checklist as shown in above figure and user need 

to enter remark and click on forward. 
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• The forwarded License application will be displayed as shown in above figure. 

 

Dealing Assistant → Superintendent:. 

• All the process of forwarding the application from superintendent to superintendent is 

SAME  (refer Superintedent process for forwarding) 

• And Collector process shown below, 

 

Collector Zonal Office: 
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• 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 and a pop-up will be 

displayed as shown in below. 

 

• User need to enter remarks and click on save. The License is granted successfully. 



 

80 | P a g e  
 

 

• User need to click on License management from navigation bar and select approved 

License as shown in above figure. 

 

 

• User required to select date and click on search  

 

 

• User required to click on print icon as shown in above figure. 
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Declaration print: 
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Application print: 
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Challan print: 
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Site inspection: 
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Grant of License: 
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L-14/L-14A/L-14C/L-14CC/S1F/S1AA/  

**these License form have same registration process as shown in (L-2/L-2A/L-2AA)** 

3.2 Bars License Registration: 
**L3, L4&L5/L4&L5/L4&L5A/L-3A/L-50B License forms will be approved 

and granted by collector** 

**L-6A/L-10C License forms will be approved by collector and granted by 

commissioner. ** 

Licensee Login: 

 

• User required to provide valid credentials as shown in above figure. 
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• User need to click on License management as shown in above figure. 

 

• From navigation bar, user need to select license management, and click on +license 

Registration  
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• In Application form, user  need to select type of application, select license type i.e retail 

sale License as shown in above figure, 

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

all the information regarding the retail license as shown in above figure. 

• User need to Select bars as shown in figure.,a fields according to bar will be displayed. 

• Select the license form accordingly to the type of license as shown in above figure.  

• Select the business types as individual. 

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

proceed 

all the * mark fields are mandatory  

 

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

additional information, boundary details, infrastructure of proposed premises and 

production process..etc, 

• After completion of all the fields click on save and proceed 
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• User need to fill bank details and click on save & proceed. 

 

 

 

• User need to upload all documents which are mentioned in above figure and click on save 

:all the files should be less than 3MB, please verify all the uploaded documents before 

upload 

• And after uploading the documents acknowledge receipt will be generated as shown  
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• The License acknowledgement receipt will be displayed as shown in above figure,User 

need to click on next.and click on print icon for hard/soft copy. 

 

• User required to review the uploaded documents which are uploaded accordingly. 
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• The document of checklist will be displayed as above, where user can able to check 

document checklist. 

• 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 click here, further after submitting user 

can’t make changes 
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• The forwarded application will be displayed as shown in above figure 

**The flow of the bar License registration is same as vends** 

but 

**L3, L4&L5/L4&L5/L4&L5A/L-3A/L-50B License forms payment request will 

be done by collector, verification of payment will be done by circle officer then 

License forms will be approved and granted by collector**  

**L-6A/L-10C License forms payment request will be done by commissioner; 

verification of payment will be done by circle officer then Licenses will be 

approved by collector and granted by commissioner. **  

Collector: 

 

 

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

 



 

94 | P a g e  
 

 

 

• The acknowledgement receipt will be displayed as shown in above figure and User need 

to clcik on next 
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• User need to click on next. 

 

 

 

• User need to enter remarks and click on approve. 

 

• User required to click on grant License as shown in above figure and a pop-up will be 

displayed as shown below. 
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• User required to enter remarks and click on save. 

License granted sucessfully. 

• User need to click on license management in navigation bar and select approved License  

 

 

• User need to select date and select License type , click on search . 

 

 

• User required to click on print icon as shown in aboev figure. 

 

 



 

97 | P a g e  
 

 

Declaration print: 
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Application print: 
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Challan print: 
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Site inspection: 
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License forward to commissioner: 
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Grant of License: 
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3.3 Microbrewery: 

Licensee Login 

 

• User required to provide valid credentials as shown in above figure. 

 

• User need to click on License management as shown in above figure. 
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• From navigation bar, user need to select license management, and click on +license 

Registration  

  

• In Application form, user  need to select type of application, select license type i.e retail 

sale License. 

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

all the information regarding the retail license as shown in above figure. 

• User need to Select microbrewery as shown, fields related to microbrewery will be 

displayed. 

• Select the license form accordingly to the type of license as shown in above figure.  

• Select the business types as individual 
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• User required to Enter personal information, additional details etc..,click on save and 

proceed 

all the * mark fields are mandatory  

 

 

• User required to Fill all the information regarding the proposed premises and complete 

filling the additional information, boundary details, infrastructure of proposed premises 

and production process..etc, 

• After completion of all the fields click on save and proceed 

 

• User need to fill bank details and click on save & proceed. 
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• User need to upload all documents which are mentioned in above figure and click on save 

:all the files should be less than 3MB, please verify all the uploaded documents before 

upload 

• And after uploading the documents acknowledge receipt will be generated as shown  



 

108 | P a g e  
 

 

• The ackowledgement receipt will be displayed as shown in above figure, User need to 

click on next.and click on print icon for hard/soft copy. 

 

 

• User required to review the uploaded documents which are uploaded accordingly. 
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• The document checklist will be displayed and 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 click here, further after submitting user 

can’t make changes 
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• The forwarded application will be displayed as shown in above figure 

The verify & forward is same for below users as shown in vends 

**The the flow of the microbrewery License registration is same as vends , but here  headqauters 
will be invovled ** follow as below. 

Superintendent: verify & forward 

DA: verify & forward 

Superintendent: verify & forward 

ACSTE: verify & forward 

DCSTE: verify & forward 

JCSTE: verify & forward 

ADSTE: verify & forward 

COMMISSIONER: payment request is done by commissioner 

Applicant: payment done 

Circle officer: verification of License fee 

Commissioner: 

**L-6A/L-10C License forms payment request will be done by commissioner; 

verification of payment will be done by circle officer then Licenses will be 

approved by collector and granted by commissioner. ** 

 

Financial Commissioner: 

 

• User need to click on action icon as shown in above figure. 
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• the acknowledgement receipt will be displayed as shown in above figure and User need 
to click on next. 
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• User need to click on next. 

 

 

• User required to click on see License grant checklist and enter remarks  

• User need to click on approve. 

 

• User required to click on Grant License as shown in above figure. 
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• User need to enter remarks  and click on save 

License granted sucessfully 

User required to check the in approved License  
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Declaration form: 
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Application form: 
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Challan copy: 
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Site inspection report: 
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Forward form to commissioner: 
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Grant of License: 

 


