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**user required to handle all alert pop-up by clicking on ok**  

** For Retailer, Circle officer Will Perform process in place of Excise officer** 
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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 surrender 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 Distillery Location 

             Browser: 

• Application Is Compatible with Latest Mozilla and Chrome 

 

2.2 Help and Contact Information 
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3. License surrender: 

 Licensee Login: 

    

 

• User need to Login with given credentials 

• Enter user name, password and verification code. 

• After all fill fields are completed, user need to click on Login. 

 

 

• After successful Login, in main dashboard user required to select License management. 
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• After selecting license management from main dashboard, the existing License page will 
appear. 

 

 

• From navigation bar select License management and choose License surrender and a new 
page will be displayed as below. 

  

 

• User required to Select License type, name etc, by default few fields are autofilled 

• Enter cases/bottles/BL/PL…etc, upload grated License file, application court 
fee,inventory  stock,…..etc 

• Enter reason for surrender,enter import fee,export fee,excise duty,bottling fee, VAT , 
Hologram Fee……..etc which were pending. 

• After completing all fields, click on submit 
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• The forwarded License application will be displayed as shown in above figure. 

Excise Officer/Circle Officer: 

 

 

• User should Enter user name, password, verification code,then after filling the credentials 
click on Login. 
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• User need to select license management as shown in above figure. 

 

• After selecting License management from navigation bar select License surrender. 

 

• User required to click on forward as shwon in above figure. 

• A pop-up of License surrender will be displayed. 
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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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Assistant commissioner: 

 

• User required to Enter user name, password, verification code,then after filling the 
credentials click on Login. 

 

 

• User need to select license management as shown in above figure. 
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• After selecting License management, from navigation bar select License management 

and choose License surrender. 

 

• User required to click on forward as shown in above figure and a pop-up will be 
displayed as shown below. 

 

 

• User required 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: 

 

• Enter user name, password, verification code,then after filling the credentials click on 

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

 

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

 

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

Excise Officer/Circle Officer: 
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• User required to Enter user name, password, verification code,then after filling the 
credentials click on Login. 

 

• User need to select license management as shown in above figure. 
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• User required to click on License surrender as shown in above figure. 

 

• User need to click on need to verify and a pop-up will be displayed as shown below. 
 

 

 

• User need to enter remarks and click on verify and submit. 
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• The forwarded License application will be displayed as shown in above figure. 

 

Licensee Login: 

 

• User required to Login with given credentials 

• Enter user name, password and verification code. 

• After all fill fields are completed click on Login. 
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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 choose License 
surrender and a new page will appear, click on view to proceed further. 

 

 

• User required to click on view as shown in above figure and a pop-up will be displayed 
as shown below. 
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• After clicking on view, a pop-up of Licensee detail will be displayed. Scroll down and 
select challan date and upload challan copy 

• User need to Enter remarks and click on submit. 
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Exicse Officer: 
 

 

• 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 required to select License surrender as shown in above figure. 

 

• User need to click on pending verification as shown in above figure. 

 

 

• After you click on pending verification a pop-up will appears as Licensee details 

• Check all Licensee details and scroll down 
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• User required to Select challan date, and upload clearence report, 

• Then enter remarks and click on verify & submit. 

 

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

 

District Office 

Assistant commissioner: 



 

22 | P a g e  
 

 

• User required to provide valid information 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 License surrender as shown in above figure. 
 

 

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

displayed as shown below. 

   

• User required 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 information as mentioned in above figure and click on 

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

 

• User need to click on forward as shown in above figure and a pop-up will be displayed as 

shown below. 

 

• 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. 

 

Zonal Office 

Superintendent Login: 

 

• User required to Enter user name, password and verification code, then click on login 
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• User need to click on License management as shown in above figure. 

 

• User required to click on License surrender as shown in above figure. 

 

• User need to click on forward as shown in above figure. 
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• A pop-up will be displayed as shown in above figure. 

• User need to Enter remarks and click on submit. 

 

• A new page will appear as below, select license management, then you are redirected to 

another page 

DA-SUP: the process of superintendent and dealing assistant is same.(please refer above user 

interface steps) 

SUP-Collector:  And the process from superintendent to collector is same.(please refer above 

user interface steps) 
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Collector Login: 

• After application forwarded from SUP-DA-SUP now collector need to forward 

application, follow as below for forwarding the application. 

 

• User need 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 required to click on License surrender as shown in above figure. 

 

• User required to click on forwarded as shown in above screen. 

 

• A pop-up will appear as License suspension/cancellation. 

• 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. 

Head Quarters: 

Superintendent Login: 

 

• User required to Enter user name, password and verification code, then click on login. 
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• User need to click on License management as shown in above figure. 

 

• User required to click on License surrender as shown in above figure. 

 

 

• User required to click on forward as shown in above figure and a pop-up will be 
displayed as shown in below 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. 

Dealing assistant(HQ): 

• Please follow above superintendent process for Dealing assistant 

• Hence the application need to be forwarded from follow Officers 

 Dealing Assistant→Superintendent→Assistant Commissioner→Deputy Commissioner→Joint 

Commissioner→Additional Commissioner→Commissioner 

All the process of forwarding the application from Superintendent to Additional 

Commissioner is same. 
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Financial Commissioner Login: 

 

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

 

• User need to click on cancel License as shown in above figure. 
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• User need to Verify all details  

• User required to enter remarks and click on cancel License. 

**Hence License Got successfully cancelled/surrendered** 

 

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

 

 

 

 

 Thank you…….  


