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TITLE (ȒÜÝx¾( : ITS_R002 ς Ĝ×ÔÞɟȐ×¾ ĦÎɟ×ɠ Ùɭ¿ɟ ÑɰÛØ 'ĦÎɟ- Ùɭ- Ñɰ-( ÏÍɟx¾ɨ ŢȐŎ×ɟ 
(REGISTRATION FOR PAN FOR BUSINESS) 

Purpose (Ţ×ɨÅÑ ):  z×¾Ø ĦÎɟ. Ùɭ- Ñ- ¾ɨ ÙɟȑÀ ¾ØÏɟÍɟ ÏÍɟx ŢȐŎ×ɟ¾ɨ ȑÔȑÐ Ø ȒÅĞÖɭÛɟØɡ 
ÒȎØÕɟȐÝÍ ÀÑȓx |  

Responsibilities 'ȒÅĞÖɭÛɟØɡ): 

ģ×ɟÛÞɟȐ×¾ ĦÎɟ. Ùɭ. Ñ. ÏÍɟx¾ɨ ÙɟȑÀ zęÍȎØ¾ ØɟÅĦÛ ȐÛÕɟÀÙɭ Íɨ¾ɭ¾ɨ  ȑÑ×ÖɟÑȓÞɟØ  
ÃɟȐßÑɭ ÞĞÒȕÌx ȐÛÛØÌßȻ }ÒÙĜÐ ÀØɟ}Ñɭ ÏɟȐ×ĕÛ ĦÛ×Ön ¾ØÏɟÍɟ¾ɨ ßȓÑɭÄ | ¾ØÏɟÍɟßȻÙɭ 
ȐÛǫȓÍɠ× ÖɟĘ×ÖÔɟÈ Ûɟ zęÍȎØ¾ ØɟÅĦÛ ȐÛÕɟÀÙɭ ÅɟØɡ ÀØɭ¾ɨ ÓɟØÖ ÕØɡ zěÑɨ 
ȐÛÛØÌßȻ zęÍȎØ¾ ØɟÅĦÛ ȐÛÕɟÀ¾ɨ ¾ɟ×ɟxÙ×Öɟ ÏɟȒ¿Ùɟ ÀÑx ÞĆÑȓßȓÑɭÄ |   

            ¾ØÏɟÍɟßȻÙɭ ÕØɭ¾ɨ  ȐÛÛØÌ ÞȐß Ä Ûɟ ÄɮÑ Ø Ò×ɟxǭ Ä Ûɟ ÄɮÑ ÕÑɭØ ÞȓȑÑȒĦÃÍ ÀÑɴ Ø  
¾ØÏɟÍɟ¾ɨ ÖɟÀ yÑȓȻÒ ¾ØÏɟÍɟ¾ɨ ÏÍɟx ŢȐŎ×ɟ ÎɟġÑɭ ÏɟȐ×ĕÛ ¾Ø yȑÐ¾ȗÍ¾ɨ ßȓÑɭÄ |  

             

ÒȎØÕɟÝɟ  (Definitions):  

ÏÍɟx ÓɟØÖ (Registration Form): ÏÍɟx ŢȐŎ×ɟ¾ɨ ÙɟȑÀ zęÍȎØ¾ ØɟÅĦÛ ȐÛÕɟÀÙɭ 
ÅɟØɡ ÀØɭ¾ɨ ÓɟØÖ |  

ÏÍɟx (Registration): ÏÍɟx ŢȐŎ×ɟ¾ɨ ÙɟȑÀ ÃɟȐßÑɭ ÞĞÒȕÌx ŢȐ¾×ɟ ÒȕØɟ ÀØɡ ¾Ø yȑÐ¾ȗÍÙɭ 
ĦÛɠ¾ȗȑÍ ŢÏɟÑ ÀØɭ¾ɨ ¿ĔÊÖɟ Ĝ×ÛÞɟȐ×¾ ĦÎɟ. Ùɭ. Ñɰ. (Business PAN) Öɟ ¾ØÏɟÍɟ ÏÍɟx 

Õ¤¾ɨ ÖɟȑÑÑɭÄ |  
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¾ɟ×xȐÛȑÐ (PROCEDURE): 

1.0 (ÏÍɟx ŢȐ¾×ɟ¾ɨ ÙɟȑÀ ȑÑÔɭÏÑ ) Application for registration 

×ɨ yɰÜ ȑÑÛɭÏ¾(¾ØÏɟÍɟ)Ùɭ ÒȓØɟ ÀÑȓxÒÑɴ Ä |  

1.1  ģ×ÛÞɟȐ×¾ ĦÎɟ-Ùɭ¿ɟ-Ñ- ÏÍɟx¾ɨ ÙɟȑÀ ȑÑÛɭÏÑ ȏÏÑ ģ×ȒǞ Ûɟ ÞɰĦÎɟÙɭ zęÍȎØ¾ 
ØɟÅĦÛ ȐÛÕɟÀ¾ɨ ÛɭÔ Þɟ{È(Website) www.ird.gov.np Ţ×ɨÀ ÀÑȓx ÒÏxÄ|  ĕ×ÞÒȑÄ 
Taxpayer Portal  Äɟȍ̊ȓ ÒÏxÄ |  

1.2 Taxpayer Portal ȑÙɰ¾(Link)Öɟ ȒĆÙ¾'Click) ÀÑɴ | ȒĆÙ¾'Click) ÀØɭÒȑÄ 'Tax Payer 

Portal' ÖɭÑȓ 'Menu)Ïɭ¿ɟ ÒÏxÄ|  

1.3 '+' Þɰ¾ɭÍ ȒĆÙ¾'Click) ÀØɭØ Registration for (PAN, VAT, EXCISE) ÖɭÑȓ 
'Menu)¿ɨġÑȓßɨÞ |  

1.4  Application for Registration Öɟ ȒĆÙ¾'Click) ÀØɭÒȑÄ ÍÙ¾ɨ ĦŎɥÑ'Screen) Ïɭ¿ɟ 
ÒÏxÄ|  

 

 

0.1 ĦÎɟ×ɠ Ùɭ¿ɟ ÑĞÔØ¾ɟ ÙɟȑÀ ȑÑÛɭÏÑ ȏÏÑ ÞȒĜÖÞÑ'Submission)  Ñɰ ȑÙÑ ÅȻØɡ ßȓęÄ | 

ÞȒĜÖÞÑ'Submission)  Ñɰ ȑÙÑ ÖɟȑÎ ĦŎɥÑÖɟ ÏɭȒ¿¤¾ɨ ÓɟØɟÖ ÕÑȓx ÒÏxÄ ] ÍÙ¾ɨ 
ȐÛÛØÌßȻ ÖɟȑÎ Ïɭ¿ɟ|¤¾ɨ ĦŎɥÑ'Screen) Öɟ ÕÑȓxßɨÞn |  



IRD SOP                        Inland Revenue Department 

TS-R002 ς Business PAN Registration (Entity)  Page 3 of 15 
 

1. Username  ς Username 'Ţ×ɨÀ¾Íɟx¾ɨ ÑɟÖ)  ÞɰÛɭÏÑÜɠÙ 'case sensitive( 
ßȓęÄ | ×ȏÏ ȑÑÛɭÏÑÖɟ ȐÛÛØÌßȻ  zɰȑÞ¾ ȻÒÖɟ ÕȎØ¤¾ɨ Ä Ø ÒȑÄ ȑÑÛɭÏÑ ÓɭØɡ 
¿ɨġÑ ÒØɭ¾ɨ yÛĦÎɟÖɟ, Ţ×ɨÀ¾Íɟx¾ɨ ÑɟÖ 'Username)  yȑÑÛɟ×x ßȓęÄ| ĕ×ÞɮÙɭ 
ÞȒĜÖÞÑ'Submission)  ÓɟØɟÖ ÕÏɟx Ţ×ɨÀ ÀØɭ¾ɨ Ţ×ɨÀ¾Íɟx¾ɨ ÑɟÖ 
'Username)   ÞȓØȒàÍ ȻÒÖɟ Ùɭ¿ɭØ Øɟǟȓ ÒÏxÄ ] 

2. Password  ς ÒɟÞÛÊx 'Password)  ÞɰÛɭÏÑÜɠÙ 'case sensitive( ßȓÑɭ Õ¤¾ɟÙɭ 
Ę×ɟÑÒȕÛx¾ ŢȐÛǲ ÀÑȓx ÒÏxÄ | ÒȐßÙɭ ÞȓØȒàÍ  ÀØɭ¾ɨ ȑÑÛɭÏÑ ÕȐÛĥ×Öɟ  ¿ɨġÑ¾ɨ 

ÙɟȑÀ ÒɟÞÛÊx 'Password)  ÃɟȐßęÄ| ĕ×ÞɮÙɭ ÞȒĜÖÞÑ 'Submission) Ñɰ- ȑÙɰÏɟ 

Ţ×ɨÀ ÀØɭ¾ɨ ÒɟÞÛÊx 'Password)  ÞĞÆÑȓ ÒÏxÄ ] 

3.  Re-Password  ςÒȐßÙɟ Ţ×ɨÀ  ÀØɭ¾ɨ ÒɟÞÛÊx'Password)  ȏÉ¾ Ä Ûɟ ÄɮÑ ÕÑɭØ 
ÞȓȑÑȒǯÍ ÀÑx¾ɨ ÙɟȑÀ ÒɟÞÛÊx ÒȓÑ:Èɟ{Ò ÀÑȓx ÒÏxÄ | 

4. Contact No.  ς ÞĞÒ¾x ÖɨÔɟ{Ù Ñɰ. Èɟ{Ò ÀÑȓxßɨÞ ] 

5.  Email ID , zÓȕÙɭ ÞÐʅ Ţ×ɨÀ ÀÑɴ {ÖɭÙ Èɟ{Ò ÀÑȓxßɨÞn | 

6. ÏÍɟx¾ɨ ÙɟȑÀ ς ģ×ɟÛÞɟȐ×¾ ĦÎɟ×ɠ Ùɭ¿ɟ ÑĞÔØ ÏÍɟx¾ɟ ÙɟȑÀ Income Tax 

ÄɟȍȓßɨÞn|  

7. ȑÑÛɭÏÑ ÏÍɟx ÀÑɴ ¾ɟ×ɟxÙ× ÄɟȍȓßɨÞn | (ȑÑÛɭÏ¾Ùɭ yęÍȎØ¾ ØɟÅĦÛ ¾ɟ×ɟxÙ× 

(IRO) Ûɟ ¾ØÏɟÍɟ ÞɭÛɟ ¾ɟ×ɟxÙ× (TSO) ¾ȓÑɮ ¤¾Öɟ ȑÑÛɭÏÑ ÏÍɟx ÀÑx ÞĆÑɭÄÑn|)   

8. ¾ȓÑ ¾ɟ×ɟxÙ×Öɟ ȑÑÛɭÏÑ ÏÍɟx ÀÑɴ ßɨ ĕ×ɨ ÞȕÃɠÔɟÈ ÄɟȍȓßɨÞn |  

9. ĕ×ÞÒȑÄ ÒȓÄɟØÖɟ ÏɟȐßÑɭ ¾ȓÑɟÖɟ Øßɭ¾ɨ 'OK ' ÔÈÑ'Button)  ȒĆÙ¾ 'Click) 
ÀÑȓxßɨÞ | ĕ×ÞÒȑÄ ÍÙ¾ɨ ĦŎɥÑ'Screen) Ïɭ¿ɟ ÒÏxÄ |  
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ÞȒĜÖÞÑ'Submission) Ñɰ- , Ţ×ɨÀ¾Íɟx¾ɨ ÑɟÖ 'Username) , ÒɟÞÛÊx'Password)  

ÞȓØȒàÍ ØɟǟȓßɨÞ | ÓɟØÖ ȐŢęÈ ÀÑx¾ɨ ÙɟȑÀ  Ø ¾Ø yȑÐ¾ȗÍǬɟØɟ ÓɟØÖ ŢÖɟÌɠ¾ØÌ ÀÑx¾ɨ ÙɟȑÀ 

ÞȒĜÖÞÑ'Submission)Ñɰ- ¾ɨ zÛĤ×¾Íɟ ÒÏxÄ|  

ÍÙ¾ɨ ȐÛÛØÌßȻ ÓɟØÖÖɟ ÕÑȓxßɨÞn |  

1. ÞȕÃɠÔɟÈ ģ×ÛÞɟ×¾ɨ Ţ¾ɟØ 'Business Type) ÄɟȍȓßɨÞn|  
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2. ÞȕÃɠÔɟÈ ģ×ÛÞɟ×¾ɨ }Ò,Ţ¾ɟØ (Business SubType) ÄɟȍȓßɨÞn| ×ȏÏ Ĝ×ÛÞɟ×¾ɨ Ţ¾ɟØ 
'Business ' ÄɟȑÑ¤¾ɨ Ä ÕÑɭ ģ×ÛÞɟ×¾ɨ }Ò,Ţ¾ɟØ¾ɨ ÞȕÃɠÖɟ 'Private Limited' 

,'Public Limited', zȏÏ Ïɭ¿ɟ ÒÏxÄÑ |  

3. ά5ƻ ȅƻǳ ŀƭǊŜŀŘȅ ƘŀǾŜ t!bΚέ ÙɭȒ¿¤¾ɨ ĦÎɟÑÖɟ ¾ØÏɟÍɟÙɭ ¾ĞÒÑɠ ØȒÅǴɟØ¾ɨ 
¾ɟ×ɟxÙ×ÔɟÈ ÒȐßÙɟÑɮ ĦÎɟ- Ùɭ- Ñɰ- ÞȓØȒàÍ ÀØɭ¾ɨ ¿ĔÊÖɟ ȑÑÅÙɭ 'Yes'  ȒĆÙ¾'Click) 

ÀÑȓxÒÑɴÄ yę×Îɟ 'NO' ȒĆÙ¾'Click) ÀÑx ÞĆÑȓßȓÑɭÄ |  

4.  ×ȏÏ 'Yes' ÄɟȑÑ¤¾ɨ Ä ÕÑɭ ÍÙ¾ɨ ĦŎɥÑ'Screen) Ïɭ¿ɟ ÒÏxÄ |  

 

a) ×ȏÏ ȐÓġÊ yȑÐ¾ȗÍÙɭ ĦÎɟ-Ùɭ¿ɟ-Ñɰ ÅɟØɡ ÀØɭ¾ɨ Ä ÕÑɭ 'Manual' ÄɟȍȓßɨÞn | ×ȏÏ ¾ĞÒȑÑ 
ØȒÅĦŘɟØ¾ɨ ¾ɟ×ɟxÙ×Ùɭ ĦÎɟ-Ùɭ¿ɟ-Ñɰ ÅɟØɡ ÀØɭ¾ɨ Ä ÕÑɭ 'OCR' ÄɟȍȓßɨÞn Ø ×ȏÏ 
ĦÎɟ-Ùɭ-Ñɰ Öȕġ× yȑÕÛȗȐǦ ¾Ø ÏÍɟx ßȓɯÏɟ¾ɨ Ô¿Í Ţɟǭ Õ¤¾ɨ Ä ÕÑɭ, 'Allocated' 

ÄɟȍȓßɨÞn |  

b)  ĦÎɟ-Ùɭ-Ñɰ ÕÑȓxßɨÞn |  ĕ×ÞÒȑÄ z}Ñɭ ȒĦŎÑÖɟ ¾ĞÒÑɠ ÏÍɟx ȑÖȑÍ Ø ¾ĞÒÑɠ ÏÍɟx Ñɰ 
ÕÑȓxßɨÞ ] ¾ĞÒÑɠ ÏÍɟx ȑÖȑÍ ¾ĞÒÑɠ ØȒÅĦŘɟØ¾ɨ ¾ɟ×ɟxÙ×Öɟ ÏÍɟx Õ¤¾ɨ ȑÖȑÍ 
ØɟǟȓÒÏxÄ ] 

 

5. ȐÛÛØÌßȻ ÕÑx¾ɨ ÙɟȑÀ 'Continue' ÔÈÑ'Button) ȒĆÙ¾'Click) ÀÑȓxßɨÞ|  

 ģ×ÛÞɟȐ×¾ ȐÛÛØÌßȻ ÕÑȓxßɨÞn| : 
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1. ÓÖx¾ɨ ÑɟÖ (Trade Name) ÑɭÒɟÙɡÖɟ ÕÑȓxßɨÞn |  

2. ÓÖx¾ɨ ÑɟÖ (Trade Name) yɰŐɭÅɠÖɟ ÕÑȓxßɨÞn |  

3. ÏÍɟx ȐÛÛØÌßȻ ÅĦÍɮ ÏÍɟx ȑÖȑÍ,ÏÍɟx ÑĞÔØ,ÏÍɟx ÀØɭ¾ɨ ¾ɟ×ɟxÙ× Ø 
ĦÎɟÑ,¾ɟØɨÔɟØ ÞȓȻ ȑÖȑÍ Ûɟ ÞȓȻ ßȓÑɭ ȑÖȑÍ ÕÑȓxßɨÞn |  

4. Ñ×ɟɯ ģ×ÛÞɟ×¾ɨ ß¾Öɟ άÑ×ɟɯ 'New(έ Ø  ß¾ ßĦÍɟęÍØÌ Õ¤¾ɨ ß¾Öɟ άß¾ 
ßĦÍɟęÍØÌέ Öɟ ȒĆÙ¾ ÀÑȓxÒÏxÄ ] 

5. Öȓć× ¾ɟ×ɟxÙ×¾ɨ ÉɭÀɟÑɟ Ø ¾ɟØɨÔɟØ¾ɨ Öȓć× ĦÎɟÑ ÕÑȓxßɨÞn|  

6. ÒŝɟÃɟØ ÀÑɴ ÉɭÀɟÑɟ ÕÑȓxßɨÞn|  

7. ȑÑ¾ɟ×¾ɨ ß¾Öɟ ÞɰÃɟÙ¾¾ɨ ȐÛÛØÌ ÕÑȓxßɨÞn|  

8. Ôʄ¾ ¿ɟÍɟ¾ɨ ȐÛÛØÌ ÕÑȓxßɨÞn|  

9. ȑÑ¾ɟ×¾ɨ ß¾Öɟ yȑÐ¾ɟØŢɟǭ ģ×ȒǞ Ûɟ ÞɰÃɟÙ¾¾ɨ Ôɟ×ɨÖɭȐŘ¾ Ţ×ɨÅÑ¾ɨ ÙɟȑÀ  ÒÏ+ 
ĦÎɟ×ɠ Ùɭ¿ɟ ÑĞÔØ Ø ÑɟÖ ÕÑȓxßɨÞn|  

10. z×¾Ø Ţ×ɨÅÑ¾ɨ ÙɟȑÀ ÏÍɟx ÙɟÀȓ ßȓÑɭ ȑÖȑÍ  ÕÑȓxßɨÞn|  

11. ģ×ÛÞɟ×¾ɨ {ÅɟÅÍÒŝ ¤ÅɭęÞɠ ÕÑȓxßɨÞn |  

a. ģ×ÛÞɟ×¾ɨ {ÅɟÅÍÒŝ ¤ÅɭęÞɠ¾ɨ ÞȕÃɠÔɟÈ ÄɟȍȓßɨÞn] 

b. {ÅɟÅÍ Òŝ ÅɟØɡ ȑÖȑÍ ŢȐÛǲ ÀÑȓxßɨÞn ] 

c. {ÅɟÅÍÒŝ ÑĞÔØ ŢȐÛǲ ÀÑȓxßɨÞn] 

¤¾ ÕęÏɟ ÔËɡ {ÅɟÅÍÒŝ ¤ÅɭęÞɠ ÎÒnÑȓÒØɭÖɟ "ÎĚÑȓßɨÞn" ÔÈÑ ȒĆÙ¾ ÀÑȓxßɨÞn 
] 

ģ×ɟÛÞɟȐ×¾ ȐÛÛØÌ 

12. ģ×ÛÞɟ×¾ɨ Ţ¾ɟØ¾ɟ ÙɟȑÀ Ïɭßɟ×¾ɟ ȐÛ¾ġÒßȼ ÄÑn] 

a. }ǫɨÀ¾ɨ ÓÖx Ţ¾ɟØ(Firm type of Industry ) 

i. Öɟ{Ŏɨ 

ii. ¾ÈɭÅ 
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iii. ÞɟÑɨ 

iv. ÖĘ×Ö 

v. ÉȕÙɨ 

b. }ǫɨÀ¾ɨ Ȑ¾ȑÞÖ 

i. ȑÑÖɟxÌ 

ii. ¿ȑÑÅ zÐɟȎØÍ 

iii. ¾ȗȐÝ Ø ÛÑ zÐɟȎØÍ 

iv. Ò×xÈÑ 

v. ~Åɟx zÐɟȎØÍ 

vi. z|ÞɠÈɡ(ICT) 

vii. ÞɭÛɟ 

viii. ȑÑÖɟxÌ 

c. ÛɟȒÌč× ¾ɨ ÖɟÖÙɟ Öɟ ÓÖxßȻ Ţ¾ɟØ 

i. ȑÑ×ɟxÍ . z×ɟÍ 

ii. ĦÎɟÑɠ× ŘɭȑÊɰÀ 

iii. ȑÑ×ɟxÍ Öɟŝ 

iv. z×ɟÍ Öɟŝ 

v. ÞÔɮ 

13. ģ×ÛÞɟ×¾ɨ ÛÀɶ¾ØÌ¾ɨ ÙɟȑÀ ÑɭÒɟÙĦÍØɡ× ©ǫɨȑÀ¾ ÛÀɶ¾ØÌ 'NSIC) yÑȓÞɟØ 
ģ×ɟÒɟØ àɭŝ 'Business Sector), ģ×ɟÒɟØ ŢÕɟÀ (Business Division), ģ×ɟÒɟØ ÞÖȕß 
(Business Group), Ø ģ×ɟÒɟØ ÛÀx (Business Class) ÄɟȍȓßɨÞn Ø 'Add' ÔÈÑ'Button) 
ȒĆÙ¾'Click) ÀÑȓxßɨÞ| ȑÑÛɭÏ¾Ùɭ ¤¾ Ûɟ Þɨ ÕęÏɟ ÔËɡ Ĝ×ÛÞɟ×¾ɨ Ţ¾ɟØ Ø 
Ĝ×ÛÞɟ×¾ɨ }Ò,Ţ¾ɟØ Äɟȍ ÞĆÑȓßȓÑɭÄ| }Ǟ ÕØɭ¾ɟ ȐÛÛØÌßȻ ŢÖɟÌÒŝ Öɟ ÏɭȒ¿Ñɭ 
ßȓÑɟÙɭ ȑÑÛɭÏ¾Ùɭ ÞɟÔÐɟÑɠ ÒȕÔx¾ Ĝ×ÛÞɟ×¾ɨ Ţ¾ɟØ Ø Ĝ×ÛÞɟ×¾ɨ }Ò,Ţ¾ɟØ ÄɟȍȓÒÑɴ  
ßȓęÄ |   
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ȐÛÕɟÀ¾ɨ ÛɭÔÞɟ|ÈÖɟ ØɟȒ¿¤¾ɨ ÑɭÒɟÙĦÍØɡ× ©ǫɨȑÀ¾ ÛÀɶ¾ØÌ 'NSIC)  ÔɟÈ 
NSIC ¾ɨÊ ßɭÑx ÞȐ¾ęÄ ] NSIC ¾ɨÊ¾ɨ zÐɟØÖɟ ÛÀɶ¾ØÌ ÞĞÔęÐɠ ȐÛÛØÌ 
¿ɨÅɠ ÀÑx ÞȐ¾ęÄ ] 

 

Üɟ¿ɟ¾ɨ ȐÛÛØÌ 

14. ģ×ÛÞɟ×¾ɨ Üɟ¿ɟßȻ ÞĞÔęÐɠ ȐÛÛØÌ ÕÑx¾ɨ ÙɟȑÀ Üɟ¿ɟ¾ɨ ȐÛÛØÌ Tab Öɟ 
ȒĆÙ¾ ÀÑȓxßɨÞ |  

 

 

 

https://ird.gov.np/public/pdf/2122820179.pdf
https://ird.gov.np/public/pdf/2122820179.pdf


IRD SOP                        Inland Revenue Department 

TS-R002 ς Business PAN Registration (Entity)  Page 10 of 15 
 

 

 

 

15. Üɟ¿ɟ Øßɭ¾ɨ ÁØÐÑɠ¾ɨ ȐÛÛØÌßȻ ÕÑx¾ɨ ÙɟȑÀ ÁØÐÑɠ¾ɨ ȐÛÛØÌ TAB 
ȒĆÙ¾'Click) ÀÑȓxßɨÞ|  

a. ĦÎɟ-Ù˚ɭ-Ñ̊ɰ- '×ȏÏ Õ¤Öɟ( 

b. ÁØÐÑɠ¾ɨ ÒȓØɟ ÑɟÖ ÑɭÒɟÙɡÖɟ ¾ɨÉɟ¾ɨ àɭŝÓÙ'ÙĞÔɟ| ,ÃɩÊɟ| ȐÓÈÖɟ( 

c. ÕɟÊɟ ÞĞÆɩÍɟ ȑÖȑÍ 'ȐÛ-Þɰ-( 

d.  ¾ɨÉɟ¾ɨ ÍÎɟ ÅĈÀɟ¾ɨ àɭŝÓÙ9'ĦĆÛɟ×Ø ȐÓÈÖɟ( 

e. ÁØÐÑɠ¾ɨ ÉɭÀɟÑɟ 

ģ×ɟÛÞɟȐ×¾ ģ×ȒǞÀÍ 'ŢÔęÐ ȑÑÏɴÜ¾. ŢÖȓ¿ ¾ɟ×x¾ɟØɡ yȑÐ¾ȗÍ( ȐÛÛØÌ 

16. ģ×ÛÞɟȐ×¾ ģ×ȒǞÀÍ ȐÛÛØÌ(ŢÔęÐ ȑÑÏɴÜ¾. ŢÖȓ¿ ¾ɟ×x¾ɟØɡ yȑÐ¾ȗÍ¾ɨ ȐÛÛØÌ) 
ÕÑx¾ɨ ÙɟȑÀ ģ×ÛÞɟȐ×¾ ģ×ȒǞÀÍ ȐÛÛØÌ TAB ȒĆÙ¾'Click) ÀÑȓxßɨÞ |  
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a. ŢÔęÐ ȑÑÏɴÜ¾. ŢÖȓ¿ ¾ɟ×x¾ɟØɡ yȑÐ¾ȗÍ¾ɨ ÑɟÖ ÒȐßÙɨ, ÏɨŬɨ Ø ÎØ 
ÑɭÒɟÙɡÖɟ ÕÑȓxßɨÞn |  

b. ŢÔęÐ ȑÑÏɴÜ¾. ŢÖȓ¿ ¾ɟ×x¾ɟØɡ yȑÐ¾ȗÍ¾ɨ ÑɟÖ ÒȐßÙɨ, ÏɨŬɨ Ø ÎØ 
yɰŐɭÅɠÖɟ  ÕÑȓxßɨÞn |  

c. ȑÑ×ȓȒǞ ȑÖȑÍ ȑÔ- ÞĞÔÍ Öɟ ÕÑȓxßɨÞn |  

d. ¾ɟÀÅɟÍ¾ɨ Ţ¾ɟØ ÄɟȍȓßɨÞn 'ÑɟÀȎØ¾Íɟ, ØɟßÏɟÑɠ(|  

e. ¾ɟÀÅɟÍ/ÒȎØÃ× Òŝ Ñɰ ÙɭǟȓßɨÞn|  

f. ¾ɟÀÅɟÍ/ÒȎØÃ× Òŝ ÅɟØɡ ÀÑɴ ¾ɟ×ɟxÙ×¾ɨ ÑɟÖ|  

g. ¾ɟÀÅɟÍ/ÒȎØÃ× Òŝ ÅɟØɡ ÀÑɴ ¾ɟ×ɟxÙ×¾ɨ ĦÎɟÑ ÕÑȓxßɨÞn|  

h. ¾ɟÀÅɟÍ/ÒȎØÃ× Òŝ ÅɟØɡ ÀØɭ¾ɨ ȑÖȑÍ ÕÑȓxßɨÞn |  

i. ¾ɟÀÅɟÍ/ÒȎØÃ× Òŝ yÒÙɨÊ(Upload) ÀÑx¾ɨ ÙɟȑÀ 'Browse' 

ÔÈÑ'Button) ȒĆÙ¾'Click) ÀÑȓxßɨÞ Ø ÒȐßÙɟ ĦĆ×ɟÑ ÀØɭ¾ɨ ¾ɟÀÅɟÍ 

ÞɭÛ ÀØɭ¾ɨ Éɟ}ɯ  Òǡɟ ÙÀɟ| }Ǟ Óɟ{ÙÙɟ| ÊÔÙ ȒĆÙ¾'Click) 
ÀÑȓxßɨÞ | yÒÙɨÊ ÀȎØÑɭ ¾ɟÀÅɟÍ/ÒȎØÃ× Òŝ¾ɨ Þɟ|Å yȑÐ¾ÍÖ 
500 KB ßȓÑȓÒÑɴÄ ] 

j. ģ×ÛÞɟȐ×¾ ģ×ȒǞ¾ɨ ÉɭÀɟÑɟ ÕÑȓxßɨÞn |  

k. ¾Ø¾ɨ Ţ×ɨÅÑ¾ɨ ÙɟȑÀ ÞĞÒ¾x ģ×ȒǞ¾ɨ ȐÛÛØÌßȻ ÕÑȓxßɨÞn| ×ȏÏ ÞĞÒ¾x 

ģ×ȒǞ ŢÔęÐ ȑÑÏɴÜ¾.ŢÖȓ¿ ¾ɟ×x¾ɟØɡ yȑÐ¾ȗÍ ÕęÏɟ ȑÕȍ Øßɭ¾ɨ yÛĦÎɟÖɟ 
}Ǟ ģ×ȒǞ¾ɨ ȐÛÛØÌ ģ×ÛÞɟȐ×¾ ģ×ȒǞ¾ɨ ȐÛÛØÌ ÕØɭ yÑȓȻÒ ÕÑȓxßɨÞn |  

l. ÞÔɮ ÞɰÃɟÙ¾¾ɨ ȐÛÛØÌ ÕÑx ά!ŘŘ ÞɰÃɟÙ¾έ .ǳǘǘƻƴ ȒĆÙ¾ ÀØɡ 
ÕÑȓxßɨÞn|  

ÀɨÏɟÖ¾ɨ ȐÛÛØÌ 

Üɟ¿ɟ Ûɟßɭ¾ ÀɨÏɟÖ Õ¤Öɟ άÀɨÏɟÖ¾ɨ ȐÛÛØÌέ ÕÑȓxßɨÞ ] ΨÀɨÏɟÖΩ ˩ ɟÔ ȒĆÙ¾ ÀØɭØ 
ÀɨÏɟÖ¾ɨ ȐÛÛØÌ ŢȐÛǲ ÀÑȓxßɨÞn ] 
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a. ÀɨÏɟÖ ÑĞÔØ ÕÑȓxßɨÞn ]  

b. ÀɨÏɟÖ ÑɟÖ ÑɭÒɟÙɡÖɟ ÕÑȓxßɨÞn ] 

c. ÀɨÏɟÖ ÑɟÖ yɰŐɭÅɠÖɟ  ÕÑȓxßɨÞn ] 

d. ÞȕÃɠÔɟÈ ÀɭÏɟÖ¾ɨ ÉɭÀɟÑɟ ÄɟȍȓßɨÞn|  

e. ÉɭÀɟÑɟ Öɟ-Ñ-Òɟ-,}Ò-Ö-Ñ-Òɟ, Ñ-Òɟ-, Àɟ-ȐÛ-Þ- ÖǦɭ ¾ȓÑ ßɨ ĕ×ɨ ÄɟȍȓßɨÞn 
|  

f. ĦÎɟÑ¾ɨ ÑɟÖ'ÈɨÙ( ÑɭÒɟÙɡÖɟ }ġÙɭ¿ ÀÑȓxßɨÞ |  
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g. ÀɨÏɟÖ Øßɭ¾ɨ ÁØ ÑĞÔØ+ ÁØ ÐÑɠ¾ɨ ÑɟÖ+ ÀɨÏɟÖ¾ɨ àɭŝÓÙ zȏÏ 
ȐÛÛØÌ }ġÙɭ¿ ÀÑȓxßɨÞ ] 

h. Ö-Ñ-Òɟ-, }Ò-Ö-Ñ-Òɟ , Ñ-Òɟ-, Àɟ- Òɟ- ¾ɨ ÑɟÖ ÑɭÒɟÙɡÖɟ }ġÙɭ¿ ÀÑȓxßɨÞ 
|  

 

¤¾ ÕęÏɟ ÔËɡ ÀɨÏɟÖ Õ¤ ȐÛÛØÌ ÎĚÑ¾ɟ ÙɟȑÀ 'ÀɨÏɟÖ ÎĚÑȓßɨÞn' ÔÈÑ ȒĆÙ¾ ÀÑȓxßɨÞn 
Ø ÖɟȑÎ¾ɮ ŢȐŎ×ɟ ÏɨßɨØn ×ɟ}ÑȓßɨÞ ] 

 

 

yÙÈx ÞɭÛɟ 

¾ØÏɟÍɟ.yȑÐ¾ɟØ Ţɟǭ ģ×ȒǞÙɭ ÒɭÜ ÀØɭ¾ɨ ÖɨÔɟ|Ù Ñɰ- Ø |ÖɭÙ ÉɭÀɟÑɟ ȻÅȓ ÀÑx¾ɨ ÙɟȑÀ 
yÙÈx ÞɭÛɟÔɟÈ One Time Password (OTP) ÒÉɟ{ęÄ ] ×Þ¾ɨ ÙɟȑÀ Ïɭßɟ×¾ɨ ȐÛÛØÌ 
ÕÑȓxßɨÞ ] 

1. ÖɨÔɟ|Ù Ñ- Ø |ÖɭÙ ÉɭÀɟÑɟ ȻÅȓ ÀÑx ÉɭÀɟÑɟ¾ɨ Ţ¾ɟØ ÄɟȍȓßɨÞ ] 

2. ȻÅȓ ÀÑɴ ȐÛȑÐ ÖɨÔɟ|Ù Ûɟ |ÖɭÙ ÄɟȍȓßɨÞ ] 

3. ÖɨÔɟ|Ù Ûɟ |ÖɭÙÖɟ Ţɟǭ OTP ŢȐÛǲ ÀÑȓxßɨÞ ] 

 

¾ØÏɟÍɟÙɭ zěÑɨ ȐÛÛØÌ ÒȕÌx ȻÒÖɟ ÑÕØɭ¾ɨ yÛĦÎɟÖɟ Save ÀØɭØ Øɟǟ ÞĆÑɭÄ] ÒȕÌx 
ȐÛÛØÌ ÕȎØÞ¾ɭÒȑÄ Submit ÀÑȓxÒÑɴÄ | ȐÛÛØÌßȻ Save ÀÑx¾ɨ ÙɟȑÀ 'Save' ÔÈÑ'Button) 


