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1. Introduction

1.1. Purpose of this Document

The purpose of this document is to help the citizens in operating the Trade License Module. It
provides a digital interface, allowing citizen to apply for the Trade License and subsequently
make the payment online.

The Trade License Module allows the citizens to

e Apply fora Trade License.

e Complete the Payment for Trade License

e Keepa track of the status of the Trade License

e Download receipts of the payments made for any TL.

e Maintain a personal profile.

e Download Trade License Provisional and Final Certificates.

This manual covers up the various features of Trade License and every feature is defined with
a screenshot for user assistance
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2. General Functions

2.1. Registering into the system

To Register, please go to the following link:

https://sujog.odisha.gov.in/home

Click the Login Button

@ +01 674 6615666 @ helpdesk sujog@odishagavin

$SUJ OG HOME SERVICES v INFORMATION ~ HEL »"F'-TS% m

-

E Services

Hon ble Chiel Minister

Once the citizen clicks the login button, the following screen will appear

SSUJOG | odisha

Enter your mobile number

REGISTER

Mobile Number *

Entername

Have an account? LOGII Select your city from the dropdown

Page 4 of 22


https://sujog.odisha.gov.in/home

SSUJOG | odisha

ENTER OTP

An OTP has been sentto © 9900061343 /

Enter OTP

Request ancther OTF in 24 seconds

Click here to continue

The number will be authenticated by sending an OTP (One Time Password) to the registered mobile
number. If the user does not receive the OTP, he/she clicks on ‘RESEND’ under the ‘OTP’ field. Once
the OTP has been entered and Continue buttonis clicked the homepage will appear.

2.2. Citizen service homepage
On Login/Register, the homepage will appear to the citizen.

-~

N
‘:ag‘ CUTTACK MUNICIPAL CORPORATION Gl - dy #S5UJOG
SEARCH
Citizen Services
21 iemeisies _ _ Click here to Click here to
29 X ESj) #= | goto'My open
: H ] . - .
Property Tax Profile page notifications
Complaints Property Tax Trade License Water & Sewerad I
eDCR Scrutiny 3
............... jlu
Building Plan Approval Local Infarmation
& ACTION_TEST TRADE_LICEN
B Water & Sewerage Click here to go to A won
‘Property Tax’

Citizen Services

2.3. Editing the Profile
Followthe steps shown below to edit your profile.

Click on the Profile button ontop right side of the homepage
Click on ‘Edit Profile’
User will be taken to Profile Page where he/she can edit Name, Change City from the dropdown,

update Mail ID or upload Profile Picture.



Citizen User Manual — Trade License

SSUJOG

N
."!?_". CUTTACK MUNICIPAL CORPORATION
e

SEARCH

Citizen Services

5 : Complaints

-’ o i

fa Property Tax
Trade License

Complaints Property Tax

[3 =DCR Scrutiny

ENGLISH E - db ZsUloG

- B i

Walsr & Sewerage Building Plan Approval eDCR Scruting

Click here to Edit Profile

Edi Praslale

. . o} SUIOG

[ =

Option to edit/enter Name, City and
Email ID

O

Click here to upload Photo

Click here to Save changes
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3. Functionalities of Trade License module
3.1. Applying for New Trade License

[ 3
;fl COTTRCK MUK PAL CORPORATITN ) - . J:F"J ESUI0G
Click on Trade License

Cotspen: Senvaces l

Complabne

1 A = o 3
- Ll i |
Frosey T
Cooglamis Paoparty Tan Trage License Waler & Seuenage Buildng Aan Apmove
Building Pran Ao
ALTOR TEST.TRADE_LICERZE (Rt ey

Wi & Geverage

Citizen haveto click on the Trade License button present on the Home page.
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3.1.1. Apply Permanent License

r'l'.
_3-'? CUTTRDSE MURSCIPAL CORPDRATION

- = S5LIDG
Tra Click on Apply for Trade Click on Apply for CIicK he_re to view all the
License Temporary Trade License applications
Complaints l
Fiigsity Tim i l
¥ 3 7]
Huiding B Ao Aepls a1 Tiade Lcesze T ARIY TEM TRANELICEMSE by e

ACTION, TEST THADNE LICERAE

Watel & Seavragm

3.1.2. Required Documents

Hesguiren Uaouments - |rode Licenog

Gnet Prants Click on Apply to Proceed

Further

Citizen will be able to viewthe details of the list of mandatory documents required to apply fortradelicense. The
citizenalsocan take a printout of the list. To proceed the user needsto clickon the Apply Button.

3.1.3. Trade Details

bpply for New Trade License

& L1 9 L4

Trads Detads wrief |

On top ofthe pageit willdisplay the sections of the application. The current section will be highlighted in Orange
color. The first sectionis trade details.
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sSUJOG

Trade Detail

Enter Trade Name of your
choice

i Select Trade Period (1 to

5 Years)

Trwsle Pr
Aelect Trace Papod

Enter Purpose of Trade
(e.g. To Sell Meat)

Eabing Esdnbiishesursts

F L aey
i P
Trade Unit
Eating Ezrpblishmienis

!

Select Trade Type

¢

o ¥ S vy gy

Select Commencement

Date

!

Enter Your GST Number
here (If Available)

!

Babhety Mamfacturing
fhak ety 5 ey | et

Bakdry SHhop (WSales

Select Trade Sub Type

A4

Add Additional Trade
Units here (Max 5 Items)

!

Based on theselection the UOM (Unit of Measurement) will appear, the citizen needs to type the UMOvalue. Based

on the inserted value the system will automatically calculate the trade fees.
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sSUJOG

Trade Location Detalls

Puia i i Enter Mandatory Details
in this section

Click on Next to proceed

further

HEXT R

‘ Field Name ‘ Field Type ‘ Purpose

Door/House Number | MandatoryField | Enter Door/House Number

Building /Colony MandatoryField | Enter Buildingor Colony Name

Name

Street Name MandatoryField | Enter Street Name

Village MandatoryField | Select Village Name from the Dropdown

Pin code MandatoryField | Enter Pin code

Electrici Non-Mandat .. . .
Co(:lcnzggn Number Fi(:ll d ancatory Enter Electricity connection Number (If Available)

3.1.4. Owner Details

Select Type of Ownership
from the dropdown

l x -

Select Type of Ownership
|

v ;

Wity Owreern

gingie G

Citizen need to select Type of ownership and Type of sub ownership in the owner’s details section.
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sSUJOG

Enter Mandatory Fields in

Owmar Infarmation this section
: { O i1l
{ il dd /rriny vy (m|
In case of multiple
owners, click here to add
" il ' / owner
‘ Field Name ‘ Field Type ‘ Purpose
Mobile Number MandatoryField | Enter Mobile Number
Name MandatoryField | Enter Name
Father/Husband's Mandatory Field EnterFather or Husband’s Name as applicable
Name
Relationship MandatoryField | Select Relationship
Gender MandatoryField | Select Gender
Date Of Birth MandatoryField | Enter Date of Birth
Email an—Mandatory Enter E-Mail
Field
-M
PAN No Non-Mandatory | ;o pAN Number
Field
Correspondence Mandatory Field Enter Correspondence Address
Address
Special Owner Non-Mandatory .
Category Field Select Special category
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3.1.5. Document Info

L.
.:;._‘". CUTTRDH MURSCIPEL CORPORATHIN

@ @

Trade Delaiis dwner Detnila

plalaly

Required Documants

Frogeiy T

win)
Buabding Pren Apgionl

1 Dmners [0 Proal
ST _THADE_LICENGE

Watsl L Sewerage

2 Qunership Froaf

q ::lhllﬂ'lli Phatli

- - S5UI0G

0 o

Docamenis

Click here and Upload
applicable document

The citizenneedstoupload allthe documents required for verification purpose in the documents required section.
Allthe documentsare mandatoryto upload. After uploadingthe document citizen shall click on Next Step.

3.1.6. Summary

L.
.:;._‘". CUTTRDH MURSCIPEL CORPORATHIN

@ @

Trade Dtk et Dol

Comnplaialy

Eilkig Pkl Application Summary

ACTION TEST_THADE_LHGENSE

Watsl L Sewerage

Trade Llsenss Tan

Telal Amount

Trade Detaals

Mew Paimanent

Apply for New Trade License SEETEE TR Sl el A ET s

- - S5UI0G

Review application details filled

] 0
Disopmanie El.rﬂ.ﬂ'ﬁ"f
Terdnl drmged
_ Rs 50
00
Mok PRid
00
Cllgk here to_ >
editthe section
Cizket (g DhatHa TRISAMTTT
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Inthe summarysection citizen will be able to viewa summary of all informationhe/she hasprovidedin the
previous steps.

1.
.:;._‘". CUTTRS, WLFECIPEL CORPORATHIH Wikl v - SSUIOG

Application for Mew Trade License o : "
Download » B ippicwion
Crnpaiiy I ) Application here
Application Submitted Successfully Applization N
—— R U _ i s TL-CTC-2021-06-14-000285

Buabding Pren Apgionl

ACTION TEST_THADE_LHGENSE

Watsl L Sewerage

Upon successful submission the citizen will get Email/SMS notification with application number. The user can
download the application and canimmediately make the paymentto geta provisional certificate.

3.1.7. Provisional certificate

L
.':J._gl'. CUTTREE MUNCIPAL CORPORATIGH MLt w - ESLUIOG

My Applications

=W
(et Do Dhabha

1 TL0RC- 2002707 2000285

Bulding Man Approval

Alurgrsk Rauinry

ACTROR TERT TRALE LK

Wener & Soweragn

Click here to View
Application Details
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The citizen can viewallthe applicationsin My Application Section. The citizen has to click on view details.

1.
'5 CUTTACK MUNCIPAL CORPORATION AN . . “SUIOG
e

Trade License Application
Appication No. TLCTC-2021 06-14 000288

Complaints

Tazk Status

Fropety Tax
Buliding Pion Approva 1470652021 Abnash Pending payment NA
ME ST TRADE_LICENS - .
ACTC : DE_LICENSE Omner's Phote Ounésship Proof Qa5 1D Proo!
Waket & Seworage passport
Tal Amcesnt
Click here to > | on
Trade License Tax 500 pay
EDIT
Taral Amaumt |nn

The citizenneedsto click on take action, a paybutton will appear. Upon clicking paythe citizenwillbeabletobe
redirected to payment gateway and citizen needs to complete the payment to download the provisional certificate.

ek
.'!. CUTTRC, WMUSCIPEL CORPORATHIN WLt v - = SUIQG

Payment Information EERTIERE U R e FER= S B it O « @A

Download > B DOWNLIAD ¢ VEW RECEIFT

Payment has been paid succes Rfceipt here
- figabrg B . Wit 06/2021-22/000322

Wt L Sewaa

Upon successful payment the citizen will get a payment receipt number. The citizen candownload the receipt by
clicking on the download button.
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N
'5 CUTTACK MUNCIPAL CORPORATION AN . - “SUIOG
-
Trade License Application o P
Appiction No. TLCTC-2021 0614000288
Download
T - —> TLPL.CERTIFICATE
Complaists Provisional @ A cear
% Cia Certificate here
Property Tex Tazk Status E Recapt
s Ha . Apgiication
Buiding Pon Approval 14/06/2021 Abnash WE_REWTL_DDCYERIFICATION NA E
ACTON_TEST.TR
Wakt & Seworage
Total Amoent
Trads Licens2 Tax 500
Pa:d Sicoesstully
Total Amount 500

Trada Netadle

Upon successful payment download provisional certificate option will be automatically appearto the citizenin my
applicationdetails.
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SSUJOG

3.1.8. Download Final certificate

A
! CUTTIVEN MURICIPAL CORPORATION
e

SEARCH

Cornpluints

Frogemny Te Task S1atus

uikding Ten Appriva
Euilding Plen Approva 120 0h/ 2021

ACTIOR TEST THAL

Waer & SeNwaLE

Trade Linensa Tan

Toda! Amount

Trade Defasls

Trade License Application

Applicwtion No. TL-CTE 207706 1400008

Rakesh - Approess

Lecengn Mo TLACTC 02 ToL L ann

Apprmved

Dow_n_load Final >
Certificate Here
TLAFPROVER

1a0n

1oon

- » =EUI0G
I T Cerlificets
B :‘,—_!-_:_r
E Apphcalion
Tedal Amdend

Rs 1000

Paut Bz esafully

Post final approval from the department the citizen can go to MY APPLICATION and download the final trade

license certificate on the page displayed.
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3.2. Apply for Temporary License

1
.I,J'_". CUTTRSE MURSCIPSL CORPORATION o - SSLL0G

Apply Temporary
License Here

Trade License

Complaints

Progemy T
Buiidng #ran & perova Azl Yt Tindde | cmens TLAPPY TEWP TRAIELIT NS Moy Al b

ALTIOR_TEST_TRADE_LHOENSE

Wati & SEA AR

Citizen haveto click on the Trade License button present on the Home page. Then he/she has to click on the Apply
for Temporary Trade License button present on the Trade License page and select the citynameto initiate the
Trade License process. The entire process willbe same as mentioned earlier except there willbea daterange to
selectthevalidity of the temporarylicense.

3.3. Apply for Renewal of Legacy License

SEARCH

Trade License

Home

=' Complaints

Property Tax
# & & B
rutiny Apply for Trade License Apply for Temporary Trade License Renewal of Legacy License My Applications (50)
Building Plan Approval
= Trade License
Water & Sewerage How it works? ?

Apply Renewal of
Legacy License here

* Marriage Registration

Citizen haveto click on the Trade License button present on the Home page. Then he/shehas to clickon the
Renewal of Legacy License button present on the Trade License page and select the city name to initiate the Trade
License process. The entire process will be same asmentioned earlier except there will be an old License number
which needstobefilledup bythe citizen.
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Citizen User Manual — Trade License

3.4. Apply for Renewal of Trade License

3.4.1. Citizen haveto click on the Trade License button present on the Home page. Then he/shehas to click on
my applicationbutton present on the Trade License page.

SEARCH

Trade License

Home

! Complaints
Properly Tax
o] ] [ =]
I ePBSR Scrutiny Apply for Trade License Apply for Temporary Trade License Renewal of Legacy License My Aplplications (50)

Building Plan Approval

Trade License

Click on my application to
view all your application here

w~

'Water & Sewerage How it works?

'+ Marriage Registration

3.4.2. Citizen haveto click on the RENEW option which is present under his application for RENEWALofhis
Trade License.

GEy
@ CUTTACK MUNICIPAL CORPORATION

\"]II'.I'L‘\' TIT T ITEUL T T 1P T IyLve s
SEARCH VIE
# Home
& complaints Application Type New
Trade Name wryd

5] Property Tax

cation No TL-CTC-2021-11-15-007727

Appli
_ —— Citizen have to click here for .
&1 Building Plan Approval e RENEWAL of his Trade License 5
License No TL/CTC/000228
ﬁ .
R Status Approved
Validity 15/11/2021 - 15/11/2022

.‘ Water & Sewerage

+av Marriage Registration

The entire processwillbe same as mentioned earlier for New License.
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3.5. Apply for Correctionin Trade License

3.5.1. Citizen havetoclick on the Trade License button present on the Home page. Then he/shehas to clickon
my applicationbutton present on the Trade License page.

SEARCH

Trade License

Home

! Complaints

Properly Tax
o] ] [ =]
I ePBSR Scrutiny Apply for Trade License Apply for Temporary Trade License Renewal of Legacy License My Aplplications (50)

Building Plan Approval

Trade License

'Water & Sewerage How it works? CI'Ck on my app“c a:t|0n tO N
view all your application here
'+ Marriage Registration
3.5.2Citizen haveto clickon My Applicationto view all the application.
SEARCH
Trade License
Home
! Complaints
Properly Tax
o] ] [ =]
I ePBSR Scrutiny Apply for Trade License Apply for Temporary Trade License Renewal of Legacy License My Aplplications (50)
Building Plan Approval
Trade License
Water & Seneraga i Click on my applicationto |

view all your application here

'+ Marriage Registration
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3.5.2. Citizen needto click on viewdetailsto see the detailsof that particular application.

License No TL/CTC/000589
Status Pending for Field inspection
Validity 10/06/2023 - 10/06/2024
VIEW DETAILS
Application Type New
Trade Name THE ASIAN SPICE COMPANY
Application No TL-CTC-2023-06-10-009825
Owner Name O |
License No TL/CTC/000591
Status Approved

Click here to view
Validity the application 11/06/2023 - 11/06/2024
VIEW DETAILS details

3.5.3. Citizen should clickon TAKE ACTION and choose CORRECTION option to initiate a correction
application.

Owner Details

Type Of ownership Type of sub-ownership Maohile Mo MName
Individual Single Owner | MANAS KUMAR PANI
Father/Husband's Name Relationship Gendar Date of Birth
KSHETRAMOHAN PRADHAN Father Male 03/04/1995
Email PAN No. Correspondence Address Special Owner Category
MA NA GADAKAN,TALASAHI| BHUBANES None of the above
WAR

Click here to initiate

Documents .
correction

Ownership Proof Owner's ID Proof Owner's Photo appllcatlon
id proof of father VIEW ABINASH SIR MR VIEW Id proof of father VIEW
of bride.jpeg APPLICATION. pdf of groom.jpeg

CORRECTION

TAKEACTION |
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3.5.4. Now citizen needsto change the required information or documentsand proceed further.

Apply for Correction Trade License [EGEIEENENEE fRea (b Libk R R R Llpe

& (2] o o

Trade Details Owner Details Documents Summary

Trade Details

Name Of Trade * Old License No *
THE ASIAN SPICE COMPANY 1234546
Trade Commencement Date ¥ Trade Period *
11-06-2023 1 .
T_rade G-ST Nao. B TradePl_erusE ) Click here to proceed
Enter Trade GST No Enter Trade Purpose further
Trade Unit

3.5.5. After necessary changes check summery and click on submit.

Apply for Correction Trade License JSSNCETTUNGE B ol PEE AR

@ V] & o

Trade Details Owner Details Documents Summary

Application Summary

Trade Details

2 EDIT
Application Type Licence Type Trade Name Qid License Mo
Correction Permanent THE ASIAN SPICE COMPANY 1234546 .
Click here to
Trade Commencement Date Trade Period Trade GST No. Trade Purpase Sub m|t the
11/06/2023 1 Years NA NA . q
application
Trade Type Irade Sub-Type LGM {Unit OF Measurement) oM Value
Eating Establishments Bakery Shop (Retail) SQFT 100
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3.5.6. Nowon screen citizen will see your applicationis submitted successfully.

Application for New Trade License Correction &> DOWNLOAD ~ || PRINT

TL-CTC-2023-06-21-009919

° Application Submitted Successfully Application No.

A notification regarding Application Submission has been sent to trade owner at registered Mobile No.
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