
1

Bhagalpur Nagar Nigam

User Manual

Trade & Market License

Prepared by:
CMS Computers

ERP Solutions for BSCL.
Bhagalpur, BIHAR



2

Trade & Market License

Document ControlNo. V1.0

Author CMS Computers Ltd

Checked BY Arindam Roy



3

Table of Content
1. Introduction................................................................................................................................4
2. Objectives...................................................................................................................................4
3. Trade License Home Page………………………………………………………………………………………….............4
4. Trade License Application Login Page…………………………………………………………….………………........5
5. Trade License Registration…….….……………………………………………………………………………….............7
6. Trade License Fee Payment………….……………………………………………………………………………………….9
7. Application Approval……………………………………………………………………………………………………………10
8. Annexures…….…………………………………………………………………………………………………...………….......15



4

1. Introduction

The Trade & market Licensing module will provide the facility to register trade in the municipality office.The
module will cover all types of trades and marketing businesses as it contains the facility to issue the license as per
business category.

The license aspirants will fill out the application form and submit the same along with the application fees.
Officials will receive the application and send these details for further scrutiny through a field visit. Based on these
details the official will do the verification of the applicant’s business. According to the evaluation of verification
report the applicant will be issued the license certificate. Subsequently the notification will be sent to the
applicant.

2. Objective
Trade License is one of the online citizen services available to public for Trade License on time which
• This is a 24X7 facility and people of Bhagalpur can pay their taxes on anytime and anywhere basis.

• It helps get information easily and applicants do not need to visit repeatedly for status check as it will be
conveyed on their mobile numbers through SMS and push notifications.

3. Trade License Home Page
 Users have to Enter the URL for BSCL website https://bhagalpursmartcity.co.in

 Figure 1: BSCL Home Page
On BSCL website Click on Trade License under E-Services after that login page will be open in new tab

4.Trade License Application Login

Login pages same for all users

Officials – will get login details by the admin

Citizen – will get login detail after registration,

If a citizen has not registered with the application, he has to click on Register button as shown below.
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Figure 2: Trade License Home Page

After click on register, a new window will open capturing the details of applicant, users have to fill the details
for following

1. Enter User Id
2. Enter Name
3. Enter Father’s Name
4. Select Gender
5. Enter Date of birth
6. Enter Address
7. Create Password

Now your Id will be created, and a message will be shown that id created for that a
message and email will be sent to registered mobile no & email id, also users can
generate password by click on forget password
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Figure 3: Trade License Registration Page

Figure 4: Trade License Registration Page
After click on sign up button your Id will be created and a message will be shown that id
created for that a message and email will be sent to registered mobile no & email id, also
users can generate password by click on forget password
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After creation of user id and password users has to click on Login button for login
FOR Login users have to fill

1. Enter User ID
2. Enter Password
3. Enter Captcha for login

Figure 5: Trade License Home Page

5.Trade License Registration: -

After login users can view his total application, pending, approved, rejected application in dashboard.

Figure 6: Trade License form Application
User will file new trade registration form, for that he will click on left menu Trade License >>New Trade
Registration,
Users have to fill all the details related to his/her business, for that PART-A, PART-B is in the application
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Figure 7: Trade License form Application part A

Figure 8: Trade License form Application part B

After fill the details in the application citizen have to upload documents regarding his/her property in
jpg/pdf/Png format

Document List

1)Id Proof (Aadhaar Card/ Voter Id Card/ etc.)

2)Address (Rent Agreement/ Holding Bill / ETC.)

3)Copy of Existing Trade License Certificate

4)Applicant photo
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5)Applicant signature

6)ITR/GST

7)Self Declaration for turn over less then 10 lakh

8)Pan Card

9)BPL Certificate

Figure 9: Trade License Application document upload

After attachment, document user will click on Submit Button and can see the details application
form, after that a message and email will be sent containing application no. to users as shown below

6.Trade License fee Payment offline Mode

After downloading the filled application form Citizen will go to ULB for cash payment at counter of trade license fees.

Where counter clerk can receive payment

Figure 10: Trade License Fee received
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6.Application Approval by officer

A) Application Login by Section officer: -

Section Officer can login by filling ID password given to him/her
1. Enter User ID
2. Enter Password

3. Enter Captcha for login

Figure 11: Officer login

After login officer can see the dashboard for total application, pending application also
approved/rejected application here, in pending application officer can verify all the details and also
document checklist.
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Figure 12: Officer dashboard

Figure 13: Officer dashboard
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Figure 14: Officer dashboard

Figure 15: Officer dashboard

Now Section Officer can forward pending application to respective tax collector after verifying all the data document,
and adding Note sheet for field verification
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Figure 16: Officer dashboard

B) Application Login by Tax collector: -

Tax collector can login by filling ID password given to him/her
1. Enter User ID
2. Enter Password
3. Enter Captcha for login

Figure 17: Officer login

After login officer can see the dashboard for total application, pending application also approved/rejected
application here.
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Figure 18: Officer dashboard

Figure 19: Officer login
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Figure 20: Officer dashboard

Figure 21: Officer login

Now tax collector can forward pending application to Municipal commissioner for verification
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Figure 22: Officer login

D) Application Login by Municipal Commissioner

Municipal Commissioner who is the final authority for trade application approval can login by
1. Enter User ID
2. Enter Password
3. Enter Captcha for login

Figure 23: Officer login

After login officer can see the dashboard for total application, pending application also approved/rejected
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application was

Figure 24: Officer dashboard

Figure 25: Officer dashboard
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Figure 26: Officer dashboard

NowMunicipal Commissioner Can Approve and Generate Trade license Where users can download the
Trade License form his dashboard

Figure 27: Officer dashboard
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Figure 28: Officer dashboard

Figure 29: Officer dashboard

After approval of trade license application users can download the application from his
dashboard
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Figure 30: Final Trade License
Annexure

Fees (Ref: as per Bihar Municipal Act 2007 article 342)

S. No. Fee Head Description Charges (Rs.)

# Based on The Type of Applications:

For New Trade License Application or Re-Erection of Existing License.

A) Group (A)-Retail-(A)-Turnover Less than 10 Lakh 1000/-

B) Group (B)- Meat /Fish/Chicken/Pork/Beef 2500/-

C)Group(C)-Wholesaler, Coaching, Nursing Home, Clinic, 2500/-

D)Group (D)-Producer. Wholesale Liquor, More Than 10 Lakh 2500/-
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