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General Operating Instructions

Citizen User Registration:
» The URL ‘“https:// should be explored using the browser.
» Society Registration website Home page screen will be displayed as shown below:

,",':'_‘ DEPARTMENT OF REGISTRATION

(/) GOVERNMENT OF GOA

Ak ym@/g?mfm

SOCIETY REGISTRATION

A society is an organized group of persons whose main
objective is to serve society and not to earn a profit. A society

SERVICES ﬂ Hon'ble CM
Dr. Pramod Sawant
ai Apply Online : 7 > 1 )

‘J User Login

is registered under The Societies Registration Act, 1860 to
become a legal entity. A society exists for the purpose of
charitable activities such as poverty relief, arts, education,

religion, cultures and sports. The Governing body members Minister for Law &
are entrusted with the management of the affairs of the J{udiciary .
Shri Nilesh Cabre!
society.

(?\ Office Login

(1) Click on Apply Online link under Services menu as shown above.
» Citizen Registration form will be displayed as shown below:
» Important guidelines will come when you open the Registration form. Please read all the
important instructions and Click on Proceed as shown below:

IMPORTANT GUIDELINES

4
BEFORE YOU PROCEED FOR REGISTRATION OF SOCIETY CONFIRM THE FOLLOWING :

1 Please ready with the following Documents at the time of filling Form
= scanned Copy of Application for Registration.
= scanned Copy of Memorandum of Association.

= Sconned Copy of Rules And Reguilation.

= Sconned Copy of any ID Proof issued by Stete/Centre Govt of Committee Membars.

2 Do not share Password or OTP with anyone
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» After click on Proceed button all fields will be visible to you as shown below:

Applicant Details =

sortant Note: [*] 2 "_7 fear &

d with (*) are mandatory.

VAN
Applicant Name:* —p | 11
\ 7

~ =

MName should be entered as per any Valid Proof/Certificate.
s
Designation® —— | ) ‘l
\
~ -
-~

7

Address® —_ \
13
\ /

~ =

-~
/ \

District:” ——p |
\ 4

\fl

~

Mobile No:* —p 7 —
I 5 1
\\ 7

Applicant should snter his/her persondl mobile number correctly sinces all communication related to
application shall be sent on this mobile number only.

-~

il LAY
Email: —>,
\ 6

\fl

Applicant should enter hisfher personal Email address correctly since all communication related to

application shall be sent on this email only.

-~

- . /7
OTF ———— 9 | 96632237
\

Bl — w0
Fields with Red Asterisk (*) are mandatory /compulsory fields.
Fields not showing Red Asterisk (*) are optional.

Password Policy: Password should comprise of at least one uppercase alphabet, one
lowercase alphabet, one digit and one special character.

1. Initially you have to type the Applicant Name as per any valid Proof/Certificate.
Select Designation from list is it a President or Secretary.

w

City)

Select District from list is it residing in North Goa or South Goa.

Enter correct Mobile No which will be used for further communication and for SMS.
Enter Email id in this field it is optional (not mandatory).

Read the characters from the Captcha image and enter the text in the field provided.

o No ok

Registration.
Enter the OTP which came into your mobile in the space provided.

©

The Address Field is for to enter the complete address (like Building Name/Floor, Street/Locality,

Click on Send OTP button to get the OTP on Mobile No which you have provided at the time of

10. By clicking on Submit button, the user will be re-directed to the Login Page and Credentials will

be shared with Applicant/User through SMS.
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Citizen User Login:

» Login Page:
Click on Citizen Login link on Home Page to open login page.

For Applicant

/—\\
538112204 —» 1 1
\

~ =

yR6t5GLL

4

\
. 4 /N\ N
~ = \
#) Get OTP | ) Register Fou SANE

11111111 T

Re send OTP

Enter Login 1d/Name.

Read Captcha from image.

Enter 8 digit Captcha code as shown in image.

Click on Get OTP button to receive OTP on your registered mobile.

Enter OTP and Resend OTP button feature is also provided in case of delay more than 5
minutes.

Click on Submit button to log into the system.

agrLdE

o




Society Registration Document Entry National Informatics Centre

Specific Operating Instructions

Citizen/Applicant Pre-Registration Activity:
» Welcome page upon successful login by citizen user will be displayed as shown below:

tH . . o
e Registration Of Societies .=~
ri , N =
g-’ (The Societies Registration Act, 1860) \ 10 /l

% (Central Act 21 of 1860) e
Jigital Indla

Home FAQ @®Llogout

7

\ = ~ -
Welcome abe (s38nzz0a) —»' 1 | 77N NEEERN
N V2 1

VAR

'\ 4 ;) Application Status
S / \ Application form has been filled partially/not yet submitted. Please click 'Edit Application Form'’

_ @ Dashiboard to continue filling the application form.

| TN

| 5 1.4 BSociety —
E & Members —P’\ 6 1 A S -

, -
- ~ J
< ,/ \ €+ Document

M \ 7 ,‘ Upload
E i A JTAGH & BT [For Applicant Only:

RN & EViow Form 1. U 8151 bl e2Te & 8121/ Dear Applicant, please fill the fields carefully.

I 1 2. g 8iZ0l & GTC, 31T 8721 UIWhIscs ol SuTied et o a1efd oigh giotl/ After filling the Form, you will not be able to

\ el
U <7 = ngmcuwt ) ,cgi: the filled data.

& Receipt — g l\ 9 i
/
N -

» Click Edit Application button for filling the form.
With reference to the above screen,

Applicant Name and Login Id of the Applicant listed on the top.

Home button will be used to come on Dashboard/Welcome Page from any page.

Click on Edit application button to edit the Application.

Dashboard link is used to come on Home Page/Welcome Page.

Society link is used to enter the details of Society.

Members link are used to enter the details of Members which are part of the Society.

Document Upload link is used to upload the necessary documents required for Society

Registration.

8. Get the Pre Registration Form preview of document entry by simply clicking on View Form
link.

9. Payment Receipt button is used to print out the e-Receipt after Successful payment.

10. FAQ (Frequently Asked Questions also helps to solve your query) related to filling the
application

11. Logout button to logout successfully from your account.

* Documents and Information entered by citizen user whichis not finally submitted (incomplete

documents) will be available for modification.

Nooaks~wh e

» Side Menu contains 6 submenus in which 3submenus is for form entry named as Society,
Members and Document Upload will be filled by Citizen and all other are navigation tabs.

A. Society

B. Members

C. Document Upload
D. Payment Receipt
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A. Society Info.:

Society Details

The fields marked with (*) are man

society Type* —p | 1 \l
\

~ -

-

Society Name® —p * 5 \l
\

~ -

-~

AddressafSociety_p,’ 4 “
\ ’

~ =

-~

. - ’
Society District” — 5 “
A

N -

Society Taluka:*— | 6 “

A
N -

~

Society Pincode:'—p. / N
Y
~_?

Registration Fee

Proccessing Fee

Total Fee to be paid

National Informatics Centre

CIQtory.

Women Self Help Group

HELLOSSSSSS
,' ~

\
Society name uvuiluhle{—'\ 31
’

~ =

ABCD

Morth Goa

Bardez
403521
g50/-

Z500/-

2550/-

\
Save and Next e 91

1. Select the Society Type for data entry from the given options.
2. Select the Society Name on which you want to register your Society.
3. Society Name should be unigue or you can check by entering the Society Name is available

or not.

4. Enter full Address of Society where you want to register your society.

5. Select Society District in which you want to register your society from the dropdown list
i.e. North Goa or South Goa.

6. Enter the Society Taluka Name from the dropdown list.

7. Enter Society Pin code in the given field.

8. Registration Fees, Processing Fees and Total Fees will automatically fetched according to

the Society Type.

9. To proceed click on Save and Next button.
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B. Member Details.:

Member Details &

Note: Minimum 7 Members are required for a Society.

-~
7 \
Add Members [y | 11
\\ y; /’\ /‘\ Vs ~

. \
Members Detail NN AN
Sr. Managing Proof Document
No Name Designation Occupation Committee
Vs -~
\
| —| 1 abe President service (Govt. goa PAN Yes XXXXXXQ64D = o (A
<7 Employco) Card

VAEREN
\
Total number of Members —» ( 6

~ -

1. Click on Add Members button to add the details of Members.
One popup will open as shown on next Page (A. Member Modal)

Enter the details of minimum 7 members which are mandatory to form a society. Please see
how to fill Member Details on next page.

The information of Members will be listed as shown above.
You can edit the information of any member if you filled anything wrong.
You can also view the file/identity which you have uploaded.

o~ N

You can also delete the full entry of member if you don’t want that member to be part of your
society.

The Total number of Members will be listed.
Click on Next button to proceed further for Document Upload.




Society Registration Document Entry National Informatics Centre

Member Details

. 77
FullName* — " ¢
\

~ -

-

’ \
Designation* —» ! 2 1
/

- -- Select— v
. . 77
Occupation —N\ 31 -- Select — .
~ —/ o
AR
Address:* ——» '\ 4 1
-~ _/
IDProof* — 1 ¢
\\5 K -- Select — v
Please do not Upload your Aadhaar Card Number as 1D Proof.
,'\
\ . . .
) /:<—Munuglng Committee Yes .
" 77 . .
Upload ID — > 7 Choose File |No file chosen
/

~ =

* Only PDF File Type & Maximum File Size Allowed is 5 MB

-~

‘9 — e

~ =

A. Member Modal :-

1 Enter the Full Name of the Member.
Select the Designation of the Member from the dropdown list.
Select the Occupation fo the Member from the dropdown list.

Enter the complete Address address (like Building Name/Floor, Street/Locality,City,
District/State)

5 Select the Identity proof which you want to uplaod form the dropdown list.Please do not
upload your Aadhar Card Number as ID Prood.

5.1 Enter the Document No in the field visible after you select the Identity Proof which
you want to upload.

6 Select Yes or No accordingly if you want to become the part of Managing Committee or
not.

Upload the Identity Proof as selected above.
Click on Add button to save the information as filled above.

A w0

If you don’t want to save the information filled above click on Close Button.
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C. Document Upload:

Registration Of Societies

(The Societies Registration Act, 1860)
(Central Act 21 of 1860)

National Informatics Centre

Home FAQ ®Logout

Document's Upload

NOTE - E&ITdu 3USIS dheal b fe5T I[Tes ohlet AT HIIATST thTaIgwsichdl bl sTdlaldal diadbeul ol 3Uat e/
Please Use Latest Version Of Google Chrome or Mozilla Firefox To Upload Documents

-~

7

\
File Type Allowed  Only PDF File —p'\ 1 ) €4——— Maximum File Size Allowed SMB
/

~ = -~

7

. \
Sr. \ 2 /‘
No. Checklist Name of Document Document Upload e 2 “\ s
) V5

Note:- Download the Application for Registration. After that Self Attest and Upload the Same. Moo Mo

. ) ) ) e \\ e \\ T T
1 Application for Registration _>l\ 3 | ChooseFile | Nofile Chc-seg'\ 4 1 L+ 0

.’

N - 4
2 v Memorandum of Association Choose File | Mo file chosen > o
-~
’

2 v Rules And Regulation/Constitution of ChooseFile | No file chosen  \ ,‘ L 0
N . N -
Association/By-laws
1 O Choose File | No file chosen L @
5 O Choose File | No file chosen L @

The information filled in the application form is verified by me & is found to be correct as per my knowledge & verify the same
personally. Only those documents E"'liCh can are uploaded by the candidate os above shall be considered.

’ -7~

1

9 \ ’ \
1 | 1
9 (0

[EEN

. Information related to Document Upload — File Type and Maximum Size of File is mentioned.

N

. Download the Application for Registration application by clicking on download button. After that

Self attest and upload the same in Application for Registration document shown above at point no 3.

. Name of the File is shown here.

. Choose the File which you want to upload.

. Click on Upload Icon to upload the File.

. If file is uploaded then download option is provided to download the same which is uploaded.
. If by mistake wrong file is uploaded you can delete the file and upload new file their.

. Status will be shown here like File Uploaded, Deleted etc.

. Click on View Form before submitting and verify the details before final Submission.

O© 0o NO O W

*Now your Application goes to Registrar Office for approval.
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D. Payment and e-Receipt:

Registration Of Societies

(The Societies Registration Act, 1860)
(Central Act 21 of 1860)

Four Years.of

Home FAQ ®Logout

Welcome | ]

Application Status

& Dashboard Your Application has been Accepted.
B Society Remarks:
ALL DOCUMENTS ARE OK . PROCEED TO PAYMENT
& Members
Application ID: 201912m21007 _
X Document P \
. I
Upload Society Name GUNJJ \ 1
N - d
View Form Total Fee 7 550 (Price inclusive of Registration Fee Z 50)
-~
@ Payment " \
N -

1. Details related to your Society Registration i.e. Application Id, Society Name and Total Fee will
display here.
2. Click on the Make Payment button to Proceed for Payment.
By clicking on Make Payment now button it redirects to payment site of SBI Mops and after
doing the payment it will come back on this same Welcome Page.
3. The Echallan No and all details related to Payment listed below as shown in Image.
4. Payment Status will come i.e. Success, Pending and Failed.
5. Go to Registrar Office after successful payment (after two working days) to collect your Certificate.
6. You can also download your Payment Receipt.

Registration Of Societies

(The Societies Registration Act, 1860)
(Central Act 21 of 1860)

Home FAQ ®logout

Weolcome dhiwakar (S2095310)

Application Status

& Dashboard Your Application has been Accepted.

H society

i Members
2019210310959

L Document

Application ID:

V4
Upload Society Name FIFA ] 3 |
1
\
- View Form Echallan No 20190138310 ~=7
PAEREN TN
! 6 | @ Payment Total Fee 21050 (Price inclusive of Registration Fee Z 50) - Success —p! 4!
\ / Receipt ’ N N ’
N 4 i

! \
Go to Office to Collect your Certificate after two working days. Thankyou! —_— \ 5 /

N Pl

10




