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Authority Access 

1. Open Login page by typing the URL to your Browser Address bar. The login page 

will appear like image-1. 

 

Image-1 

2. Login to the system using user Id (Employee ID and password in the login panel 

at the right side of the page, and after login you will see the main page as shown 

in image-2. 

 

Image-2 

3. Select Office from “Office” drop down box and select Module as “e-Registration” 

from Module drop down box. Then on clicking the select button the corresponding 

employee’s “Dashboard” page will appear as shown in image-3. 
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Image-3 

4. On clicking the “DIS (NEW)” link in the menu bar you can see the “Dashboard” 

page as image-4. This page shows information of pending “Registration for Luxury 

tax Form, Cancellation Form and Amendment Form”. 

 

Image-4 

5. Click on the “Dealer Information System” link in the menu which will show the 

submenus as in image-5. 
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Image-5 

6. To see the pending registration forms for Luxury Tax click on the “Scrutiny” link 

under “Registration (Luxury Tax)”. On clicking the “Scrutiny” link “Scrutiny 

(Registration of Luxury Tax” page will appear as shown in image-6. 

 

Image-6 
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7. Here you can search the applications by the above shown criteria like Application 

date, Ward and Status. On clicking the “Search” button the application list will 

view as in image-7. 

 

Image-7 

8. To record the Scrutiny details of any application click on the provided link under 

“Scrutiny” column and the form will appear as shown in image-8. 

 



 
 

7 
 

Image-8 

9. Fill the mandatory fields and select the status as 1] Filed correctly or 2] 

Application with defect or 3] reject Application at the bottom of the page. Enter 

the remarks as against the status selected and save the page. 

10. To see the pending “Defect Notice” applications for Luxury Tax click on the “Defect 

Notice” link under “Registration (Luxury Tax)” as shown in image-5. On clicking 

the link the “Defect Notice” page will appear as shown in image-9. 

 

Image-9 

11. To send notice to the dealer whose application is found with defect click on the 

link under “Notice” column and the page will appear as shown in image-10. 
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Image-10 

12. Enter the “Gist of Notice” field and click on the “Save and Send” button to send 

the notice to the dealer for further compliance.  

13. If the dealer complies with the notice then you can view it in the pending 

application list of “Scrutiny” link. You can approve the application by clicking on 

the status “Filed Correctly” by following Step-8 to Step-9. 

14. To finalize the approval process click on the “Approval/Rejection” link under 

“Registration (Luxury Tax)” as shown in image-5. On clicking the link the page will 

appear as shown in image-11. 

 

Image-11 

15. The above shown image displays the list of applications pending for approval or 

rejection. To approve or reject any application click on the corresponding link 

under “Approve/Reject” column. On clicking the link the page will appear as shown 

in image-12. 



 
 

9 
 

 

Image-12 

16. Click on the “Approve” or “Reject” radio button and add relevant remarks and click 

on the “Submit” button. 

Note-The “RC No” and “Date of approval/Rejection” fields are auto-generated and 

cannot be edited.  

Authority Level Cancellation Approval Process 

17. To see the pending forms for RC cancellation click on the “Scrutiny” link under 

“Cancellation” as in image-5. On clicking the “Scrutiny” link “Scrutiny” page will 

appear as shown in image-13. 

 

Image-13 
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18. Here you can search the applications by the above shown criteria like Application 

date, Ward and Status. On clicking the “Search” button the application list will 

view as in image-14. 

 

Image-14 

19. To record the Scrutiny details of any application click on the provided link under 

“Review” column and the form will appear as shown in image-15. 

 

Image-15 

20. Here in “Scrutiny for Cancellation” page, select the status as 1] Filed correctly or 

2] Application with defect or 3] reject Application at the bottom of the page. After 

selecting the status click on the “Submit” button to proceed the cancellation 

process. 

21. To see the pending “Defect Notice” applications for cancellation click on the 

“Defect Notice” link under “Cancellation” as shown in image-5. On clicking the link 

the “Defect Notice for Cancellation” page will appear as shown in image-16. 
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Image-16 

22. To send notice to the dealer whose application is found with defect click on the 

link under “Notice” column and the page will appear as shown in image-17. 

 

Image-17 

23. Enter the “Gist of Notice” field and click on the “Save and Send” button to send 

the notice to the dealer for further compliance.  

24. If the dealer complies with the notice then you can view it in the pending 

application list of “Scrutiny” link. You can approve the application by clicking on 

the status “Filed Correctly” by following Step-18 to Step-19. 

25. If there is a requirement of site visit against any application then click on the “Site 

Visit Assignment” link under “Cancellation” as shown in image-5. On selecting the 

link the page will appear as shown in image-18. 
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Image-18 

26. To assign a case to any other authority for site visit click on the link under 

“Action” column. On selecting the link the page will appear as shown in image-19. 

 

 

Image-19 

27. Fill the required details as the name of the authority to whom the case would be 

assigned, the scheduled date within which the site visit has to be completed, any 

relevant remarks and click on “Save And Confirm” button to assign the case. 

28. Once the case is assigned to a different authority it would be visible in the “Site-

Visit Inbox” of the assigned authority as shown in image-20. He can view the 

cases which have been assigned to him and update the site visit details by clicking 

on the link under the “Action” column. Also he can have a tab on the cases whose 

scheduled date of completion is within time (Marked as Green) and whose 
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scheduled date of completion is over(Marked as Red) in the next to “Scheduled 

date of Complete” column. 

 

Image-20 

29. To finalize the approval process click on the “Approval/Rejection” link under 

“Cancellation” as shown in image-5. On clicking the link the page will appear as 

shown in image-21. 

 

Image-21 

30. The above shown image displays the list of applications pending for approval or 

rejection. To approve or reject any application click on the corresponding link 

under “Approve/Reject” column. On clicking the link the page will appear as shown 

in image-22. 
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Image-22 

31. Click on the “Approve” or “Reject” radio button and add relevant remarks and click 

on the “Submit” button. 

Note-The “Date of Cancellation” field is auto-generated and cannot be edited.  

32. To create case for cancellation click on the “Selection by Authority” link under 

“Cancellation” as shown in image-5. On clicking the link, page will appear as 

shown in image-23. 

 

 

Image-23 

33. To search the RCs for cancellation click on the “Get Dealer for RC Cancellation” 

button. On clicking the button the page will appear as shown in image-24. 
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Image-24 

34. As shown in above page first select the check box of the corresponding case and 

then select the “criteria for cancellation” from the corresponding drop down box. 

Then click on the “Select For RC Cancellation” button so that the selected RC gets 

cancelled. 
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Authority Level Amendment Approval Process 

35. To see the pending forms for RC amendment click on the “Scrutiny” link under 

“amendment” as in image-5. On clicking the “Scrutiny” link “Scrutiny” page will 

appear as shown in image-25. 

 

Image-25 

36. Here you can search the applications by the above shown criteria like Application 

date, Ward and Status. On clicking the “Search” button the application list will 

view as in image-26. 

 

Image-26 

37. To record the Scrutiny details of any application click on the provided link under 

“Scrutiny” column and the form will appear as shown in image-27. 

 

Image-27 
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38. To see the amendment details click on the “Amendment Details” button. On 

clicking the button, the page will appear as shown in image-28. 

 

Image-28 

39. As shown in image-27 to provide the scrutiny status select either 1] Filed correctly 

or 2] Application with defect or 3] reject Application at the bottom of the page. 

After selecting the status click on the “Submit” button to proceed the amendment 

process. 

40. To see the pending “Defect Notice” applications for amendment click on the 

“Defect Notice” link under “Amendment” as shown in image-5. On clicking the link 

the “Defect Notice for Amendment” page will appear as shown in image-29. 

 

Image-29 

41. To send notice to the dealer whose application is found with defect click on the 

link under “Notice” column and the page will appear as shown in image-30. 
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Image-30 

42. Fill the “Memo” field and click on the “Save and Send” button to send the notice to 

the dealer for further compliance.  

43. If the dealer complies with the notice then you can view it in the pending 

application list of “Scrutiny” link. You can approve the application by clicking on 

the status “Filed Correctly” by following Step-36 to Step-39. 

44. If there is a requirement of site visit against any application then click on the “Site 

Visit Assignment” link under “Amendment” as shown in image-5. On selecting the 

link the page will appear as shown in image-31. 

 

Image-32 

45. To assign a case to any other authority for site visit click on the link under 

“Action” column. On selecting the link the page will appear as shown in image-33. 

 

Image-33 

46. Fill the required details as the name of the authority to whom the case would be 

assigned, the scheduled date within which the site visit has to be completed, any 

relevant remarks and click on “Save And Confirm” button to assign the case. 
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47. Once the case is assigned to a different authority it would be visible in the “Site-

Visit Inbox” of the assigned authority as shown in image-33. He can view the 

cases which have been assigned to him and update the site visit details by clicking 

on the link under the “Action” column. Also he can have a tab on the cases whose 

scheduled date of completion is within time (Marked as Green) and whose 

scheduled date of completion is over(Marked as Red) in the next to “Scheduled 

date of Complete” column. 

Image-33 

48. To finalize the approval process click on the “Approval/Rejection” link under 

“Amendment” as shown in image-5. On clicking the link the page will appear as 

shown in image-34. 

 

Image-34 

49. The above shown image displays the list of applications pending for approval or 

rejection. To approve or reject any application click on the corresponding link 

under “Approve/Reject” column. On clicking the link the page will appear as shown 

in image-35. 
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Image-35 

50. Click on the “Approve” or “Reject” radio button, select the Effective Date and add 

relevant remarks and click on the “Submit” button. 

Note-The “Date of Approval/Rejection” field is auto-generated and cannot be 

edited.  


