ONLINE PROPERTY REGISTRATION APPLICATION —

USER MANUAL FOR APPLICANT FORM SUBMISSION

INTRODUCTION

This manual is prepared to guide citizens and registered users in using the Online Property

Registration Application.
The following are the steps to be followed:

Stepl. Visit the Property Registration Application Site

e Open your preferred web browser (e.g., Chrome, Firefox, Safari).

e Enter the official URL in the address bar i.e. https://registry.sikkim.gov.in/ as illustrates in

figure 1.1.
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Step2. Login to the Portal

e Enter your registered username and password in the appropriate fields.

e Click the "Sign In" button to access your account, as illustrates in figure 1.2.
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Step3. Navigate to the Dashboard

e After successful login, you will be redirected to the Dashboard, as illustrates in figure 1.3.
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Purpose of the Dashboard
This dashboard helps you:
e Monitor the progress of your applications.
¢ Quickly access pending, ongoing, or completed applications.
o Stay updated with real-time changes and approvals.
e Follow clear instructions to avoid mistakes and ensure faster processing.
Here are the steps for Registered User / Citizen for online Property Registration Application
Step 1. Applicant’s New Application Submission Form Fill-Up & S.V. Payment

e Click on "New Application" to start the process, as illustrates in figure 1.4.
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e When you come across the New Application dashboard, you can observe there are Four
step for the registration namely- Applicants Details, Seller Details, Buyer Details and

lastly Upload Documents, as illustrates in figure 1.5.
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e Start by filling in the required applicant details, such as the application processing
location, document attachments, applicant information, uploading the applicant’s

image, and finally uploading the applicant’s signature, as illustrates in figure 1.6 & 1.7.
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Click on “Save & Continue” to proceed to the next step and enter the seller’s details.

You will be directed to the “Seller Detail” page. If the owner has not been registered

previously, you can add a new owner by clicking on the “Add Owner” button.Now, enter

the required details of the owner or seller in the fields provided below, as illustrates in

figure 1.8 & figure 1.9.
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e Once an owner is regestered Click on “Save & Continue” to proceed to the next step and
enter the Buyer details.

e Before moving forward don’t forget to add atleast one family member of the owner to
proceed further

e Click on “Add Family Member” to add family member details, as illustrates in figure 1.10.
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e Now, you will be directed to the “Buyer Details” page. If the buyer has not been registered
previously, you can add a new buyer by clicking on the “Add Individual” button, as

illustrates in figure 1.11.
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Now, enter the required details of the buyer in the fields provided below, as illustrates in

figure 1.12 & 1.13.
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Click on “Add Family Member” to add family member details, as illustrates in figure 1.14.
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You will be directed to the “Upload Documents” page. You can add / upload by clicking

on the “Choose File” button, as illustrates in figure 1.15.
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Once the documents are uploded Click on “Upload Button” untill it shows change.
You can proceed forward by clicking on the “Save & Continue” botton or You can click on
“Change” to change the documents if you nare not sure of the uploded documents, as

illustrates in figure 1.16.
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Before finishing, check your details one last time and preview them to see if anything

needs to be changed, as illustrates in figure 1.17.
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Declaration & Payment

1 hereby solemnly affirm and declare
that to the best of my knowledge and
belief:

1 have not concealed or suppressed any
information, the disclosure of which
would make me disentitled to this
application.

1 shall be held responsible for any
i ion or false i

given by me while applying for this

application.

()1 Agree ™

Spot Verification Fee 500 /

After reviewing you can conform your selection by checking up the “l Agree” box, and click

on “Submit” to proceed forward for the payment process, as illustrates in figure 1.18.




Declaration & Payment
I hereby solemnly affirm and declare that to the best of my
knowledge and belief:

I have not concealed or suppressed any information, the
disclosure of which would make me disentitled to this application.

I shall be held responsible for any misrepresentation or false
information given by me while applying for this application.

[J1 Agree :

Spot Verification Fee 500/

(Fig 1.18)
You are then redirected to the payment portal where you can make the payment by adding
few bank detailes on the portal.
Once the payment is successful you will receive the Application Acknowlegdement Slip,

as illustrates in figure 1.19.
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e If you want the physical copy of Application Acknowledgement Slip, you can simply click
on “Print slip” option on the bottom right corner of the dash board. Or simply click on “Go
To My Application” to view your application further.

e You will receive a confirmation that your applicaion has been successfully submited via

SMS and email.
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Finally when you click on the “Go To My Application” you will land on the My Application
dash board where you can check the proceeding of you application further, as illustrates in

figure 1.20.

THANK YOU



