
1. Charitable Society Registration 
 

1.1.1 To Register a Charitable Society/NGO, user must first Sign up himself/herself. Click on Apply online for 
Society(Charitable/NGO) Registration menu (under Society Registration >>HP Societies Registration Act,2006) in 
the Home Page as Shown in Fig 1.1 

 

Fig 1.1 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



How to create a log in Account? 
 

1.1.2 User will be directed to following window (Fig 1.2). A user can Log into the website, if he/she has already 
signed up. A new User needs to click on the Sign Up button to create a pre-registration account. 

 

Fig 1.2 
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1.1.3 User will be directed to the following window (Fig 1.3). Here, User must fill up the form as shown in the Fig 
1.3 and click on Submit button. 

 

Fig 1.3 
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1.1.4 Following message will appear on the screen (Fig 1.4). User will get a User Id and an Activation Code on 
his/her registered mobile number and email-Id. User must activate the account before logging in. Click on click 
here link in the message popup or Activate User Idbutton in the previous page (Fig 1.3), to go to activation page. 

 

Fig 1.4 
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1.1.5 User will be directed to following window. In this window (Fig 1.5), User has to enter the User Id and 
Activation Code and click on the submit button. In case User hasn’t received the Activation code, he/she can click 
on Send New Activation Code link (Fig 1.5).  A new activation code will be sent to the User’s registered mobile no. 
and email-id. 

 

Fig 1.5 
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1.1.6 On clicking Submit button, following response message will appear on the screen (Fig 1.6)regarding 
activation of the account. User now has his/her User Id and password and can login through the window shown in 
Fig 1.1 

 

Fig 1.6 

 

1.1.7 After Logging in, User will be directed to the following window (Fig 1.7). A link to the Registration 
form;Apply for new Registration will be available under Society Registration Menu.  

 

Fig 1.7 
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1.1.8 On clicking the link, User will be directed to the Registration form window (Fig 1.8). The Registration form 
has been split into sub-forms which can be accessed through left menu panel as shown in Fig 1.8. The first menu 
pertains to the basic details of the Society. User can fill forms in any sequence. The forms will be saved as draft 
initially so that user doesn’t need to fill all of them at once. Assuming, User starts filling the form in the same line 
of sequence as that of the left menu panel, User needs to fill the society details as shown in the Fig 1.8. 

 

Fig 1.8 

 

1.1.9 To Add Objective user needs to click on Add Objective button as shown in Fig 1.8. A pop-up window will 
appear on the screen as shown in Fig 1.9. User can enter the Objective here and click on Save as Draft button to 
save it. The saved Objective will appear to the user as in Fig 1.8. The objective can also be deleted if required. User 
can add many other Objectives in the similar way. 

 

Fig 1.9 



1.1.10 Now, to save the Society Details, User needs to click on Save as Draft button as shown in Fig 1.8. The 
details will be saved (with a confirmation message), which can be updated till the form is finally submitted. A 
green Tick will appear in the corresponding menu i.e. Society Details in the left menu panel indicating that the 
form is complete as shown in Fig 2.2 

 

Fig 2.0 

 

1.1.11 Next form is for adding General Body members. User needs to click on General Body menu in the left menu 
panel. User will be directed to the following window (Fig 2.1). To add a new member user needs to click on Add 
New member button.  

 

Fig 2.1 

 

 

 

 

 

 

 

 



How to Upload scanned documents? 
 

1.1.12 User will be directed to the following window (Fig 2.2). User needs to fill up the form as shown in the Fig 
2.2 and click on Save as Draft button. 

 

Fig 2.2 
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1.1.13 The saved entry will appear to the user (along with a confirmation message)as shown in Fig 2.3.The 
corresponding count (1 in this case) will be displayed in the General Body Menu of the left menu panel. User can 
view the details of the User by clicking on Details button. 

 

Fig 2.3 

 

1.1.14 The details of the user will be shown in a popup as in Fig 2.4.  

 

Fig 2.4 



1.1.15 User needs to enter a minimum of seven members in similar way. After adding at least 7 members, a green 
Tick will appear in the corresponding menu (i.e.General Body) in the left menu panel as shown in the Fig 2.5 

 

Fig 2.5 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



1.1.16 Next form is for adding Society’s Bye-Laws. User needs to click on Society Bye-Laws menu in the left menu 
panel. User will be directed to the following window (Fig 2.6). Here, user can upload the document and click on 
Save as Draft button. 

 

Fig 2.6 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



1.1.17 User has also been given an option to user text editor as shown in Fig 2.7 to create Bye-Laws document 
online, the content of which can be used at later stages when applying for amendment. 

 

Fig 2.7 

 

 

 

 

 

 

 

 

 

 

 

 



1.1.18 Next form is for adding Election details. User needs to click on Election Details menu in the left menu 
panel. User will be directed to the following window (Fig 2.8). User needs to fill up the details and click on Save as 
Draft button. 

 

Fig 2.8 

 

 

 

 

 

 

 

 

 

 

 

 

 



1.1.19 Next form is for uploading scanned copy of Proceeding of Meeting. User needs to click on Copy of 
Proceeding of Meeting menu in the left menu panel. User will be directed to the following window (Fig 2.9). To 
upload a file, click on Add Copy of Proceeding of Meeting button.  

 

Fig 2.9 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



1.1.20 User will be directed to the following window (Fig 3.0). Fill up the form as shown in the Fig 3.0 and click on 
Save as Draft button. 

 

Fig 3.0 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



1.1.21 The saved entry will appear to the user as in the following window (Fig 3.1). User can view the uploaded 
document. User can also delete the document if required and add a new document. A green Tick will appear in 
the corresponding menu (i.e.Copy of Proceeding of Meeting) in the left menu panel as shown. 

 

Fig 3.1 

 

 

 

 

 

 

 

 

 

 

 

 

 



1.1.22 Next form is for adding Governing Body members. User needs to click on GoverningBody menu in the left 
menu panel. User will be directed to the following window (Fig 3.2). To add a new member user needs to click on 
Add New member button.  

 

Fig 3.2 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



1.1.23 User will be directed to the following window (Fig 3.3). User needs to fill up the form as shown in the Fig 
3.3 

 

Fig 3.3 

 

1.1.24 User can add a member from General Body. To do so, User Needs to click on Select from General Body 
button. A pop-up appears on the screen as shown in Fig 3.4 which contains the list of members previously added 
in the General Body. 

 

Fig 3.4 



 

1.1.25 Clicking on a member name (Fig 3.4) will automatically fill member’s details as shown in Fig 3.5. To save the 
details in Governing body, click on Save as Draft button. 

 

Fig 3.5 

 

1.1.26 The saved entry will appear to the user as in Fig 3.6. The corresponding count (1 in this case) will be 
displayed in the Governing Body Menu of the left menu panel. User can also delete the entry if required.  

 



Fig 3.6 

1.1.27 User needs to enter a minimum of five members in similar way out of which a minimum of 3 members 
should be from General Body. After adding at least 5 members, a green Tick will appear in the corresponding 
menu (i.e. Governing Body) in the left menu panel as shown in the Fig 3.7 

 

Fig 3.7 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

1.1.28 After completing all the forms, User can finally Submit the form to the Department. To do so, User needs to 
click on Submit menu in the left menu panel. User will be directed to the following window (Fig 3.8). 

 

Fig 3.8 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



1.1.29 Before submitting, User can preview the form by clicking on Click here for Application Preview Button. The 
following popup will appear on the screen with all the details filled by the Applicant/User. In the Preview Pop-up, 
user can take print of the Application Form and save it for future references. 

 

Fig 3.9-A 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

Fig 3.9-B 

 

 

 

 

 

 

 

 

 

 

 

 

 



1.1.30 User can take print of the Application Form by clicking on Print Application button in the preview popup 
(Fig 3.9-A) and save it for future references as shown below. 

 

4.0-A 



 

4.0-B 

 

 

 

 

 

 

 

 

 

 

 

 

 



1.1.31To submit the form User first needs to select Office (Fig 4.1) and click on Submit button. 

 

Fig 4.1 

 

1.1.32 On successful submission, user will be directed to the following window (Fig 4.2). 

 

Fig 4.2 

 



How to track the status of the application? 
 

1.1.33 User can check the status of application status by clicking on Homemenu in the top menu bar as shown in 
the Fig 4.0. User will be directed to the following window (Fig 4.3). 

 

Fig 4.3 

 

1.1.34 The Application Status in Fig 4.3 will keep updating in compliance to the movement of the Application 
Form in the Department. To view previous status as well, User needs to click on View Status Historylink in 
Options. A pop-up window will appear as shown in Fig 4.4 

 

Fig 4.4 
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1.1.35 Even though the registration form is submitted by the user, the application might be returned to the user 
by the department in case any discrepancies, incorrect data is found. The user can click on edit memorandum 
button in the options as shown in the Fig 4.5. 

 

Fig 4.5 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



1.1.36 User will be directed to the following window (Fig 4.6). 

 

Fig 4.6 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



1.1.37 After accommodating necessary changes in the form, user can resubmit the form as shown below (Fig 4.7) 

 

Fig 4.7 

 

1.1.38 Application status history will be updated accordingly as shown below (Fig 4.8). 

 

Fig 4.8 

 

 



How to make payment for Registration? 
 

1.1.39 During the Approval process, User will be prompted on his/her home screen (dashboard) to submit 
registration Fee (Fig 4.9). The user needs to click on Click here to make ePayment through eChallan link. 

 

Fig 4.9 
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1.1.40 User will be directed to the website of Department of Finance, H.P. Here user has to login as guest as 
shown in Fig 5.0. 

 

Fig 5.0 

 

1.1.41 User will be directed to the following window. Here user must fill the details as shown in Fig 5.1 and click 
on Submit button.  

 

Fig 5.1 
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1.1.42 User will be directed to the following window (Fig 5.2). Here user needs to click on Print Challan button. 

 

Fig 5.2 

 

1.1.43 User will be directed to the following window (Fig 5.3). Here user needs to click on Print Challanlink. 

 

Fig 5.3 
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1.1.44 A corresponding eChallan will be generated as shown in fig 5.4.  

 

Fig 5.4 
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1.1.45After submitting the Registration fee in the corresponding bank, User needs to click on Submit eChallan 
Details button in the options as shown below (Fig 5.5).  

 

Fig 5.5 

 

1.1.46 A following popup will appear as shown in Fig 5.6 where user needs to enter the Fee details and click on 
Submit button. 

 

Fig 5.6 

 

 

Click on this 
button in the 

Options 

Fill thedetails of 
payment made and 

click on Submit 
 



1.1.47 The Application status will be updated on successful submission of Registration Fee (Fig 5.7). The Fee 
details will be verified by the department before processing the application further. 

 

Fig 5.7 

 

1.1.48Application status history will be updated accordingly as shown below (Fig 5.8). 

 

Fig 5.8 
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How to download the final approval certificate? 
 

1.1.49On final approval of the Application, Registration Certificate will be available to the user for download 
through a download link in the options as shown below (Fig 5.9). 

 

Fig 5.9 
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1.1.50 Registration Certificate will be like the one shown in Fig 6.0 

 

Fig 6.0 
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