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About this Manual 

Trade License Information System (TLIS) aims to improve the 

eff iciency of  the Trade License operations in the ULB.  The module 

gives comprehensive detai ls of  a trade l icense, l icensee information 

and maintains a history of  renewal detai ls.  

Convent ions  

The following table describes the convent ions used in this manual. 

 

Note:  
Note provides extra information about a 

step or concept. Notes are contained in 

grey boxes.  

UI Element  To describe screen elements such as 

buttons,  drop-down l ists, the name of  the 

element is in bold .  

References All  references are in i tal ics .  Reference also 

contain hyperl inks and help you to quick ly 

navigate to related content  

Navigation > 
Arrow ‘>’ notat ion describes the f low of  

navigat ion in the appl icat ion. For example, 

the fol lowing navigat ion means “on the Left 

Panel ,  Cl ick Applicat ion  and then cl ick 

Collect ion .” 



 Left Panel > Applicat ion >Collect ion 

 

Fur ther  He lp 

In case you need further help, please cal l  +91 80 4125 5708 or send 

an email  to contact@egovernments.org 

Roles  Invo lved in  the  Sys tem 

Different roles may be involved in creating a new Trade l icence. 

Note:  Role names and their functions can be configured depending on 

the needs of your department. 

The following table describes the typical roles involved in complet ing 

the transactions in System.  

Tab le  1 :  Ro les in Processing  

Role Descript ion 

Clerk Creates Trade l icense and forwards i t  to 

next level for val idation 

Sani tary Inspector  Approves the l icense and sends i t  to 

Commissioner/Approving Authori ty 

Col lect ion Operator Col lects the payment and creates the 

receipt,  and gives i t  to customer 

Commissioner/Approving 

Authori ty 

Approved the l icense 

  



S ign ing in to the  Sys tem 

You need to sign in before you can start using the system. 

To sign in: 

1. Enter the correct URL in the internet browser. The Sign in  

page appears,  as shown in Figure 1 .  

Figure  1 :  Sign ing in to  NTRS 

 

2. Enter username, password and cl ick Sign in .  

Home Sc reen 

After signing into the system, the Home screen of  Trade l incense 

appears, as shown in the Error! Reference source not found. . 



Figure  2 :  Home Sc reen  

Worklist Drafts NotificationsTop Panel

Left Panel Right Panel

 



Transactions 

Create  New L icense 

A permission letter ( i.e. l icense cert i f icate) issued by the ULB to an 

individual to carry out a trade in the said premises. 

To Create New License ,  perform the fol lowing steps:  

1. Open Create New License  screen, using the fol lowing 

navigat ion 

Left Panel  > Applications > Trade License > Transactions >  

Create New License 

A Create New License  page appears, as shown in Figure 3 

Figure  3 :  Create  New  License  

 



2. Enter detai ls in the Create New License screen as described in  

Error! Reference source not found. . 

 

Trade Owner Detai ls 

Trade Owner Name Enter Owner’s Name  

Father/Spouse Name Enter Father /Spouse Name  

Mobile Number Enter Mobile Number  

Email  Id Enter Email Id  of  Appl icant  

Trade Owner Address Enter  Address of  the Owner 

 Trade Location Detai ls 

Property Assessment No. Enter Property Assessment No.  

Local i ty Select Locality  f rom l ist 

Ward Select Revenue Ward  from List 

Elect ion Ward Select Elect ion  Ward  from List 

Address Enter Address  

Trade Detai ls 

Trade Ti tle Enter Ti t le for  Trade  

Trade Type Select Trade Type  f rom l ist 

Trade category Select Trade category f rom the l ist 

Trade sub-category Select Trade sub-category  f rom the 

l ist 



UOM Displays unit of measurement  

Trade Measurement Enter Measurement of Trade Premises  

Remarks Enter Remarks  of  Trade Detai ls 

Trade Commencement 

Date 

Enter Trade Date of commencement  

Processing Detai ls 

Remarks Remarks 

Approval Detai ls 

Approver Department Select Approver Department  f rom l ist 

Approver Designation Select Approver Designation  f rom l ist 

Approver Select Approver  f rom l ist 

Approver Remark Enter Remarks of the Approver 

L i cense Renewal   

A permission let ter ( i.e. l icense cert i f icate) issued by the ULB to an 

individual for renewal of an already registered trade in the said 

premises for another one more year.  

To Renew a License ,  perform the fol lowing steps: 

1. Open Search Trade License  screen, using the following 

navigation 

Left Panel  > Applications > Trade License > Transactions >  

Create New License 



A Search Trade License  page appears, as shown in the fol lowing 

Figure :  

 

In Action Drop down, Select Renew License  Option.   I t  wi l l  

open the detai ls of  the t rade.   

The following values can be updated before proceeding for 

renewal :   

� Local i ty  

� Elect ion Ward  

� Revenue Ward  

� Trade Category & Subcategory  

� Measurement of  the premises  

Enter Remarks and cl ick on Save.  Appl icat ion for Renew of  

Trade License wi l l  be created.  At this stage, License Fee 

wil l  again be re-calculated based on the Parameters, if  

updated.   



 

 

Closu re  o f  T rade L i cense   

Closing of  an already registered trade in the said premises.  

To Close a License ,  perform the fol lowing steps:  

1. Open Search Trade License  screen, using the following 

navigation 

Left Panel  > Applications > Trade License > Transactions >  

Create New License 

A Search Trade License  page appears, as shown in fol lowing Figure :  



 

In Action Drop down, Select Closure  Option.  I t  wi l l  open the 

detai ls of  the trade.  Enter Remarks and cl ick on Save.  Appl icat ion 

for Clousre of  Trade License wil l  be created. 

 

 



Search 

Search  T rade L i cense 

You can search for a License by f i l ter ing through the l ist of records in 

the system. You can search using the fol lowing categories:  

a) Appl icat ion Number 

b) License Number  

c) Appl icat ion Type  

d) Appl icat ion Status  

e) Trade Category 

f ) Trade Sub Category 

g) Trade Type  

h) Old License No. 

i)  Trade Title  

j )  Trade Owner Name 

k) Assessment No.  

l )  Mobile No.  

To Search License ,  perform the fol lowing steps:  

1. Open a Search License  screen, by using the fol lowing 

navigation.  

Left Panel  > Applications > Trade License > Search > 

Search Trade License  



A Search License  screen appears, as shown in Figure 4. 

Figure  4 :  Search L icense 

 

2. Search License  by entering any of  the following detai ls and 

then cl ick Search .  

a) Enter Application Number  f rom the l ist provided 

b) Enter License Number  

c) Select Trade Category and Trade Sub-Category f rom the options 

provided  

d) Enter Trade Title  

e) Enter Trade Owner Name  

f ) Enter Property Assessment No   



g) Enter Mobile Number  

h) Select Application Type and Application Status  from the options 

provided  

i)  Enter Trade Type   

j )  Enter Old License No.   

The Search License  result  page appears, as shown in  

Figure 5. 

Figure  5 :  Search L icense Resul t  

 

  



Masters 

Category   

To view the Category options,  

1. Cl ick Category  on Masters  pane, as shown in 

A Category  pane appears, as shown in 

 

Creating License Category 

To Create License Category ,  perform the fol lowing steps:  

1. Open Create License Category  screen, using the fol lowing 

navigation.  

Left Panel  > Applications > Trade License > Masters > 

Category > Create License Category 

A Create License Category page appears,  as shown in 



 

2. Enter Name in the Create License Category screen, code wi l l  be 

generated by the system itself  automat ical ly. 

3. Click Save 

Create License Category Save Screen  appear,  as shown 

 

Update License Category 

To Update License Category ,  perform the fol lowing steps:  

1. Open Update License Category  screen, using the fol lowing 

navigation 

Left Panel  > Applications > Trade License > Masters > 

Category > Update License Category 

A Update License Category page appears, as shown in 



 

2. Select Category name from the l ist provided and then Click 

Modify  

Update License Category  screen appears, as shown 

 

View License Category 

To View License Category ,  perform the fol lowing steps:  

1. Open View License Category  screen, using the fol lowing 

navigation 

Left Panel  > Applications > Trade License > Masters > 

Category > View License Category 

A View License Category page appears, as shown in 



 

2. Select Category name from the l ist provided and then Click 

View  

View License Category  screen appears,  as shown 

 

SubCa tegory  

Create License SubCategory 

Create License SubCategory is used to create new Trade License in 

the system. 

To open Create License SubCategory 

1. Open Create License SubCategory  by using the fol lowing 

navigation.  



Left Panel  > Applicat ions > Trade License > Masters > 

SubCategory > Create License SubCategory 

2. Enter the new Trade License SubCategory detai ls, as 

described in the fol lowing table 

Create License Subcategory Detai ls 

Category Select relevant type of  category 

Name Enter name for the new License 

SubCategory 

SubCategory Mapping Detai ls 

Fee Type Select relevant Fee Type 

Rate Type Select any Rate Type  

UOM Select the UOM  

3. Cl ick Save . 

SubCategory has been saved successful ly message appears with the 

generated Code and you can see the created SubCategory in the View 

License SubCategory option 

 



 

 

Modify License SubCategory 

ModifyLicense SubCategory is used to modi fy the exist ing detai ls of  

Created Trade License in the system. 

To openModifyLicense SubCategory 

1. Open Modify License SubCategory  by using the fol lowing 

navigation.  

Left Panel  > Applications > Trade License > Masters > Sub 

Category > Modi fy License SubCategory 

Modify License SubCategory page appears. 



 

2. Select the SubCategory and Cl ick Modify  

Modify License SubCategory page appears, as shown inError! 

Reference source not found.  

3. Select any f ield to modify 

4. Cl ick Save . 

SubCategory has been Updated Successful ly message 

appears,  you can see the Modif ied License SubCategory 

detai ls in the View License SubCategory option 

 

 

View License SubCategory 

View License SubCategory gives l ist of  al l  the Trade Licenses 

registered in the system 



To openView License SubCategory: 

5. Open View License SubCategory  by using the fol lowing 

navigation 

Left Panel  > Applications >Trade License > Masters > Sub 

Category >View License SubCategory 

View License SubCategory  page appears, as shown in Error! 

Reference source not found.  

 

 

Un i t  Of  Measurement Opt ion  

To view the Unit Of Measurement options,  

1. Cl ick Unit Of Measurement  on Masters pane, as shown in 

A Unit Of Measurement  pane appears, as shown in 



 

Create Unit Of Measurement 

To Create Unit Of Measurement ,  perform the fol lowing steps: 

1. Open Create Unit Of Measurement  screen, using the fol lowing 

navigation.  

Left Panel  > Applications > Trade License > Masters > Unit 

of Measurement > Create Uni t Of Measurement  

A Create Unit Of Measurement  page appears, as shown in 

 

2. Enter Name in the Create Unit Of Measurement screen, code wil l  

be generated by the system itself  automat ical ly. 

3. Cl ick Save 

 

Modifying Unit Of Measurement 

To Modify Unit Of Measurement ,  perform the fol lowing steps: 



1. Open Modify Unit Of Measurement  screen, using the fol lowing 

navigation 

Left Panel  > Applications > Trade License > Masters > Unit 

Of Measurement > Modify Unit Of Measurement 

A Modify Unit Of Measurement page appears,  as shown in 

 

2. Select Unit Of Measurement  f rom the l ist provided and then 

Click Modify 

Modify Unit Of Measurement  screen appears, as shown 

 

View Unit Of Measurement 

To View  Unit Of Measurement ,  perform the following steps:  

1. Open View Unit Of Measurement  screen, using the fol lowing 

navigation 

Left Panel  > Applications > Trade License > Masters > Unit 

Of Measurement > View Uni t Of Measurement 



A View Unit Of Measurement  page appears, as shown in 

 

2. Select Unit Of Measurement  f rom the l ist provided and then 

Click View 

View Unit Of Measurement  screen appears, as shown 

 

  



Fee Mat r i x  

Create License Fee Matrix 

Create License FeeMatrix is used to create new FeeMatrix License in 

the system. 

To open Fee Matr ix 

1. Open Create License Fee Matrix  by using the fol lowing 

navigation.  

Left Panel  > Applications> Trade License > Masters > Fee 

Matr ix > Create License Fee Matr ix 

Fee Matrix  page appears, as shown inError! Reference source 

not found.  

 



2. Enter the new Trade License detai ls, as described in the 

fol lowing table 

Create New Fee Matr ix Detai ls 

Trade Type By default  this f ield is displayed 

Applicat ion Type By default  this f ield is displayed  

License Category Select relevant type of  Category 

Sub Category Select Sub Category from the l ist 

Fee Type Select the Fee type 

Uni t Of Measurement On select ing fee type UOM type is 

dispayed automatical ly 

Rate Type On select ing fee type Rate type is 

displayed automatical ly 

Effect ive Financial 

Year 

Select relevant Year 

Effect ive From* Fee Matr ix - Val idi ty From Date 

Effect ive To* Fee Matr ix - Val idi ty To Date 

From Range From Range value for this 

Combination 

To Range To Range value for this 

Combination 

License Fee License Fee 

3. Cl ick Save . 

4. Enter UOM To and Amount, Cl ick Save and Click Add Row 

to Add more Fee Matr ix Detai ls. 



Detai ls saved successful ly message appears.  

 

 

 

 

L icense Va l id i ty  

Create License Validity 

Create License Val idi ty is used to create new License in the system. 

To open Create License Validi ty  

1. Open Create License Validity  by using the fol lowing navigation.  

Left Panel  > Applications > Trade License > Masters > 

License Val idi ty > Create License Validi ty  

Create License Validity page appears, as shown in Error! 

Reference source not found.  



  

2. Create License Validity  by entering the fol lowing detai ls.  

Select Trade Type  f rom the l ist provided 

Select License Category from the list  

Enter Days  and Weeks  

Enter Months  and Years  

3. Click Create  

A License Validity  page appears,  as shown in Error! Reference 

source not found. 

License Validi ty has been created successful ly message appears, you 

can see the Created License Validi ty detai ls in the View License 

val idi ty option 



 

L icense Pena l ty  Ra tes  

Create Penalty Rate 

Create Penalty Rate is used to create Penalty Rates for Trade 

Licenses.  Based on this,  penal ty wi l l  be calculated.  

To open Create Penalty Rate  

1. Open Create Penalty Rate  by using the fol lowing navigation.  

Left Panel  > Applications > Trade License > Masters > 

License Penal ty Rates > Create Penalty Rate  

 

View Penalty Rate 

View Penalty Rate shows the Penalty Rates conf igured.  

To open View Penalty Rate  

1. Open View Penalty Rate  by using the fol lowing navigation.  

Left Panel  > Applications > Trade License > Masters > 

License Penal ty Rates > View Penalty Rate  



 

 

  



Reports 

Repor t  Opt ions 

To view the Report options,  

1. Cl ick Reports  pane, a Reports  pane appears, as shown in 

 

Yearw ise  DCB Repor t  

To generate Yearwise DCB Report ,  go through the fol lowing navigation: 

Left Panel  > Applications > Trade License > Reports > 

Yearwise DCB Report 

A Yearwise DCB Report page appears, as shown below :  



 

1.  Yearwise DCB report gives License wise abstract of  

Demand, Collect ion & Balance upto a part icular year.  

2.  This can be dri l led down to get a part icular Trade License 

detai ls.  

3.  Yearwise DCB can be generated for one License or for al l  

Act ive Licenses for a Financial/ Instal lment Year.  

4.  Af ter select ing/entering the required parameters, cl ick 

Search to generate the report.   Report wi l l  look l ike this :   

 



DCB Repor t  

To generate DCB Report ,  go through the fol lowing navigation: 

Left Panel  > Applications > Trade License > Reports > DCB 

Report 

A DCB Report page appears, as shown below :  

 

1.  Yearwise DCB report gives License wise abstract of  

Demand, Collect ion & Balance upto a part icular year.  

2.  This can be dri l led down to get a part icular Trade License 

detai ls.   

3.  Yearwise DCB can be generated for one License or for al l  

Act ive Licenses or for a part icular/al l  Revenue/Elect ion 

Ward as on date.  

4.  Af ter select ing/entering the required parameters, cl ick 

Search to generate the report.   Report wi l l  look l ike this : 



 
 

Base Reg is te r  Repor t  

To generate Base Register Report ,  go through the fol lowing navigation: 

Left Panel  > Applications > Trade License > Reports > Base 

Register Report 

A Base Register Report page appears, as shown below :  

 



1. Base Register report gives the fol lowing License wise 

information including arrear and current dues pending, i f  

any :  

a.  License No.  

b.  Old License No.  

c. Trade Title  

d.  Category  

e.  Sub Category  

f . Trade Owner  

g.  Owner Mobi le No.  

h.  PT Assessment No.  

i .  Revenue Ward  

j .  Elect ion Ward  

k. Local i ty  

l .  Trade Address  

m. Commencement Date  

n.  Status  

o.  Uni t of  Measurement  

p.  Uni t Value  

q.  Rate  

r .  Due Detai ls of   

i .  License Fee [Arrears] 

i i . Penal ty [Arrears]  

i i i . License Fee [Current ] 

iv. Penal ty [Currnet]  

2.  This can be dri l led down to get a part icular Trade License 

detai ls.   

3.  Base Register Report can be generated for any or al l  of  

the fol lowing :  

a.  Category  

b.  SubCategory  

c. Appl icat ion Status  

d.  Revenue Ward  

e.  Elect ion Ward  



f . Options [Al l  or defaulters]   

4.  Af ter select ing the required parameters, cl ick Search to 

generate the report.   Report wi l l  look l ike this : 

 

 

 

Dai l y  Co l lec t ion  Repor t  

To generate Daily Collection Report ,  go through the fol lowing navigation:  

Left Panel  > Applications > Trade License > Reports > Daily 

Col lect ion Report 

A Daily Collection Report page appears, as shown below :  

 

1.  Dai ly Col lect ion report gives the fol lowing Col lect ion  

information :  



a. Receipt No.  

b.  Receipt Date  

c. License No./Appl icat ion No.  

d.  Owner Name  

e.  Ward  

f . Paid At   

g.  Payment Mode  

h.  Status  

i .  Paid From  

j .  Paid To  

k. Arrears  

l .  Current  

m. Penal ty  

n.  Col lect ion   

2.  Dai ly Col lect ion Report can be generated for any or al l  of  

the fol lowing :  

a.  From Date*  

b.  To Date*  

c. Col lect ion Operator  

d.  Receipt Status  

e.  Ward   

3.  Af ter select ing the required parameters, cl ick Search to 

generate the report.   Report wi l l  look l ike this : 

 



 

 


