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Introduction

Work flow management for property registration process includes brief entry by
citizens, which includes property valuation and stamp duty calculation, appointment
for registration, verification at Sub Registrar Office (SRO), payment acceptance,
capturing photo and thumb impression, generation of registration certificate, scanning,
uploading and monitoring registered documents. Most important online search of
properties.

Purpose

The main purpose of this user manual is to guide the user in detail on how to initiate the
registration process in the application by filling in the relevant details in the prescribed
form and submitting relevant document. It further explains the key steps of completing
the registration formalities at the Sub-Registrar office.

You Can Enter data relating to registration of your document prior to visiting the Sub-
Registrar’s Office. This ensures correctness of data in Registration as well as saves time
taken for data entry at Registration office, thus expediting registration process.

Online application of Property Registration from your home ,office, Cyber cafe etc. After
verifying the data entered, take the printout, sign it and then present it before concerned
Sub-Registrar at the time of Registration.

Using the Online Property Registration Process, registration application is directly
imported to the registration office .

Hence, please ensure that data entry is completed & correct in all respects.

Benefits of Online Property Registration

« Registration from anywhere any time.

«Correctness and completeness of data remains in your control.
*The registration process takes lesser time.

References
e Software Requirement Specification (SRS) document
e Registration Act 1908
e The Indian Stamp Duty Act 1899
e Documents/ Reports from the user

Contact

Stamps and Registration Department
Government of Uttar Pradesh

2nd Floor Vishwas complex Vishwas Khand -3
Gomti Nagar Lucknow, 226010
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Functional buttons
ADD (9d2r #Y) — General use of “ADD” is allowed to insert data in the fields. “Save” has

to be pressed after completing entry in the form. Adding data to the form will not be

allowed unless ADD is pressed first.

UPDATE (®21¢5eT &) — This button is used if the entered details are required to be

updated or modified. The form has selection box to identify the record / row to be
modified. “Update” has to be pressed after modifications are carried out in the data of

the form.

PREVIEW (qgﬁﬂﬂm' #7{) — This button is used if the entered details are required to be

review before final save into database. Generally, confirmation is asked when such

operation is carried out.

SAVE ({l}f?ﬁl’ #Y) — For all the updates (add, modify, delete) to be recorded in the

database it is necessary to press “Save”.

PAYMENT (8{7TciTsT #1) - This button is used to allow payment.

CANCEL (a9 S13) —To go to previous form if “Save” was pressed before “Cancel” the

changes made would already be recorded.

PRINT (f9#<) — This option is used to take hard copy printout.

EXIT (a18¥ S13) — Come out of the selected functionality use “Exit”.

Stamps & Registration Department, Government of Uttar Pradesh



Property Registration Process

Registration Initiation: The registration initiation can take place in one of the following
three ways:

~

e Go to https://igrsup.gov.in website and click on "3TTdge &{"
option under " FITcd FoilehioT ",

e Read the instruction before filling the application form carefully

J

~

e After completing all the details (Buyer Name, Seller
Name,Witnesses, Property details etc.) take the print out.

e Physically present in Sub Registrar Office(SRO) with application
printout and all necessary documents.

J

e After checking of documents by SRO the registration process \
begins.

e At Sub Registrar Office Photo,Thumb impression of all Parties
and witnesses is being captured.

e Now Registration Process is completed and you will get the
original document after signing by concerned SUB REGISTRAR.

e SRO scannes and upload the registered document. /

Stamps & Registration Department, Government of Uttar Pradesh
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This is the home screen of stamp & registration department of Uttar Pradesh. click on

"3{Tdcs] " option under " TFTfcd Tt oT "

Desktop View:

>>>>>>
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To fill the new application select 37Td&a &Y option under 9fcd ToilehUT,
From this page user can start filling application. Start new entry or Modify Old entry
through gJlerdr olifalet.

For New Entry

1)Select District,Tehsil ,Sub Registrar Office.

2)Enter Password

Note: Password length must be minimum 8 characters. Password Must contain at least
one (capital letter, small letter, special character and digit) e.g.abcdAog@

3)Enter Confirm Password.

4)Enter Captcha.

5) Click on “Next”.

For already filled application login through SedT @TfaleT option.

Modify Entry

1)Enter Pre Generated Application Id.

2)Enter previously created password.

3)Enter Captcha.

4)Click on “Enter button”.

On submission of the application, a unique application id would be issued, which may

be referred by the applicant for any references in future

Stamps & Registration Department, Government of Uttar Pradesh
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After selecting the option “3agsT #” link , User Login page will open
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After creating login Online property registration Form screen will be displayed. This
form used to file an online property registration.

1) Selection of nature of document(Select the relevant Deed Category from different
options available in the drop-down) .

The drop-down options for the Deed Type will change based on the “Deed” selected in

the earlier option. Select the Deed and type carefully, based on your requirement.

2)Enter deed presenter name in Hind and English and mobile no.
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The following screen display to fill property details .
Select the mandatory fields from drop downs.

1) Select the relevant tehsil of the district.

2) Select the Area type, Rural or Urban.

3)Select Sub Area type of the tehsils.

4) Select the Ward / 939TeT from the sub area type already selected.

5) Select the #Algeem / AH under the Ward/ Pargana selected.

6) Select the property type from Plot / Building / Agriculture Land.

7) Based on property type selection, relevant details of property type gets inserted.

For details on the relevant options, Property Valuation.

8) Select the type of Building and then click on the Next button.

9) Select the type of property and then click on the Next button.

10) Enter details of the independent building by filling the residential area and total
area.

11) Select the applicable sub-clause, if any, related to the property under consideration.

Also, based on the selection of Deed and the other details filled, software will auto

calculate the applicable Stamp Duties and Registration fees.

Stamps & Registration Department, Government of Uttar Pradesh
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The following screen will be displayed when property details filled successfully.
Fill all the details and Save it.select "H2TesT &" button to edit property details.

Multiple Properties can be added .For adding more property, select from "&&qfca &l

ge" Add More Property button.Or Click on"31eT §¢" the Next button to proceed.

Stamps & Registration Department, Government of Uttar Pradesh
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Now

the user needs to enter the details of the parties with their roles like Buyer or seller etc .

Multiple Parties can be added
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After adding mandatory documents, user has to proceed to add details of other parties
involved in the transaction and two witnesses.
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After adding all parties and witnesses, summary of parties will be shown. Select "&2ITere

" edit button to edit or delete button to remove as per requirement.
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In order to view the details filled in the form click on "g\aﬁa’lm" then different tab of
property details, other property details, party details. Check the entered data.
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Property registration party details

If everything accurate then user should click on the "37TdcsT 9= & T27d" tab.
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Select "el@T3 13" button to prepare the deed document and then select save
button.
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Enter no of pages and name of document presenter then click save button to final
submit.

Save button is enable only after preparing deed document.
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Select payment service type E-stamp, stamp, E-payment.
select user consent.

select save button to proceed.
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This is a confirmation page. User should enter displayed captcha and confirm that
everything is correct by clicking the save button to save the process. Whenever the user
clicks on the save button following screen will be displayed.
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Enter Captcha

Take a Print out of application and visit sub registrar office in working days
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Sub Registrar Office (SRO)

The registration process shall be completed at the Sub Registrar Office (SRO). The
activities at Sub Registrar Office (SRO) shall be carried out in steps, by two user roles
1.0Operator 2.Sub Registrar.

The following shall be the steps:
1. Verification of entered details and capturing thumb and photo
2. Completion of the process

Two different roles, operator and sub registrar shall carry out the activities in above
defined stages.

operator role is viewing of details filled during Registration Initiation like : - Deed
Details, Party Details, Property Details, E-stamp Code Details and Photograph Capture :
-Photographs of Parties and Witness

Stamps & Registration Department, Government of Uttar Pradesh
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Once registration application is done, the user uses application ID for reference. User
can use the same ID to book a time slot in the application, based on convenience, when
he/she can visit the Sub-Registrar office to complete the registration process.

For completion registration Login as operator
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After successful login the following screen will be displayed .Select " 37TdesT faa<or" or
"festieh & HTER 3rdee faawor " link.
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All details filled in during Registration application are checked
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Photographs and thumbs of all parties are captured and details of the Witnesses are

added
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Final Confirmation screen :- application forwarded to SRO level to complete registration
process
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Note: As the operator process is completed, the corresponding entry (application id) is
removed from application list queue and entered into SRO level application list queue.

Stamps & Registration Department, Government of Uttar Pradesh



A

?

The registration process shall be completed at the Sub Registrar Office (SRO).

Sub Registrar role is Viewing the details filled during Registration application

like, Deed Details, Party Details, Property Details, stamp Details, Payment of the
Registration Fee etc

SRO should confirm that everything is correct by clicking the save button and then for
registration "tiT-rﬁE(I:H %Y "otherwise click on the button to cancel the process
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After successful login the following screen will be displayed .Select " 3iTdcsT faavor
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select " 37TdcaT TafaToT" application detail list option under " §#9fcd Tailehior "
click on "t@aa’lm " to view full filled application form of corresponding application id

Stamps & Registration Department, Government of Uttar Pradesh



= 3 i S, patgalt
201800914001211 | BT | &= | [ 1le \

[ Preview

Stamps & Registration Department, Government of Uttar Pradesh



= 22 | -

Sy

Registration Completion process preview to check all details filled in application form
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Final Confirmation screen with print pin and print final Document options
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Cash receipt is generated
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Note: All the data displayed in the all images are assumed and dummy. They don't have
any subject with real data. Please the feel proper data in application.
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