FIRM ONLINE REGISTRATION — NEW FLOW

1. In Home Page click on Registration --> User Registration to create New Login for Firm.
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2. Create a new login for Firm by choosing “User Type” as “Firm Registration” and give
Username and Password for Firm to Login.
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All fields marked with * are mandato
Create your account v

Note:

1.You must avail any one of Registered User's Services within 7 days from the date of creation of user profile(New Users). Otherwise, your user id
will be deactivated automatically

2. You must avail any one of Registered User's Services every 3 months from the date of last activity (Existing Users). Otherwise, your user id will be
deactivated automatically

Login Details
User Type *

| Firm Registration v| Password Hint:

¢ Password Should be Minimum 10 characters.

User Name* Password should have at least 1 lower case(a-z).
test_firm | Password should have at least 1 number(0-9).
Password should have at least 1 special character out of these acceptable
Password® characters ($&(),@[] *_{}~£).

+ Password Shouid be Maxmimum 20 characters.
I A password may contain a space but this cannot be at the start or the end.

Please do not use any other special characters not included on this list,

{for example, ! % or +) and also please make sure you don't accidentally

*’ Accepted
leave a space at the beginning, or end of the password.

Confirm Password™

— |




3. Enter Firm name, E-mail address, Mobile number and other details under “Personal
Details” and Firm address under “Address Details”.

Personal Details
Salutation * Email Address *
Mr. v XXX@yyy.com
First Name * Confirm Email Address *
Test xXxx@yyy.com
Middle Name Date Of Birth *
Middle Name 26 v January v 1995 ~
Last Name Mobile No.*
Firm 9988776654
Gender * Phone No.
Male v Phone No
Identification Type” Identification No.*
Ration Card v 2 I
Address
State” Door/Flat No.* -

4. After entering all the Required Details, enter the Captcha and click on “Complete
Registration”. On clicking on Complete Registration, an Activation Link will be sent to the
given E-MAIL address.

5. Open the E-mail and click on Activation Link to activate the Firm Credentials to Login in
Portal.

6. After Activating the Link, enter the same Username and Password (See step 2) in Portal to
Login to Firm.

7. After Login, click on Registration --> Firm Registration --> Apply to Apply for New Firm.
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8. Enter the Firm Name, Date of Formation, Address Details. Also add minimum Two
Members and One Witness. After entering all the Required Details click on “Save” and the
Firm Application will be created.

9. Now go to Registration --> Firm Registration --> Search Request. Three Options will be
displayed.

i) Print
ii) Pay

iii) Upload Application
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Home > Registration > Firm Registration > Search Request

Request List

Status Created Date

| | - Select - v| ‘

| One item found.
1

Select: Application No. Request | Registration | Created | Approval | Status Uploaded| | Scan Payment Remarks
Type Number Date Date Application | Copy | Pending/Completed

@  TPFA/ChennaiSouth/1282/2020  Firm 05-May- Application  View
N Registration 2020 Created

Payment Pending




10.“Form |” has to be Uploaded first before Payment. Click on the Radio Button and then
click on “Upload Application” button to upload “Form I”.

Home > Registration > Firm Registration > Search Request -

Upload Application

Document For *

- Select - v

- Select -

Choose File | No file chosen JUVGELILETIE T

Note
1 Maximum 1 Attachment of 1MB allowed (Only PDF are zllowed)
2Kindly do not upload Corrupted file. Check whether you are able to open uploaded file or not.

-

11. After Adding Form | click on Submit button.

12. Now complete the Payment by clicking on “Pay” button.
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Home = Registration > Firm Registration > Search Request

Request List

Application No. Status Created Date

| | - Select - vi |

m

: One item found.

1 :
Selec Application No. Request Registration | Created | Approval Uploaded Scan Payment Remarks
Type Number Date Date Applicafi opy Pending/Completed

1
@  TPFAIChennaiSouth/1282/2020  Fim 05-May- Application  View Payment Pending

Registration 2020 Created

Tint E Upload Application




Process Flow Chart
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