




TRADE CERTIFICATE MODULE IN VAHAN 





SELECT ONLINE SERVICES  

 



SELECT TRADE CERTIFICATE 

 



NOW THE DEALER CAN APPLY FOR FRESH 
/RENEWAL/ADDITIONAL/DUPLICATE TC 

 



APPLICATION FOR NEW TRADE CERTIFICATE 
Login with Mobile number and Email id  

 



Enter Dealer name and address 



Select RTO and enter Vehicle Category and 
Manufacturer name and Number of trade 
certificate required(Number of Vehicles) 

 



 



Save basic details of application 



Total Fee to  be paid with service charge is  
displayed as per number of trade certificate 

requested. Payment through online 





E-Fee Receipt can be printed 



Application form for Trade certificate 
can be printed 





Documents can be uploaded using 
DMS Document upload 



Enter Application code and Application 
number as in the E-Fee Receipt 



Generate and Enter OTP 



Upload documents 



The files with the following exact 
filename shall be ready to upload 

• FILE NAME                       DESCRIPTION 

• DOCUMENT-A         Identity proof of applicant 

• DOCUMENT-B         Constitution of the firm 

• DOCUMENT-C         Appointment as  authorised dealer, 

                                              Letter of intent 

• DOCUMENT-D         Undertaking of delivering only regd 

                                               vehicles and compliance of Rule 33to43 

• DOCUMENT-F          Status of ownership of business  

                                        premises with documentary proof 

• DOCUMENT-L          GSTIN,CGST proof 

• DOCUMENT-M       Photograph of showroom and workshop 

 



• Accepted file name 
• DOCUMENT-A,DOCUMENT-B,DOCUMENT-C 

DOCUMENT-D,DOCUMENT-F,DOCUMENT-L, 
DOCUMENT-M 

 
• Accepted format only 

• .png , .jpg, .jpeg, .pdf 
 
• Accepted file size 
    Maximum file size upto 200 kb per page 



Select Choose File to upload each file and select SUBMIT 





Documents can be viewed and it can be moidified.  



Submit the documents 
 Hardcopy of documents shall be submited to the RT Office 



 

• SUBMISSION OF APPLICATION FOR FRESH 
TRADE CERTIFICATE IS OVER 

 

• NOW THE APPLICATION IS PENDING AT 
RTOFFICE FOR PROCESSING 



Click the Receive button to scrutiny 













 







Save received application and  forward  
the  file to next seat for verification 



Select Verify to verify the  application 



Select Hardcopy physically received 



Open uploaded documents, View and  
Tick to verify documents 



Save and forward the file for approval 



Select Approve to approve the 
application by approving officer(RTO) 



select Hardcopy physically received 



Open Uploaded  documents ,View and Tick  
the approved  button to approve  documents 



Save the file  and approve the  Trade 
certificate file 





The approved trade certificate  can be  printed 
by using the Action Print-Trade Certificate 

 



Select by Application no/ Trade certificate 
no/Pending TC  and print the new trade certificate 



If more than one tc is applied,all the 
tc will be printed with serial no 



The new dealer is active after the Dealer 
Admin user is created and role is assigned by 

RTO admin. New dealer is shown in Dealer 
Master 

 



Create new dealer admin using action 
create /modify user 



Assign Role to  the Dealer Admin  





Now Dealer can Login as admin and 
change password 



Create a new dealer staff user by dealer  admin for 
forwarding the application of temperory and 

permanent registration of new vehicles 

 







New Dealer staff can login with userid  
and password 

• Application for new registration can be 
created by dealer staff using the action Entry 
New-Registration.  

 

• After cart payment and documents is 
uploaded ,the application will be pending at 
concerned office for number allotment and 
further processing. 



• For Renewal/Additional/Duplicate of 
Existing Trade Certificate, Backlog the 
details of Trade certificate and a trade 
certificate slip can be printed 

• Then the dealer can apply for the 
service of addition/renewal/duplicate 



 



Login backlog Trade Certificate with 
active vahan userid of RTO staff 



 



Using Backlog Tradecertificte  
Management menu,Entry,Verify and 

apporove the backlog 







Save the existing trade certificate 



Verify backlog from pendinglist 



Approve backlog from pendinglist 



Now backlog entry slip can be printed 



Dealer can apply for 
additional/renewal/duplicate 

 



Renewal of Trade Certificate 





Duplicate Trade Certificate 
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