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FLOW CHART SHOWING THE PROCEDURE FOR APPLICATION, VERIFICATION AND ENROLMENT OF GSTP FROM 

CENTRAL PORTAL www.gst.gov.in TO STATE PORTAL www.gst.kar.nic.in/gstpro  

 

http://www.gst.gov.in/
http://www.gst.kar.nic.in/gstpr
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(1) THE PROCEDURE FOR ENROLMENT OF GOODS AND SERVICES TAX 

PRACTITIONER. 

 

(a) The qualified applicants shall apply on line in the Common Portal in www.gst.gov.in by 

filing all the relevant information and documents sought therein. 

 

(b) The completed applications are received through API (Application Program Interface) to 

the NIC server in www.gst.kar.nic.in/gstpro from the Central Portal. 

 

(c) The Authorised Officer authorised by the Government is the authority to approve or 

reject the applications after making enquiry as it considers necessary. 

 

(d) The Additional Commissioner of Commercial Taxes (Revision & Recovery), office of 

the Commissioner of Commercial Taxes (Karnataka), Gandhinagar, Bengaluru, is the 

duly Authorised Officer, as per the notification No. KGST.CR.45/17-18 dated 

17.08.2017. 

 

(e) The Authorised Officer shall cause verification of the information such as identity proof, 

primary address and qualification proof and any other, furnished by the applicants in 

their applications, through the jurisdictional Divisional Joint Commissioner of 

Commercial Taxes (hereinafter referred as JCCT-DGSTO). 

 

(f) The JCCT-DGSTO, on receipt of the application from the Authorised Officer, shall issue 

an Endorsement, electronically through email, to the applicant calling him to appear in 

his office within seven days from the date of the mail sent, for verification of the 

documents uploaded in the Common Portal with that of the originals to ascertain the 

genuineness of the same.   

 

(g) The Jurisdictional JCCT may further, if in his opinion feels if it necessary to do so, 

can cause, verification of the professional address furnished by the applicant, by 

forwarding the application to the respective jurisdictional Local GST Offices for 

conducting physical verification of the same.  

 

http://www.gst.gov.in/
http://www.gst.kar.nic.in/gstpro
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(h) The Assistant Commissioner of Commercial Taxes heading the Local GST Office 

(hereinafter referred as ACCT-LGSTO) or the Commercial Tax Officers heading the 

Sub GST Office (hereinafter referred as CTO-SGSTO), on receipt of the applications, 

can conduct verification through the Commercial Tax Inspector (CTI) of the office and 

submit a Field Report to the JCCT-DGSTO within seven days from the date of the 

receipt of the application in his inbox. 

 

(i) After due verification of the original documents and on receipt of the field report from 

the ACCT-LGSTO or CTO-SGSTO, the JCCT-DGSTO shall forward Verification 

Report along with the Field Report (wherever it is applicable) to the Authorised 

Officer along with his/her recommendations whether to approve or reject the application. 

 

(j) On receipt of the verification report and recommendations from the JCCT-DGSTO, the 

Authorised Officer may approve or reject the application, as the case may be, through 

his/her Digital Signature Certificate (DSC). 

 

(k) On the action taken by the Authorised Officer in the www.gst.kar.nic.in/gstpro, the result 

is forwarded to the Common Portal www.gst.gov.in and then the applicant is intimated 

through both SMS (Short Message Service) to his mobile number and also to his email 

ID furnished at the time of applying. 

 

(l) In case of successful enrolment, the applicant can download the enrolment certificate in 

Form GST-PCT-02 with temporary password given therein from the common portal 

www.gst.gov.in 

 

(m) In all those cases, where Enrolment Certificate in Form GST PCT 02 is issued to the 

GSTP, he shall remain enrolled until he passes such examination conducted at such 

periods and by such authority as may be notified by the Commissioner on the 

recommendations of the Council.  

 

(n) Provided further that no person to whom the provisions of clause (b) of sub-rule (1) of 

Rule 83 of the KGST Rule 2017 apply shall be eligible to remain enrolled unless he 

passes the said examination within a period of one year from the appointed date.  

 

http://www.gst.kar.nic.in/gstpro
http://www.gst.gov.in/
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USER MANUAL:  

BACKEND PROCESSING OF APPLICATIONS FOR ENROLMENT AS GSTP 

(UNDER KGST ACT & RULES 2017). 

 

2) STAGE I – AT THE LEVEL OF AUTHORISED OFFICER - ADCOM (R&R). 

 

 HOME PAGE: New Cases / Reply received from JCCT / Pending before JCCT / 

Approved. 

 

 

 

 LOG SHEET 
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 SAMPLE APPLICATION FORM  

ARN 

No.:  AA290617072795I 

Name:   HASANA 

NARAYANA 

NAGARAJA 

Type:   RTTR1 
Submitted 

on:   06/11/2017 

 Application  Log Action 

Sl. No Field Name Value Documents Status No. of 

Queries 

Raised 

1 Applicant Details     

(i) Name HASANA 

NARAYANA 

NAGARAJA 

1. View 

Document  

 

  

(ii) Father Name H S Narayana    

(iii) Gender M    

(iv) Date of Birth 09/07/1963    

(v) Mobile 9448684471    

(vi) Aadhaar Number 859398956453    

(vii) PAN ACDPN6804A    

(viii) Telephone Number 080 - 26767991    

(ix) Applicant Email nagaraja@v-

fms.com 

   

2 Primary Address     

http://gst.kar.nic.in/gstpro/Registration/ProcessFlow.aspx?applno=AA290617072795I&applty=RTTR1&design=12&presentstatus=NEW&reg_type_desc=Tax%20Practitioner&dayselapsed=18
http://gst.kar.nic.in/gstpro/Registration/ProcessFlow.aspx?applno=AA290617072795I&applty=RTTR1&design=12&presentstatus=NEW&reg_type_desc=Tax%20Practitioner&dayselapsed=18
http://gst.kar.nic.in/gstpro/Registration/ProcessFlow.aspx?applno=AA290617072795I&applty=RTTR1&design=12&presentstatus=NEW&reg_type_desc=Tax%20Practitioner&dayselapsed=18
javascript:WebForm_DoPostBackWithOptions(new%20WebForm_PostBackOptions(%22ctl00$MainContent$hlnkAA290617072795I_appdtls_RTTR1_1__jpeg5559%22,%20%22%22,%20true,%20%22%22,%20%22%22,%20false,%20true))
javascript:WebForm_DoPostBackWithOptions(new%20WebForm_PostBackOptions(%22ctl00$MainContent$hlnkAA290617072795I_appdtls_RTTR1_1__jpeg5559%22,%20%22%22,%20true,%20%22%22,%20%22%22,%20false,%20true))
http://gst.kar.nic.in/gstpro/Registration/ProcessFlow.aspx?applno=AA290617072795I&applty=RTTR1&design=12&presentstatus=NEW&reg_type_desc=Tax Practitioner&dayselapsed=18#MainContent_menuTabs_SkipLink
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(i) Address 1/A 1st Floor, 7th 

Main, 9th Cross, N 

R Colony 

Bengaluru - 

560004 

1. View 

Document  

 

  

3 Enrolment     

(i) Application Status Pending for 

Verification 

   

(ii) Mobile Number 9448684471    

(iii) Email (Enrolment) nagaraja@v-

fms.com 

   

(iv) GST Practitioner Name HASANA 

NARAYANA 

NAGARAJA 

   

4 Enrolment Sought As:     

4.1 Retired official of 

CTD/CBEC (Rule 

83(1)(a)) 

    

(i) Department Retired 

From 

    

(ii) Designation While 

Retiring 

    

(iii) Retirement Date     

4.2 Existing Sales Tax 

Practitioner or Tax 

Return Preparer (Rule 

83(1)(b)) 

    

javascript:WebForm_DoPostBackWithOptions(new%20WebForm_PostBackOptions(%22ctl00$MainContent$hlnkAA290617072795I_pfaddrs_RTTR1_1__pdf1972%22,%20%22%22,%20true,%20%22%22,%20%22%22,%20false,%20true))
javascript:WebForm_DoPostBackWithOptions(new%20WebForm_PostBackOptions(%22ctl00$MainContent$hlnkAA290617072795I_pfaddrs_RTTR1_1__pdf1972%22,%20%22%22,%20true,%20%22%22,%20%22%22,%20false,%20true))
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(i) Membership Taken Y    

(ii) Roll No     

(iii) STP Registration 

Number 

    

(iv) STP Registration Date     

(v) Registered With     

(vi) Registered State (If 

Registered with is 'S') 

    

4.3 Degree/PG Holder as per 

Rule 83(1)(c)(i) or (ii) or 

(iii) 

    

(i) Qualifying Degree ICAI Accounting 

Technician 

1. View 

Document2. 

View 

Document  

 

  

(ii) University/Institute 

Name 

Bangalore    

(iii) Year of Passing 1984    

4.4 CA/CMA/CS (Rule 

83(1)(c)(iv)) 
    

(i) Institute Name     

(ii) Membership or 

Enrolment Number 

    

(iii) Membership Type     

javascript:WebForm_DoPostBackWithOptions(new%20WebForm_PostBackOptions(%22ctl00$MainContent$hlnkAA290617072795I_gndt_RTTR1_1__pdf1972%22,%20%22%22,%20true,%20%22%22,%20%22%22,%20false,%20true))
javascript:WebForm_DoPostBackWithOptions(new%20WebForm_PostBackOptions(%22ctl00$MainContent$hlnkAA290617072795I_gndt_RTTR1_1__pdf1972%22,%20%22%22,%20true,%20%22%22,%20%22%22,%20false,%20true))
javascript:WebForm_DoPostBackWithOptions(new%20WebForm_PostBackOptions(%22ctl00$MainContent$hlnkAA290617072795I_gndt_RTTR1_2__pdf1972%22,%20%22%22,%20true,%20%22%22,%20%22%22,%20false,%20true))
javascript:WebForm_DoPostBackWithOptions(new%20WebForm_PostBackOptions(%22ctl00$MainContent$hlnkAA290617072795I_gndt_RTTR1_2__pdf1972%22,%20%22%22,%20true,%20%22%22,%20%22%22,%20false,%20true))
javascript:WebForm_DoPostBackWithOptions(new%20WebForm_PostBackOptions(%22ctl00$MainContent$hlnkAA290617072795I_gndt_RTTR1_2__pdf1972%22,%20%22%22,%20true,%20%22%22,%20%22%22,%20false,%20true))


Annexure to CCT Circular No. Adcom (R & R)/STP/CR-131/17-18 dated 22.01.2018 

GSTP – CIRCULAR CUM USER MANUAL  Page 8 of 18 
 

(iv) Date of Enrolment of 

Membership 

    

(v) Membership Valid Up 

to 

    

4.5 Lawyer at Bar Council     

(i) Bar Council Name     

(ii) Enrolment Number as 

given by Bar Council 

    

(iii) Date of Enrolment     

(iv) Enrolment valid up to     

5 Declaration Details     

(i) Applicant Name HASANA 

NARAYANA 

NAGARAJA 

   

(ii) PAN (Declaration 

Details) 

ACDPN6804A    

(iii) Declaration Date     

(iv) Sign Type EVC    

(v) Place Bengaluru    

 

 

 



Annexure to CCT Circular No. Adcom (R & R)/STP/CR-131/17-18 dated 22.01.2018 

GSTP – CIRCULAR CUM USER MANUAL  Page 9 of 18 
 

 ACTION – FORWARD TO OFFICER (JCCT-DGSTO). 

 

 

 PENDING WITH JCCT-DGSTO 
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3) STAGE II – AT THE LEVEL OF JCCT- DGSTO. 

 

 JC LOGIN / HOME SCREEN 

 

 

 

 ACTIVITY 1: MAIL ENDORSEMENT TO APPLICANT - through mail for 

verification of documents. Cross-verify the same and upload the Verification Report 

under Action > Reply to Officer. 
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 MAIL CONFIRMATION 

 

 

 

 VERIFICATION REPORT OF THE ORIGINAL DOCUMENTS 

JCCT-DGSTO 

 Verification of credentials by the Joint Commissioner of Commercial Taxes - 

Divisional Goods and Services Tax Office. 

1 O/o the DGSTO   

2 Date of Verification   

3 Name of the applicant appeared   

  Documents Verified TICK REMARKS 

4 Address of principle place of business YES / NO   

5 Address of the residence YES / NO   

6 Education qualification records YES / NO   

7 Service records YES / NO   

8 Previous STP or TRP certificates YES / NO   

9 Professional records YES / NO   

10 In case of partnership firm, partners details such 

as names, PAN, Aadhar, Mobile Number, Email 

Address and address 

YES / NO   
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11 In case of company - details of directors similar to 

above 

YES / NO   

12 Is site visit to the address flagged? YES / NO   

13 If yes, then report of the ACCT - LGSTO 

verified? 

YES / NO   

14 REMARKS BY THE JCCT - DGSTO     

    

 The uploaded documents are to be cross verified with the original documents and any 

other documents which the JCCT deems fit to ascertain the genuineness of the applicant. 

 

 SUBMIT TO OFFICER – DOCUMENTS VERIFICATION REPORT 
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 ACTIVITY 2: FORWARD APPLICATION TO LGSTO/SGSTO - for 

verification of the address of the profession furnished.  

 

 

 

 

 PENDING WITH ACCT-LGSTO 
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3) STAGE III – AT THE LEVEL OF ACCT-LGSTO / CTO-SGSTO. 

 

 LOG IN – HOME SCREEN OF ACCT 

 

 

 

 

 CTI REPORT - To visit the place and submit Field Report. Upload the Field Report 

along with remarks under Action > Reply to officer – back to JCCT. 

 ACCT-LGSTO 

 Field Report by the ACCT-LGSTO. 

1 Name of the ACCT    

2 Name of the LGSTO   

3 Name of the CTI who conducted site visit of the principle 

place of business of the applicant 

  

4 Copy of the statement drawn - Yes or No YES NO 

5 Remarks of the CTI – LGSTO   

6 Remarks of the ACCT – LGSTO   

After receipt of the Field Report, as mentioned in above, submit to the JCCT with remarks, if 

any, 
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 SUBMIT REPLY TO JCCT  

 

 

 

 

4) STAGE IV- AT THE LEVEL OF JCCT-DGSTO. 

 

 HOME SCREEN – REPLY RECEIVED FROM ACCT 
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SUBMIT TO OFFICER: The JCCT-DGSTO, on receipt of the Field Report from the 

concerned ACCT-LGSTO / CTO-SGSTO, shall update his Verification Report of the 

documents and Forward to Officer as demonstrated in para 9 above, with his remarks. 

 

 

 

5) STAGE V – AT THE LEVEL OF THE AUTHORISED OFFICER. 

 

 REPLY RECEIVED FROM JCCT 

The Verification Report along with Field Report and the recommendations of the JCCT is 

received below. 
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 LOG SHEET OF THE AUTHORISED OFFICER 

 

 

 

 APPROVE / REJECT 

Once, Verification Report and Field Report (Visible reports), Action > APPROVE or 

REJECT using DSC. 
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6) STAGE VI – AT THE LEVEL OF GSTN. 

 

 MESSAGE TO THE APPLICANT BY GSTN 

 

 ENROLMENT CERTIFICATE 

 


