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1. Citizen Portal

The citizen portal will assist citizens/collector (on behalf of citizens) to apply for trade licenses within the

purview of KMC.




Citizens who wish to apply for trade license will need to browse the kanifing.gm website,
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And click on hyperlink “Click here to apply” which will be available next to the Trade License option in the list of

Licenses.
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Licenses Recent News
License revenue consists of the following sub-headings: | B Waste Collection Routes
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® Liquor License Forms

Invoicing and Procedures for KMC Licence

* KMC Licence invoices shall be raised for all registered companies and businesses operating within the
Kanifing municipality at the beginning of every financial year:

e The accounts department shall maintain an ELECTRONIC-REGISTER of all registered companies and
businesses with the municipality;

1.1 Register User

Citizens who wish to apply for trade licenses and are visiting the portal for the first time, will have to
register to the portal. If collector is registering on behalf of the citizen, the process remains the same.
Clicking “ Register” hyperlink on the Login page will allow the citizen to register themselves to the

portal.
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Citizens registering themselves to the portal will require to provide the following personal details:

e Full name (as First name, Middle name and Last name (family name))




e At least one address as permanent address

e Telephone number (mobile number which they want to register for receiving alerts and
notifications)

e Email ID which will be their login ID

e Unique Citizen no. (preferably NIN or Citizen UID in format provided by KMC) for verification
of authenticity

e User will also have provision to upload image

e User will set password using Password and Confirm password fields.

® At least one address as alternate address
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Steps for Registration
1) Login to KMC portal
2) On login page click on hyperlink “register”, Citizen Registration form will be opened.

3) Enter all the details which are mandatory like Email, Personal details, Permanent Address, Alternate

address, Set password, Upload Image.
4) Click on Save button to save details of user.

5) System will prompt message as “Registration successful

1.2 User Login

Registered users can login to their portal by using their registered Email ID and password.
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CITIZEN LOG IN

tanyakmc@slinktschnologies net
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Users who have forgotten their password can use the “Forgot Password” hyperlink. System will generate

OTP through which user will get password in their registered email id.
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Once the user logs in, the Citizen portal homepage will be visible.
We propose the Licensing regulations to be displayed on the homepage.

Other than that, the homepage will have the following menus:

e Apply New License
e View/Edit Application
® Renew License

e Download/Print License

Newly registered users or users who do not have any active applications or licenses will have access only

to “Apply New License” menu.

Hi, Tanya Sharma ~
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Renew License

View/Edit Application

Apply New License

cense revenue consists of the following sub-headings:

- Trade License
Inveicing and Procedures for KMC Licence

+ KMC Licence invoices shall be raised for all registered companies and businesses operating within the Kanifing municipality at the beginning of every financial year;

+ The accounts department shall maintain an ELECTRONIC-REGISTER of all registered companies and businesses with the municipality

+ License invoices shall be generated from the FInEX accounting system in triplicate copies — the original copy shall be issued to the company or business, the duplicate and triplicate copies shall be retained
by the Collectors and accounts departments respectively;

+ The Data Collection Unit shall assess the amount that shall be invoiced to every company o business every year;

+ Allprinted invoices must be signed by the Licence Manager before they are issued to respective companies and businesses;

+ The Collectors shall deliver the License invoices to any of the physical place of business, the head office, or a branch office of the companies o businesses operating within the Kanifing municipality;

+ The Collectors shall maintain a register of all invoices issued out with the particulars of the invoices such as business name, business address/contact, inveice date, invoice number, invoice amount, date
issued etc:

+ The Collectors shall evidence the receipt of invoices by companies o businesses either through the receivers® official stamps or the signature of any of its authorised personnel indicating date of receipt on
the duplicate copy of the invoice retained by the collectors

+ The generated and issued License invoices shall be posted into the FinEX accounting system by the Acceuntant, and the licence revenue shall be recognised on acerual basis;

+ The License manager shall reconcile the master invaice registers with individual collectors files' on @ monthly basis to ensure that all invoices issued are properly accounted for by the Collectors concemed

Payment Receipt for KMC Licences

+ Payment for KMC Licence invoices shall be made by registered companies and business within 7 days of issuance or receipt of such invoice;

+ Payments shall be made by any of fund transfer, direct credit, or direct deposit to a designated KMC bank account or by payment in cashicheque to the Cashier at the KMC office;

« All payments involving physical Cash shall be made directly to the Cashier at KMC office;

+ The Collectors may collect physical cash from petty and general iraders;

+ Excepl where payment is made o the Cashier at KMC office, payers shall present evidence of payment such as telex copies, deposit slips, or credit advices to the Collectors or KMC'’s Cashiers before
being receipted;

+ The Cashier or Collectors can temporarily issue GTR receipts fo payers pending the printing of official Receipts from FinEX accounting system;

+ The accounts department shall generate printed Receipts from FinEX accounting system for all payments evidenced by physical cash, telex copies, credit advices or deposit slips etc.

+ The Collectors shall distribute official payment Receipts generated from FInEX accounting system to all paying companies and businesses

©2019 - KMC Citizen Portal
Online Trade License Agreement

Clicking on the User’s image or user ID will give users access to profile settings, change password and log

out of the portal.

Hi, Tanya Sharma «
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Renew License  Download/Print License

Apply New License  View/Edit Application

License revenue consists of the folowing sub-headings:

«Trade License

Invoicing and Procedures for KMC Licence

« KMC Licence for perating municipalty at the beginning of every financial year;
« The accounts tain an EL
+ License invoices shall be generated from the FinE: shal be issued o the company or business, the dupiicate and tripicate copies shall be retained

by the Collectors and accounts departments respectively;
« The Data Collection Unit shall assess the amount that shall be invoiced to every company of business every year,
« Al printed invoices must be signed by the Licence Manager before they are issued 1o respective comparies and businesses;
«The the L to any of the physical . he head offce, or the Kanifing municipaity,
a register of n name, invoice date, date

« The
issued etc.,

+ The Collectors shal evidence the receipt of invoices by companies of businesses either through the receivers' ffcial stamps of the signature of any ofits authorised personnel indicating date of receipt on
the duplicate copy of the invoice retained by the collectors;

. issued License into the FinEx by th tant, and the ficence recognised i1 b

- Thell the master with fles’ on a monthly basis to ensure that all invoices issued are properly accounted for by the Collectors concemed

Payment Receipt for KMC Licences

+ Payment for KIC Licence " 7 o invoice:

« Payments shall be made by any of und transfer, direct credt, or direct deposit to a designated KMC bank account of by payment in cashicheque to the Cashler at the KMC ofice;

. Cash o the Cashier at KMC offce

+ The Collectors may collect physical cash from petty and general traders;

+ Except where payment is made to the Cashier at KMC office, payers shall present evidence of payment such as telex copies, deposit lips, or credit advices to the Collectors or KMC's Cashiers before
being receipted;

« The Cashier or Collectors can temporariy issue GTR receipts to Receipts from Fine:

+ The accounts from FinEX all payments evidenced by physical cash, telex copies, credit advices or deposit lips etc.

« The Collectors shal distrbute official payment Receipts generated from FInEX accounting syste to al paying companies and businesses.
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1.3 Change Password

Users who want to change password will have to enter their existing (current) password, followed by the new

password and confirm the new password by re-entering the same.

& Hi, Tanya Sharma ~
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Home Apply New License View/Edit Application Renew License Download/Print License

Change Password

Old Password ~ sesssees
New Password  seeessses

Confirm New Password ~ sssssssss|
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1.4 Apply New License

Registered users can apply for new licenses using the “Apply New License” menu.
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Apply New License

Hi, Yogesh Mali ~

Licenses

ense revenue consists of the following sub-headings

« Trade License

Invoicing and Procedures for KMC Licence

Personal information of the applicant will be picked up from the user’s profile.

* KMG Licence invoices shall be raised for all registered companies and businesses operating within the Kanifing municipality at the beginning of every financial year.

+ The accounts depariment shall maintain an ELEGTRONIC-REGISTER of all registered companies and businesses with the municipality;

+ License invoices shall be generated from the FinEX accounting system in triplicate copies  the original copy shall be issued to the company or business, the duplicate and triplicate copies shall be
retained by the Collectors and accounts departments respectively;

+ The Data Collection Unit shall assess the amount that shall be inveiced to every company or business every year;

~ All printed invoices must be signed by the Licence Manager before they are issued 1o respective companies and businesses;

+ The Collectors shall deliver the License invoices to any of the physical place of business, the head office, or a branch office of the companies or businesses operating within the Kanifing municipality;

The Collectors shall maintain a register of all invoices issued out with the parliculars of the invaices such as business name, business address/contact, invoice date, invaice number, invoice amount,

date issued etc.;

The Collectors shall evidence the receipt of invoices by companies or businesses either through the receivers' official stamps or the signature of any of its authorised personnel indicating date of receipt

on the duplicate copy of the invoice retained by the collectors;

+ The generated and issued License invoices shall be posted into the FinEX accounting system by the Accountant, and the licence revenue shall be recognised on accrual basis.

+ The License manager shall reconcile the master invoice registers with individual collectors files’ on a monthly basis to ensure that all invoices issued are properly accounted for by the Collectors
concemed.

Payment Receipt for KMC Licences

+ Payment for KMC Licence invoices shall be made by registered companies and business within 7 days of issuance or receipt of such invoice;

+ Payments shall be made by any of fund transfer, direct credit, or direct deposit fo a designated KMC bank account or by payment in cashicheque o the Cashier at the KMC office,

« All payments involving physical Gasn shall be made directly to the Cashier at KMG office:

+ The Collectors may collect physical cash from petty and general traders;

+ Exceptwhere payment is made to the Cashier at KIC office, payers shall present evidence of payment such as telex copies, deposit slips, or credit advices o the Collectors or KMC's Cashiers before
being receipted

~ The Cashier or Collectors can temporarily issue GTR receipts to payers pending the printing of official Receipts from FInEX accounting system;

+ The accounts depariment shall generate printed Receipts from FinEX accounting system for all payments evidenced by physical cash, telex copies, credit advices or deposit slips efc.;

+ The Collectors shall distribute official payment Receipts generated from FinEX accounting system to all paying companies and businesses

Changes made to the personal information will be updated in the user’s profile to keep the details in

sync.

Users are allowed to apply for multiple licenses under one application if they are applying for the same location.

Users who want to apply for licenses at different locations will have to create separate applications per location.
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Home View/Edit Application Renew License Download/Print Licen:
Step 1 Step 2
Personal nfo 2Business nfs
First Name * M. v Yfogesh Gender* Male
Middle Name Mabile No. 1 8007771910
Last Name * Maii Mobile No. 2
Nationality * Indian v Alternate Email
National ID No.* India10001 Alternate Phone 8007771910
Permanent Address Alternate Address Seme as Permenent Address
BuildingiHouse No Flat n0-303 Fir-3 Building/House No. Flat n0-303 Fir-3
strest Name J M Road StreetName JM Road
city city
Landmark Landmark
Zone® Bakau v Zone * Bakau
Country * India v Country * India

Postal Code * 4033011 Postal Code * 4033011

Hi, Yogesh Mali =




Users who are applying for the new license will need to update the organization’s details in the

information section.
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Home Apply New License  JRUEWISVi@gN WG] Renew License Download/Print License

Hi, Yogash Mali ~

Step 1
Step 1 PersonslInfo

Organization Name Sterling Organization

Ownership Type *

Phone No. 0222634342 B s Email

Business Address Alternate Address
BuildingMHouse No. BLDNG No 345

BuildingMHouse No.

Street Name Pafralekha street Street Name.
city Mavi Mumbai city
Landmark Thane Landmark
Zone® Bakau v b2

Step 3
Step 3 Licanse Info

Community

shashankkmc@elinkles

Ssme 2s Permanent Address
BLDNG No 345
Pafralekha street
Navi Mumbai
Thane

Bakau

Business

On the below page, users can select the types of licenses they want to apply for and upload documents for each

license.
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Home Apply New License View/Edit Application

Renew License Download/Print License

Hi, Yogesh Mali ~

Step 1

Step 2
Step 1 Personal Info

Step 2 Business Info

Step 3
Step 3 License Info

o 20 D




Hi. Yogesh Mall ~
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Home Apply New License View/Edit Application Renew License Download/Print License

Step 1 Step 2 Step 3
Step 1 Personal Info Step 2 Business Info Step 3 License Info
.
1 AUTOMOBILE SERVICES v Class A Motor Spare Parts Dealer(Goods Valued between v 250 10000 n

v

Users can upload multiple documents per license applied for by selecting document name, type and soft copy
of each document.

Once we receive the list of documents required for each license type, we can list only those documents required
for a particular license making it easy for the users to identify required documents.

We can restrict uploading specific file types; like .JPG, .TIF, .PNG, .PDF and can also restrict the size to 1MB per

document.

Document Upload

1 Driving License v nn
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{_. Downloads « Folders (7)
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Meghana i Documents Downloads

=/ Pictures

KMC
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Salary Slips

Screenshats Music Pictures
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# OneDrive

~ [ ThisPC m Videos
4 3D Objects

[ Desktop ~ Devices and drives (2)
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File name: | ~| [ Custom Files ¢ jpg:*jpeg:* png -

Hi, Yogesh Mali ~
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Apply New License View/Edit Application Renew License Download/Print License

Your application is successfully submitted!!

Once the application is submitted, the View/Edit Application menu is available to the user to View/Edit their

applications.

1.5 View / Edit Application

Users can view and edit their applications.

Editing is allowed only if either the application is not under review or the application is rejected.
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Hi, Yogesh Mali ~

Nz
Home Apply New License View/Edit App Renew License Download/Print License

List of applied licenses

Show 25 Vv entries Search:
No. 1= Application Number Application Date Business Type Business Category Status
© 1 APTL-2019-0000016 11/6/2019 9:22:56 AM FINANCIAL INSTITUTIONS Insurance Brokers or Agents In Process
© 2 APTL-2019-0000017 11162019 8:34:10 PM ELECTRICAL / PLUMBING SHOPS. Class A Electricity/Plumbing Shop In Process
© 3 APTL-2019-0000034 11/21/2019 3:40:02 PM AUTOMOBILE SERVICES Class A Motor Spare Parts Dealer In Process
© 4 APTL-2019-0000035 11/27/2019 11:50:11 AM AUTOMOBILE SERVICES Class A Motor Spare Parts Dealer In Process

Showing 1 to 4 of 4 entries Previous Next

If the application shows status as “In Process”, it indicates that the application is still not under review and the

user is allowed to modify/update the application.

1.5.1 Application in Process

The new application generates a unique application number (format provided by KMC APTL-yyyy-xxxxxxx

e.g. APTL-2019-0000001).

e

ﬁ KANIFING MUNICIPAL COUNGIL
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Home Apply New License View/Edit Application Renew License Download/Print License:

Step 1 Step2. Step 3

Hi, Yogesh Mali +

Step 1 Parsonal nfo Step 2 Busiess Infa Stzp 3 License Info
First Name * . M Yogesh Gender Male v

Middle Name Mobile No. 1 3007771910

LastName * Mali Mobile No. 2

Nationality * Indian ~ Alternate Email

National ID No. * India10001 Alternate Phone 8007771910 m

Same 2 Permanent Address

Permanent Address Alternate Address
Building/House No. Flat no-303 Fir.3 BuildingiHouse No. Flat n0-303 Fir-3
Street Name J M Road Street Name J M Road
city city
Landmark Lanamark
Zone* Bakau ~ Zone* Bakau v
Country * India ~ Country * India v
Postal Code * 4033011 Postal Code * 4033011

o 0 I




- Hi. Yogesh Mali -
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Apply New License View/Edit Application Renew License Download/Print License

Step 1 Step 2 Step 3
Step 1 Personal Info Step 2 Business Info Step 3 License Info

Organization Name * Sterling Organization Ownership Type * Community v
Phone No. Business Email
Business Address Alternate Address Same as Permanent Address

Building/iHouse No. Building/House No.

Street Name Street Name

City City

Landmark Landmark

Zone " Bakau Ad Zone " Bakau hd

Hi, Yogesh Mali ~
fg KANIFING MUNICIPAL COUNCIL
h= g
Home NN TN S View/Edit Application Renew License Download/Print License
Step 1 Step 2 Step 3
I T T S
1 AUTOMOBILE SERVICES v Class A Motor Spare Parts Dealer(Goods Valued between D300,000 ar v 100 10000.00 Upload n

1.6 Download / Print License

Once the licenses are issued to the user against their application, users will receive the same as email
attachments.

Other than that, users will also be allowed to download and/or print the licenses from the portal after logging
into their profile.

Users who do not have access to internet can collect a hard copy of the license from KMC on payment of fees
as decided by KMC.

The format for the license should be provided by the KMC to design the same and integrate it into the portal.
License number as provided by KMC (yyyy-xxxxxx e.g. 2019-000001) will be used.

User, other than the SMS will also be able to view the message highlighted on their profile informing them
about the licenses issued to them.

Once the licenses are issued, the “Download/Print License” menu will be available to the user.
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“ Apply New License View/Edit Application Renew License Download/Print License

Hi, Yogesh Mali ~

Download/Print License

Show 25 v entries Search

No. I= License No. 0ld License No. Issue Date Valid From Valid Till Business Type Business Category Actions

1 2019-000003 15-Aug-2019 01-Sep-2019. 31-Dec-2019 FINANCIAL INSTITUTIONS Insurance Brokers or Agents Dovmload

2 2019-000004 24-Apr-2019 01-May-201% 31-Dec-2019 ELECTRICAL / PLUMBING SHOPS Class A Eleclricity/Plumbing Shop Download
Showing 1 1o 2 of 2 entries Frevious Next

Users will be able to view those licenses which are issued to them.
In case all the licenses against an application are issued, the “View/Edit Application” menu will be disabled if
there are no other active applications in that profile.

Users can download the license(s) from the portal or can directly print the same.

1.7 Renew License

Users, whose licenses are expiring will receive a notification SMS on their registered mobile numbers.
When the user logs in to the portal, a message should highlight the license(s) which are expiring.
We propose that the user is allowed to edit the personal and business details, but not the license details before

renewal.

Hi, Yogesh Mali ~

&
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Home Apply New License View/Edit Application annl(xad!Prinl License

List of licenses near to renewal

Show 25 v entries Search

No. I= License No. 0ld License No. Issue Date Valid From Valid Till Business Type Business Category Actions

1 2019-000003 15-Aug-2019 01-Sep-2019 31-Dec-2019 FINANCIAL INSTITUTIONS Insurance Brokers or Agents Renew

2 2019-000004 24-Apr-2019 01-May-2019 31-Dec-2019 ELECTRICAL / PLUMBING SHOPS Class A Electricity/Plumbing Shop Renew
Showing 1 to 2 of 2 entries Previous Next

Either the user Views/Edits or clicks “Renew License”, the list of licenses expiring will be displayed.

User will then be allowed to update the Personal information and the Business Information.
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Home pply New

First Name *

Middle Name

Last Name *

Nationality *

National ID No. *

Permanent Address

Building/House No.

ense

View/Edit Application

Mr M

Mali

Indian

India10001

Flat no-303 Fir-3

Yogesh

License

Step 2
Step 2 Business Info

Gender*

Mobile No. 1

Mobile No.2

Alternate Email

Alternate Phone

Alternate Address

BuildingHouse No

Male v

8007771910

8007771910 m

Same as Fermanant Address

Flatno-303 Fir3

Hi, Yogesh Mali

Street Name J M Road Street Name M Road
city city
Landmark Landmark
Zone* Bakau Zone * Bakau v
Country * India Country * India v
Postal Code * 4033011 Postal Code * 4033011
] ]
Hi. Yogesh Mali ~
'qf" KANIFING MUNICIPAL GOUNCIL
Home: Apply New License
Step 1 Step 2
Step 1 Persora Info Step2 Business Info
Organization Name ABG pytitd Ownership Type * Gompany v
Fhone No. 5007771910 Business Email abeggmail.com
. ‘Seme e5 Permanent Address
Business Address Alternate Address
Building/House No. Floor-5 Flat -5 BuildingHouse No. Floor-3 Flat -§
Street Name Street Name Near ABC school Gom
city city
Landmark Landmark
Zone* Fajara Zone* Fajara v
o







