






User Guide: Agency Registration  

Undertake the following steps to register a Central Government PSU agency: 

(* Registration process is same for all type of agencies however some of the field change with 

selection of Type of agency) 

1.    Click the Register Agency hyperlink on the home page, below the Log In button 

(Fig.AR-1.1). 

 

                                         Fig.AR-1.1 

The Agency Details web page appears on the screen (Fig.AR-1.2). Refer this figure 

for steps (2 to 10). 

1.    Select an option from the Type of Registration drop-down list. It is a mandatory 

field, and cannot be left blank. 

2.    Type Agency Name in the textbox provided. Agency Name is a mandatory field, and 

it can contain maximum of 100 characters. 

3.    Type Registration No in the textbox provided. Registration No is also a mandatory 

field, and it can contain maximum of 100 alphanumeric characters. 



4.    Type Registering Authority in the textbox provided. Registering Authority is a 

mandatory field, and it can contain maximum of 256 characters. 

5.    Enter TIN number in the textbox provided. TIN number can contain maximum of 10 

characters. 

6.    Enter TAN number in the textbox provided. TAN number can also contain maximum of 

10 characters. 

(Either of above at Sl.No. 6 and 7 is required.) 

7.    Enter complete address of the agency in the Address1 textbox. Address1 is 

mandatory field, and it can contain maximum of 50 characters. 

8.    Address2 is an optional field and it can be left blank. Agency needs to fill address in 

this textbox if agency’s address exceeds the Address1 textbox. 

9.    Address3 is also an optional field, and it can be left blank. 

 

                                                                        Fig.AR-1.2 
Refer Fig.AR-1.3 for steps (11 to 21). 



10.  Enter City name in the textbox provided. City is a mandatory field, and it can contain 

maximum of 25 characters. 

11.  Select an option from the State drop-down list. State is also a mandatory filed. 

12.  Select an option from the District drop-down list. District is a mandatory field, and 

its values depend on the State drop-down list. 

13.  Enter PIN code in the textbox provided. PIN code is a mandatory field, and it should 

contain exactly 6 numeric characters. 

14.  Enter name of contact person in the textbox provided. Contact Person can contain 

maximum of 256 characters. 

15.  Enter phone number in the textbox provided. Phone No is a mandatory field, and it 

can contain maximum of 20 characters. 

16.  Enter alternate number in the textbox provided. Alternate Phone is an optional field, 

and it can contain maximum of 20 characters. 

17.  Enter a valid email id in the textbox provided. Email a mandatory field, and it can 

contain maximum of 50 characters. Login details of the registered agency will be sent 

to this email id only. 

18.  Type Unique Agency Code in the textbox provided. Unique Agency Code is a 

mandatory field, and it can contain maximum of 50 characters. Unique Agency is  

19.  Type Word Verification letters in this textbox which are appearing above the Word 

Verification textbox. It is a mandatory field, and agency registration process cannot 

be completed without filling this field  

20.  Click the Next button to proceed the registration process.  



 

                                                                                                Fig.AR-1.3 
Scheme/ Bank Details web page appears on the screen (Fig.AR-1.4). 

21.  Click the Select Scheme hyperlink (Fig.AR-1.4).  

 
                                                            Fig.AR-1.4 
The Select Scheme window appears on the screen (Fig.AR-1.5). 



 
                                                            Fig.AR-1.5 
Refer Fig.AR-1.6 for steps 23 and 25. 

22.   Type a scheme name in the textbox provided. 

23.   Click the Search button. A list of all the schemes matching the search critera will 

appear below the Search button. 

24.   Click a Scheme to select it from the list. 



 
                                                                                Fig.AR-1.6 

25.   Click the Select Bank hyperlink (Fig.AR-1.7). 

 
                                                                                Fig.AR-1.7 
The Select Bank popup window appear on the screen (Fig.AR-1.8). Refer this 

figure for steps 27 and 28. 

26.   Type a bank name in the textbox provided. 

27.   Click the Search button. 



 
                                                                                 Fig.AR-1.8 

A list of all the banks matching the search criteria will appear in the list (Fig.AR-

1.9). 

28.   Click a bank to select it from the list (Fig.AR-1.9). 



 
                                                                                Fig.AR-1.9 
Refer Fig.AR-1.10 for steps 30 to 35. 

29.   Type branch address in the textbox provided. 

30.   Click the Search button. The Branch Name drop-down list gets updated. 

31.   Select an option from the Branch Name drop-down list. Branch Name is a 

mandatory field. 

32.   Enter Account No in the textbox provided. Account No is a manadatory field. 

33.   Enter Agency Name as per Branch record in the textbox provided. 

34.   Click the Add Bank/ Scheme button.  

 

                                                                                 Fig.AR-1.10 



The Scheme Bank Detail gets added in the list (Fig.AR-1.11). Refer this figure 

for steps 36 and 37. 

35.   Select the Accept Terms and Conditions checkbox. 

36.   Click the Submit button. Saved Successfully message will appear on the screen, 

and the user will be navigated to the New Agency Registration home page. If 

agency is receiving Fund for more than one scheme, more scheme-bank details 

added. 

 
                                                                                 Fig.AR-1.11 

In this way, registration for central government PSU agency is done successfully.  

 


