1 Getting Started

Welcome to OCR e-Services (Office of Company Registrar Online Services) User Manual! This manual
will assist you in working with the different online Modules of OCR e-Services. This online company
registration module will help user for online registration of the company and view details of their company.

2 New Company Registration

In order to register a new company please read the instruction below:

2.1 Create User

To create a user please follow the below steps:

Step 1: Open any browser as per your convenience (Mozilla Firefox is preferred) and type the
following URL: https://www.ocr.gov.np/CROY/, you will view the following page.

Welcome to OCR e-Services

- To establish a new Company, please click here New !

- To get username and password for already registered company, please click here

Sign In

- All nepali text should be in Unicode. Please click here to download "Mangal font.

Username
A

TR T T T A HLAAI S e e |

Password

Password is case-sensitive,

LOGIN Create Company User Account

Forgot Password

Office of Company Registrar ECopyright 2013,

Figure 1: Login Page

Here in Login Page of OCR e-services, you can view Sign In form and list instructions to be read
carefully before proceeding to OCR e-Services.

Step 2: Click on highlighted button as shown in Figure 2 for new User Registration and you will be
redirected to create user form as in the Figure 3 page:

- To establish a new Company, please cligk here New !
- To get username and password for already registered company, please click here

- All nepali text should be in Unicode. Please click here to download 'Mangal’ font.




Figure 2: Link for new User Registration

Please fill the form completely and click on 'Create User'

Create e-Services User

Your Full Name : * Eihupendrﬁaﬁlii-jél

Your Email Address : * rijal.bhupendra?».?»@yaf
Phone No_ *: 014263090

Gender - Male =
Intermediary : ]

Citizenship or Passport No_ - * 12345

Coce: 1q3t3y
Type the code shown - * 1q313y

= denote mandatory

Office of Company Registrar ©Copyright 2013,

Figure 3: Create User Form

Step 3: Fill up the Create user form as below:
e Enter your full name in “Your Full Name” text box.
e Enter your email address in “Email Address” text box.
e  Enter your company phone number in “Company Phone No” text box.
e Select your Gender.
e Ifregistration is done on behalf of the company then selects Intermediary.
e  Enter your citizenship or passport number in “Citizenship or Passport No.” textbox.
e Enter the displayed code in “Type the code shown” textbox.

e If you find the code to be difficult then you can click on button and

Tiy new co

new code will be displayed.
e If you want to go back to previous page then you can click o
will be redirected to the Login Page.

e If you want to submit the form then click on- button to submit the form.

Back button and you

Note: Here, in Create User form fields marked as ‘*’ are all required fields.

Step 4: After you submit the form, a mail will be send to your given email address with your
Login Details(Username And Password) and you will be redirect to Login Page with the

confirmation message as shown below:

fully ! Login Details are sent to your email id rijal bhupendra3@yahoo.com

Welcome to OCR e-Services

- To establish a new Company, please click here New !
- To get username and password for already registered company, please click here

- All nepali text should be in Unicode. Please click here to download "Mangal' font.

Username
[

fielt TOTH G aeig T RraRoTEE ST e SIgT T ST e |

Password

Password is case-sensitive

LOGIN | Create Company User Account

Forgot Password




e-services@ocr.gov.np Today at1:13 PM

To Me
USERNAME

MYS rijal.bhupendra3d @yshoo.com

This is an automated message confirming your creation login ac(ount:lriial.hhupandraﬂﬁ@vahﬂn.ccm }vith the Office of the Company Registrar E-Services.

¢
—» PASSWORD
Your temporary password 1s:|(ACEwgeczT3q, Y ou can use change password option to change the password any time to use OCR E-Services You can usethe

UserID: rijal.bhupendradd@yshoo.com to access services offered by OCR E-Services like view companies detail infarmation, submit mails, request for name
changes, address changes etc.

Pleace note that your user ID and password are case sensitive, For Example your user ID ic 'info@mail.com’ entering TNFO@mail.com’ does not work.

Visit Website:http.//www.ocr.gov.np

Best Regards,

Office of the Company Registrar
Ministry of Industry
Government of Nepal
Tripureshwor, Kathmandu, MNepal

THIS MESSAGE 15 SYSTEM GENERATED - PLEASE DO NOT REPLY TO THIS EMAIL,

Reply, Reply All or Forward | More

Figure 5: Confirmation mail

2.2 Logging In

Once you have received your Login details (in your email address), you can use the given Username

and Password to Login into the application.

For the first time Login into the OCR e-service follow the following steps:

Welcome to OCR e-Services

- To establish a new Company, please click here New |

- Te get username and password for already registered company, please click here

- All nepali text should be in Unicode. Please click here to download 'Mangal' font. Slgn In
Username
A
| rijal.bhupendra33@yahoe.com
. . USERNAME ———{ 1= )
PASSWORD ———»

Password Is cas=-s=r

LOGIN Create Company User Account

Forgot Password

Office of Company Registrar @Copyright 2013

Figure 6: Login into the OCR-eService (for the first time after receiving Login Details in mail)

Step 1: Enter your Username in ‘Username’ text box.
Step 2: Enter your temporary password that you have received in your email in ‘Password’ field.

Step 3: Click on - button to login into the application and you will be redirected to

the following page:



Welcome rijal.ohupendra33@yahoo.com
Change Password
Logout

Nepali  English

Home Name Check/Name Reservation

Change Password

‘ld Passwiord
New Password

Retype New Password

Figure 7: Change the password Page
Step 4: ‘When you login for the first time, you will be re-directed to ‘Change the Password’ page.

(Users are requested to change their Temporary Password when they login into the application for the first
time as the application will always redirected you to this Change the password page every time you login
into the application until you change your temporary password)

e Here, in Change the Password page you can change your password by filling the form:
= Enter your old password in ‘Old password’ text box.
= Enter your new password in ‘New Password’ text box.
= Enter you new password again in ‘Retype New Password’ textbox.

= Click o button to cancel the process (you can also change the Password
next time you login into the application).

= Or click on button to update or change the password information.

Step 5: After you have change the password you will be logout from the system and will be redirected to

the login page with the confirmation message

Passwond Chang
and mail about password change will also be send to your email address

(O Password Changed S fuly 11!
Welcome to OCR e-Services

- To establish a new Company, please click here New |
- To get username and password for already registered company, please click here

Sign In

- All nepali text should be in Unicode. Please click here to download 'Mangal' font.

Username
e

afpelt aRon gt awgHigEe faeues At sege e RS |

Password

Passvord Is cases=nsitive

LOGIN Create Company User Account

Forgot Password

Office of Company Registrar ©@Copyright 2013.

Figure 8: Confirmation message



e-services@ocr.gov.np Today at1:16 PM
To Me

/S rijal.bhupendrad2 @yahoo.com

This email is to inform you that your Office of the Company Registrar E-Services password has just changed.

If you initiated this change, then no action is required. However, in the unlikely event that yeu did not initiate the change, Pleaze send an email to

info@ocr.gov.np to report a possible breach of security of your account.

Best Regards,

Office of the Company Registrar
Ministry of Industry

Government of Mepal
Tripurechwor, Kathmandu, Nepal

THIS MESSAGE IS SYSTEM GENERATED - PLEASE DO NOT REPLY TO THIS EMAIL,

Reply, Reply All or Forward | More

Figure 9: Sample format of Password Change Mail

Login into the OCR e-service after the user have change their temporary password:

Welcome to OCR e-Services

- To establish a new Company, please click here New |
- To get username and password for already registered company, please click here Si n |n
- All nepali text should be in Unicode. Please click here to download 'Mangal' font. g
ClittowEniTy
Username
e USERNAME tjal bhupe ndra33@yahoo com
AR RO G A FAaTe Arar e s e TR | Password
essssssses
NEW PASSWORD (Changed)
Password s casessnsitive.
Forgot Password

Office of Company Registrar ©Copyright 2013,

Figure 10: Login into OCR e-Service after changing password

Step 1: Enter your Username in ‘Username’ text box.
Step 2: Enter your password in ‘Password 'field.

button to login into the application and you will be redirected to the

Home page of OCR e-service

23 Reserve Company Name

Once you have successfully logged into the application you are presented with the homepage (of New
Company Registration User) which is the main interface to access different modules of OCR e-Services for
new Company Registration User. At the top panel, you can view the menu bar containing the task that you can
perform.



Weicome rijalbhupendrad3@yahoo.com
Change Password
Logout

Nepali  English

Home

Please Request Name For Your Organization !
Offe of Company Registrar €Capyright 013,

Figure 11: Homepage for New Company Registration User

To Check/ Reserve company name you can click on ‘Name Check/Reservation’ menu in the menu bar

and select ‘Name Reservation Request Form’ as shown in figure 14 and you will be redirected to the
following page

Welcome
rijal.bhupendra33@yahoo.com
Change Password

Logout

Nepali  English

Home  Name Check/Name Reservation

Name Reservation Request Form

copntpe  Piws [
Company Hiame (English) * | | Name Check

Company Hame (lepal) *| |

Objective Details “

* Add Objective NSIC CODE HELP

NSC Code Objective Remave

Office of Company Registrar €Copyrizht 2013

Figure 12: Name Reservation Request Form

In the process of filling Name Reservation Request Form to request new name at OCR e-services
following process are involved:

Step 1: Fill Request Name Details. Details include:

Company Type *| Private El
Company Hame (English) *| | Name Check

Company Name (Nepali) *| |

Figure 13: Request Name Detail




eEnter Company Name in English in ‘Company Name (English)’text box.
eEnter Company Name in Nepali in ‘Company Name (Nepali)’ text box.

e After entering the Company Name, click on | Name Check Search | option on the right
side (if you want to check the name of the company). You will be directed to the following
pages

Baack

Click here to go back 1o pervious page I
Search Company

= Emglish 0 Mepali

Commpanmy: Mase -‘——+ Enter Company Mame te Search I

(Seorch e
‘-\+ Click here to Search I

Figure 14: Search by Company Name

e  Enter the company name to search in 'CompanySearchTag'

e Select the search criteria (English or Nepali)

= If you want to search in English then select
= If you want to search in Nepali then select

e Click on | |_Search

button and the respective search result will be displayed as follows:

earch Company
@ English © Mepali
Company Name Kathmandu Higher Sec

Company Name (English) 2
Silo.  Registration Number &

Company Name (Nepali) & Company Address # Registration Date # Status + Entry Type &

1 72430 C.6. Manipal Kathmandu Higher Secondary School i 51 AT FTEAE g HhE] T AR AT 0, ARG, T 2010-04-22 Registered

Figure 15: Search Result
After viewing the search result you can go to previous page by clicking on button.

Step 2: Fill the Objective Details. Detail includes:

Dgpectrve ety
YA (Metie NI CODEHELP

I Code Dt Pemesiet

Figure 16: Objective Details




Fill in the Company Objective in the ‘Objective’ option or the NSIC Code in the ‘NSIC Code’ option. For
your convenience if you enter Objective or NSIC Code then the respective NSIC code or Objective is
automatically generated by the system.

A Company can have single or multiple objectives.

|7 —~ —~ n |
= To add more objectives, click on button.

= To delete the objective click on button and the respective NSIC Code will be

Removed.

If you have any uncertainty regarding the NSIC Code, you can click button

for information about various codes. You will be directed to the following NSIC Code Help
page:

NSIC CC.ODF HFL P

NSIC Code [ ]

Mepali Description | |

English Description | |

[ searchHsIc code | [ cancel |
View NSIC Code List
SHo. HSIC Code English Description Hepali Description
1 o111 aRCET =T TN ST = =T
o122 HTOTHAT, Te ST ST T I I FTIFEEST, A SR TR T Ee T
= m1s e, T T T it et =ief e WEATEE . ST T T ST e wET Tt
4 o121 TYOTEH, 5351 TUeA T Ty et &1 T 1 TYUTEH, 527 Ee0le- T Y] TrEoT =T 3= 1
= o122 TR, O, WS, IS, i, O, S, S, der T, AR, STeTe, T, B, I, TR, wET, S
= TEEAT TS 1| THFT O 211

T G2t Bt 3 1 uyg da T ares () g geld | s o s Hc o 1 oy def gres (TR e
5 Lo T TEETEA TET G EL ST T

T WA, Y BT, A HOW TH WA, TEeATE T WA, O ST, A O T U, TR
= EEREE STTeRE WS W¥aT T w1 wan
o ozoo e =TT, SIS TSt T =TT =T, T FerTer =Tt T TS, ST TOTESt T T =, T TR =t

135 " ey

Figure 17: Objective Details

e In NSIC Code Help page, you can search the NSIC code by entering the English or Nepali

description of your objective or NSIC Code number and click on button.
The respective search result will be displayed.

Step 3: After filling the Name Reservation Request Form you can click on button to

submit the company name reservation request form or button to cancel the request.

Step 4: After submitting the Name Reservation Request Form mail will be send to your email address




and the confirmation message will be displayed on your screen as follows:

Welcome
rijal. bhupendra33@yahoo.com

Change Password
Logout

Nepali  English

Home Name Check/Name Reservation

Name Reservation Request Form

S

Company Name {English) * |Kammandu Higher Secandary Schoal | Name Check
Company Name (Hepali) * [aromve s orst et |

*AddObjective  NSICCODE HELP

HSIC Code ‘ Objective Remove
ko1 | st e et B | R
B2t | e et wa s e e TR | | K
0z | o e e e "
b3 | e e v o . RO MR A el | i

Figure 18: Format of Name Reservation




e-services@ocr.gov.np Today at4:14 PM
To Me

M/§ rijal.bhupendra33@yahoo.com
This isan automated message informing your name reservation request at the Office of Company Registrar Online Services.

Your requested company name is:

Kathmandu Higher Secondary School (Frasmsl &= FHe )

Your company's objective(s) is/are:
1. 8010 - WTTTH TeremTerT Feawe Taeee |
2. 8021 - T ATCITAE Te ARITTHS TR Fodet Thedet |
3. 8022 - WTTATH Ud caaardis £e Fedetl Rharnalisd |
4. 8030 - S TS Yo 2 e, sier T, Tt weaetl ramerdes)

You will receive email and notification on approval or rejection far your request shortly from the Office of Company Registrar.
Thank you for using online services.

Visit Website:http://www.ocr.gov.ng

Best Regards,

Office of the Company Registrar
Ministry of Industry

Government of Nepal
Tripureshwor, Kathmandu, Nepal

Figure 19: Confirmation Mail

WWelcome
rijalbhupendra33@yahos.com

Change Password
Logout

Nepali  English

(& Request of Company Name For Your Organization submitted successfully !!!
 Further details have been sent o  rijal bhupendre33@yhoo.com 11!

Name Reservation Request Form

Office of Company Registrar ©Copyright 2013.

Figure 20: Confirmation Message




Now further process will be carried out at Office of Company Registrar. You can view detail of your requested Company Name
by clicking on the Home menu in your menu bar and the detail information will be shown as in figure 21.

Welcome hupendrad3@yahoo.com
Change Password
Logout

Nepali  English

Company Name is Not Yet Approved !l
If there 15 no response within 14 days. Please contact the Office of Company Registrar Registration Department with your request no !1!

[Request No 1457

[Request Date R071.02.08

[Proposed Company Name (English) [Kathmandu Higher Secondary $choal
[Proposed Comparry Name (Nepali) fﬁmdﬁﬂﬁﬁqﬂ

§iMlo. NSIC Code Company Objectives

1 8022 IR U eqerrin T e ATE e

2 2021 P EERE ferorers Tt %

3 8030 3T T UGTS Yol FE, SirFETde, e S

4 6010 e e FEe e |

Office of Company Registrar ©@Copyright 2013.

Figure 21: Company Name Reservation Detail page

If company name you have reserved is approved or rejected, notification mail for Approval or Rejection will be send
to your email address from Office of Company Registrar.
Rejection of Company Name Reservation

If the Company name you have requested is rejected then rejection mail will be sent to your email address.

e-services@ocr.gov.np Today at 4:24 PM
To Me

M/S rijal.bhupendradd @yvahoo.com

This is an automated message informing you that the Office of the Company Registrar has rejected your requested company name which is:

Kathmandu Higher Secendary School (FEaTUe! #7839 et TF)

and your objective(s) is/are:
1. 8021 - =31 AT Td AT ey Fg=4 Bt |
2. 8010 - WO AT Haedl BT «TIee |
3.8030 - 577 9187 YoTe 711 FOTE, SEECE, ey Feaet ipareerdss|
4. 8023 - WIS U6 CIa@RNs Fhe TFaetT ihanenss|

Please wisit http.//www.ocr.gov.np  to apply for a different company name .
Thank you for using online services,

Best Regards,

Office of the Company Registrar
Ministry of Industry

Government of Mepal
Tripureshwor, Kathmandu, Nepal

Figure 22: Sample format of Company Name Reservation Rejection mail



You can again request for new Company name by following the pervious steps of Check Name/Reservation
process (refer section 2.3 figure 12 Check Name/Reservation)
Approval of Company Name Reservation

If the Company name you have requested is Approved then approval mail will be sent to your email address.

e-services@ocr.gov.np Today at 4:24 PM
To Me

M/S rijal.bhupendra33@yahoo.com

This is an automated message informing you that the Office of the Company Registrar has approved your requested company name which is:

Kathmandu Higher Secondary School(ToaTel s59T 2= 70)

and your objective(s) is/are :
1. 8021 - == ATEOTHE T AT TTRTeT Bl Braraaee |
2. 8010 - WrATHS [area Hadaetdl Brarenerdss |
3.8030 - 3= 19T WET=T Tt S0, STewe, Taafaare deaeul farhaass|
4, 8022 - UTTETST 70 SOgHATT Fid Hedel Brarmardes |

Remarks :

Pleace wisit hitp:/fwww.ccr.gov.np and login to fill out completed online registration form. The Company Mame will be reserved for 35 days.
Thank you for using online services,

Best Regards,

Office of the Carmpany Registrar
Ministry of Industry

Government of MNepal
Tripureshwor, Kathmandu, Mepal

Figure 23: Sample format of Company Name Reservation Approval mail

After the approval of the requested company name, you can further process the company registration process
(detail of Company Registration process is described below section 2.4 Company Registration,).

2.4 Company Registration

After the approval of the Company Name you can fill the company registration form. To fill company
registration form login into OCR e-service with your username and password (refer to section 2.2 Logging In
figure 10) and the following homepage will be displayed:

Welcome rijal.bhupendra33@yahoo.com
Change Password

Logout

Nepali  English

Home  Company Registration

‘Company Name is Approved !!!

]’leaseﬁ]l Click Here

Office of Company Registrar €Copyright 2013.

Figure 24: Homepage after Company name is approved

In the homepage you can view the link to fill the registration form. Click on |Registration Forr;nl link and you will
be redirected to the following page:




Welcome
rijal.bhupendra33@yahoo.com
Change Password

Logout

Nepali English

Home Company Ri

Company Registration Form

Company Details «

Company Name (English} * ' Kathmandu Higher Secondary School
Company Name (Nepall * [FTGHTTE! w5 2s0 £ |

Telephone No I |
Fax No [ |
Company Email ‘rija |bhupendra33@yahoo.com ‘
Company Address  *

District oA v

V.D.C/Muncipality 2T spemeet -

T
S
Add Branch Address
NSIC CODE HELP
Nsic Code Objective
B0zt | [ et wd e e geel RraweTe |
so10 | [t e weeh Rmareerge | |
3022 | [T v camre e et eS| |
030 | [ s v A e, SRR, AT F TR | |
inan
Company Type * Select -
Capital Structure

Company Share Holder Details «

*Add Company Share Holder (s semst compeny toe it 1)

Document Details ®

Ifyou have any confusion refated to document uploads, Click here
Please Scan Files using 150 dpi.(Only pdf files are allowed)

Company Registrar Office ©Copyright 2013.
Figure 25: Company Registration Form

In the Company Registration Form, you can view your requested approved Company Name and the
Objective Detail (NSIC Code). These two fields in the form cannot be change or edited. You have to fill other
required details in the form for new Company Registration. In the process of filling the company registration
form of any company following process are involved:

Step 1: Fill the Company Details. Details include:



| Company Details

Company Name {(English) * |Kaﬂ1mandu Higher Secondary School |
Company Name (Nepali}) * SoaTost e/ 9= & |
Telephone No | |
Fax No | |
Company Email |n'jaLbhupendraﬂ@yahuo.cnm |
Company Address e

District FroATUEL v

V.D.C/Muncipality 2IT=T FHweT -

VWard No | |

Street | |

Block No | |

Figure 26: Company Details

In Company Details form, the Company Name that you had requested and reserved previously in Check
Name/Reservation will be shown and this Company Name (English and Nepali both) cannot be changed. You
have to fill other required details in the Company Details form which includes Telephone No, Fax No, Company
Email and Company Address.

Step 2: Fill Branch Details.

Branch Details

Addl Branch Addiess H Click here to Add Branch Address

Figure 27: Add branch Address Link

e Clickon | AddEBranch Addiess | link to add branch address of the company and the
following dialogue box will appear in your screen:

| Add Branch Address E |

District R

VDLCMuncipality Rl FHTH! a ’
Ward No | |
[ | Sweat | I

Block No | |

]
|
|
[(seve ][ Cancel }..-7 —+ Click here to Cancel

\ Click here to Save

Figure 28: Add Branch Address




e Select the District, V.D.C. / Municipality from the drop down menu and enter the ward and
block numbers.

e Clickon button to save the branch address or click on button to cancel the

process.

e Ifyou wish to add more branches, repeat the same process, i.e., click on | Add Branch Address

link and do the same.

Step 3: Objective Details cannot be changed or modified. Objective detail will be same as you have

requested in Name Reservation process previously.

HSIC CODE HELP

Objective Details

Nsic Code ‘Objective
[Boz1 | [ st vd st e e e | |
[so10 | [umre morEm wEan mEeE ]
[Bo22 | e e eareren e " \
8030 | [pm e e v s, sER e, AT e eI | ]

Figure 29: Objective Details

Step 4: Fill Capital Details.

| Capital Details

Company Type * Select ﬁ

Capital Structure

Figure 30: Capital Details

The Capital Structure (Amount) —is dependable upon the Company Type you choose.

Capital Details

Company Type *  Select ﬁ

HATET FaaTor Fat

qiEer >> FEEET

OfEAT >> TR > > FFg0 T ST

qied® > T > > Joint Venture Between govermment and Public
afeerds »> # TEnET

gfeaes > #ta g >FEguT St FatHeT (aTeas)

qred= »> A TFHE > > Joint Venture between Nepali and foreign compamy
TTEHT > T

TEHT >> AR

TTEHT >> TEA > STFOT ST Fea(TERT)

wTEdE >> AEd > Joint Wenture with foreign promoters

WISET >> AEA »> TegET fadd Fatsea

Tt T >> T T mrdaT

Tl SR >> TerZall o e

Capital Struct

Figure 31: Company Type

e You can choose the Company Type from the drop down menu (as shown in Figure33).

e The Capital Structure option changes with the change in the Company Type. For example,



Capital Structure for “Private Ekal” Company is given by the figure below.

Capital Details

Company Type *  wEdie >» 0hd

Capital Structure

Authorized CapitaliRs)
Authorized Capial(Rs) [0.00 |

Puthorized Rate(Rs) /100,00
Quantity Of Shares | |
Issued CapitaliRs)

Paid Up Capital(Rs)

M ——
Paid Up Capital{Rs) 0,00

Figure 32: Capital Structure for Company Type ‘Private Ekal’

e  Enter the Authorized Capital (Rs.), Authorized Rate (Rs.), Quantity of Shares, Issued Capital
(Rs.) and Paid Up Capital (Rs.) amount in Capital Structure.

Step 5: Fill Company Share Holders Details. Detail includes:

Company Share Holder Details

=Add Company Share Holder (Flase te kotompary e Mrst1in

Figure 33: Add Company Share Holder Details

*Adlil Company Share Holder

e  To add Company Share Holder information, click on button.

A dialogue box will appear.

Company Share Holder

Select Share Holder Type

Share Holder Type | Person

Name "

English: st ] Wit | | Last| |
Nepali: st ] Middie | | Last | |

Gender Male

FatherHusband * |

Foreigner O Yes ® No

Citizenship Number ™ | | District

Pan Number i |

Figure 34: Company Share Holder Form

Here in Company Share Holder form, you can add two types of Company Share Holder information.
Two types of Company Share Holders are:

i Person

ii. Company



i.

Comp y Share Holder

Share Holder Type Persun

English: st | Middlz | | Last| |

Gender hale
FatherHusband * | |
Foreigner O Yes ® No

Citizenship Number * | | District * | e s

Pan Number | I

If you select Shareholder Type as Person in Company Share Holder form then the following form
will be displayed :

Permanent Address

District TR STHTT
VD.Cuncipality | mrz st B

|
Ward No ‘
Street ‘ ‘
Block No \

Temporary Address »

Share Holder Type* “

O precTor ™ Founper [ sHareowner [ JURISDICTION

Share Detail* u

No. of Shares |IJ |

Total Rmount | |

No. of Witness Person |D |

Full Hame District Area Ward Ho Block He Citizenship Humber District Delete |

Figure 35: Company Share Holder form format for Share Holder Type as Person



In the Company Share Holder form fill the required information:

lCompany ShareHolder =

e  Enter the Name of the Share Holder (in English and Nepali).
e Select Gender
e  Enter ‘Father/ Husband’s Name’.
e  Select the ‘Foreigner’ option.
o If the Share Holder is a Nepali citizen, select “No” and enter the Citizenship Number,
District, and Permanent Address.

Share Holder Type Person |

Name i

English: Fest Wicdle | | Last| |

Nepali : st | Widdle | | Last | |

Gender W

Father Husband 7 | |

Foreigner G Yes @ Mo

Citizenship Number * ‘ | District T umEr et

Pan Number ‘ |

Permanent Address u

District

V.D.C.Mun[:ipalif]f‘ AITET S ARt |

el
T —
e —

Figure 36: Share Holder form format for Nepali Citizen

o If the Share Holder is a foreigner, select “Yes” and enter the Passport Number and
permanent address.

Company Share Holder &

Share Holder Type

Name *
English ; st Middle | | Last | |
Nepali: st | Middle | | Last | |

Gender
Father Hushand * | |
Foreigner @ Yes O MNo

Passport Number * | ‘

Permanent Address

country ‘ Select

Permanent Address * ‘

Figure 37: Share Holder Form format for Foreigner



e Now, select the Share Holder Type.
= Director
= Founder
= Shareowner
= Jurisdiction

Share Holder Type*

O oirecTor [ Founper ™ sHareownER [ JURISDICTION

Figure 38: Share Holder Type

e  Enter the Share Lagat Details. Details include:
= Number of Shares
= Total Amount

Share Detail*

No. of Shares ‘ 0 ‘

Total Amount |

Figure 39: Share Detail

e  Enter the number of witnesses in No. of Witness Person text box

| No. of Witness Person |D

| and the respective number of row to add
witness will be shown as below:

No. of Witness Person |3 |

Full llame District Area  Wardlo Blockllo Ciizenshiplumber District  Delete
| Hnrrmrsmaﬁ ‘mﬁm | L  wmasTE [ Delete
| Hmﬁm ‘mamﬁ | Il  mmawm | Delete
| Hrr—gmsmﬁ ‘Wﬁm | RIEEE  mmawEE || Delete

Figure 40: Witness Detail

e  Enter Witness Details. Details include:
= Full Name
= District
= Area
= Ward Number
= Block Number
= Citizenship Number and District of Registration.




>

>

If you want to remove Witness Detail then click on button and the
respective witness detail will be removed.

If you want to add another Witness Detail then enter the number of Witness
to be added in ‘No. of Witness Person’ text box. For example, of you want
to add another 3 witness then enter

No. of Witness Person 3

and additional three rows will

be added.

e  Enter the Optional Detail of the Share Holder (if any)

Mobile Number

Phone Number

Email Id

Fax No

Po.Box No

Remark

Figure 41: Optional Detail

e After filling all the required information in Company Share Holder form you can click on

Save

the process.

button to save the Company Share Holder details or click on to Cancel



ii. If you select Shareholder Type as Company in Company Share Holder form then the following
form will be displayed:

Company Share Holder =

Share Holder Type = Company

#

Company English Hame

Company Registration No. *

| |
Company NepaliName  * | |
| |
| |

Company PAN No.

Permanent Address

District TR TRt
V.D.CMuncipality | 2T s s

Ward No | |
Street | |
Block No | |

Temporary Addre

Share Holder Type* “

O oirecTor [ Founocer M sHareownER [ JURISDICTION

Share Detail* ]

No. of Shares |D |

Total Amount | |

No. of Withess Person !D |

Full Hame District Area Ward Ho fBIock Ho fCitizenship Humber District Delete

Dptional

Save Cancel

Figure 42: Company Share Holder form format for Share Holder Type as Company



e  You can fill the information in this form as in Company Share Holder Type as Person form.

After filling up the form you click on button to save the details of Company Share

Holder or click on button to cancel.

Step 6: If there any Documents to be uploaded then upload the related documents in Document Details.

Document Details

1 mERg T 4 AddFile ]

2 fwHTE & Add File |

Figure 43: Documents Details

A.dd File
e To upload documents click on x button and then select the file you want to upload

(Note: Only .pdf format file can be uploaded).

e If you don’t have soft copy of the related document but you have the hard copy of the
document then you can just click on select box on right side of the document name as shown
below (checking this select box is similar to uploading the document):

2 o Ad i r”?\)

Cpr

Figure 44: Selecting Document

e If you want to view the uploaded document then you can click on | }> | icon and the

uploaded document will be displayed.

e If you want to delete the uploaded file then you can click on button and the
respective document will be deleted.

Step 7: After filling all the required information in the Company Registration Form you can
e click on button to preview the Company Registration detail

e orclick button to cancel the registration process

e orclick on button if you want to save the file. All the information you have entered



will be saved in file temporary and when you login with the same credentials all the previously
input fields will be automatically populated.

Step 8: After you click on button you will be redirected to the following page:

Welcome
rijal.bhupendra33@yahoo.com

Change Password
Logout

Nepall  English
Please preview the page and then click on 'Submit'

Company Name (English) : Kathmandu Higher Secondary School
Company Name (Hepali): FTSEATUE! T5TE HhsLT Tl

Telephone No
Fax No
Company Email rjal.bhupendra33@yahoo.com
Company Address
District FTSHTE]
V.D.C/Muncipality 7.1,
Ward No 5
Block No
NSIC Code Objective
8021 T AIATTERR U AT Tadield Heaes] eaiaeldes |
8010 TS R gl e |
8022 TR e SRR T Fa BT
2030 T T e 7R T, BT, P S RS |

Company Type UTSEIT == Tehel

Capital Structure
Authorized Capital
Authorized Capital  Rs 500,000.00
Authorized Rate Rs 100.00
Quantity Of Shares 5000
Authorized Capital Date 2071-02-05
Issued Capital
Issued Capital Rs 500,000.00
Issued Capital Date 2071-02-05
Paid-Up Capital
Paid-Up Capital Rs 500,000.00
Paid-Up Capital Date 2071-02-05

Company Share Holder Details
Share Count | Total Amount

1 Fam Bahadur Rjal WS TT 5 FEATE | s A Ao Mo ® 5000 gpggeg >

Submitted Document

i >'zrm-m|ﬁ€m Uploaded
2 >w==|mv Upladed
s ))ﬁwnmﬂ Uploaded

Office of Company Registrar @Copynght 2013

Figure 45: Preview Page




e In the Preview Page, you can view all the details entered previously and search for any further
corrections. To edit further click on utton, you will be directed to the previous

Company Registration page where you can alter your details, else click utton to
submit the Company Registration form and proceed further.

e After you submit the form you will be redirected to the following page:

Welcome rjal.bhupendra33@yahoo.com
Change Password
Logout

Nepali English

€ Registration Submitted Successfully
@ Detail information with registration form has been sent fo you email : rijal bhupendra33@yahoo.com
(& Please wait for the decision from the OCR

Opening CnlineCompanyRegistration Details.rtf S ‘

You have chosen to open:
) OnlineCompanyRegistrationDetails.rtf

which is: Rich Text Format
from: http://172.27.1.100:8080

What chould Firefox do with this file?

@ Openwith | Micresoft Office Ward (default) -

() SaveFile

|”] Do this gutomatically for files like this from now on.

Figure 46: Registration Detail after submitting the company registration form

e After submission of the Company Registration form you can view the detail information of the
registration. The information includes Revenue Amount to Be Paid, Temporary Application ID and
confirmation message. And along with this message the detail information about the company registration
will also be send to your email address with the attachment of company registration detail as in Fig47.



Online Registration Details
Temporary Application |D_; 67900
Application Mo, : ji78119

Date : 2071-02-05
1.COMPANY GENERAL DETAILS

Hepa M Frerst greaT #estt Fw i
English Name Kathmandu, Higher. Secondary. 2choal Pyl Lid,
Phone No.
Fax No.
2. COMPANY ADDRESS DETAILS

Zone GLLLGL
District AT
puea Eraam
Ward No. 05
Street
Block Mo.

3. COMPANY OBJECTIVE DETAILS
SiMO,. [NSIC Code  [Objective
1 [1920 SEaT &1 IO SeUTER A WSt / ReaTeenugs)

4. COMPANY BRANCH OFFICE DETAILS

LA = A A Y B A R [ A B fA = = [} f

Figure 47: Sample format of Application Submission Detail

e-services@ocr.gov.np & Today at 4:40 PM
Toe Me

M/5 Kathmandu Higher Secondary School

The Company Registration form has been successfully submitted.
Please wait for a decision from the Office of Company Registrar .
Thank you for using online services,

Visit Webeite : http:///www.ocr.gowv.n

Best Regards,

Government of Mepal

Ministry of Industry

Office of the Cornpany Registrar
Tripureshwaor, Kathmandu, Mepal

THIS MESSAGE IS SYSTEM GENERATED - PLEASE DO NOT REPLY TO THIS EMAIL.

RegistrationForm (....rtf View Download «

Reply, Reply All or Forward | More




Figure 48: Sample format of Company Registration Detail mail

After the submission of company registration documents, If your company registration process is rejected
then following message (fig 49: Sample format Rejection of Company Documents Detail mail) will be sent
in your email Id then you can again use OCR e-Service to resubmit your application. You can follow the
previous steps for Company Registration process as mentioned above (refer to section 2.4 New Company
Registration).

e-services@ocr.gov.np May 26
To Me

M/5 Kathmandu Higher Secondary School

Sarry. This is an automated message confirming that your company registration has been rejected by the Office of the Company
Registrar.

Please visit the Office of the Company Registrar website and Re-Submit your application.

Website:http://www.ocr.gov.np

Best Regards,

Office of the Company Registrar
Ministry of Industry

Government of Mepal
Tripureshwor, Kathmandu, Mepal

THIS MESSAGE IS SYSTEM GEMERATED - PLEASE DO MOT REPLY TO THIS EMAIL.

Reply, Reply All or Forward | More

Figure 49: Sample format Rejection of Company Documents Detail mail

If your submitted application is approved following mail (Figure 50: Sample format Approval of Company
Documents Detail mail) will be sent in your email ID.

e-services@ocr.gov.np Today at 5:26 PM
To Me

M/S Kathmandu Higher Secondary School
Congratulation. This is an automated message confirming that your company has been approved for registration by the Office of the Company Registrar,

Please visit the Office of the Company Registrar with the hard copy of original documents that are submitted online. Your registration fee is Rs.4500.0 and
your application no is 178119

Rernarks: TET|

Mote: Application no is required during the payment

Visit Website:http://www.ocr.gov.np

Best Regards,

Office of the Company Registrar
Ministry of Industry

Government of Nepal
Tripureshwor, Kathmandu, Nepal

THIS MESSAGE IS SYSTEM GENERATED - PLEASE DO NOT REPLY TO THIS EMAIL,

Reply, Reply All or Forward | More




Figure 50: Sample format Approval of Company Documents Detail mail

After approval of your application which will be updated in your lodgment section as well as an email
notification will be sent in your email address, visit the Office of the Company Registrar with all the
original Certificates and Documents for further verification of Registration Process. Office of Company
Registrar will now verify all the company registration process.

From here the online Company Registration process ends, After your company is registered and you have
received your company registration number then you will be presented with already registered company
user Homepage (for detail refer section 2.4 Figure 51 the Homepage of already Registered Company
User who have received a Registration Number).



Welcome rijal.bhupendra33@yahoo.com
Change Password
Logout

Nepali English

‘Home Post Reqgistration My Tools

 Company Detail | Lodgment | Company

General Details "

Registration No.: 113103 Registered Date : 20710209

Company Name (Nepali) ; mﬂﬁfﬂwﬁﬂﬂﬁﬁm fr) Company Hame (English) : Kathmandu Higher Secondary School {Pvt. Ltd.)
Company Address ; F..4.91.-5 ATGATTSLAHAG! Company Type : W53t >> Taa

Status : Registerad

Capital Structure «

Authorized Capital Issued Capital Paid-Up Capital
Authorized Capital:  Rs.500,000.00 Issued Capital: ~ Rs.500,000.00 Paid-Up Capifal: ~ Rs.500,000.00
Authorized Rate : Rs. 100.00 Issued Capital Date : 2071-02-05 Paid-Up Capital Date : 2071-02-05

Quantity OF Shares: 5000
Authorized Capital Date : 2071-02-05

Company Personnel [

Share Count | Total Amount

I RemBahadurRial FAATSFEAE v gy R 12245 T T R 7] % >

Company Branches «

SiNo. Branch Address

Company Objectives «

NSIC Code Description
022 .mmﬁmmﬁjrmmm‘ﬂ
8010 e figarer Femth e
3024 'ﬁmnmﬁmimﬁﬁﬁngmmmmnm
3030 o el e e e, ST, e sl g

Office of Company Registrar ©Copyright 2013.

Figure 51: Homepage (for newly Registered Company User who has registered company online)



