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Registrar Login (Step-1) 

o The Registrar logs into 

the e-Registration 

software using their 

credentials. 
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Biometric Authentication 

(Step-2) 

o Enter the login ID to 

proceed. 

o Complete the biometric 

verification for secure 

access. 
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Account Access (Step-3) 

o After successful biometric 

verification, click 

the Login option to access the 

account. 
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Navigate to 

Registration of 

Deed (Step-4) 

• Select “Online 

Application” from the 

left menu 

(Registration of 

Deed). 
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View Pending Applications 

(Step-5) 

o A list of pending online Deeds will 

be displayed. 

o Choose the relevant Deed from the 

list to review the application. 
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Review Application Details 

(Step-6) 

o The application details will 

be displayed. 

o Select the Appointment 

Schedule. 

o Add any necessary 

remarks in the designated 

field. 
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Upon confirmation, forwards the application 

to the Operator Login. 
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o The Operator logs into 

the e-Registration 

software using their 

credentials. 
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Navigate to Certified Copy. 

o Upon logging in, the 

dashboard will appear. 

o Verifies the request details 

for accuracy and 

completeness. 
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o Click the “Registration of 

Deed” option from the menu 

and also click “Online 

Application” 
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Verification of Property 

Documents 

• Conduct thorough due 

diligence on the property. 

• Verify title deeds, 

encumbrance certificates, 

building approvals, and 

ensure the property is free 

from legal disputes or 

financial liabilities. 

• Confirm the seller’s right 

to sell and check for any 

pending dues or 

encumbrances. 
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o Upon confirmation, 

forwards the application to 

the respective DSR/SR for 

approval. 
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o After successful biometric 

verification, click 

the Login option to access 

the account. 
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Drafting the Sale 

Deed 

• Engage a qualified 

legal professional to 

draft the sale deed. 
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• The draft should include: 

• Full names, addresses, and 

identification details of both 

parties. 
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• Detailed property 

description: address, 

plot/survey number, 

boundaries, area, type 

(residential, 

commercial, etc.), and 

property schedule. 
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Execution of the Sale Deed 

• Both parties, along with 

two witnesses, must sign the 

sale deed in person. 
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• Warranties and 

representations by both 

parties regarding the 

property’s status. 
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• Upload files of the both 

Party and proceed the 

application. 
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• Sale consideration: agreed 

price, any advance paid, and 

balance amount. 

• Payment terms: mode 

(cheque, draft, online), 

schedule, and receipts if 

applicable. 
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Stamp Duty and Registration 

Preparation 

• Calculate the applicable 

stamp duty and registration 

charges as per local/state 

laws. 
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• Completing the process of 

fee payment as per the deed 

type selection & pay fee by 

choosing different payment 

option. 
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• Prepare all supporting 

documents for submission at 

the Sub-Registrar’s office. 
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Capturing of Biometric  

The biometric data of all 

necessary parties, including 

the Identifier, will be 

captured (camera image, 

thumb impression, and 

digital signature), as shown 

in the images 
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• Ensure All Party will have 

properly captured their 

biometric & then Deed 

forwarded to Registrar login 

for Approval. 
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o The DSR/SR logs into 

the e-Registration 

software using their 

credentials. 
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o Upon logging in, 

the dashboard will 

appear. 
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• Select “Approve Deed” 

from the menu. 
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• Select the required 

Deed “Application 

ID” from the menu. 
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Registration of the Sale 

Deed 

• Present the executed sale 

deed at the local Sub-

Registrar’s office within the 

statutory period (generally 

within four months of 

execution). 

 

 

 

 

 

 



Department Sale Deed Registration Procedure      
 

 

 

 

 

 

• Registrar verifies all the 

entered details by Operator, 

Fee Collection Amount & 

Biometric details. 

• The Sub-Registrar records 

and stamps the document, 

making it legally binding and 

public record. 
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o The Operator logs into 

the e-Registration 

software using their 

credentials. 
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o Upon logging in, 

the dashboard will 

appear. 
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o Select “Online 

Application” from 

the menu. 
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o List of signatures 

pending Applications 

will be appeared. 
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o Update buyer 

details in ODIA entry for 

the uses of Bhulekh 

Land Records (NIC). 
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o From the List of 

pending applications 

this screen will be 

appeared. 
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Upload all the 

documents for 

archival. 
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Application is 

forwarded to 

DSR/SR login, for 

uploaded scan 

copy -verification. 
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o The DSR/SR logs into 

the e-Registration 

software using their 

credentials. 
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o List of pending 

Applications screen will be 

appeared. 
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o Verifies the 

details and also 

put their remarks. 
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For mutation of Deed 

Notification with form-3 

forwarded to respective 

tehsil online & then 

application forwarded to 

operator login. 
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o The Operator logs into 

the e-Registration 

software using their 

credentials. 
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o This screen will be 

appeared. 
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o List of pending 

Applications screen 

will be appeared. 
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Operator Complete 

the Deed Process by 

printing the final 

deed copy. 

 

 


