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Introduction

Pre-Requisites for using the software
The following skills and tools will be required to use the software:
- Internet Connection
- Web Browsers such as Google Chrome, Firefox, Microsoft Edge need to be installed in the
machine

- General Computing Skills

Loading the software
Please follow these steps to load the software:
- Check whether you have internet connection or not
- If Yes, Load a web browser such as Google Chore, Firefox etc.
- On the address bar, Go to http://suchidarta.kathmandu.gov.np/ Press Enter

- You will notice the following Screen
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- Click on Register now button. After then there appears below screen.
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Register New User

Full Name

Enter full name

Mobile No.

Enter mobile no.

Email

Enter email

Password

Enter password

Password Comfirm

Enter password confirm

Register Me

Already have an account Goto Login

- Fill the form after then click on register button.

- It requires email verification to login. So, go to email and click on verify email.



Kathmandu Metropolitian <webapphit@gmail.com> 16:34 (O minutes ago) ¥y ® “
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Kathmandu Metropolitian, Suchidarta Management System

Hello!

Please click the button below to verify your email address.

Verify Email Address

If you did not create an account, no further action is required.

Regards,

- After that, when the user registration is verified from the admin side, you will receive a mail,

mentioning below shown thing:

Kathmandu Metropolitian, Suchidarta Management System

Hello!

Your login account has been verified successfully. Now you can login
iInto our system.

Visit application to login

We are really happy that you started to use Kathmandu Municipality,
Suchidarta Management System!

Regards,
Kathmandu Metropolitian, Suchidarta Management System
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- After logging in, you will be redirected to the following Home Page
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1. FFYeAT / TEAT giasd

- Click on "&#9et / ®¥4T 9faser” in the left sidebar.
- Upon clicking this, the corresponding entry page will open.
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1.1 To Add a New Entry

- To add a new company or organization, click on the green button "#¥qelt / FFaT Yfasdt yogery”
(Add Company / Organization Entry) located at the top right of the page.
- The follow form appears
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- Fill in all required information for the company or organization in this form. Fields marked with an

asterisk (*) are mandatory.
- For example:

- Enter details such as Organization Name, Address, PAN/VAT No., Main Person's Name, etc.
- Make selections from dropdown options like FFIelr ISR ST (Company

Registrar's Office).
1.3 To Save:

- After filling all information, click the green "+ &% =" button at the bottom left of the form.

Upload Required Documents

- After clicking + 98T aTet, the following screen appears:
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- You will see the 3TTdRTeh TURHA 1T fdaoT (Required Basic Document Details) page.

- Here, you need to upload the necessary documents. Documents marked (Required Document) are
mandatory.
- To upload each document, click the "Upload [Document Name]" button below its title.

- After you click on an "Upload [Document Name]" button the following screen appears:
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Upload Files

1.4 Choose File:

- Click the "Choose File" button to select the document from your computer.



Note: The system requires the document size to be 1MB #=er &a (less than IMB) and in JPG, PNG

ar PDF (JPG, PNG or PDF) format. If needed, you can use the provided link "Visit to compress your

document."

1.5 Upload Files:

- After choosing your file, click the "Upload Files" button to upload the document to the system.

- After uploading all documents click on return back ® button.

1.6 Manage Existing Entries

- You can view and manage Company / Organization details

1.6.1 Edit an Entry:

- Click on | # | the next to the record you want to Edit.

- The following Form appears:
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- Make necessary changes

- After that Click on Save button.

1.6.2 View Full Details of an Entry:
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1. Click on the Monitor Icon next to the record you want to View Full Details.
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- This section guides you on how to register an organization for listing.

- Click on ¥¥yT &Fa a1+ in the left sidebar. The following screen appears:
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2.1 Fill Organization Listing Registration
- On this page, click the button ¥¥4T F+or gat sefer (Fill Organization Listing Registration).

This is to start a new listing registration.

- The following form appears when you click on it.
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- Fill in all the required details in this form. Fields marked with an asterisk (*) are mandatory
(31fAamy).

- After filling the required details, click the Proceed >> button to move forward or upload other
documents.

2.2 Upload Additional Documents & Submit Listing
- After clicking Proceed >>, the following screen appears:
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- On this page, you can review previously entered details on the left and upload additional
required documents on the right.
- To upload a document, click the "Choose File" button next to the relevant document type

(e.g., PXIFAT FHTUT U (Tax Clearance Certificate), 31f3e Rare (Audit Report)).
- Fields with an asterisk (*) are mandatory.
- After uploading all necessary documents, click the blue button H\iﬁ faavor aer It

(Submit Listing Details) at the bottom to finalize and submit the listing registration.
2.3 Listing Status and Verification

- After clickingﬂf—ﬁ' faavor der It (Submit Listing Details):



- You will be redirected to the €T Fj\?ﬁ &dT page. A "New TE&AT E\iﬁ &dr Added"

success message will appear at the top.
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- Your newly added entry will be listed in the table, showing &Telel 37a¥UT (Current Status)

as Not Verified.
- The entry will be shown as Verified only after an administrator checks and verifies it.



