
 

 

STEPS TO BE FOLLOWED FOR ENROLLMENT  AND REGISTRTAION 

 

 

 

Enrollment Process: 

 

Step 1:- User must login in the web portal through https://apcpe.aptonline.in and complete 

the enrollment and registration process along with the payment of applicable 

online processing fee, non-refundable application fee to participate in the E-

Auction cum Drawl of lots process, as per the schedule notified. 

 

 

 

Step:-2 User shall click on the ‘Enrollment’ tab for creating a new user id as shown in the 

screen below: 

 

https://apcpe.aptonline.in/


 

Step 3:- User has to enter his/her Basic details (Name, Age, Mobile number, PAN number 

etc.) and upload Self-attested copy of Aadhaar along with the applicants 

Photograph. The user has to select the firm type as “Sole Proprietorship” in the 

dropdown menu in case of individual applications. The user has to read and accept 

the disclaimers and click on submit button. 

 



 

Step 4 - In case of applications filed by partners belonging to a Partnership firm, one of 

the partners of the firm can apply as a user and he/she shall enter his/her details. 

The user has to select the firm type as “Partnership” in the dropdown menu. The 

user has to enter the details of the partnership firm and upload the partnership 

deed and click on “submit” button after reading and accepting the disclaimers. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Step 5: The user will be redirected to “Add partner details” screen where he/she shall 

enter the details of each of the partners in the partnership firm and upload their 

photos along with their self attested Aadhaar and click on ‘submit’ button after 

accepting the disclaimer. 



 

 

 

 

Step 6: The user will be able to view “Partner details” screen where he/she can add/delete 

partners of the partnership firm. 

 

Step 7: After successful completion of submission of application, the applicant will get an 

Email/SMS alert mentioning the User ID and Password to login (Example of user ID 

: BLIC2022XXXXX). Applicant has to re-login with the provided ID and password on 

clicking the ‘Login’ tab as shown below:- 



 

 

 
Step8:- Applicant has to enter the provided User login ID and Password along with the 

Captcha and click on ‘Sign In’ button. 

 

 

 

 

Step 9: Applicant must change his default password to a new password and re-login with the 

updated password to proceed for ULB registration 



 

 

 

 

The applicant has to remember the updated password throughout the auction process. If, 

in any case, the applicant forgets the password, he can reset by clicking on the “forgot 

password“ button after entering his user ID in the login page. He shall be redirected to the 

Forgot password screen as shown below and reset his password after entering OTP 

received on his registered mobile number. 

 

 

ULB Registration: 

 

Step 10:In the ULB registration screen the applicant shall select the District and the ULB 

for which he intends to bid. The applicable online processing fee will be displayed 

along with the applicable non–refundable application fee as notified. The applicant 

may at his option upload the consent letter of the owner of the proposed Bar 

premises, if it is not owned. He may also, at his option ,upload blue print of the 

proposed Bar premises and click on ‘add’ button. Each application filed by the 

applicant shall be allotted a unique number.( example xxx/xxx/xxx indicat ing district 

code, ULB Code, number of the applicant in serial)  

 

Applicant can apply for one or more bars in one or more ULBs. If he/she intends to 

apply for more than one bar, he/she shall click on the ‘Add’ tab and enter the 

details. 



 

 

 

 

The applicant will be able to see the all applications filled by him in the same 

screen as shown below :- 

 

 

 

Step 11:- The applicant shall click on ‘Pay now’ tab corresponding to a particular 

application filed in a ULB to pay the online processing fee. In case the applicant 

intends to participate in the e-auction process for more than one Bar in one or 

more ULB’s, he shall register himself for each Bar separately by paying the 

notified online processing fee. 



 

 

 

 

Step12:-Applicantshallselectthepaymentmethodandproceedforpayment. 
 

 

 

Step 13:- A system generated payment Receipt (printable) shall be displayed after successful 

completion of the Transaction. The applicant shall click on ‘Proceed further’ button.  



 

 

 

 

 

 

 

 

 

 

Step 14:- Once the payment for online processing fee is successful, the status of Online 

Processing fee column for that particular application shall change to “View 

Payment details” icon and CFMS details column against the corresponding 

application shall be displayed as “Generate Challan” icon.The Applicant shall 

generate CFMS Challan for payment of non refundable Application fee for that 

application by clicking on the “Generate Challan” button. 

 

 

Step 15: The applicant shall choose manual payment option only for generating Challan 

for non refundable application fee. Then it will be redirected to the ULB 

registration screen where he/she shall take the print of the system generated 

challan and pay the non- refundable application fee mentioned in the challan at 

the nearest State Bank of India branch. 



 

 

 

 

Step 16: The applicant can view the status of the payment of his challan under the “CFMS 

Status” column in the ULB registration screen within twenty four hours of 

payment(bank working hours) as shown below: 

 

 

Step17: The applicant can view his/her application by clicking on view details as shown 

below and generate a print for reference: 

 

 

 

The applicants who have successfully completed the enrollment and registration process 

along with successful payment of applicable online processing fee, Bank service charge, 

applicable GST, applicable non-refundable application fees shall only be allowed to 

participate in the Auction process. 
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