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Steps to Login, Apply, and Check Application Status 

This user manual provides a simple, easy-to-follow guide for citizens and applicants to use the online 

portal. It explains how to log in, apply for services, fill and submit application forms, upload required 

documents, and check the status of your application for a Business License. The instructions are 

designed so that even first-time users can complete the process smoothly and without confusion. 
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Part 1: How to Log In 

Follow these simple steps to access your account on the online portal. 

STEP -1 Open the Website 

Launch your internet browser (such as Chrome, Edge, or Firefox) and enter one of the following 

portal addresses in the address bar: 

www.investmeghalaya.gov.in or www.megedistrict.gov.in. 

 

 

https://docs.google.com/document/d/1XERcl3xHMAHtUgQZuhEgFk25fJeRJbeyyc_EhtQPkqA/edit?tab=t.0#bookmark=id.yawkkyygk2u1
https://docs.google.com/document/d/1XERcl3xHMAHtUgQZuhEgFk25fJeRJbeyyc_EhtQPkqA/edit?tab=t.0#bookmark=id.b5jjtpwwb2kf
https://docs.google.com/document/d/1XERcl3xHMAHtUgQZuhEgFk25fJeRJbeyyc_EhtQPkqA/edit?tab=t.0#bookmark=id.1hv54kw9hav8
http://www.investmeghalaya.gov.in/
http://www.megedistrict.gov.in/


STEP -2  Click the Login Button 

Look at the top-right corner of the page. You will see a button labelled "Login". Click on it to open 

the login page. 

 

STEP -3  Enter Your Login Details 

Enter your Login ID and Password in the respective fields provided, then click the Login button to 

proceed. 

 

💡 Note: 

 Login: If you are a first-time user, you must complete the registration process before logging 

in. 

 

STEP – 3.1 How to Register? 

Look at the top-right corner of the page. You will see a button labelled "Register". Click on it to open 

the registration page. 

 

 

 

 

 

 



STEP – 3.2  OTP Verification Process 

After registration, a One-Time Password (OTP) will be sent to your registered mobile number and 

email ID for verification. 

 

💡 Note: 

 Register: Enter the OTP received on your email and mobile number in the respective fields, 

then click 'Validate'. 

 The OTP is valid for only 15 minutes. If it expires, use the 'Resend OTP' option to request a 

new OTP. 

STEP – 3.3 OTP Verification Process 

 

 

After successful validation, you will see a confirmation message. You can then proceed to Login. 

 

 

 

 

 

 

 

 

https://docs.google.com/document/d/1XERcl3xHMAHtUgQZuhEgFk25fJeRJbeyyc_EhtQPkqA/edit?tab=t.0#bookmark=id.yawkkyygk2u1


 

(i)In case the user forgot their password, click Forgot Password.  

 

 
 

 

 

 

 

 

 

 

 

(ii) Enter your Login ID and the Captcha to receive a reset link via email or mobile and Click 

Submit. 

 

 

  

 

 

 

 

 

 

 (iii) This one-time link remains valid for 24 hours. After completing the process, click Back to Home    

to return to the main dashboard. 

 

 

 

 



 

 

 

 

 

 

 

 

 

 

 

 

 

(iv) Upon completion, the applicant will receive a confirmation email containing a link to reset their 

password. To proceed, please click the link provided in the message to update your Login Details. 

 

 

 

 

 

 

 

 

 

 

 

 

 



(v) To complete your request, simply enter your new password according to the specifications, re-

enter it in the confirmation field, and fill in the captcha before clicking Submit. 

 

 

 

 

 

 

 

 

 

 

 

(vi) Upon successful submission, a confirmation screen will appear indicating that your password has 

been modified. Simultaneously, a formal notification will be sent to your registered email address to 

confirm the change. You may then proceed to log in using your updated Login Details. 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

 

  

(vii) If the alert "User Id is not active or blocked" appears, it indicates that the Email ID provided is 

already registered. To resolve this, please register using a unique email address that has not been 

previously utilized on the service plus platform.  

 

 

 



Part 2: How to View and Apply Applications 

After successful login, the dashboard enables users to: 

 Manage Profile 

 Apply for a Service 

 View Application Status 

 Submit Feedback 

 Logout 

 

STEP -1 Applicant Dashboard 

After logging in, look at the menu on the screen. You will find an option labelled "Apply for 

Service". Click on it to proceed.  

 

STEP -2  How to View All Available Services 

 

After clicking "Apply for Service", a dropdown menu will appear displaying the option to view all 

available services. Click on "View all available services" to open the list. 

 

 

 

 

 

 

 

 



STEP – 3 How to Search for the Application You Want to Apply For 

After clicking “View All Applications,” search for the required service (e.g., Application for 

permission for isolated trees at Homesteads, Farms, etc by typing its name in the search box. 

 

 

💡 Note: 

You can type keywords or the department name in the search box to find the required application 

easily. 

 

STEP – 4  Applying for the Service 

 

Once you find the required service (e.g Application for permission for isolated trees at Homesteads, 

Farms), click it to open the form and fill in all the required details carefully. 

 

 

 

 



 

 

 

 

💡 Note: 

You can type keywords or the department name in the search box to find the required application 

easily. 

 

 

 

 

 

 

 



STEP -5 Submitting the Application 

After filling in and submitting the form, a new page will open where you can review your details and 

upload the required documents by clicking on "Attach Annexure". 

 

 

 

 

 

 

 

 



 

STEP -6 Upload Documents (Annexure/Enclosure) 

Select the required document from the Enclosure Document dropdown, choose the file to upload, 

and ensure it meets the specified format and size limits. After selecting all the necessary files, click 

Save Annexure to proceed. 

 

 

💡 Note 

 Fields marked with a red asterisk (*) are mandatory and must be filled. 

 Only GIF, JPG, JPEG, PNG, and PDF files are allowed, with a size limit of 1–5 MB 

(depending on the application/service). 

 

STEP -7 Final Review and Submit 

 

After uploading the required documents, you will see a page displaying the completed form along 

with the attached files. Review all details carefully, and if everything is correct, click Submit to 

complete the application. 

 



STEP – 8 Application Submitted 

After submitting, you will receive an Acknowledgement Slip containing details such as the applicant’s 

name, reference number, and other relevant information. 

 

 

 

Part 3: How to View Application Status 

On the dashboard, you will see menu options such as Manage Profile, Apply for Service, View 

Application Status, and Submit Feedback. Click on View Application Status to check the status of 

your application. 

 

STEP – 1 View Application Status 

After clicking View Application Status, a dropdown menu will appear with options such as Track 

Application Status, View Incomplete Application, Revalidate Payment, and Modify Submission. 

Click on Track Application Status to proceed. 

 



💡 Note: 

The search is valid only for 3 months from the date of application submission. 

STEP – 2 Track Application  

After clicking Track Application Status you will find your application status. 
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