
 

 

 
 
 
 
 
User Manual – Factory Registration  

 (Renewal Process)  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
  



 
  

Page | 2  
 

 
 
 

Contents 
 

1. Introduction to Service .................................................................................................................... 3 

2. Process Flow ................................................................................................................................... 4 

3. Screen Shots .................................................................................................................................... 5 

4. Payment Mode .............................................................................................................................. 26 

5. Users ............................................................................................................................................. 26 

7. Portal Charge and Commission..................................................................................................... 26 

7. Generic FAQ’s .............................................................................................................................. 26 

 

 

 

 

 



 
  

Page | 3  
 

 

1. Introduction 

The State Government is empowered to declare that all or any of the provisions of the Act shall apply to 

any place wherein manufacturing process carried out irrespective of number of workers employed 

therein. Madhya Pradesh Government has made this act applicable to stone crushers, slate pencil factory, 

Rice mill, Oil mill, saw mills, chuna bhatti, Factories using asbestos ,certain industries which use 

hazardous chemicals, and certain processes carried out using flammable solvents by publishing a 

notification, even if the number of workers employed therein are less than 10. Occupier is not allowed to 

use any of these premises as a 'factory' unless he has obtained a valid factory licence. 

In renewal Process Applicant applies for renew factory license and according to details and year wise 

fees to be paid by applicants.  
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2. Process Flow 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

Click on Renewal 

Option > Apply for 

Renewal 

Sign Up/ Login to Labor 

Department 

Enter License No. & 

Click Search 

View Basic Information 

of Factory like: Factory 

Name, Address etc. 

Check “Terms & 

Conditions” and Proceed  

View Renewal form in 

Edit Mode. 

Submit Application form 

and upload Attachment. 

If License No. found then related 

information will be display.  

If License No. not found then user 

need to try again or contact labor 

department for correct license no.  

Pay MPOnline Portal fee 

Process for submitting 

Renewal fee 

1. Download Challan 

Fee from “Payment 

Option”. 

2. Pay Renewal Fees 

via e treasury, Bank. 

3. Upload paid Challan 

from “Payment 

Option”. 

Process for submitting 

Renewal fee 

4. Download Challan 

Fee from “Payment 

Option”. 

5. Pay Renewal Fees 

via e treasury, Bank. 

6. Upload paid Challan 

from “Payment 

Option”. 
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  (Department Process) 

   Rejected    Sent to Resubmission 

Generate License 

by Division   

  Approved 

Division’s Receive Request 

Send SMS and Email 

to applicant with the 

reason of rejection.   

Enter Comments 

Send SMS and 

Email to applicant 

Send SMS and 

Email to applicant 

1. Login to MPOnline Portal and 

resubmit the application. 

2. Need to update treasury Challan in 

case of difference amount in License 

Fees. 

3. Need to update system generated 

receipt in case of 0 License fees.   

 

Download License from MPOnline Portal 
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3. Screen Shots of Citizen End- 

 

 Type URL in Address Bar: http://mponline.gov.in. 

 

  

 

 

 

 

www.mponline.gov.in/portal 

Type URL in Address Bar: 

http://mponline.gov.in 

 

http://mponline.gov.in/
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Click on Applications. 
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Click on FAC (Labour 

Department). 
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New User can make 

user id and password 

for login. 

 

Using Email id and details you can 

create a login for using this 

application. 

Note: Email id will not change and 

future operation on factories can be 

done from this emal id only.  
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User created 

successfully. 

 

Using Email id and 

password login the 

application. 
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Click “Renewal Option” for factory renewal. Options are:  

1. Apply for Renewal: Will open a form to renew the factory. License number 

/ factory id is compulsory.  

2. Resubmission of renewal of license: Use this button if department had sent 

your renewal application for resubmission.  

3. Print Application: Use this button to take print out of the application form 

you had filled. Note: Without portal payment you can not use this service. 

4. Upload signed copy of applied application: Do Signature on the print out 

and upload from this button.   

5. Search your License number: Use this button to find your factory license 

number and factory id via factory name.  



 
  

Page | 13  
 

1. Apply for Renewal: Will open a form to renew the factory. License 

number / factory id is compulsory.  

 

 

 

Enter License No. and 

click search button to 

view all details.  

Check Factory details if 

details are correct then 

click the check box and 

proceed. 
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Some field is editable 

and we can update the 

details like Factory 

name and address. 

Select License renewal 

year License from to 

License to year. For 

Example If you want to 

take license for one year 

i.e. for 2016. Select year 

2016 on both dates.  
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Enter “*” mandatory 

details and also update 

the previous details. 
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Fill and update 

manufacturing or processes 

and save. 
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Fill and update details after 

that save. 

In this section select the workers and 

Machinery H.P. and some other details. 

Challan fees for Renewal will be calculated as 

per calculation of year of renewal, workers 

quantity and Horse Power.   
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In this section List of Documents (Non 

Hazardous). Select and upload scan copy of 

original documents. Once uploaded “Proceed 

for payment” will be enable to make 

MPOnline portal Fee.  
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*Only Portal Charge will be paid Online through KIOSK or Online (Net Banking, Credit Card & 

Debit Card) and Department fees will be paid in Treasury. 

 

 

Here showing the applicant 

fees* (To be paid in 

Treasury). 

You need to pay Challan fee directly to 

treasury through Bank or 

http://www.mptreasury.org/ . Use Button 

Click to Download Challan Copy. This will 

help you in finding Challan fee & Heads.  

You can also find the same page through 

service home page Payment Option > Click 

to download challan copy.  

Yo  

You need to upload signatured scan copy. Use Button Print 

application and payment receipt”, This will help you in 

taking print of the form you had submitted. Take signature 

and upload the scan copy from service home page > renewal 

options > Upload sign copy.   

You can also find the same page through service home page 

Payment Option > Print application and payment receipt.  

 

http://www.mptreasury.org/


 
  

Page | 20  
 

 

 

 

 

Enter the application no. and 

search for format. 

Select option 3 and 4 for renewal of form. Option 3: 

Download Challan copy for renewal challan Fee.  

Option 4 : Download Challan copy for renewal resubmission 

challan fee.   

Note: It is Compulsory to download and upload challan copy 

even for zero payment in renewal resubmission process  
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Save the format (.pdf, .xls,.doc 

etc.  

Note Challan fee and heads 

which will be used in payment 

to treasury.  



 
  

Page | 22  
 

 

 

After download the Form 4and 

signed the document then Click 

“Upload signed copy of Applied 

Application” 

Enter Application no and Search 

the data for uploading  
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Then message is showing 

“Document uploaded 

successfully.”   

After search the application then 

upload the signed file.   
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4. Payment Mode- 

In this application we two mode of Payment: 

 

 

 

 Kiosk is MPOnline Franchises   

 

 

 

 

 

 

5. Users- 

In this application we have two users. 

1. Applicant  

2. G2G User 

6. Portal Charge and commission- 

Portal Charge is Rs. 50/-   

 Through MPOnline Only Portal Charge will Pay and calculated payment will be paid to treasury. 

 Calculation of Department fess on basis of Schedule (A,B,C), Worker (0-10, 10-20 etc.) ,Horse 

Power and Year of Renewal.  

 In Renewal resubmission: Download challan copy to check the payment you need to make to 

treasury in resubmission process. You need to make payment in treasury and upload receipt from 

“payment options”. If there is zero payment in challan than upload the same chalan copy from 

“payment option”.  

 

Online Payment Using CC/DC/NB Cash Payment using KIOSK 


