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1. Accessing the CRCS Portal 

Steps: 

1.​ Open a supported web browser (Chrome / Edge / Firefox). 

2.​ Enter the following URL in the address bar: (https://crcs.gov.in) 

3.​ Press Enter. 
4.​ The CRCS Portal home page will be displayed. 

 
 

 

2. Society Registration 

1.​ Open the following URL in your browser: (https://crcs.gov.in) 

2.​ The Home Page of the CRCS Portal will be displayed. 
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New User Registration 

1.​ Click on “Registration of New MSCS”. 
2.​ The Registration screen will appear. 

 

Internal​©                                 ​ ​                                                                                                                          3 



 
 

3.​ Fill in all mandatory fields in the registration form. 
4.​ Enter your Email ID and Mobile Number. 
5.​ Click on “Verify Email and Mobile”. 

 

6.​ Enter the Email OTP received on your registered email ID. 
7.​ Enter the Mobile OTP received on your registered mobile number. 
8.​ Click on Verify. 
9.​ After successful OTP verification, click on Sign Up. 

Society Details Submission 

1.​ After successful sign-up, the Society Details Form will be displayed. 
2.​ Enter the required society details, including: 
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○​ Name of the proposed society (Name availability can be checked) 
○​ Type of society 
○​ Sector of society 
○​ Area of operation 
○​ Headquarter 
○​ State, District, and Pin Code 

Upload the required documents. 
1.​ Click on Save to submit the details. 

Note: Login credentials will be sent to your registered Email ID. Please check the Spam/Junk folder if the 
email is not received in the inbox. 

 

 

3. Login 

1.​ To access the CRCS Portal, open the following URL:   (https://crcs.gov.in) 

2.​ The Login page will appear. 
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3.​ Enter your registered Email ID and Password. 
2.​ Enter the Captcha. 
3.​ Click on Login. 
4.​ A one-time password (OTP) has been sent to your registered email ID. 

 

 
5.​ Click OK. 
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6.​ Enter the OTP received on the registered mobile number. 
7.​ Click on “Verify OTP”. 
8.​ The Dashboard will appear. 

 

 

4. Society Registration Navigation 

 

1.​ On the Dashboard, hover the mouse over the Registration menu. 
2.​ Select Society Registration. 
3.​ The Society Details screen will appear. 
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4.​ On the left-hand side, step-wise sections are provided to complete the registration process. 
5.​ The user must complete each step sequentially to successfully submit the Society Registration 

form. 

 

Society Details 

1.​ The fields on the Society Details screen will be pre-filled with information provided during the 
registration process. 

2.​ Users can edit fields. 
3.​ Click on Save to proceed. The system will redirect the user to the “Why Is It Necessary” screen. 

Why is it necessary 
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​
 
 

1.​ Enter the details for “Why is it absolutely necessary for the society to be registered under 
MSCS Act 2002”. 

2.​ Click on Save to proceed. The user will be redirected to the “Society Key Details” screen. 

Society Key Details 

1.​ Enter all required key details. 

 
 

2.​ Fill fields.  
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3.​ Click on Save to proceed. The user will be redirected to the “Add Member” screen. 

Add Member 
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1.​ Select State. 
2.​ Select the Type of Member. Based on the selected member type, additional relevant fields will be 

displayed automatically. 

 

3.​ Fill in all the required fields. 

 

4.​ Click on the Submit button, and a success message will be displayed. 
5.​ Members will be added and will appear in the “List of Members” section. 
6.​ In the Action column, the following options are available: 
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○​ Edit - To modify member details 
○​ Delete - To remove a member 

7.​ Click on the Edit icon corresponding to the member to update fields and click Update. 

 

8.​ Update the required fields. 
9.​ Click on Update, and a success message will be displayed. 

 

10.​Click on Save to proceed. The user will be redirected to the Interim Management Committee 
screen. 

Interim Management Committee 

1.​ Fill in all mandatory fields on the form. 
2.​ Click the Submit button. 
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3.​ A success message will be displayed, and the submitted record will appear in the listing. 
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4.​ To modify or remove a record, click the Edit or Delete icon in the Actions column. 
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5.​ Click the Save button to continue. The system will redirect the user to the Co-opt Directors screen. 

Co-opt Directors 

1.​ Enter all the required details in the provided fields. 

 

2.​ Click the Submit button. 
3.​ A success message will be displayed, and the submitted record will appear in the listing. 
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4.​ Click on the OK button to proceed. 

 
5.​ To delete a record, click the Delete icon in the Actions column.  
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6.​ Click OK to process. 

7.​ Click the Save button to proceed. The user will be redirected to Bank Details. 

Bank Details 

1.​ Enter all the required bank details in the provided fields. 
2.​ Click on the Upload Bank Certificate to upload the bank certificate document. 

○​ Only PDF files are allowed. 
○​ Maximum file size: 5 MB. 

3.​ Verify all the entered details for correctness before proceeding. 

 
 

4.​ Click on the Save button to proceed.  
5.​ A success message will be displayed upon successful saving of the details. 
6.​ The user will be redirected to the Viability Report. 
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Viability Report 

1.​ Navigate to the Viability Report screen from the left-side menu. 
2.​ Enter the required details in the text editor (character limit: 200–500). 
3.​ Click on Upload Viability Report and upload the supporting document. 

○​ Only PDF files are allowed. 
○​ Maximum file size: 5 MB. 

4.​ Verify all entered details for correctness. 

 
 

5.​ Click on the Save button to proceed. 
6.​  The user will be redirected to the Projected Balance Sheet. 

Note: Data can be modified until the signed application is finally submitted. 

Projected Balance Sheet 

1.​ Navigate to the Projected Balance Sheet screen from the left-side menu. 
2.​ Click on Upload Projected Balance Sheet for the next three financial years. 

○​ Only PDF files are allowed. 
○​ Maximum file size: 5 MB. 

3.​ Verify the uploaded document for correctness. 
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4.​ Click on the Save button to proceed. 
5.​ A successful message will be displayed upon successful submission. 
6.​ The user will be redirected to Projected Profit/Loss Statement. 

Note: Data can be modified until the signed application is finally submitted. 

Projected Profit/Loss Statement 

1.​ Navigate to the Projected Profit/Loss Statement screen from the left-side menu. 
2.​ Click on Upload Projected Profit/Loss for the next three financial years. 

○​ Only PDF files are allowed. 
○​ Maximum file size: 5 MB. 

3.​ Verify the uploaded document for correctness. 

 

4.​ Click on the Save button to proceed.  
5.​ The user will be redirected to Resolution. 
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Note: Data can be modified until the signed application is finally submitted. 

Society Resolutions 

1.​ The Resolutions screen documents formal decisions regarding the society's name, operation area, 
and membership. 

2.​ Review Agenda Items (Agenda 1 through Agenda 9). Click the plus (+) icon to view resolution text. 
3.​ Verify Agenda Details: Ensure Society Name and Area of Operation are correct in "Resolution No. 

2". 
4.​ Update Information if Necessary: If details are incorrect, go back to Society Details/Key Details, 

update, and save again to refresh resolution text. 

 

 

5.​ Save Progress: Once you have reviewed all agendas from 1 to 9 and confirmed the information is 
accurate, click the blue Save button at the bottom of the page. 

6.​ Data Modification: You can continue to modify this data until the final signed application is 
submitted. If you change any core society details later, remember to revisit this screen to ensure the 
resolutions reflect those changes. 
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7.​ Save Progress: Click the blue Save button. The user will be redirected to Section 7.1(b) 
Certificate. 

Section 7.1(b) Certificate 

1.​ Select Section 7.1(b) Certificate from the left-side menu. 
2.​ Verify Certificate Text: Review the auto-generated certificate which confirms that the proposed 

society serves the interest of members in more than one state 
3.​ Check Signatory Details: Ensure the Chief Promoter name and the Place (e.g., Uttar Pradesh) are 

correctly displayed. 

 

 

4.​ Click Save to proceed to Section 7.1(c) Certificate. 

Section 7.1(c) Certificate 

1.​ Select Section 7.1(c) Certificate from the left-side menu. 
2.​ Verify Principles: Review the text confirming the bye laws provide for the social and economic 

betterment of members through co-operative principles. 
3.​ Confirm Information: Check that the Society Name and Address displayed in the certificate text 

are accurate. 
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4.​ Click the Save button to complete this section. 
5.​ The user will be redirected to the next screen that is Section 7.1(d) Certificate. 

Section 7.1(d) Certificate 

1.​ Navigate to Certificate: Select Section 7.1(d) Certificate from the left-side menu. 
2.​ Verify Legal Compliance: Review the certification confirming that the proposed bye laws are not 

contrary to the provisions of the Act and rules. 
3.​ Confirm Signatory: Verify the Chief Promoter and Place details one last time. 

 
 

4.​ Click the Save button to complete the certification process. 

 

Note: Information across all these sections can be modified until the final signed application is submitted.​
The user will be redirected to the next screen that is Bye Laws. 
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Bye Laws 

1.​ Navigate to Bye Laws: Select Bye Laws (sec. 10) from the left-side menu 
2.​ Expand Clauses: Click the plus (+) icon next to any of the 62 clauses. 

 
 

 
 

3.​ Edit Text: Use the rich text editor to modify details as needed. 

4.​ Finalize: Click Save. The user will be redirected to the Preview Application and Submit. 

 

1.​ Note: Data remains editable until the final signed application is submitted.​
The user will be redirected to the next screen that is Preview Application and Submit. 
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. 

 

Preview Application and Submit 

 

Once you reach the Preview Page, follow these concise steps to complete your registration: 

 

1.​ Data Audit: Carefully scroll through the entire preview to verify the Society Name, Area of 
Operation, and Bank Details. Ensure no fields are blank or contain typos. 

2.​ Member Validation: Review the list of Promoter Members and Board of Directors to ensure all 
names and ID details match your uploaded documents. 

3.​ Document Check: Click on the uploaded links (Bye laws, Resolutions, NOCs) to confirm the files 
are legible and correctly attached. 

4.​ Correction: Click "Edit/Back" if needed. 

Note: Data cannot be changed once the final submission is made. 
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5.​ Print for Signature: Click the “Print application for Signing” button to generate a physical copy 
of your completed application. 

6.​ Sign Application: Physically sign the printed application. 
7.​ Upload Document: Scan and use “Browse...” under “Upload Signed application for society”. 
8.​ Accept Declaration: Read the declaration statement regarding compliance with the Multi-State 

Cooperative Societies Act, 2002 and check the corresponding box to confirm accuracy. 
9.​ Final Submit: Once the file is attached and the box is checked, click the "Final Submit" button to 

complete your registration request. 

 

10.​Click on the Submit Button. 

 

Internal​©                                 ​ ​                                                                                                                          25 



 

11. Click on the OK Button. 
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5. Additional Information 

If the registrar requests additional information regarding your application, you must provide it within the 
specified timeline (usually 7 days). 

1.​ Navigation: Navigate to Home → Additional Information from the left-hand menu. 
2.​ Enter Details: Use the provided text editor (Character Limit: 50 – 5000) to provide the required 

information not included in the original application. 

 
 
 

3.​ Upload Document: 
a.​ Click on Choose File. 
b.​ Select a file in PDF format only. 
c.​ Ensure the file size does not exceed 5 MB. 

 

4.​ Submit: Click the Save button. 
a.​ A success message "Additional information is saved successfully" will be displayed. 
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6. Bye Laws Amendment 

Society User Steps 

 

 

1.​ Enter Valid Credentials 

2.​ Click on the LOGIN Button 

3.​ OTP sends to the registered mobile number. 
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4.​ Click OK. 

 

5.​ Enter received OTP 

6.​ Click on the Verify OTP Button. 
7.​ The dashboard will be displayed. 
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8.​ From the top menu, click Bye Laws Amendment. 
9.​ Next screen will display 

Navigation Path: 

10.​Go to Bye Laws Amendment → Request for Bye Law Amendment. 
11.​The application form will be displayed. 

 

 

12.​Enter the required GBM details in the Submit GBM Details tab. 
13.​Click on Save & Next to proceed. 
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14.​The screen below will be displayed. 

 

15.​Amendment Requested: Enter details and click Submit. 

 

16.​The submitted record will be displayed in the listing. 
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17.​To add more: click Add more bye laws. 
○​ Enter: Bye Law Number, Existing Bye Law, Proposed Bye Law, Reason. 
○​ Verify the entered details displayed in the list. 

 

18.​Click on Update to save the changes. 
19.​Click on Delete to remove the amendment record. 
20.​Click on the Close (X) button to exit the pop-up without saving any changes. 
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21.​Click Next & Preview. 
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22.​Upload mandatory files. 
23.​Click Submit & Preview  

 

24.​Click on the Submit button to proceed. 
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25.​Click on the OK button to continue. 

26.​The Preview will be displayed. 
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27.​Upload signed application, tick declaration, and click Final Submit. 

 

28.​Review the confirmation message displayed on the screen. 

29.​Click on Submit to confirm and submit the signed application. 

30.​Click on Cancel to go back and make changes before submission. 
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31.​Click on the OK button to continue. 

32.​The submitted amendment will appear in the amendment listing. 

 

7. Appeal 

Society User Steps 
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1.​ Enter Valid Credentials 

2.​ Click on the LOGIN Button 

3.​ OTP sent the registered mobile number. 

 

4.​ Click OK. 
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5.​ Enter received OTP 

6.​ Click on the Verify OTP Button. 
7.​ The dashboard will be displayed. 

 

1.​ Navigate to the Appeal section. 
2.​ Click on Appeal → Request of Appeal. 
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3.​ Select the radio button and click Confirm. 
4.​ Go to Appeal → click on New Request of Appeal. 

 
 

5.​ Select one radio button as required. 
6.​ A confirmation message will appear on the screen. 
7.​ Click on the Confirm button to proceed. 

 

Creating a New Request of Appeal 
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1.​ From the Dashboard, navigate to appeal → New Request of Appeal.​
 

2.​ The New Request for Appeal screen will be displayed. 

 

 

3.​ Appellant Details: Enter Name and Designation. Verify pre-filled MSCS info. Click Submit. 

 
 

4.​ Respondent Details: Enter Name, Address, State, District, Pincode.  
5.​ Click the Submit button to save the respondent's details.​

 
6.​ A successful message will be displayed, confirming that the details have been saved successfully. 
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Confirming Respondent Details 

1.​ Click on the OK button to proceed.​
 

2.​ Verifying Respondent Details:​
 

○​ Check the list below to ensure that the added respondent details are displayed.​
 

○​ Confirm that all information is correct and complete. 

 
 

Proceeding to Preview 

1.​ Click on the Next & Preview button.​
 

2.​ The preview screen of the entered information will be displayed. 
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7.​ Respondent Details: Enter Name, Address, State, District, Pincode. Click Submit then OK. 

Filling the Appeal Details 

1.​ Verify the “By whom the order appealed against was made” field (auto-populated).​
 

2.​ Enter the Date of the order appealed against.​
 

3.​ In the “Grounds of objection to the order appealed against” field, provide the reasons for filing 
the appeal.​
 

4.​ Enter the details in “State the relief the appellant sought”, clearly mentioning the relief requested.​
 

5.​ If required, click Download Template, fill out the appeal document, and upload it using the Upload 
Appeal option.​
 

6.​ Upload the Certified copy of the order appealed from.​
 

7.​ Upload the Affidavit supporting the memorandum of appeal.​
 

8.​ After verifying all entered details and uploaded documents, click the Submit button to proceed. 
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Submitting the Application 

1.​ Upload the required file(s) in the respective upload fields.​
 

2.​ Click the Submit button to submit the application.​
 

3.​ After successful submission, the submitted record will be displayed in the listing section. 
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1.​ Click the Edit icon to modify an existing appeal request (if permitted).​
 

2.​ Click the Delete icon to remove an appeal request (if applicable).​
 

 

 

8. Annual Return 

Society User Steps 

 

 

1.​ Enter Valid Credentials 

2.​ Click on the LOGIN Button 

3.​ OTP sent the registered mobile number. 
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4.​ Click OK. 

 

5.​ Enter received OTP 

6.​ Click on the Verify OTP Button. 
7.​ The dashboard will be displayed. 

Internal​©                                 ​ ​                                                                                                                          46 



 
 

8.​ Navigate to the Annual Return section. 

 

Creating a New Annual Return Request 

1.​ Click on New Annual Return Request.​
 

2.​ The New Annual Return Request screen will be displayed. 
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Submitting the Form 

1.​ Click on the Submit button to complete the process.​
 

2.​ A confirmation or success message will be displayed. 
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9. Auditor Module 

Society User Steps 

 

1.​ Enter Valid Credentials 

2.​ Click on the LOGIN Button 

3.​ OTP sent the registered mobile number. 
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4.​ Click OK. 

 

5.​ Enter received OTP 

6.​ Click on the Verify OTP Button. 
7.​ The dashboard will be displayed. 
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 Auditor Module 

1.​ Click on Auditor from the top menu.​
 

2.​ The Auditor screen will be displayed. 

 
 

New Appointment of Auditor 

1.​ Click on New Appointment of Auditor.​
 

2.​ The Auditor Appointment form will be displayed. 

 
 

Appointment of Auditor – Financial Details 

1.​ Select the Financial Year for the Appointment of Auditor from the drop-down list.​
 

2.​ Enter the Deposits (₹) of the previous financial year.​
 

○​ If the deposit amount is more than ₹1 crore, two auditors will be displayed for selection.​
 

○​ If the deposit amount is ₹1 crore or less, one auditor will be displayed.​
 

3.​ Click the Continue button.​
 

4.​ The next screen for further processing will be displayed. 
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Submitting Auditor Details 

1.​ Fill in all mandatory fields in the form.​
 

2.​ Click on the Submit Query button.​
 

3.​ A “Data saved successfully” message will be displayed, confirming the submission 
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Confirming Submission 

1.​ Click on the OK button to proceed.​
 

2.​ The submitted data will be displayed in the listing section. 

 

 

10. Election Module 

Society User Steps 
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8.​ Enter Valid Credentials 

9.​ Click on the LOGIN Button 

10.​OTP sent the registered mobile number. 

 

11.​Click OK. 
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12.​Enter received OTP 

13.​Click on the Verify OTP Button. 
14.​The dashboard will be displayed. 

 

Accessing Election Module 

1.​ Click on Election from the top menu.​
 

2.​ The Election listing screen will be displayed. 
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Requesting a New Election 

1.​ Click on Request for New Election.​
 

2.​ The New Election Request Form will be displayed. 

 
 
Fill in all mandatory fields in the form. 
 

 
 

Submitting the Election Request 

1.​ Upload all mandatory files in the respective fields.​
 

2.​ Click on the Submit button to submit the request. 
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Confirming Submission 

1.​ Click on the OK button.​
 

2.​ The submitted record will be displayed in the listing section. 

 

11. Branch Opening Module 

Society User Steps 
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15.​Enter Valid Credentials 

16.​Click on the LOGIN Button 

17.​OTP sent the registered mobile number. 

 

18.​Click OK. 
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19.​Enter received OTP 

20.​Click on the Verify OTP Button. 
21.​The dashboard will be displayed. 

 

Branch Opening Module 

1.​ Click on the Branch Opening module from the top menu.​
 

2.​ The Branch Opening listing screen will be displayed. 

 

Creating a New Branch Opening Request 

1.​ Click on New Request for Branch Opening.​
 

2.​ The Branch Opening Request Form will be displayed. 
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Filling the Branch Opening Form 

1.​ Fill in all mandatory fields in the form.​
 

2.​ Ensure that all required information is entered correctly before proceeding. 

 

3.​ Upload all mandatory files in the respective fields. 

4.​ Click on the Submit button. 

5.​ A confirmation message will be displayed. Click Submit to confirm or cancel to cancel. 
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6.​ Click on the Submit button. 

7.​ The submitted request will be displayed on the listing page. 

 

 

12. Sales Officer Module 

Society User Steps
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1.​ Enter Valid Credentials 

2.​ Click on the LOGIN Button 

3.​ OTP sent the registered mobile number. 

 

4.​ Click OK. 
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5.​ Enter received OTP 

6.​ Click on the Verify OTP Button. 
7.​ The dashboard will be displayed. 

 

8.​ Click on the Sales Officer option. 

9.​ The Sales Officer form will be displayed on the screen. 

 

Internal​©                                 ​ ​                                                                                                                          63 



Creating a New Request for Appointment of Sales Officer 

1.​ Click on New Request for Appointment of Sales Officer.​
 

2.​ The Appointment of Sales Officer form will be displayed on the screen. 

 

Submitting the Appointment of Sales Officer Request 

1.​ Fill in all mandatory fields in the form.​
 

2.​ Click the Submit button.​
 

3.​ A success message will be displayed, confirming that the request has been submitted successfully. 

 

4.​ Click the OK button. 

5.​ The submitted request will be displayed in the listing section. 
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13. CEF Module 

Society User Steps (Financial Assistance) 

 

1. Enter Valid Credentials 

2. Click on the LOGIN Button 

1.​ OTP sent the registered mobile number. 
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2.​ Click OK. 

 

3.​ Enter received OTP 

4.​ Click on the Verify OTP Button. 
5.​ The dashboard will be displayed. 
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Accessing CEF Module (Financial Assistance) 

1.​ Click on the CEF option from the menu.​
 

2.​ The CEF screen will be displayed. 

 

Accessing Financial Assistance under CEF 

1.​ Click on Financial Assistance under the CEF module.​
 

2.​ The Financial Assistance screen will be displayed. 
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Accessing Financial Assistance under CEF 

1.​ Click on Financial Assistance under the CEF module.​
 

2.​ The Financial Assistance screen will be displayed. 

 

 

Submitting Financial Assistance Request 

1.​ Fill in all required fields in the form.​
 

2.​ Click on the Submit button.​
 

3.​ A successful message will be displayed, confirming that the request has been submitted 
successfully. 
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Confirming Submission 

1.​ Click on the OK button.​
 

2.​ The submitted record will be displayed in the listing. 

 

14. CRRDF Module 

Society User Steps 
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1. Enter Valid Credentials 

2. Click on the LOGIN Button 

1.​ OTP sent the registered mobile number. 

 

2.​ Click OK. 
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3.​ Enter received OTP 

4.​ Click on the Verify OTP Button. 
5.​ The dashboard will be displayed. 

 

Accessing CRRDF Module 

1.​ Click on CRRDF from the menu. 
2.​ The CRRDF screen will be displayed. 
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Accessing CRRDF Payment 

1.​ Click on the CRRDF Payment button. 
2.​ The CRRDF Payment screen will be displayed. 

 

Filling and Proceeding with CRRDF Payment 

1.​ Fill in all required fields in the form. 
2.​ Click on the Save and Next button. 
3.​ The next screen will be displayed. 

 

Making CRRDF Payment 

1.​ Click on the Pay Now button. 
2.​ The payment gateway or payment confirmation screen will be displayed. 
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