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MCD SIGNAGE APPLICATION
User Manual for Applicants

Municipal Corporation of Delhi (MCD)
Online Signage / Self-Signage Permission Application

Process Online Signage Application

User Type Applicant / Business User

Payment Online payment through payment gateway

Processing Time Instant after successful payment / gateway confirmation

Manual Version 1.0

Note: Screenshots in this manual are illustrative. Personal/contact and transaction values have been masked where appropriate.
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1. Application Process – Quick Overview
1 Login / Signup

2 Add Business

3 Enter Business Address & Location

4 Upload Required Documents

5 Add Signage

6 Select Signage Type & Area

7 Calculate Price

8 Select Payment Duration

9 Review Payment Summary

10 Complete Online Payment

11 Save Payment Slip / Reference

Before starting, keep the business details, address information, required PDF documents, site/signage photographs, and a valid online payment method ready.
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2. Login to the MCD Signage Portal
Open the MCD Signage portal and use the Login page to access your applicant account.

Steps
• Enter your registered mobile number in the Mobile field.
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• Enter your account password in the Password field.

• Use Show Password if you want to verify the entered password.

• Select Remember Me only when using a trusted personal device.

• Click LOGIN to continue.

• If you have forgotten your password, use the Lost Password? option.

Important: Do not share your password, OTP, or payment credentials with anyone.
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3. Dashboard
After successful login, the dashboard provides access to Business, Transactions, Support and Help.

Steps
• Use BUSINESS to add or manage business records.
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• Use TRANSACTIONS to review payment-related information.

• Use SUPPORT or HELP when assistance is required.

• The Business card provides quick access to Add New and Make Payment.
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4. Add a New Business
Select Business → Add New to create the business record for which the signage permission will be requested.

Steps
• Enter the Business Name.
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• Enter the General Trade Licence / Health Trade Licence, where applicable.

• Enter the Nature of Business.

• Provide the business address including Address Line 1 and Address Line 2, if required.

• Select the Colony/Area, Ward and Zone.

• Verify the City, State and Pin Code.

• Complete the Business Geo Location information as required by the portal.

Important: Fields marked with an asterisk (*) are mandatory.
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5. Upload Required Documents
The application requires supporting documents and photographs before the business can be submitted.

Steps
• Upload Proof of Legal Occupancy/Ownership in PDF format.
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• Upload Proof of Establishment of Unit in PDF format.

• Upload the required Requisite Affidavit in PDF format. The affidavit proforma can be downloaded from the portal.

• Upload the Certificate required for product display, where applicable.

• Upload site photographs in JPG/PNG format.

• Ensure all submitted documents are self-attested wherever required.

• Click Add after verifying the uploaded files.

Important: Upload only the file types and documents requested on the portal. Keep readable copies of all submitted documents.
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6. Business List and Add Signage
After the business is created, it appears in the Business section. A business may contain one or more signage entries.

Steps
• Locate the required business in the Business list.
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• Review the existing signage entries, including signage name, type, area and monthly fee.

• Use the Add Signage button to create a new signage entry.

• Use the edit icon next to a business/signage entry when the portal allows modification.

• If a business has no signage entries, add a signage before proceeding to payment.
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7. Add / Edit Signage Details
The Signage-Add screen is used to enter the signage name, category, display area and photograph.

Steps
• Enter the Display Name of the Signage.
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• Select the applicable Type of Category from the available options.

• Enter the Area of Display Board (in sq ft).

• Click Calculate Price to calculate the applicable fee.

• Upload the signage photograph in JPG/PNG format.

• Click Submit to save the signage details.

• For editing, open the relevant signage/business record and update the permitted fields before saving.

Important: The fee is calculated using the selected signage category and display area. Always verify the calculated amount before payment.
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8. Select Payment Duration
After signage details are available, the payment section allows the applicant to select the permission/payment duration.

Steps
• Select the required duration from the dropdown.
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• Available options shown in the portal include 3 Months, 6 Months, 1 Year, 2 Year, 3 Year, 4 Year and 5 Year.

• After selecting the duration, verify the Total Payment shown by the portal.

• Click Payment Initiate to proceed to the payment gateway.

Important: The payable amount may depend on signage type, area, fee rate and selected duration.
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9. Review Payment Summary
Before leaving the MCD portal for payment, review the payment summary carefully.

Steps
• Verify the Business Name and Applicant Name.
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• Verify the applicant contact information.

• Note the Transaction ID generated by the application.

• Verify the selected Payment Duration.

• Check the Total Fee and Paid Amount.

• Accept the applicable terms and conditions before continuing.

Important: If any business, applicant, duration or amount is incorrect, do not proceed with payment. Return to the application and correct the details first.



MCD Signage Application – User Manual Page 19

10. Online Payment Gateway
The payment gateway displays the order/application information and provides available payment modes.

Steps
• Verify the application/order details and amount shown by the gateway.
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• Accept the payment gateway Terms and Conditions.

• Select the required payment mode such as Cards, Internet Banking or NEFT/RTGS, as available.

• Follow the gateway instructions to complete the payment.

• Do not refresh or close the browser while a payment is being processed unless the gateway explicitly instructs you to do so.

Important: For card/net-banking/other online payment methods, use only your own secure banking session and never share OTP or banking credentials.
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11. Payment Slip / Payment Status
After initiating the payment, the gateway may display a payment slip containing the order, transaction and payment details.

Steps
• Check the Order ID, Application ID and Transaction ID.
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• Verify the applicant and permission details.

• Check the payment amount and payment date/status.

• For offline/NEFT/RTGS-type flows, follow the instructions and validity period shown on the payment slip.

• Use PRINT, EMAIL or DOWNLOAD where available to retain a copy.

Important: A payment slip marked Pending does not necessarily mean payment has failed. Wait for the gateway/application status to update before attempting another
payment.
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12. Returning to the MCD Website
The payment slip page provides an option to return to the MCD-IT website.

Steps
• Use the Proceed to MCD-IT Website button when available.
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• After returning, check the application/business/transaction status in the portal.

• Keep the payment reference/URN and transaction details for future correspondence.
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13. Common Issues & Troubleshooting
Issue Recommended Action

Login failed Verify mobile number/password. Use Lost Password if required.

Document upload fails Check file format, file size and readability; upload only the format requested.

Price not calculated Select a signage category and enter a valid display area, then click Calculate Price.

Payment page not opening Check internet connectivity and wait briefly. Avoid repeated clicks on Payment Initiate.

Payment shows Pending Do not immediately make a second payment. Check the transaction/application status first.

Amount deducted but status not updatedKeep the bank/gateway reference and transaction ID and contact the designated support channel.

Incorrect business/signage details Use the available edit option before payment/approval, wherever modification is permitted.

Security Reminder: Never share passwords, OTPs, card PINs, CVVs, internet-banking credentials, or other confidential payment information. Use the official portal
and payment gateway only.

End of User Manual
Municipal Corporation of Delhi – Signage Application
This document is intended as a step-by-step guide for applicants using the online signage application.


